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COLUMBUS METROPOLITAN HOUSING AUTHORITY
CHAPTER 1: STATEMENT OF LOCAL POLICIES

The Housing Choice Voucher Program was created by the Housing and Community
Development Act of 1974 and further amended by federal legislation. The Housing Choice
Voucher Program has two separate components—the Tenant Based Housing Choice Voucher
(HCV) Program and the Project-Based Voucher (PBV) Program — administered by CMHA. “The
Rental Assistance Demonstration (RAD) is a voluntary program of the Department of Housing
and Urban Development (HUD). RAD seeks to preserve public housing by providing Public
Housing Agencies (PHAs) with access to more stable funding to make needed improvements to
properties.”

PIH Notice 2016-01 / PIH Notice 2011-52 (HA): Family unification program (FUP) allocations
are provided to PHAs to assist families who have lost, or are in danger of losing, their children to
foster care, but who may be able to retain custody of their children or reunite the family if they
can obtain adequate housing. From their waiting lists, PHAs select families that have been
identified or referred to the PHA by the local public child welfare agency as program candidates
based on family circumstances. In addition to meeting the public child welfare agency criteria,
families selected for FUP assistance must meet basic housing choice voucher eligibility
requirements.

VASH — PIH Notice 2020-14: The HUD-VASH program combines HUD Housing Choice
Voucher (HCV) rental assistance for homeless Veterans with case management and clinical
services provided by the VA at its medical centers (VAMC), community-based outpatient clinics
(CBOCs), VA contractors, or VA designated entities. The VA facility refers all eligible HUD-
VASH families to the public housing agency (PHA).

PIH Notice 2020-01: Mainstream Vouchers (also formerly known as Mainstream 5- Year
Vouchers or Section 811 Vouchers) are tenant-based vouchers that serve a special population of
households. Mainstream Vouchers will serve households that include a non-elderly person(s)
with disabilities (between the ages of 18 and 61 years old) at the effective date of the initial
Housing Assistance Payment (HAP) Contract, (i.e., the effective date of the New Admission
[action code =1] on the form HUD-50058 (or form HUD-50058 MTW).

HCVs enable non-elderly disabled (NED) families to lease affordable private housing of their
choice. NED vouchers also assist persons with disabilities who often face difficulties in locating
suitable and accessible housing on the private market.

Tenant Protection Vouchers (TPVs) are Section 8 Housing Choice Vouchers (HCVs) that HUD
provides to Public Housing Agencies (PHAs) that administer an HCV program. Although HUD
also provides TPVs to PHAs to protect HUD-assisted families from hardship as the result of
certain Multifamily Housing transactions, this document addresses TPVs only for HUD’s Public
Housing (Low Rent) portfolio.



The Housing Choice Voucher (HCV) homeownership program allows families that are assisted
under the HCV program to use their voucher to buy a home and receive monthly assistance in
meeting homeownership expenses.

The HCV homeownership program is available only to families that have been admitted to the
HCV program and it is not offered by every Public Housing Agency (PHA). PHAs have the
discretion to determine whether to implement the HCV homeownership program in their
jurisdictions.

To participate in the HCV homeownership program, the HCV family must meet specific income
and employment requirements (the employment requirement does not apply to elderly and
disabled families), be a first-time homeowner as defined in the regulation, attend, and
satisfactorily complete the pre-assistance homeownership and housing counseling program
required by the PHA, and meet any additional eligibility requirements set by the PHA.

These programs are administered in compliance with the Ohio Revised Code (ORC), Code of
Federal Regulations (CFR) and this Administrative Plan. If any policy in this Plan conflicts with
federal or state law or regulation; the applicable law or regulation shall take precedence over this
Plan.

A. THE CMHA ADMINISTRATIVE PLAN (24 CFR § 982.54)

The purpose of this Administrative Plan is to establish discretionary policies and implement
HUD regulations for the administration of the Housing Choice Voucher, Family Unification
Program, VASH, Mainstream, NED, Tenant Protection and Homeownership. The Plan covers
both admission and continued participation in these programs. Policies are the same for all
programs, unless otherwise noted in this Plan or by HUD regulations.

CMHA’s Board of Commissioners must approve Policy revisions to this Plan. Revisions to
internal operating procedures are at the discretion of CMHA’s President/Chief Executive Officer
and the Chief Operating Officer.

CMHA is responsible for complying with all subsequent changes in Federal laws and HUD
regulations pertaining to these programs. If such changes conflict with this Plan, HUD
regulations and/or federal law will have precedence.

B. PRIVACY RIGHTS AND RELEASE OF INFORMATION

CMHA recognizes that the right of privacy must be afforded to all Housing Choice Voucher
applicants and participants. Therefore, disclosure of any information about applicants or
participants that is maintained by CMHA is prohibited unless the family executes a release of
information. CMHA may share family information with the appropriate federal agencies and
other third parties while conducting official agency business. (See the “Privacy Act Notice” from
HUD Form-9886: Authorization for the Release of Information/Privacy Act Notice)



In accordance with HUD regulations, upon request from a prospective property owner or their
designated agent, CMHA will provide the following information about the participant:

the family's current address

the current landlord's address and telephone number

the family's previous address (if available)

the family’s previous landlord's address and telephone number (if available).

CMHA is not responsible for any inaccuracies in the above information obtained from the
family's file. No further information about the family will be provided unless the family gives the
prospective property owner their written consent. CMHA reserves the right to verify that the
person(s) requesting the information is an actual prospective property owner or their designated
agent and requires them to release CMHA from any claims.

Information concerning CMHA'’s participating Housing Choice Voucher property owners may
be obtained upon written request. CMHA may assess a fee for all records photocopied and/or the
time spent to obtain the information from CMHA’s computerized data systems.

All requests for the release of information about the Housing Choice Voucher Program and
CMHA'’s administrative records and documents are subject to approval by CMHA pursuant to
federal and state law.



COLUMBUS METROPOLITAN HOUSING AUTHORITY

CHAPTER 2: EQUAL OPPORTUNITY AND REASONABLE ACCOMMODATION
OBJECTIVE I - OUTREACH TO LOWER INCOME FAMILIES

A. POLICY

Provide widely disseminated information to low-income families on affordable housing
opportunities in Franklin County.

B. POLICY IMPLEMENTATION

Announce when CMHA is accepting applications by placing advertisements in newspapers
containing the following information:

e Application procedures
e Sources for further information

Provide notices to local social service agencies, local radio, and television stations and other
agencies that provide services to low-income families in Franklin County.

Respond to telephone calls from interested families seeking information about the Program.
Provide program information on the CMHA Website (www.cmhanet.com).

OBJECTIVE II - PROMOTING GREATER HOUSING OPPORTUNITIES FOR
FAMILIES OUTSIDE AREAS OF LOW-INCOME AND MINORITY
CONCENTRATION

A. POLICY

Make HCV Program information available to property owners and managers of
decent and affordable housing in Franklin County and encourage current HCV property owners
and managers to continue Program participation.

B. POLICY IMPLEMENTATION

Conduct a marketing program to broaden housing opportunities for low-income families assisted
by CMHA’s HCV Program. Efforts to educate property owners and promote CMHA’s HCV
Program include the following:

e An HCV property owner newsletter.
e An Internet website (Www.cmhanet.com) containing information about the CMHA HCV
Program.



e Working meetings and seminars with property owners to explain HCV regulations and
CMHA policies.

e Customer service training for CMHA’s HCV staff.

e Active recruitment of units by staff during property owner contacts.

Approve Voucher Payment Standards at levels up to 110% of Fair Market Rents (FMR) to
enable families to locate units in low poverty areas within Franklin County.

CMHA refers participants and property owners to GoSection8.com to access a list of available
vacant units by location, bedroom size, and housing type (duplex, single family, multi-family,
etc.).

Nothing in this Section shall be construed to violate the "finders-keepers" policy and the non-
steering provisions of the tenant-based HCV Program regulations.

OBJECTIVE III - ENSURING EQUAL OPPORTUNITY TO APPLICANTS FOR
PARTICIPATION IN CMHA'S HCV, PBV, VASH, NEDs, TPVs, EHVs, AND
HOMEOWNERSHIP PROGRAMS

A. POLICY

Select families for participation without regard to a family's age, race, color, gender, sexual
Orientation, familial status, creed, religion, disability, or national origin. (24 CFR § 1.4;
982.552(c)(2); 982.202(b)(3); 5.105(a))

B. POLICY IMPLEMENTATION

CMHA’s selection process is outlined in Chapter 5 of this Plan. CMHA ranks and selects
applications based upon local admission preferences and other ranking factors without regard to
a family's age, race, color, gender, sexual orientation, familial status, creed, religion, disability,
or national origin. Families are selected from the applicant waitlist whenever Housing Choice
Vouchers are available.

OBJECTIVE 1V - SERVICES AND ASSISTANCE TO FAMILIES WHO HAVE
ALLEGED THEY HAVE ENCOUNTERED DISCRIMINATION DURING THEIR
HOUSING SEARCH

A. POLICY

Provide information on fair housing laws to all HCV applicants and participants at group or one-
on-one briefings.

B. POLICY IMPLEMENTATION

Provide the HUD-903 Discrimination Claim Form to all families at their briefing with



instructions to contact CMHA if the family has reason to believe they have been illegally denied
housing. CMHA will assist families in completing the form and will refer families to the
Columbus HUD Office for further investigation of their complaint.

CMHA will also refer any family who has a fair housing complaint to the Columbus Urban
League, the Legal Aid Society of Columbus, or other agencies designated by HUD. CMHA will
cooperate with these agencies in their investigation of the family's complaint.

OBJECTIVE V — EQUAL OPPORTUNITY FOR PERSONS WITH DISABILITIES
SECTION 504 COMPLIANCE

A. POLICY

Qualified persons with disabilities must not be excluded from participation in, be denied the
benefits of, or be subjected to discrimination under any program or activity receiving federal
financial assistance solely by reason of their disabilities (24 CFR § 8.20).

CMHA will afford persons with disabilities an equal opportunity to gain the same benefit or to
reach the same level of achievement as those who do not have disabilities. A qualified person
with a disability:

e Must be afforded an opportunity equal to that afforded to others;

e Must be provided housing or benefits as effective as those afforded to others; and,

e May not be provided different or separate housing or benefits unless necessary to provide
a person with a disability with housing or benefits that are as effective as those provided
to others.

The General Counsel of CMHA is the Section 504 Compliance Officer for the Programs
governed by this policy.

B. POLICY IMPLEMENTATION

Provide advice and assistance to disabled families as necessary in accordance with federal, State,
and local law. Offer reasonable accommodation in administering the Housing Choice Voucher
Program policies, in helping disabled families to find affordable and decent housing, and in
complying with HUD and CMHA regulations and policies.

Provide program accessibility for persons with hearing or vision impairments.

Provide program and physical accessibility for persons with physical disabilities.

Consider requests for reasonable accommodation under the following circumstances:

e Ifan applicant or participant indicates that an exception, change, or adjustment to a rule,
policy, practice, or service is needed because of a disability, CMHA will treat the



information as a request for a reasonable accommodation, even if no formal request is
made.

The family must explain what type of accommodation is needed to provide the person
with the disability full access to the PHA’s programs and services.

If the need for the accommodation is not readily apparent or known to the PHA, the
family must explain the relationship between the requested accommodation and the
disability. There must be an identifiable relationship, or nexus, between the requested
accommodation and the individual’s disability.

Offer reasonable accommodation if the following three conditions are met:

The request was made by or on behalf of a person with a disability or in writing to
CMHA.

There is a disability-related need for the accommodation.

The requested accommodation is reasonable, meaning it would not impose an undue
financial and/or administrative burden on the PHA or fundamentally alter the nature of
the PHA’s HCV operations (including the obligation to comply with HUD requirements
and regulations).

GUIDELINES FOR CONSIDERING REQUESTS FOR REASONABLE
ACCOMMODATION

1. DEFINITION OF DISABILITY

The regulatory definitions for persons with disabilities is provided below:

1.

HUD Definition of Disability: The person meets the Social Security Administration
definition of a person with disabilities as defined in 42 U.S.C. 423 or the person has a
physical, mental, or emotional impairment that: a) Is expected to be of long-continued
and indefinite duration; b) Substantially impedes their ability to live independently; and
c) Is of such a nature that the ability to live independently could be improved by more
suitable living conditions.

ADA/FHA Definition of Disability (24 CFR Parts 8.3 and 100.201): In order to be
considered disabled under this provision, the person must: a) Have a physical, mental, or
emotional impairment that substantially limits one or more of the person’s major life
activities; b) Have a record of such an impairment; or ¢) Be regarded as having such an
impairment.

A person with a disability, as defined under Title II of the Americans with Disabilities Act (§
35.108), is any person who:

Has a physical or mental impairment that substantially limits one or more of the major
life activities of an individual,;

Has a record of such impairment; or

Is regarded as having such impairment.



The phrase “physical or mental impairment” includes:

e Any physiological disorder or condition, cosmetic or disfigurement, or anatomical loss
affecting one or more of the following body systems: neurological; musculoskeletal;
special sense organs; respiratory, including speech organs; cardiovascular; reproductive;
digestive; genital-urinary; hemic and lymphatic; skin; and endocrine; or

e Any mental or psychological disorder, such as mental retardation, organic brain
syndrome, emotional or mental illness, and specific learning disabilities. The term
“physical or mental impairment” includes but is not limited to such diseases and
conditions as orthopedic, visual, speech and hearing impairments, cerebral palsy, autism,
epilepsy, muscular dystrophy, multiple sclerosis, cancer, heart disease, diabetes, mental
retardation, emotional illness, drug addiction and alcoholism.

“Major life activities” includes, but is not limited to caring for oneself, performing manual tasks,
walking, seeing, hearing, breathing, learning, and/or working.

“Has a record of such impairment” means has a history of, or has been misclassified as having, a
mental or physical impairment that substantially limits one or more major life activities.

“Is regarded as having an impairment” is defined as having a physical or mental impairment that
does not substantially limit one or more major life activities but is treated by a public entity (such
as the PHA) as constituting such a limitation; has none of the impairments defined in this section
but is treated by a public entity as having such an impairment; or has a physical or mental
impairment that substantially limits one or more major life activities, only as a result of the
attitudes of others toward that impairment.

HUD’s definition of a person with disabilities does not include:

e Current illegal drug users

e People whose alcohol use interferes with the rights of others

e Persons who objectively pose a direct threat or substantial risk of harm to others that
cannot be controlled with a reasonable accommodation under the HCV program

The above definition of disability determines whether an applicant or participant is entitled to
any of the protections of federal disability civil rights laws. Thus, a person who does not meet
this disability definition is not entitled to a reasonable accommodation under federal civil rights
and fair housing laws and regulations.

The HUD definition of a person with a disability is much narrower than the civil rights definition
of disability. The HUD definition of a person with a disability is used for purposes of receiving
the disabled family preference, the elderly/disabled household deduction, the dependent
deduction, the allowance for medical expenses, or the allowance for disability assistance
expenses.

The definition of a person with a disability for purposes of granting a reasonable accommodation
request is much broader than the HUD definition of disability. Some people will not qualify as a
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disabled person under the HCV program, yet an accommodation is needed to provide equal
opportunity.

2. VERIFICATION OF DISABILITY

Before providing an accommodation, CMHA must determine that the person meets the
definition of a person with a disability and that the accommodation will enhance the family’s
access to CMHA’s programs and services. If a person’s disability is obvious, or otherwise
known to CMHA, and if the need for the requested accommodation is also readily apparent or
known, no further verification will be required.

If a family indicates that an accommodation is required for a disability that is not obvious or
otherwise known to CMHA, CMHA must verify that the person meets the definition of a
person with a disability and that the limitations imposed by the disability require the requested
accommodation.

To be considered for a Reasonable Accommodation, verification forms available at CMHA
offices as well as on the CMHA’s website (www.cmhanet.com) must be filled out and returned
to CMHA. If the individual with a disability is unable to submit their request in writing, CMHA
will assist the individual in putting their request in written form. Participants should contact
CMHA and their property owner or property manager about their reasonable accommodation
needs.

When verifying a disability, CMHA will follow the verification policies provided in this Plan.
All information related to a person’s disability will be treated in accordance with the Plan’s
confidentiality policies. In addition to the general requirements that govern all verification
efforts, the following requirements apply when verifying a disability:

e Third-party verification must be obtained from an individual identified by the family who
is competent to make the determination. A doctor or other medical professional, a peer
support group, a non-medical service agency, or a dependable third-party who is in a
position to know about the individual’s disability may provide verification of a disability.

e CMHA will request only information that is necessary to evaluate the disability-related
need for the accommodation. CMHA will not inquire about the nature or extent of any
disability.

3. TYPES OF REASONABLE ACCOMMODATION (24 CFR § 100.204)

A person with a disability may require special accommodations in order to have equal access to
the HCV Program. The reasonable accommodation must be linked (a nexus) to the applicant or
participant family’s disability(s). The types of reasonable accommodations CMHA can provide
include changes, exceptions, or adjustments to a rule, policy, practice, or service. Federal
regulations stipulate that requests for accommodations will be considered reasonable if they do
not create an "undue financial and administrative burden" for CMHA or result in a “fundamental
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alteration” in the nature of the program or service offered. A fundamental alteration is a
modification that alters the essential nature of a provider’s operations.

When needed, CMHA must modify normal procedures to accommodate the needs of a person
with disabilities. Examples include:

Conducting virtual recertifications
e Conducting telephone recertifications

e Using higher payment standards (either within the acceptable range or with HUD
approval of a payment standard outside of CMHA’s range) if CMHA determines this is
necessary to enable a person with disabilities to obtain a suitable housing unit

o When an additional bedroom is requested for medical equipment, CMHA may
request the following
* An initial list of medical equipment including approximate physical
dimensions and must be recertified at each annual reexamination
= Biennial inspection to verify need for the additional bedroom for the
medical equipment.

e Providing time extensions for locating a unit when necessary, because of lack of
availability of accessible units or special challenges of the family in seeking a unit

e Permitting an authorized designee or advocate to participate in the application or
certification process and any other meetings with CMHA staff

e Displaying posters and other housing information in locations throughout the CMHA's
office in such a manner as to be easily readable from a wheelchair

When determining whether a reasonable accommodation is required or not, CMHA may request
a home visit completed at the discretion of the CMHA HCV Department.

Reasonable Accommodations will not be afforded to clients who are currently addicted to
controlled substances and/or alcohol and are claiming disability solely because of that chemical
dependency. Former alcohol and abusers who have been rehabilitated are eligible to receive a
reasonable accommodation (24 CFR § 5.403).

HUD issued memorandums entitled “Medical Use of Marijuana in Public Housing” (September
24, 1999) and “Medical Marijuana Use in Public Housing and HCV Programs” (February 10,
2011) that mandated that all public housing authorities in states where medical marijuana is
legalized adopt a policy prohibiting the use and possession of medical marijuana in public
housing programs. As such, CMHA will not permit the use of medical marijuana as a reasonable
accommodation.
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4. APPROVAL/DENIAL OF A REQUESTED ACCOMMODATION

Requests for accommodations must be assessed on a case-by-case basis, considering

factors such as the cost of the requested accommodation, the financial resources of CMHA at
the time of the request, the benefits that the accommodation would provide to the family, and the
availability of alternative accommodations that would effectively meet the family’s disability-
related needs.

After a request for an accommodation is presented, CMHA will respond, in writing, within ten
business days. Response will come from CMHA’s General Counsel.

Before deciding whether to approve or deny the request, CMHA may enter

into discussion and negotiation with the family, request more information from the family, or
may require the family to sign a consent form so that CMHA may verify the need for the
requested accommodation.

If CMHA denies a request for a specific accommodation because it is not reasonable (it would
impose an undue financial and administrative burden or fundamentally alter the nature of the
CMHA’s operations), CMHA will discuss with the family whether an alternative
accommodation could effectively address the family’s disability-related needs.

If CMHA believes that the family has failed to identify a reasonable alternative accommodation
after interactive discussion and negotiation, CMHA will notify the family, in writing, of its
determination within ten business days from the date of the most recent discussion or
communication with the family.

5. DENTAL OR TERMINATION OF VOUCHER ASSISTANCE

CMHA’s decision to deny or terminate the Voucher assistance of a family that includes a person
with disabilities is subject to consideration of reasonable accommodation. When reviewing
reasonable accommodation requests, CMHA may consider whether any verifiable mitigating
circumstances can explain and overcome the problem that led to the CMHA’s decision.

When applicants with disabilities are denied assistance, the notice of denial will inform them of
the CMHA informal review process and their right to request a hearing. In addition, the notice
must inform applicants with disabilities of their right to request reasonable accommodations to
participate in the informal hearing process.

If a reasonable accommodation will allow the family to meet HCV Program requirements,
CMHA may make the accommodation.

6. PROGRAM ACCESSIBILITY FOR PERSONS WITH HEARING OR VISION
IMPAIRMENTS
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At the initial point of contact with each applicant, CMHA must inform all applicants of
alternative forms of communication that can be used (24 CFR § 8.6; 28 CFR §§ 35.160-164; 28
CFR §§ 36.303).

To meet the needs of persons with hearing impairments, TTD/TTY (text telephone display /
teletype) communication will be made available.

To meet the needs of persons with vision impairments, large-print, and audio versions of key
program documents may be made available upon request. When visual aids are used in public
meetings or presentations, or in meetings with CMHA staff, one-on-one assistance will be
provided upon request.

Additional examples of alternative forms of communication are sign language interpretation;
having material explained orally by staff; or having a third-party representative (a friend, relative
or advocate, named by the applicant) to receive, interpret, and explain housing materials and be
present at all meetings.

7. PHYSICAL ACCESSIBILITY ASSISTANCE

When issuing a voucher to a family that includes an individual with physical disabilities, CMHA
will direct them to affordablehousing.com where a list of any available accessible units known to
CMHA will be posted.

In general, property owners must permit the family to make reasonable modifications to the unit.
However, the property owner is not required to pay for the modification and may require that the
unit be restored to its original state at the family’s expense when the family moves.

8. ACCESS TO LEP SERVICES:

The CMHA LEP Plan is available on the CMHA Website. The Plan is in English with
interpretation of the document available upon request to CMHA.
(http://cmhanet.com/Content/Documents/Language-Access-Plan.pdf)

If during the course of an interview or other in person contact, the client demonstrates limited
understanding or ability to communicate responses to questions or comments made, the CMHA
employee must immediately ask if interpretive services are needed. If such services are needed
or requested, CMHA will contact its partner on translation services and have a translator join the
appointment via telephone.

Any, appointments rescheduled because of the need for interpreter services will not be

considered a missed appointment for possible termination. Staff requests for interpreting and
translating services will be arranged by CMHA.
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COLUMBUS METROPOLITAN HOUSING AUTHORITY

CHAPTER 3: ELIGIBILITY FOR ADMISSION

To be eligible for initial placement on a Wait List and eventual receipt of a Voucher, a family
must meet HUD's criteria for eligibility and any additional criteria established by CMHA in
compliance with federal regulations. (24 CFR § 982.201: Eligibility and Targeting)

HUD has established the following factors to determine eligibility:

Family Composition

Income Limits

Provision of Social Security Numbers

Qualifying citizenship or eligible immigrant status

Consent to CMHA'’s collection and use of family information for family members (24
CFR § 5.230; § 982.551(b); § 5.233)

Other Criteria for Admission that relates to prior history on CMHA’s housing programs
Background checks regarding drug related and violent criminal activity, detrimental
alcohol abuse, and sex offender status (24 CFR § 5.903, 5.905) (CMHA will utilize Lexis

Nexis to conduct background checks for applicants and participants)

An applicant must furnish Declaration of Citizenship or Eligible Immigrant Status and
verification where required.

At least one member of the applicant family must be either a U.S. citizen or have eligible
immigration status before CMHA may provide any financial assistance.

A. FAMILY COMPOSITION

The applicant must qualify as a Family (24 CFR § 982.201(a)). A family may include but is not
limited to the following regardless of actual or perceived sexual orientation, gender identity, or
marital status:

1. A single person or group of single persons:

A single person may be one of the following:

e An elderly person (see definition below);
e A disabled person (see definition below);
e A displaced person (see definition below); or,
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e Any other single person.

2. A single person, a married couple, or two adult persons who will live regularly together
in the same dwelling unit with a child or children.

3. A group of persons consisting of two or more elderly or disabled persons living together
or one or more elderly or disabled persons living with one or more LIA.

4. An elderly and/or disabled household whose head or spouse meets the following
definition where the household head or spouse must be:

e 62 years of age or older;

e Disabled with a physical impairment which is expected to be of long continued and
indefinite duration, but does not prohibit independent living and is of such nature that the
ability could be improved by more suitable housing conditions;

e Disabled pursuant to Section 223 of the Social Security Act or Section 102 of the
Developmentally Disabled Act;

e An expectant mother unless she aborts prior to admission. If she aborts prior to
admission, she will be classified as a single person (see Section Al above);

e A remaining member of a family assisted by CMHA’s Housing Choice Voucher
Program; or,

e A person displaced by governmental action, or a person whose dwelling has been
extensively destroyed as a result of a disaster declared or otherwise formally recognized
under federal disaster relief laws.

5. A displaced household
6. The remaining family member of tenant family
Head of Household

The head of household is the person who assumes legal responsibility for the household and is
listed as such on the application.

A family may not designate an elderly family member as head of household solely to qualify the

family as an Elderly Household. There can be a co-head if the adult members are not married and
both claim to assume joint legal responsibility for the household and are listed on the application

as co-head.

Spouse of Head

(Use only for proper application of the Noncitizen Rule 24 CFR part 5, subpart E.) Spouse
means the marriage partner of the head-of-household, who, in order to dissolve the relationship,
would have to obtain a legal divorce. The term "spouse" does not apply to boyfriends,
girlfriends, significant others, or co-heads, although these family types are permitted to receive
assistance if they otherwise qualify.
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Co-Head

An individual in the household that is equally responsible for the lease with the Head of
Household. A family may have a spouse or co-head, but not both. A co-head never qualifies as a
dependent. The co-head must have legal capacity to enter into a lease.

Live-In Aides (LIA)
A Family may include a LIA who (24 CFR § 5.403):

e Has been determined by CMHA to be essential to the care and wellbeing of the elderly or
disabled family member;

e Is not obligated for the support of the elderly or disabled member; and

e  Would not be living in the unit except to provide care of the elderly or disabled family
member. Their income will not be counted for purposes of determining eligibility or rent
contribution.

Additionally, LIA

e (Cannot be a current member of the household, and

e Issubject to CMHA’s screening criteria including a criminal background check.

e Income of the LIA will not be counted for purposes of determining eligibility or level of
benefits.

e LIA are not subject to Non-Citizen Rule requirements.

Relatives are not automatically excluded from being LIA, but must meet the definition
described above. Relatives looking to become a LIA must not have immediately lived in the unit
where the LIA is requested. CMHA may seek to verify proof of previous residency prior to
approving a relative as the LIA.

The child of a LIA is not entitled to an additional bedroom as the child is not needed to

attend the elderly or disabled individual. LIA cannot be the remaining members of the family’s
family if the person they are attending is no longer a participant in the Housing Choice Voucher
Program.

To determine whether a LIA is "essential to the care and wellbeing of the elderly or disabled
person," CMHA will send a third-party verification request to a dependable medical source
familiar with the family. The letter will request exact information on the services the applicant
needs to justify why the live-in attendant is medically necessary.

A LIA may only reside in the unit with the prior approval of CMHA. Written verification will be
required from a dependable, knowledgeable professional, such as a doctor, social worker, or case
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worker. The verification provider must certify that a LIA is essential for the care of the family
member who is elderly, near-elderly (50-61) or disabled.

CMHA will approve a LIA if needed as a reasonable accommodation to make the program
accessible to and usable by the family member with a disability. Approval of a LIA for
reasonable accommodation will be in accordance with CFR 24 Part 8 and the reasonable
accommodations section in Chapter 1 of this administrative plan. Only one bedroom will be
provided for a LIA. [24 CFR 982.316]

At any time, CMHA will refuse to approve a particular person as a LIA or may withdraw such
approval if:
e The person commits fraud, bribery, or any other corrupt or criminal act in connection
with any federal housing program;
e The person commits felony level drug-related criminal activity or felony level violent
criminal activity three years prior to being added as a LIA.

The live-in-aide must attend all annual and special appointments and must show proof of
residency at the subsidized unit after the first year of residency.

The head of household must report in writing, within 30 days, when the approved LIA is no
longer residing in the unit. CMHA will immediately process an interim re-exam to remove the
LIA. If the family fails to identify a new LIA, approvable by CMHA, the voucher size will be
reduced at the next annual re-exam.

The LIA must be identified, determined eligible and added to the family composition. Only one
bedroom will be provided for a LIA regardless of the number of family members. However, a
LIA and family members must not exceed the HQS occupancy standards. In cases where the
family of the LIA causes a violation of the HQS occupancy standard, the head-of-household will
be notified that while they are approved for a LIA, they will need to seek another LIA or unit that
does not cause the HQS violation of the occupancy standard.

B. INCOME LIMITATIONS

The applicable income limit for admission is the income limit established by HUD for the area in
which the family initially leases a unit and first becomes a Housing Choice Voucher participant.
(24 CFR 982.201(b))

A family is eligible if their annual income does not exceed the income limits or if the family:

e A “very low income” family (family income does not exceed 50 percent of the area
median income, based on family size)

e s “continuously assisted” under the 1937 Housing Act. CFR part 511;

e Is a low-income non-purchasing family residing in a development subject to home
ownership under 24 CFR 248.173;
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e FEach low income family that is displaced as a result of the prepayment of the mortgage,
or voluntary termination of an insurance contract, on eligible low income housing shall
be subject to the availability of funds, be offered the opportunity to receive tenant-based
assistance under the Housing Choice Voucher Program under 24 CFR 248.165; or,

e s residing in a HUD-owned multi-family rental housing development when HUD sells,
forecloses, or demolishes the development (Tenant Protection Vouchers).

“Continuously assisted” means that the family has been receiving assistance under the 1937
Housing Act when they apply to receive assistance under the CMHA Housing Choice Voucher
Program. There may be a brief interruption of assistance from one of these programs and
admission to the Voucher Program. To be eligible under the category of “continuously assisted,”
the interruption of assistance cannot be greater than 90 days and the circumstances for the
termination of housing assistance under the 1937 Housing Act must have been beyond the
control of the family.

C. MANDATORY SOCIAL SECURITY NUMBERS

Families are required to provide Social Security Numbers for all family members prior to
Admission. (24 CFR § 5.216(h)(1); 24 CFR § 982.551(b)(3))

If a family member cannot provide his or her Social Security card, other documents listed below
showing his or her Social Security Number may be used for verification. He or she may be
required by CMHA to provide one or more of the following alternative documents:

Identification card issued by a federal, state, or local agency;
Identification card issued by an employer or trade union;
Identification card issued by a medical insurance company;
Earnings statements or payroll stubs;

Bank statements;

IRS Form 1099;

Benefit Award letters from government agencies;
Unemployment benefit letter;

Retirement benefit letter;

Life insurance policies; or,

Court records such as real estate, tax notices, marriage, divorce, judgments, or
bankruptcy records.

If CMHA verifies Social Security benefits with the Social Security Administration, the
acceptance of the Social Security Number by the Social Security Administration will be
considered documentation of its validity.

When a participant requests to add a new household member, who is at least 6 years of age or is
under the age of six and has an SSA-assigned SSN, to the family, the participant must disclose
the SSA-assigned SSN and provide the PHA with the documents referenced in Paragraph 6 of
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this notice at the time of such request, or at the time of processing the interim or annual
reexamination of family income and/or composition. If the family is unable to provide the
required documentation of the SSN, the PHA shall not add the new household member to the
family composition until the family provides such documentation. The PHA is not authorized to
generate an ALT ID for the affected household member. When a participant requests to add a
new household member, who is under the age of six and does not have an SSA-assigned SSN,
the participant must disclose the SSA-assigned SSN and provide the PHA with the documents
referenced in Paragraph 6 of this notice within 90 calendar days of the child being added to the
household. If the family is unable to disclose and provide evidence of the SSN within 90
calendar days, the PHA is required to grant the family an additional 90-day period to comply
with the SSN disclosure and documentation requirement, only if the PHA determines the family
was unable to comply with the requirements due to circumstances that could not have reasonably
been foreseen and were outside the control of the family. Examples include but are not limited to
delayed processing of SSN application by SSA, natural disaster, fire, death in family, etc. The
child is to be included as part of the assisted household and is entitled to all the benefits of being
a household member during the allotted time for the family to comply with the SSN disclosure
and documentation requirements. The PHA is required to generate an ALT ID as referenced in
Paragraph 10 of this notice. Upon expiration of the provided time period, if the family has not
complied with the SSN disclosure and documentation requirements, the PHA must terminate the
entire family’s tenancy or assistance, or both.

D. OTHER CRITERIA FOR ADMISSION ELIGIBILITY

1. The family must have paid any outstanding debt owed to CMHA or another PHA on any
previous tenancy in Public Housing or Housing Choice Voucher Programs unless excused by
HUD or other federal regulation the family must repay in full to be considered eligible

for admission. CMHA will consider repayment agreements on a case-by-case situation to
determine eligibility.

2. The family must not have been evicted or left any previous tenancy under the Housing Choice
Voucher Program while in violation of a family obligation within the past three years of their
preliminary application date or within the past 3 years from the date of final eligibility
determination.

3. There is reasonable cause to believe that a family member’s abuse or pattern of abuse of
alcohol may threaten the health, safety, or right to peaceful enjoyment of the premises by other
residents.

4. No person may be admitted to the CMHA Housing Choice Voucher Program if they are
subject to a lifetime registration as a sex offender under a State registration program (24 CFR §
5.905(a)(1); PIH Notice 2012-28)
- CMHA will check sex offender status in the State of Ohio and nationwide via a
nationwide database like nsopw.org;
- All proposed family members must provide a list of all states which they have resided
and if their name appears on any lifetime sex offender registry or
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5. The family, including any family member listed on the application, must not have been
convicted or pled guilty to felony drug-related criminal activity or felony violent criminal
activity within the past three years of their preliminary application date or within the past 3 years
from the date of final eligibility determination. (24 CFR 5.903(b)(1)). All adult family members
are required to give written authorization for CMHA to obtain criminal conviction records from
law enforcement agencies. Strict confidentiality policies must be followed by CMHA regarding
criminal records, including sex offender results and must not be shared externally (24
CFR5.905(b)(4)). As such, criminal records must not be retained and are to be destroyed by
CMHA after screening is complete (24 CFR 5.905(c)(1)(iii); 5.903(g)(3)). Only a record of such
screenings will be retained as a part of the family’s file (24 CFR 982.158(f)).

Felony drug-related criminal activity means:

a. The illegal manufacture, sale or distribution, or the possession with intent to manufacture,
sell or distribute, a controlled substance (as defined in the Controlled Substance Act);

b. The manufacturing or production of methamphetamine on the premises of any federally
assisted housing;

c. The illegal use or possession (other than with intent to manufacture, sell or distribute), of
a controlled substance, except that such use or possession has occurred within 18 months
of their final eligibility date;

d. Drug related criminal activity does not include the use or possession if the family
member can demonstrate that he/she:
1. Has or has had an addiction to a controlled substance, has a record of such
impairment, or is regarded as having such impairment, and,

2. Is currently enrolled in or has successfully completed a substance abuse
program and does not currently use or possess controlled substances.

Felony violent criminal activity includes:

1. Any criminal activity that has one of its elements use, attempted use, or threatened use of
physical force substantial enough to cause, or be likely to cause, serious bodily injury or
property damage;

2. Criminal activity that may threaten the health, safety, or right to peaceful enjoyment of
the premises by other residents or persons residing in the immediate vicinity; or

3. Criminal activity that may threaten the health or safety of property owners, management
staff, and persons performing contract administration functions or other responsibilities
on behalf of the CMHA (including a CMHA employee, contractor, subcontractor, or
agent).
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Evidence of drug related and/or violent criminal activity or sexual offender status is based upon
records obtained from public agencies or other reliable sources.

E. SUITABILITY OF FAMILY

CMHA does not screen for factors such as credit rating or property owner references and makes
no guarantee of the suitability of the applicant family as a tenant. Screening the family for
tenancy is the sole responsibility of the property owner.

CMHA will not screen family behavior or suitability for tenancy. CMHA will not be liable or
responsible to the property owner or other persons for the family's behavior or the family's
conduct in tenancy.

The property owner is responsible for screening and selection of the family to occupy the
property owner's unit. At or before CMHA’s approval of the tenancy, CMHA will inform the
property owner that screening and selection for tenancy is the responsibility of the property
owner. The property owner is responsible for screening families based on their tenancy histories,
including such factors as: [24 CFR 982.307(a)(3)]

- Payment of rent and utility bills

- Caring for a unit and premises

- Respecting the rights of other residents to the peaceful enjoyment of their housing

- Drug-related criminal activity or other criminal activity that is a threat to the health,

safety, or property of others; and
- Compliance with other essential conditions of tenancy.

F. CHANGES THAT OCCUR BETWEEN FINAL ELIGIBILITY
DETERMINATION AND LEASE DATE

Changes in the family’s economic circumstances or family composition that occur during this
period will not affect eligibility to lease the unit and need not be reported until the annual
reexamination or in accordance with our interim reporting requirements (see Chapter 15).

G. CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS (24 CFR 5 (E))

Housing assistance is available only to individuals who are U.S. citizens, U.S. nationals (herein
referred to as citizens and nationals), or noncitizens that have eligible immigration status (24
CFR 5.506(a). At least one family member must be a citizen, national, or noncitizen with eligible
immigration status for the family to qualify for any level of assistance.

All applicant families must be notified of the requirement to submit evidence of their citizenship
status when they apply. Where feasible, and in accordance with the CMHA’s Limited English
Proficiency Plan, the notice must be in a language that is understood by the individual if the
individual is not proficient in English. (See chapter 2 regarding LEP as a reasonable
accommodation.)

22



HUD requires each family member to declare whether the individual is a citizen, a national, or an
eligible noncitizen, except those members who elect not to contend that they have eligible
immigration status. Those who elect not to contend their status are considered to be ineligible
noncitizens. For citizens, nationals, and eligible noncitizens the declaration must be signed
personally by the head, spouse, co-head, and any other family member 18 or older, and by a
parent or guardian for minors. The family must identify in writing any family members who elect
not to contend their immigration status (see Ineligible Noncitizens below). No declaration is
required for LIA, foster children, or foster adults since they are not considered to be household
members.

1. U.S. Citizens and Nationals

In general, citizens and nationals are required to submit only a signed declaration that claim
their status. However, HUD regulations permit CMHA to request additional documentation
of their status, such as a passport. Family members who declare citizenship or national status
will not be required to provide additional documentation unless the PHA has cause to believe
that an individual’s declaration may not be accurate.

2. Eligible Noncitizens

In addition to providing a signed declaration, those declaring eligible noncitizen status must
sign a verification consent form and cooperate with CMHA efforts to verify their
immigration status as described in Chapter 7. The documentation required for establishing
eligible noncitizen status varies depending upon factors such as the date the person entered
the U.S., the conditions under which eligible immigration status has been granted, the
person’s age, and the date on which the family began receiving HUD-funded assistance.

3. Ineligible Noncitizens

Those noncitizens who do not wish to contend their ineligible immigration status are required
to have their names listed on a non-contending family member listing, signed by the head,
spouse, or co-head (regardless of citizenship status), indicating their ineligible immigration
status. CMHA is not required to verify a family member’s ineligible status and is not
required to report an individual’s unlawful presence in the U.S. to the United States
Citizenship and Immigration Services (USCIS).

Providing housing assistance to noncitizen students is prohibited (24 CFR 5.522; 42 USC
1436a(c)(2)(A)). This prohibition extends to the noncitizen spouse of a noncitizen student as
well as to minor children who accompany or follow to join the noncitizen student in the
United States. Such prohibition does not extend to the citizen spouse of a noncitizen student
or to the children of the citizen spouse and noncitizen student. Such a family is eligible for
prorated assistance as a mixed family.

4. Mixed Families (24 CFR § 5.518)
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A family is eligible for assistance if at least one member is a citizen, national, or eligible
noncitizen. Families that include eligible and ineligible individuals are considered mixed
families. Such families will be given notice that their assistance will be prorated and that they
may request a hearing if they contest this determination (24 CFR § 5.512(c).

5. Ineligible Families

CMHA will not provide assistance to a family before the verification of the citizen or eligible
immigration status of at least one family member. When CMHA determines that an applicant
family does not include any citizens, nationals, or eligible noncitizens, the family will be sent
a written notice of the determination. The notice (24 CFR § 5.512(d)(3); § 5.514(d)) will
explain the reasons for the denial of assistance, that the family may be eligible for proration
of assistance and will advise the family of its right to request an appeal to the United States
Citizenship and Immigration Services (USCIS), or to request an informal hearing with
CMHA. The informal hearing may be requested in lieu of the USCIS appeal, or at the
conclusion of the USCIS appeal process.

H. INDEPENDENT STUDENT STATUS

CMHA will consider a student “independent” from his or her parents and the parents’ income
will not be considered when determining the student’s eligibility if the following four criteria are
all met (24 CFR 5.612):

1. The individual is of legal contract age under state law.

2. The individual has established a household separate from his/her parents for at least one
year prior to application for occupancy or the individual meets the U.S. Department of
Education’s definition of independent student. To be considered an independent student
according to the Department of Education, a student must meet one or more of the
following criteria:

o Be at least 24 years old by December 31 of the award year for which aid is
sought.

o Be an orphan or a ward of the court through the age of 18.

Be a veteran of the U.S. Armed Forces.

o Have one or more legal dependents other than a spouse (for example, dependent
children or an elderly dependent parent).

o Be a graduate or professional student.

o Be married.

©)

3. The individual was not claimed as a dependent by his/her parents pursuant to IRS
regulations, as demonstrated on the parents’ most recent tax forms.

4. The individual provides a certification of the amount of financial assistance that will be

provided by his/her parents. This certification must be signed by the individual providing
the support and must be submitted even if no assistance is being provided.
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COLUMBUS METROPOLITAN HOUSING AUTHORITY

CHAPTER 4: APPLICATION POLICIES AND PROCEDURES

This Chapter describes the Web-Based Preliminary Application Process, the Lottery System for
establishing and adding to Wait Lists, the Full Application Process, and related matters.

1. WEB-BASED PRELIMINARY APPLICATIONS

CMHA has implemented a Web-Based Application System for its Housing Choice Voucher
Program. With limited exceptions, all Preliminary Applications must be submitted
electronically. The on-line Application can be accessed on CMHA’s website
(www.cmhanet.com) from any Internet capable device (personal computer, cell phone, tablet,
etc.). Disabled or other disadvantaged persons without Internet access or requiring special
accommodations may contact the CMHA offices at 614-421-6000.

2. LOTTERY SYSTEM

CMHA has adopted a lottery-based procedure for establishing a Wait List for receipt of a
Housing Choice Voucher — date and time of application no longer determine an applicant’s
position on the Wait List. Based upon information submitted in the Preliminary Application, all
eligible applicants will be placed in a Lottery Pool. As Vouchers become available, names will
be drawn from the Pool, assigned a Lottery Number in the order drawn, and placed in groups on
the Wait List based upon their preliminary assignment of Preference Points and by Lottery
Number within groups.

Applications will be taken continuously or for specified periods of time — eligible applicants will
have an equal chance of being drawn in the Lottery irrespective of the date and time of their
application. Names will be drawn from the Pool as needed. The number of applicants drawn
from the Pool will take into consideration the number remaining on the wait list and CMHA’s
estimate of the number of Vouchers becoming available for issuance.

Once an applicant is added to the Wait List, Full Application processing will begin Final
placement on the Wait List will be based upon the number of Admission Preference Points
assigned at the completion of this processing. Applicants may be denied placement on or
removed from a Wait List if they are determined to be ineligible for any reason or fail to comply
with HCV program requirements.

Lottery Pool Exceptions: From time to time, HUD awards Housing Choice Vouchers to
CMHA that are used for targeted populations, and CMHA also enters into contracts and
agreements with supportive service providers under the HCV Project-Based Voucher program
that are used to provide the housing component of sponsor organization efforts to address the
needs of special populations. These applications will not be placed in the Lottery Pool, but will
be added to the Wait List and, based upon their Admission Preference points as described in
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Chapter 4 issued Vouchers as they become available.
3. CURRENT WAIT LIST

New Preliminary Applications will then be assigned a Lottery Number. As names are drawn
from the Lottery Pool to be added to the Wait List and ranked and grouped in order of Preference
Points received, if there are ties within ranking groups, the lower Lottery Number will place the
current families on the Wait List ahead of the new applicants.

CMHA will maintain site-based wait lists at each of its Standard PBV properties as well as its
RAD PBYV properties. CMHA’s PBV/RAD PBYV property portfolio is listed below (as of the
effective date of the Administrative Plan) and is subject to change due to acquisition, disposition,
and RAD conversion of former Public Housing sites.

Avondale Senior: 5216 Avery Road, Dublin, OH 43016 (SENIOR)

Country Ridge Apartments: 5656 Farmhouse Ln. Hilliard, Ohio 43026

Crosswinds Apartments: 1600 Belvoir Blvd. Columbus, OH 43228

Eastmoor Square: 59 Alexander Place, Columbus, OH 43213-1102

Elim Manor: 3180 Elim Manor Court, Columbus, OH (SENIOR)

Glenview Estates: 4625 Grovedale Court, Columbus, OH 43231-5860

Indian Meadows: 4050 Southpointe Boulevard, Columbus, OH 43207-4021

Jenkins Terrace: 1100 East Broad Street, Columbus, OH 43205-1383 (SENIOR)

9. Legacy Pointe at Poindexter: 1245 Mount Vernon Ave, Columbus, OH 43203

10. Maplewood Heights: 91 Maplewood Avenue, Columbus, OH 43213 (SENIOR)

11. New Village Place: 138 Verde Alley, Columbus, OH 43201

12. Ohio Townhouses: 2775 Brentnell Avenue, Columbus, OH 43211-1711

13. Poindexter Place: 211 N Champion Avenue, Columbus, OH 43203 (SENIOR)

14. Post Oak Station I & II: 1383 Vida Way Columbus, OH 43228 (Pending RAD
Conversion)

15. Rosewind: 1400 Brooks Ave, Columbus, OH 43211

16. Sawyer Manor/Trevitt Heights: 940 Caldwell Place, Columbus, OH 43203-1089

17. Scholar House I/II/I11: 84 North 17" Street, Columbus, OH 43203 (SPECIALIZED)

18. Sugar Grove Square: 530 South State Street, Westerville, OH 43081 (SENIOR)

19. The Meadows: 4855 Pintail Creek Dr. Canal Winchester 43110 (Pending RAD
Conversion)

20. Waggoner Rd/Chestnut Grove: 831 Acorn Grove Dr. Blacklick, OH 43004

21. Winchester Lakes Apartments: 6655 Kodiak Dr. Canal Winchester 43110

22. Worley Terrace: 99 South Central Ave, Columbus, OH 43222-1057 (SENIOR)

PN R

4. DISADVANTAGED POPULATIONS AND USE OF PROJECT-BASED VOUCHERS

The Housing Choice Voucher Program and CMHA Admission Preferences allow CMHA to
convert a limited percentage of its Vouchers from Tenant-Based to Project-Based Vouchers. To
meet its objectives in serving disabled and other low-income disadvantaged populations in the
community, CMHA has elected to competitively award and commit Vouchers to organizations
that make a commitment to providing supportive and social services to those families during the
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term of the Voucher. Applications under these CMHA commitments will bypass the Lottery Pool
and be requested to submit a Full Application for verification and determination of eligibility and
final assignment of Admission Preference Points before being placed on a Wait List.

5. INCOME TARGETING REQUIREMENTS

In accordance with 24 CFR § 982.201, no less than 75% of the families admitted to CMHA’s
HCYV programs during any calendar year must be Extremely Low-Income families earning less
than 30% of the Columbus area median income as adjusted for family size. (Once admitted to the
HCYV program, incomes are permitted — and encouraged — to rise.) No family may be admitted to
the HCV program if its earnings exceed 80% of the area median income as adjusted for family
size. (These limits may be found on the CMHA Website (www.cmhanet.com)). Applicants

added to the Wait List whose family earnings exceed the 30% limit may face a delay in receipt of
a Voucher if CMHA is unable to meet the 75% test at a particular point in time; however, they
will remain on the Wait List.

6. APPLICATION PROCESS

There will be four steps in the application process leading to issuance of a Voucher to an eligible
applicant that meets HUD and CMHA requirements:

Preliminary Applications
Lottery Pool Placements

Wait List Drawing (Lottery)
Submission of a Full Application

e

A. Preliminary Applications

CMHA must maintain information that permits the CMHA to select participants from the
waiting list in accordance with CMHA admission policies. CMHA must collect the following
information for each applicant to the wait list (24 CFR §982.204(b)):

1. Applicant name;

2. Family unit size (number of bedrooms for which family qualifies under CMHA
occupancy standards);

3. Date and time of application;

4. Qualification for any local preference;

5. Racial or ethnic designation of the head of household.

Anyone may submit a Preliminary Application for a Voucher. This Application is a self-
declaration by the family of their family composition, income, assets, and other information

and must be completed in its entirety. Beyond the information requested above, CMHA will also
collect the following information:

e Legal names and birth dates of all household members;

27



e Social Security Numbers;

e Gender and relationship of family members;

e Address and telephone number;

e Amount and source of all income and assets;

e Information to confirm any disabilities of family members;

e Information related to selection preferences and criminal history, if any; and,

e Email address

At this point, the information is not verified by CMHA, and no interview is required. Incomplete
applications will be rejected in writing and may be resubmitted with new or revised information.

B. Lottery Pool Placement

Preliminary Applications will be assigned provisional Admission Preference Points based upon
the information submitted and placed in the Lottery Pool. (Admission Preference Points and
CMHA priorities are described in Chapter 5).

If after two years in the Lottery Pool without being drawn and placed on the wait list, the
applicant must log into the system to have their application be reactivated. All applications — new
or updated - in the Lottery Pool, no matter when submitted, will have a chance of being drawn in
the Lottery. Failure to submit updated information will result in being withdrawn from the
Lottery Pool.

C. Wait List Drawing (Lottery)

CMHA will draw names from the Lottery Pool as funding become available and applicants
need to be added to the Wait List. As names are drawn, families will be assigned a Lottery
Number based on the order of the drawing.

Applicants whose names are drawn will be notified and asked to confirm that they continue to be
interested in receiving a Voucher. If no confirmation is given, the Application will be rejected
and receive no further consideration. After confirmation is received, the applicant will be added
to the Wait List in the appropriate Admission Preference (provisional) Points group and in the
order based upon the Lottery Number within those groups.

D. Submission of the Full Application
When CMHA determines that a Voucher can be issued to a family on the Wait List the Full

Application process will be initiated. CMHA will mail a Personal Declaration Form to the family
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and schedule an interview. The Form must be completed by the family and brought to the
scheduled interview.

CMHA will evaluate and verify current income, family composition and other information
needed to determine program eligibility and the final determination of Admission Preference
Points. Submission of fraudulent information in the Preliminary Application or Full Application
can result in being removed from the Wait List and the Lottery Pool.

After the Full Application has been approved and a Final Determination of Eligibility is made,
the application will be placed in its proper position on the Wait List. Vouchers will be issued
from the Wait List based upon the number of verified Admission Preference Points and the
Lottery Numbers. The timing of Voucher issuances will depend upon funding availability.

7. FULL APPLICATION PROCESSING
A. Requirement to Attend Scheduled Meeting

The household head or spouse is required to attend the interview and sign the housing
application. All adult members must sign the application and sign the required forms. If they
cannot attend the scheduled interview appointment, it is the family’s responsibility to reschedule
the interview prior to the scheduled date. If the family misses their appointment, the family must
contact CMHA to reschedule the appointment within ten calendar days after the day of the initial
appointment. If the family does not reschedule within 10 days, CMHA will reject the application.
Families will be notified in writing if the application is rejected for this reason. No more than
two appointments may be scheduled for the purpose of starting the full application process.

Rejection of the full application means that the household will be removed from the Wait List
and the Lottery Pool and must wait six months from their rejection date before they can resubmit
a Preliminary Application.

B. Submission and Verification of Full Application Information

Information provided by the family-on-family composition, income, assets, allowances and
deductions, preference status, full-time student status, and other factors relating to eligibility
must be verified before the family is issued a Voucher. Third party verifications (sent by mail)
and by Internet are preferred. Verification requirements are described in Chapter 8.

At the family’s initial appointment, CMHA may require the family to provide additional
documents or certifications in order to complete the Full Application process. CMHA will
schedule a “need-more” appointment with the family to enable the family to give the requested
items directly to the application caseworker. The caseworker may also request that the family
return or mail the additional needed items to CMHA'’s offices. A deadline for receiving required

documents in person or by mail will be given to the family in writing and noted in the family’s
file.

CMHA will give a family no more than two opportunities, each with a 10-day response time, to
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provide the required additional information (for Social Security Numbers and legal name
discrepancies, the family will be given a 30-day response time on the initial opportunity to
respond). The family’s refusal or inability to provide the requested information shall be grounds
for removal from the Wait List, and there will be a six-month waiting period from the date of
their removal before CMHA will accept a new Preliminary Application.

C. Final Determination and Notification of Eligibility

Because HUD periodically issues changes in rules and regulations and because family
circumstances may have changed between the Preliminary Application and the Full Application,
CMHA will make a Final Determination of Eligibility and notify the family in writing after the
Full Application and verification process is completed. The household is not eligible for Voucher
issuance until this Final Determination has been made.

8. GROUNDS FOR DENIAL OF ELIGIBILITY OR ADMISSION

In accordance with HUD regulations, CMHA may deny assistance to families or placement on a
waiting list if any of the following conditions exist:

e [fthe family has violated program violations.

e Ifa member of the family has been evicted from any federally assisted housing within the
past five years from the court awarded eviction date.

e [f CMHA has terminated assistance in CMHA’s Voucher Program for any adult member
of the family for program violations within the past three years from the termination date.

e [fa member of the family has been convicted of or pled guilty to a drug-related or violent
criminal activity within the past three years from placement on the wait list (preliminary
eligibility date or from the final eligibility determination date).

e [fa member of the family has committed fraud, bribery, or any other corrupt or criminal
act in connection with any federal housing program at any time (lifetime ban).

e [fa family member has been engaged in the manufacturing or production of
methamphetamine on the premises of any federally assisted housing at any time (lifetime
ban).

e Ifafamily member is subject to lifetime registration as a sexual offender at any time
(lifetime ban).

e Ifafamily owes rent or other amounts to CMHA or to another housing authority in
connection with the Housing Choice Voucher or Public Housing Program.
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e Ifa family has not reimbursed a housing authority for amounts paid to a property owner
under a HAP contract for tenant-caused damages to the unit or other amounts owed by
the family under the lease.

e [fa family has breached an agreement with a housing authority to pay amounts owed to a
housing authority.

e [fa family has engaged in or threatened abusive or violent behavior toward CMHA staff
in the course of making and completing an application for housing assistance.

For applicants under the sponsorship of a supportive services organization (e.g., the
Rebuilding Lives Program), the three-year period of ineligibility for drug and violent criminal
activity is reduced to a 1-year period. All other eligibility conditions must be met.

With the exception of the lifetime sexual offender status, this section shall not apply to admission
to the Continuum of Care Program. CMHA does not select participants for the Continuum of
Care Program but does screen them for HCV program eligibility.

9. RIGHT TO INFORMAL REVIEW

Applicants who are denied eligibility for an admission to the Housing Choice Voucher Program
at either the Preliminary or Full Application stage are entitled to an informal review of the
decision.

Ineligible families will be sent a letter stating the reason for their ineligibility and offering them
an opportunity for an informal review. Families must submit their request for a review in writing
to CMHA within ten calendar days from the date of the notification. Informal reviews shall be
conducted in accordance with Chapter 16 of this Plan.

CMHA’s decision to withdraw the name of an applicant family that includes a person with
disabilities from the wait list is subject to reasonable accommodation in accordance with 24
CFR, Part 8. If the family did not respond to the CMHA’s request for information or updates
because of the family member's disability, CMHA will reinstate the applicant in the family's
former position on the Wait List.

10. PRELIMINARY APPLICATION UPDATES

Completed Preliminary Applications will be placed in the Lottery Pool. If not placed in the
Lottery Pool, the family will be notified of the rejection and offered the opportunity to submit a
new Preliminary Application with revised information.

After being placed in the Lottery Pool, applicants are responsible for reporting changes in family
circumstances (addresses, income, family composition, etc.) electronically via the Applicant
Information Update feature on the CMHA Website. This information will be used to re-evaluate
the assignment of provisional Admission Preference Points. Failure to provide accurate
information may result in failure to be added to the Wait List or to qualify for Voucher issuance.
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11. APPLICATION EXPIRATION POLICY

Preliminary Applications will be retained in the Lottery Pool for two years. If they have not
been drawn in the Wait List Lottery by that time, the applicant will be notified that the
Preliminary Application has expired and that a new Preliminary Application must be submitted
for future consideration.

12. EMERGENCY CONTACT

Each family must be given the opportunity to provide an emergency contact to CMHA (Section
644 of the Housing and Community Development Act of 1992). This information can be (but is
not required) provided while filling out the HUD-92006, Supplement to Application for
Federally Assisted Housing. The family can decline to provide this information.

13. SPECIAL ADMISSIONS

If HUD awards program funding that is targeted for specifically named families, CMHA will
admit these families under a Special Admission procedure.

The following are examples of several types of program funding that may be designated by HUD
for families living in a specified unit type:

- A family displaced because of demolition or disposition of a Public or Indian Housing
limited-income housing development;

- A family residing in a multifamily rental housing development when HUD sells,
forecloses, or demolishes the development;

- For housing covered by the Low-Income Housing Preservation and Resident
Homeownership Act of 1990;

- A family residing in a limited-income housing development covered by a project-based
HAP contract at or near the end of the HAP contract term or the property owner opts-out
or pre-pays;

Applicants, who are admitted under Special Admissions, rather than from the waiting list, are
identified by codes in the automated system and are not maintained on separate lists.

14. OTHER ADMISSIONS

Relocating Residents of Agency Owned Subsidized Properties: When HUD does not award
special funding for residents of Agency owned subsidized properties relocating because of
renovation, demolition, or disposition, or in the event of a Rental Assistance Demonstration
(RAD) program conversion, relocating residents may be offered Housing Choice Vouchers.
When this occurs, the waiting list will be opened in accordance with the requirements
enumerated in Chapter 3. With respect to residents relocating in connection with a RAD
Conversion, the offer or issuance of Housing Choice Vouchers shall also be done in accordance
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with the provisions of PIH Notice 2012-32, REV-2 and PIH Notice 2016-17, as such
requirements may be amended.

Relocating CMHA Public Housing residents displaced by domestic violence, dating
violence, sexual assault, or stalking: When a public housing resident is verified to be a victim
entitled to VAWA protections, the resident may opt to receive a voucher rather than an
emergency transfer to a different Public Housing Estate. In cases where the perpetrator of the
abuse is considered particularly dangerous, and/or the victim has not identified any Public
Housing Estate where they feel safe, the Voucher Program will permit the family to apply to the
tenant-based waiting list to move to another location which may be safer for the family, if there
are vouchers available.

Relocating CMHA Project-Based residents displaced by domestic violence, dating violence,
sexual assault, or stalking: When a Project-Based resident who has not resided in the unit for
one year is verified to be a victim entitled to VAWA protections, the resident may opt to receive
a voucher. The Voucher Program will permit the family to apply to the tenant-based waiting list
to move to another location which may be safer for the family if there are vouchers available.

Victims of Governmentally Declared Natural Disasters: CMHA may open its waiting list for
victims of governmentally declared natural disasters. CMHA will announce the opening of the
waiting list for victims of governmentally declared natural disasters in accordance with the
requirements enumerated in Chapter 3. With proper documentation, families who are victims of
a governmentally declared natural disaster are eligible to be added to the waiting list.
Governmentally declared natural disasters include, but are not limited to floods, tornadoes,
hurricanes, earthquakes, and tsunamis. Proper documentation includes but is not limited to
written statements from disaster relief agencies such as Federal, State, or local Emergency
Management Agencies, the Red Cross and other Federal, State, or local agencies either within or
outside the jurisdiction where the governmentally declared natural disaster occurred.

Veterans Affairs Supportive Housing (VASH): VASH combines Housing Choice Voucher
rental assistance for homeless veterans with case management and clinical services provided by
the Department of Veterans Affairs (VA). The VA. makes referrals for VASH applicants in
addition to Tenant-Based vouchers, Project-Based vouchers are offered.

Family Unification Program (FUP): The Family Unification Program (FUP) is a program
under which tenant based Housing Choice Vouchers are provided to families for whom the lack
of adequate housing is a primary factor in the imminent placement of the family’s child or
children in out-of-home care, or the delay in the discharge of the child or children to the family
from out-of-home care and youth at least 18 years old and not more than 24 years old who left
foster care at age 16 or older and are homeless and lack adequate housing.

CMHA administers the FUP in partnership with local social services providers who are
responsible for referring FUP families and youths to the CMHA for determination of eligibility
for rental assistance. Once the referral is made, HCV places the FUP applicant on its waiting list,
determines whether the family or youth meets HCV program eligibility requirements, and
conducts all other processes relating to voucher issuance and administration.
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Rental Assistance Demonstration (RAD) Choice Mobility Admissions: In accordance HUD
RAD PBRA requirements, CMHA seeks to provide residents with viable mobility options.
CMHA will provide residents of RAD Developments with a choice-mobility option in
accordance with the following: 1. Resident Eligibility: Under the RAD PBRA provisions,
Residents will have a right to move with HCVP tenant-based rental assistance the later of (a) 24
months from the date of execution of the HAP or (b) 24 months after the move-in date. 2.
Voucher Inventory Turnover Cap: Recognizing the limitation on availability of turnover
vouchers from year to year, CMHA will not in any one year, provide more than one-third of its
turnover vouchers to the residents of RAD PBRA Developments. 3. Development Turnover Cap:
Also recognizing the limited availability of turnover vouchers and the importance of managing
turnover in the best interest of the property, in any year, CMHA may limit the number of Choice-
Mobility moves exercised by eligible households to 15 percent of the assisted units in the RAD
Development. CMHA will maintain a waiting list in the order in which the requests from eligible
households were received. Transfers will have preference in accordance with the above caps.
Families will be issued vouchers in a ratio of up to ten requests pulled per 100 families drawn
from the HCV Tenant Based wait list.

Project-Based Voucher to Tenant Based Voucher Admissions: Requests from eligible PBV
residents to receive a tenant-based voucher will be maintained according to date and time of
voucher request from eligible households. Families will be issued vouchers in a ratio of up to ten
requests pulled per 100 families drawn from the HCV Tenant Based wait list.
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COLUMBUS METROPOLITAN HOUSING AUTHORITY
CHAPTER 5: ADMISSION PREFERENCES

To fulfill its mission of providing rental housing subsidies to persons and families in need of
assistance, CMHA has established several Admission Preferences for the issuance of Housing
Choice Vouchers. These Preferences represent CMHA’s policy determinations as to which HCV
and PH program applicants should receive priority in the receipt of rental housing assistance.

This chapter describes the HUD and CMHA Admission Preferences that will be used to
determine local priorities in the issuance of Housing Choice Vouchers.

Applicants will also be required to meet the HUD and CMHA eligibility requirements that are
described in Chapter 3. HCV Application and Wait List Policies and Procedures are described in
Chapter 4.

1. HUD MANDATED TARGETING (24 CFR § 982.201(b)(2))

A. HUD requires that no less than 75% of the families admitted to CMHA’s HCV programs
during any calendar year be Extremely Low-Income families earning or receiving income less
than 30% of the Columbus area median income as adjusted for family size. (Once admitted to
the HCV program, incomes are permitted — and encouraged — to rise.) Furthermore, no family
may be admitted to the HCV program if its earnings and/or total income exceed 80% of the area
median income as adjusted for family size. (These limits may be found on the CMHA Website
(www.cmhanet.com). Applicants added to a Wait List whose total family income exceed the
30% limit may face a delay in receipt of a Voucher if CMHA is unable to meet the 75% test at a
particular point in time; however, they will remain on the Wait List.

B. HUD, from time to time, provides Vouchers to CMHA for targeted populations (e.g.,
residents displaced by demolition of public housing units or for the non-elderly disabled).
Issuance of these vouchers must be to the targeted population and are not subject to the wait list
criteria of the HCV program. Accordingly, CMHA’s local Admission Preferences are not
applicable.

2. CMHA ADMISSION PREFERENCES

CMHA has established the following Local Admission Preferences that will be used to select
applicants to be placed on a Wait List and be issued a Housing Choice Voucher:

A. Under 30% of Area Median Income (HUD 75% Program requirement)
B. Family Composition Preference
1. Families with two or more persons.

2. Families that include a person with disabilities.
3. A household headed by a disabled or elderly person (62 years or older).
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4. Single persons who are age 62 or older, displaced, homeless or is a person with
disabilities.

C. Families residing in or who have been hired to work in the eight county Columbus
Metropolitan Area (Franklin, Union, Delaware, Madison, Pickaway, Licking, Union and
Fairfield).

D. An active-duty military or veteran's preference pursuant to the Ohio Revised Code.

E. Families not receiving any permanent rental assistance. Rental assistance is defined as

any type of federal, state, or local housing rental assistance payment that is currently received
by the family. Examples include, but are not necessarily limited to, HOPWA, HOME,

Section 202 rental assistance, Ohio Department of Alcohol and Drug Addiction Services and/or
Mental Health rental assistance, Housing Choice Voucher Project-Based, or Public Housing
Programs. Rental Assistance does not include any type of rental assistance that is categorized as
temporary or transitional in nature.

F. Referrals from social service and housing organizations providing supportive services to
participants in CMHA'’s Project-Based Voucher Program.

G. Referrals from local supportive service organizations that have agreements with CMHA
to provide supportive services to homeless, displaced and/or disabled persons and families
and other at-risk populations, including referrals from Columbus Community Shelter Board
agencies and the Franklin County ADAMH Board.

H. CMHA public housing families who elect to permanently relocate because of a Rental
Assistance Demonstration (RAD) conversion at their development that requires relocation.

3. ASSIGNMENT OF ADMISSION PREFERENCE POINTS

As Preliminary Applications are submitted and placed in the Lottery Pool, Admission Preference
Points will be assigned without verification on a provisional basis. At the time Full Applications
are submitted, all information will be reviewed and verified and a final assignment of Admission
Preference Points that govern Wait List priorities will be made.

Applicants will receive points for each Preference for which they qualify, and the points will be
added to determine a ranking number. Points will be assigned as follows (indexing corresponds
to the information immediately above):

A. HUD Mandated Preference - Under 30% of AMI adjusted for family size 3 Points

B. Family Composition Preference - Applicants are only entitled to points from one of these
subcategories for a maximum of 11 points:

1. Families with two or more persons. 11 Points
2. Families that include a person with disabilities. 11 Points
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3. Household headed by a disabled or elderly person (62 or older). 11 Points
4. Single persons who are age 62 or older, displaced, homeless or a person with disabilities.
11 Points

C. Metropolitan Area Resident 1 Point

D. Veteran Preference per Ohio Revised Code 1 Point

E. Families not receiving any permanent rental assistance 5 Points

F. Project-Based Voucher Program referrals 30 Points

G. Supportive Service Provider referrals 30 Points

H. RAD relocation of CMHA public housing families 30 Points

I. Non-Elderly Disabled (NED) Eligible 30 Points

J. Mainstream Eligible 30 Points

K. Family Unification Program 30 Points

L. Emergency Housing Vouchers 30 Points

M. CMHA Acquisitions and Dispositions 30 Points

N. CMHA Partnerships 30 Points

Footnotes to F through N

e Applicants receiving 30 points under admission preferences F, G, H, I, J, K, L,M
and N above will not be placed in the lottery pool (see chapter 4) but will be added
to the existing wait list as priority preference placements.

e Category F, project-based voucher program referrals, are CMHA contractual
obligations and are limited to the number of project-based vouchers under HAP
contract.

e C(Category G, supportive service provider referrals, are CMHA obligations based
upon agreements with sponsor organizations and any limitations are subject to the
discretion of the President and CEO.

e C(Category M, an executed Purchase and Sale agreement between CMHA and
another entity is a qualifying event to determine if a property is being acquired or
disposed of.

e Category N, CMHA will allocate no more than 50 vouchers for CMHA partnerships
that are connected to housing homeless households or other agreed upon special
populations. CMHA in conjunction with partners may develop housing initiatives
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that receive a local preference. These housing initiatives are targeted for specifically
named households and may be based on CMHA and partner priorities or HUD
targeted funding. In addition, these housing initiatives may include a defined
number of Housing Choice Vouchers that will be allocated to households meeting
specific described criteria.

4. SPECIAL PROGRAM CONVERSION TO TENANT-BASED VOUCHERS

From time to time, CMHA participates in special voucher programs sponsored by HUD
and various other entities. Examples include but are not limited to the Family Unification
Program; the Mainstream Voucher Program; the Veterans Assistance Housing Program;
and the Foster Youth Initiative program. Based on the nature of the program, the
possibility exists that funding sources may end, the term of the program may expire, or a
person may age out of one of the programs. To prevent participants in such HUD and other
programs from becoming homeless because of the termination of such a program as
described above, any such participant at risk of becoming homeless as described shall be
entitled to the issuance of a tenant-based voucher, should such participant meet the income
and other qualifications for the tenant-based Housing Choice Voucher program.
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COLUMBUS METROPOLITAN HOUSING AUTHORITY
CHAPTER 6: DETERMINATION OF VOUCHER SIZE (24 CFR 982.402)
A. NUMBER OF BEDROOMS

HUD regulations require that CMHA establish standards for determining the number of
bedrooms and unit size a family is entitled to under the HCV Program.

The unit size assigned is designed to avoid overcrowding and serves as the basis for determining
maximum rent that can be paid to a property owner for the unit selected by the family.

The unit size remains the same as long as the family composition remains the same, regardless of
the actual unit size selected (see B below).

The number of bedrooms is based on the following number of persons per household. HQS
Standards allow two persons per living/sleeping room and would permit the following
occupancy conditions, assuming that a living room qualifies as a living/sleeping area:

Bedroom Size Min. # of Persons in HH Max # of Persons in HH
0-BR 1 2

1-BR 1 4

2-BR 2 6

3-BR 3 8

4-BR 4 10

5-BR 5 12

6-BR 6 14

The Payment standards for the Housing Choice Voucher are also subject to the following
guidelines:

e It will not be necessary for persons of different generations or opposite sex, except for
spouses (or those living as spouses) to occupy the same bedroom;

e Two children of the same sex may share a bedroom. CMHA may grant a larger bedroom
size to accommodate different generations (five years or greater);

e A single head of household shall not be required to share a bedroom with his/her
children; and,

e A family that consists of a pregnant woman (with no other persons) must be treated as a
two-person family. (24 CFR § 982.402(b)(5))

e Head of household and spouse/co-head shall occupy the same bedroom.

The family may request a larger bedroom size Voucher by providing a written justification to
CMHA. The family’s request must be made within 10 days of the initial appointment to issue the

Voucher.

CMHA will consider the request according to the conditions outlined in this Plan and determine
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whether or not the request will be granted. The necessity for an exception to unit size standards
must be verified and documented. The granting of the exception shall be at the sole discretion of
CMHA.

Extraordinary circumstances may dictate a larger bedroom size Voucher than the Payment
Standards permit:

e Spouses who, because of verified medical reason, cannot share a bedroom, and cannot
locate a dwelling unit that has another room that can qualify as a sleeping area; or,

e An elderly person or person with a disability who requires a live-in attendant.
e Medical or therapy equipment of a size that requires a separate room.

CMHA will review the request and give the larger bedroom size Voucher if CMHA determines
the request is reasonable.

B. UNIT SIZE SELECTED

The family may select a smaller or larger dwelling unit size than the bedroom size that is listed
on the Voucher with the following conditions:

e Rent burden limitation. The family’s rent burden must not exceed 40 percent of the total
cost of rent and utilities for the unit in question at initial lease up.

e Utility Allowance. The utility allowance used to calculate the gross rent is based on the
lower of the actual size of the unit the family selects, or the voucher size issued.

e (CMHA, at the discretion of the President/CEO, may deviate from the occupancy
standards set forth in Section A above for Project-Based Voucher Contracts serving
special populations when necessary to achieve supportive housing goals for those
populations and for other demonstrated needs as may be necessary for a particular
contract. Such deviation must be requested through the submission of a Tenant Selection
Plan or its equivalent and approved by CMHA. CMHA’s approval of such request must
also be in writing and appended to the Contract.

C. DOCUMENTATION

Modifications from the above listed policies must be documented in the applicant file.

D. CONTINUED OCCUPANCY

When CMHA issues a participant a voucher we are establishing a voucher size for the
participant prior to submission of a unit. If a participant has a change in family
composition after move-in to that unit, that will result in a decrease in voucher size, CMHA
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will not require the participant to move to a unit that they would be eligible for under the
new occupancy standards associated with the household if they were issued a voucher.
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COLUMBUS METROPOLITAN HOUSING AUTHORITY

CHAPTER 7: INCOME AND PAYMENT DETERMINATIONS

INTRODUCTION

A family’s income determines eligibility for assistance, the amount of the family rent payment
to the property owner and the amount of the rent payment made by CMHA to the property
owner. CMHA must ensure that only eligible families receive assistance and that no family pays
more or less than its obligation under the Program regulations. This chapter describes HUD

regulations and CMHA policies related to these topics in three parts:

Part I: Annual Income

HUD regulations specify the sources of income to include and exclude to arrive at a family’s
annual income. These requirements and CMHA policies for calculating annual income are found
in Part I.

Part I1: Deductions and Adjustments to Income Determinations

Once annual income has been established, HUD regulations require CMHA to subtract from
annual income any of five mandatory deductions for which a family qualifies. These
requirements and CMHA policies for calculating adjusted income are found in Part II.

Part II1: Calculating Family Share of Rent and CMHA Payment

This part describes the statutory formula for calculating total tenant payment (TTP), the use of
utility allowances, and the methodology for determining CMHA Payment and required family
share of rent payment.
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COLUMBUS METROPOLITAN HOUSING AUTHORITY
CHAPTER 7: INCOME AND RENT DETERMINATIONS
PART 1. ANNUAL INCOME (24 CFR 5.609)
INTRODUCTION

A family’s income determines eligibility for assistance, the amount of the family rent payment

to the property owner and the amount of the rent payment by CMHA to the property owner.
CMHA must ensure that only eligible families receive assistance and that no family pays more or
less than its obligation under the Program regulations. Part I describes HUD regulations and
CMHA policies related to Annual Income.

A. OVERVIEW
Annual income means all amounts which:

(1) Are received by, or on behalf of, the family head or spouse (even if temporarily absent) and
by any other family member, even if the funds are mailed to or accepted by another person who
resides at another residence;

(2) Are anticipated to be received from a source outside the family during the 12-month period
following admission or annual reexamination effective date;

(3) Are derived from assets to which any member of the family has access during the 12-month
period following admission or annual reexamination effective date; and

(4) Are derived from the operation of a family-owned business (see Section G).

In addition to this general definition, HUD regulations establish policies for treating specific
types of income and assets and are more fully described in the balance of Chapter 7-1, 7-2 and
7-3. (Also, see Exhibit 7-1 Annual Income Inclusions)

B. HOUSEHOLD COMPOSITION AND INCOME

Income received by all family members must be counted unless specifically excluded by the
regulations. It is the responsibility of the head of household to report changes in family
composition when they occur. The rules on which sources of income are counted vary somewhat
by family member. The following chart summarizes how family composition affects income
determinations:
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Summary of Income Included and Excluded by Person

Live-in aides Income from all sources is excluded as live-in
aides are not members of the household

Foster child or foster adult Income from all sources is excluded

Head, spouse, co-head, or All sources of income not specifically

other adult family members excluded by the regulations are included.

Children under 18 years of age Employment income is excluded

All other sources of income, except those
specifically excluded by the regulations, are

included.
Full-time students 18 years of Employment income above $480/year is
age (including high school excluded
students) or older (not head, All other sources of income, except those
spouse, or co-head) specifically excluded by the regulations, are
included.

1. Temporarily Absent Family Members (24 CFR 982.312)

Families must report absences and changes to household composition to CMHA when they
occur.

Families must notify CMHA in writing within ten calendar days of the absence of any household
member from the unit expected to last more than 30 consecutive days. The family must supply
CMHA with requested information on the reasons for family member absences. The family’s
failure to report absences or refusal to cooperate shall be grounds for termination.

If the entire family is absent from the unit for more than 90 days in a calendar year, except for
medical circumstances described below; the unit will not be considered to be their only place of
residence and CMHA will initiate termination proceedings from the program.

CMHA will use the following in considering whether the absence of a family member is
acceptable and whether the absence constitutes a basis for adjusting voucher size and/or income
and rent calculations:

a. Absence of children
In a one parent home, if one or more children are removed from the parent by a child welfare
agency, the family must provide written verification of the removal and the expected return date
from the welfare agency or authorize CMHA to contact the child welfare agency to obtain this
information. During the absence, the parent will retain eligibility as a remaining member of the
family but, absent unusual circumstances, may be issued a smaller Voucher if the children are
projected to be out of the home for more than six months from the initial removal date.

b. Absence of Spouse
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If a spouse leaves the household and has been or will be absent for 3 months (90 days) or more,
absent extenuating circumstances based on information provided by the family, the spouse will
be removed from the voucher. Absences due to school attendance or job training will not result
in removal from the lease unless a permanent residence is established in another location or a
change in family composition is requested.

c. Absence of Adult Children

If an adult child has left the household and has been or will be absent for 3 months (90 days) or
more, he/she will be considered permanently absent unless there are extenuating circumstances
approved at CMHA’s sole discretion. This includes adult children who enter the military service.

Military members returning from active duty may be added to the family’s lease within 6 months
of returning to civilian status at the Landlord’s discretion, and then to the Voucher if the
Property owner approves and if the family will continue to qualify for the Voucher Program.
Only the returning military member may be considered.

A student (other than husband or wife) who attends school and resides away from home but lives
with the family during school recesses may be considered permanently absent (income not
counted, not on lease, not counted for Voucher size) or temporarily absent (income counted, on
lease, counted for Voucher size) at the family's option. If CMHA learns that the student has
established a separate household or the family declares that the student has established a separate
household, the student will be removed from the lease and the voucher.

d. Absences Due to Placement in Foster Care

Children temporarily absent from the home as a result of placement in foster care are considered
members of the family for purposes of determining Voucher size unless they are projected to be
out of the home for more than six months from the date of placement. (24 CFR § 5.403)

e. Absence of Head of Household

If a head of household leaves the household and has been or will be absent for 3 months (90
days) or more, absent extenuating circumstances based on information provided by the family,
the head of household will be removed from the voucher. If qualified for the Voucher Program,
the remaining family member(s) may be re-issued a Voucher. Absences due to school attendance
or job training will not result in removal from the lease unless a permanent residence is
established in another location or a change in family composition is requested.

2. Family Members Permanently Confined for Medical Reasons
If a family member is confined to a nursing home or hospital on a permanent basis, that person is
no longer considered a family member and the income of that person is not counted in the rent

calculation. If requested, the family must present evidence that the former family member is
confined on a permanent basis and should be removed from the lease and the Voucher.
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When a confined individual who has been counted as a family member is permanently absent,
the family is eligible for the medical expense deduction only if the remaining head, spouse, or
co-head qualifies as an elderly person or a person with disabilities.

3. Re-admittance of an Elderly or a Disabled Person

A single elderly or disabled person may be re-admitted to the Voucher Program if they were
terminated for being out of their unit for longer than 6 months for a medical reason. A request
for re-admittance must be made within 1 year of their termination date and a Voucher must be
available for issuance.

4. Joint Custody of Dependents

Dependents that are subject to a joint custody (shared parenting) arrangement will be considered
a member of the family if they live with the applicant or participant family 51 percent or more of
the time. Children who are subject to a joint custody and shared parenting agreement but live
with one parent at least 51% of the time will be considered members of the household. "51% of
the time" is defined as 183 days of the year, which do not have to run consecutively.

If the custody agreement or shared parenting agreement does not identify the residential parent
and there is no other document from the court or a social service agency that stipulates who is the
residential parent, then CMHA will request documentation to determine if the child (children)
should be added to the voucher. For this purpose, the parent who has custody for school purposes
will be considered the residential parent by CMHA.

When more than one applicant or participant family is claiming the same dependents as family
members, the family with primary custody at the time of the initial examination or reexamination
will be able to claim the dependents. If there is a dispute about which family should claim them,
CMHA will make the determination based on available documents such as court orders, or
shared parenting agreements.

C. ANTICIPATING ANNUAL INCOME
CMHA is required to count all income anticipated to be received from a source outside the
family during the 12-month period following admission or annual reexamination effective date.
Policies related to anticipating annual income are provided below:
1. Basis of Annual Income Projection
a. Anticipated Income
CMHA will use current circumstances (defined as circumstances at time of application
or recertification interview) to determine anticipated income for the coming 12-month period.

HUD authorizes CMHA to use other than current circumstances to anticipate income when:

1) An imminent change in circumstances is expected;
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2) It is not feasible to anticipate a level of income over a 12-month period (e.g., seasonal, or
cyclic income); or

3) CMHA believes that past income is the best available indicator of expected future
income. (Because the tenant has had a consistent pattern of income during the preceding
2-3 years)

When CMHA cannot readily anticipate income based upon current circumstances (e.g., in the
case of seasonal employment, unstable working hours, or suspected fraud), CMHA will review
and analyze historical data on employment patterns, paid benefits, tax returns, and receipt of
other income to establish anticipated annual income. The rationale for this decision will be
documented in the file. The family may present information and documentation to CMHA to
show why the historic pattern does not represent the family’s anticipated income.

b. Known Changes in Income

If CMHA verifies an upcoming increase or decrease in income, annual income will be calculated
by applying each income amount to the appropriate part of the 12-month period.

Example: An employer reports that a full-time employee who has been receiving $10/hour will
begin to receive $10.25/hour in the eighth week after the effective date of the reexamination. In
such a case CMHA would calculate annual income as follows: ($10/hour % 40 hours x 7 weeks)
+($10.25 x 40 hours x 45 weeks).

c. Using the Enterprise Income Verification (EIV) System to Determine
Anticipated Income

The EIV is a HUD authorized system that maintains computerized information about earnings
and benefits. Where possible, EIV information is mandated (24 CFR § 5.233) to be used by
CMHA in conjunction with family-provided documents to aid in determining and verifying the
family’s anticipated income. (Use of EIV in verifying family income is described in Chapter 8.)

If there are differences between EIV and family-provided income data discovered while making
an anticipated income determination, CMHA will treat the differences as follows:

No Substantial Difference (Less than $200 per month)

If EIV information for a particular income source differs from the information provided by a
family by less than $200 per month, CMHA will:

Use the family’s information if the EIV figure is less than the family’s figure.
Use the EIV data if the EIV figure is more than the family’s claim, unless the family
provides documentation of a change in circumstances to explain the discrepancy (e.g., a

reduction in work hours). Upon receipt of acceptable family-provided documentation of a
change in circumstances, CMHA will use the family-provided information.
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Substantial Difference (More than $200 per month)

If EIV information for a particular income source differs from the information provided by a
family by $200 or more per month, CMHA will:

Request and document third-party verifications from income sources.

Analyze all EIV, third-party, and family-provided data and attempt to resolve the income
discrepancy.

Use the most current verified income data and, if appropriate, historical income data to calculate
anticipated annual income.

2. Streamlined Income Determination for Fixed Income Sources (PIH Notice 2016-05)

Per 24 CFR § 982.516 (b), for clients that are recipients of where 90% or more of a family’s
unadjusted income comes from fixed income sources may obtain third party verification of these
fixed sources of income triennially or every three years. Streamlined income determinations
must apply. Adjustments to a family’s fixed income using a COLA or current interest rate that
applies to each specific source of fixed income. This is information will be available from a
public source or through tenant-provided, third-party generated documentation. If no public
verification or tenant-provided verification is available, then the property owner must obtain
third-party verification of the income amounts in order to calculate the change in income for the
source.

Fixed income is defined as periodic payments at predictable levels from one or more of the
following sources:

- Social Security

- Supplemental Security Income (SSI)

- Supplemental Disability Income (SDI)

- Federal, State, Local or private pension plans

- Annuities or other retirement benefit

- Any other source of income subject to adjustment by verified COLA or current rate of

interest.

CMHA will notate in the client file how a source of income was determined to be fixed. CMHA
will verify any remaining non-fixed income using third-party verification annually.

CMHA Initial Adoption of Streamlined Income Determinations Reexamination Timeline

Year 1 CMHA completes an annual reexamination with a full income
determination (including third-party verification) of all income sources
Years 2 & 3 CMHA completes an annual reexamination with the following

streamlined income determination for each type of source:
- Fixed Income- Applies inflation adjustment factor; does not
collect third-party verification
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- Non-Fixed Income- CMHA can either adjust or use previous
year’s calculation. CMHA is still responsible for reviewing and
following up on discrepancies regarding income sources in EIV.

- Assets and Deductions- Completes verification and calculation of
assets and deductions.

Year 4 Cycle begins again. CMHA completes an annual reexamination with a

full income determination (including third-party verification) of all

income sources, assets, and deductions.

CMHA is still required to follow-up on any discrepancies or new sources of income reported in
the EIV system. All income sources must be fully reverified and recalculated every 3 years.

D. TYPES OF EARNED INCOME INCLUDED IN RENT CALCULATIONS
1. Wages and Related Compensation

The full amount, before any payroll deductions, of wages and salaries, overtime pay,
commissions, fees, tips and bonuses, and other compensation for personal services is included in
annual income. For persons who regularly receive bonuses or commissions, CMHA will verify
and then average amounts received for the two years preceding admission or reexamination. If
only a one-year history is available, CMHA will use the prior year amounts. In either case the
family may provide, and CMHA will consider, a credible justification for not using this history
to anticipate future bonuses or commissions. If a new employee has not yet received any bonuses
or commissions, CMHA will count only the amount estimated by the employer.

2. Military Pay
All regular pay, special pay, and allowances of a member of the Armed Forces who is a
household member is counted except for the special pay to a family member serving in the

Armed Forces who are exposed to hostile fire.

E. TYPES OF EARNED INCOME NOT COUNTED IN ANNUAL INCOME AND RENT
CALCULATIONS

(A complete list of exclusions is found in Exhibit 7-2 and 24 CFR 5.609(c))
1. Temporary, Nonrecurring, or Sporadic Income
This type of income (including gifts) is not included in annual income. Sporadic income is
income that is not received periodically (does not establish a pattern) and cannot be reliably
predicted. For example, the income of an individual who works occasionally as a repair person
would be considered sporadic if future work could not be anticipated, and no historic, stable

pattern of income exists.

2. Children’s Earnings
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Employment income earned by children (including foster children) under the age of 18 years is
not included in annual income.

3. Certain Earned Income of Full-Time Students (Age 18 years or older)

Earnings in excess of $480 for each full-time student 18 years old or older (except for the head,
spouse, or co-head) are not counted. To be considered “full-time,” a student must be considered
“full-time” by an educational institution with a degree or certificate program.

4. Income of a Live-in Aide

Income earned by a live-in aide is not included in annual income.

5. Exclusion of Income Earned under Certain Federal Programs

Income from some federal programs is excluded from consideration as income including:

a) Payments to volunteers under the Domestic Volunteer Services Act of 1973.

b) Payments received under programs funded in whole or in part under the Job Training
Partnership Act.

¢) Awards under the federal work-study program.

d) Payments received from programs funded under Title V of the Older Americans Act of
1985.

e) Allowances, earnings, and payments to AmeriCorps participants under the National and
Community Service Act of 1990.

f) Allowances, earnings, and payments to participants in programs funded under the
Workforce Investment Act of 1998.

6. Resident Service Stipends

Amounts received under a resident service stipend are not included in annual income. A resident
service stipend is a modest amount (not to exceed $200 per individual per month) received by a
tenant for performing a service for CMHA or a property owner, on a part-time basis, which
enhances the quality of life in the development. Such services may include, but are not limited
to, fire patrol, hall monitoring, lawn maintenance, and resident initiatives coordination. No tenant
may receive more than one such stipend during the same period of time.

7. Income from State, Local and Other Employment Training Programs

Incremental earnings and benefits to any family member resulting from participation in
qualifying state, local or other employment training programs and training of a family member as
resident management staff are excluded from annual income. Amounts excluded by this
provision must be received under employment training programs with clearly defined goals and
objectives and are excluded only for the period during which the family member participates in
the training program.
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Training may include, but is not limited to:

(1) classroom training in a specific occupational skill,
(2) on-the-job training with wages subsidized by the program, or
(3) basic education.

CMHA defines incremental earnings and benefits as the difference between:

(1) the total amount of welfare assistance and earnings of a family member prior to
enrollment in a training program, and

(2) the total amount of welfare assistance and earnings of the family member after
enrollment in the program.

In calculating the incremental difference, CMHA will use as the pre-enrollment income the total
annualized amount of the family member’s welfare assistance and earnings reported on the
family’s most recently completed HUD-50058 or at the time of the annual reexamination.

8. Income From HUD-Funded Training Programs

Amounts received under training programs funded in whole or in part by HUD are excluded
from annual income. To qualify as a training program, the program must meet the definition of
training program provided above for State and Local Employment Training Programs.

9. Earned Income Tax Credit

Earned income tax credit (EITC) refund payments received on or after January 1, 1991, are
excluded from annual income. Although many families receive the EITC annually when they
file taxes, EITC payments can also be received throughout the year. The prorated share of the
annual EITC is included in the employee’s payroll check.

10. Earned Income Disallowance for Persons with Disabilities (This does not apply to
applicants)

The earned income disallowance (EID) encourages people with disabilities who are already
HCV program participants to enter the work force by not including the full value of increases in
earned income for a limited period of time, thereby reducing the amount of rent paid by the
family.

Eligibility, calculation of the disallowance, the exclusive periods and the lifetime limitations are
described in Exhibit 7-4. Eligibility and status will be reviewed and verified at each annual
reexamination.

11. Reimbursements

Amounts received by a participant in other publicly assisted programs which are specifically for
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reimbursement of out-of-pocket expenses incurred by participant (e.g., special equipment,
clothing, transportation, childcare, etc.) and which are made solely to allow participation in a
specific program;

F. BUSINESS INCOME

Annual income includes “net income” (as determined by applicable Internal Revenue Service
rules) from the operation of a business or profession. Expenditures for business expansion or
amortization of capital indebtedness shall not be used as deductions for determining net income.
An allowance for depreciation of assets used in a business or profession may be deducted, based
on straight line depreciation, as provided in Internal Revenue Service regulations. Any
withdrawal of cash or assets from the operation of a business or profession will be included in
income, except to the extent the withdrawal is reimbursement of cash or assets invested in the
operation by the family.

G. INCOME FROM ASSETS

There is no asset limitation governing participation in the HCV program. However, HUD
requires that CMHA include in annual income of the interest, dividends, and other net income of
any kind from real or personal property. CMHA will review with the applicant/participant
CMHA’s calculated value of reported assets and income derived from that in determining
anticipated income and the tenant rent payment. (See Exhibit 7-3 for additional information on
Treatment of Income from Family Assets.)

The following are considered to be assets:

1. Checking and Savings Accounts

2. Investment Accounts Such as Stocks, Bonds, Saving Certificates, and Money Market
Funds

3. Equity in Real Property or Other Capital Investments

4. Trusts

5. Retirement Accounts

6. Personal Property (e.g., gems, jewelry, and other items not essential for day-to day living

activities) and held as an investment
7. The cash value of Life Insurance

When net family assets are $5,000 or less, CMHA will include in annual income the actual
income anticipated to be derived from the assets. When the family has net family assets in
excess of $5,000, CMHA will include in annual income the greater of (1) the actual income
derived from the assets or (2) the imputed income. Imputed income from assets is calculated
by multiplying the total cash value of all family assets by the current HUD-established
passbook savings rate. PIH 2016-01.

H. PERIODIC PAYMENTS

1. Periodic Payments Included in Annual Income
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Periodic payments received on a regular basis from sources such as social security,
unemployment and welfare assistance, annuities, insurance policies, retirement funds, and
pensions. However, periodic payments from retirement accounts, annuities, and similar forms of
investments are counted only after they exceed the amount contributed by the family. These
payments also include disability or death benefits and lottery receipts paid periodically rather
than in a single lump sum.

2. Lump-Sum Payments for the Delayed Start of a Periodic Payment

Most lump sums received as a result of delays in processing periodic payments, such as
unemployment or welfare assistance are counted as income. However, lump-sum receipts for the
delayed start of periodic Social Security (SS) or Supplemental Security Income (SSI) payments
are not counted as income.

When a delayed-start payment (other than SS or SSI) is reported as anticipated income at the
time when CMHA is processing an initial or annual reexamination, CMHA will consider the
anticipated income in the rent determination.

3. Periodic Payments Excluded from Annual Income

a.

b.

Payments received for the care of foster children or foster adults (usually persons
with disabilities, unrelated to the assisted family, who are unable to live alone).
CMHA will exclude payments for the care of foster children and foster adults
only if the care is provided through an official arrangement with a local welfare
agency.

Amounts paid by a state agency to a family with a member who has a
developmental disability and is living at home to offset the cost of services and
equipment needed to keep the developmentally disabled family member at home.
Amounts received under the Low-Income Home Energy Assistance Program.
Amounts received under the Child Care and Development Block Grant Act of
1990.

Earned Income Tax Credit (EITC) refund payments.

Lump sums received as a result of delays in processing Social Security and SSI
payments.

I. PAYMENTS IN LIEU OF EARNINGS—UNEMPLOYMENT & DISABILITY

Payments in lieu of earnings, such as unemployment and disability compensation, worker’s
compensation, and severance pay, are counted as income if they are received either in the form

of periodic payments or in the form of a lump-sum amount or prospective monthly amounts for
the delayed start of a periodic payment. If they are received in a one-time lump sum (as a
settlement, for instance), they are treated as lump-sum receipts.

J. WELFARE ASSISTANCE

53



Welfare assistance (OWF-Ohio Works First or GA-General Assistance) is counted in annual
income. Welfare assistance includes Temporary Assistance for Needy Families (TANF) and any
payments to individuals or families based on need that are made under programs funded
separately or jointly by federal, state, or local governments. (Food assistance paid under the
SNAP program is not counted as income)

If sanctions are imposed by the welfare agency that result in the reduction of welfare benefits,
CMHA must make a special calculation of annual income and rent to be paid by the family. This
rule applies only if a family was receiving HCV assistance at the time the sanction was imposed.
(See Chapter 7, Part 3, Section F for a full description of the impact on tenant paid rent when
sanctions are applied.)
K. PERIODIC AND DETERMINABLE ALLOWANCES
Annual income includes periodic and determinable allowances, such as alimony and child
support payments, and regular contributions or gifts received from organizations or from persons
not residing with an assisted family.

1. Alimony and Child Support
CMHA must count alimony or child support amounts awarded as part of a divorce or separation
agreement unless the funds have not been received for the previous 90 consecutive days from the
review date. In that case, the family must demonstrate to CMHA’s satisfaction that:

(1) the payments are not being made; and

(2) the family has made reasonable efforts to collect amounts due, including filing with courts or
agencies responsible for enforcing payments.

Families who do not have court-awarded alimony and child support awards are not required to
seek a court award and are not required to take independent legal action to obtain collection.

2. Regular Contributions and Gifts
CMHA must count regular monetary and nonmonetary contributions and gifts from
persons not residing with an assisted family as income. Temporary, nonrecurring, or sporadic
income and gifts are not counted.

Examples of countable income from gifts and contributions include:

(1) regular payment of a family’s bills (e.g., utilities, telephone, rent, credit cards, and car
payments);

(2) regular provision of cash to any family member; and,

(3) regular provision of “in-kind” contributions and gifts.
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Regular payment is defined as a family receiving monetary and nonmonetary contributions or
gifts on at least three previous occasions in the 12 months prior to the date of the initial
examination or subsequent reexaminations of income.

Nonmonetary contributions will be valued at the cost of purchasing the items, as determined by
CMHA. For contributions that may 