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CHAPTER 1 – OVERVIEW OF THE PROGRAM AND PLAN 
 

PART 1: INTRODUCTION 

 

1-1.A  WEST WARWICK HOUSING AUTHORITY AND THE HCV/SECTION 8 PROGRAM 

 

The West Warwick Housing Authority (WWHA) was created to operate housing programs 

within the Town of West Warwick for low-income families. The WWHA receives funding to 

administer the Housing Choice Voucher (HCV) program from the United States Department 

of Housing and Urban Development (HUD). The WWHA must comply with all applicable 

state, local, and federal laws, and establish procedures and policies, like this Administrative 

Plan, to ensure these requirements are met. 

The WWHA has already implemented changes in its HCV program to achieve these 

objectives and will continue to explore possible improvements to the program in the future.  

1-I.B. The WWHA’s Mission 

 

The West Warwick Housing Authority exists to provide quality, safe and affordable housing 

and to provide meaningful support and engaging services for our residents.   

 

We are committed to forming productive partnerships to maximize social, economic and 

educational opportunities for our residents and staff.  

 

This mission shall be accomplished in a fiscally responsible manner by an ethical and 

professional staff and Board of Commissioners. We are strongly committed to board and 

staff personal growth, excellence in public service, and being accountable and 

transparent to all our stakeholders. 
 

1-I.C. ORGANIZATION AND STRUCTURE OF THE WWHA 

 

The WWHA is governed by a five-member Board of Commissioners, appointed by the Town 

Council of West Warwick, RI. The Board is responsible for setting policy and providing oversight 

of the organization.  The principal staff member is the Executive Director who is appointed 

by the Board. The Executive Director is responsible for day-to-day operations. Formal actions 

of the WWHA are taken through written resolutions, adopted by the Board and entered into 

official WWHA records. 

1-I.D. THE WWHA’S COMMITMENT TO ETHICS AND SERVICE 

 

As a public service agency, the WWHA is committed to providing excellent service to all 

stakeholders, including HCV participants and owners. The WWHA will make every effort to 

keep participants and owners informed of all current and future HCV rules and regulations. 



The WWHA will maintain proper standards of ethical conduct in the administration of the 

HCV Program.  This document is available, for review and consideration to the public. It has 

been approved by the WWHA’s Board of Commissioners. 

1-I.E. HCV PARTNERSHIPS 

 

Administration of the HCV program includes the participation of four different parties: HUD, 

the WWHA, the property owner and the HCV participant. In order for the program to 

succeed all four groups have important roles to play.  

 

HUD Responsibilities: 

1. Develop regulations and other guidance to administer the HCV program; 

2. Allocate HCV program funds to the WWHA; and 

3. Monitor the WWHA’s compliance with HCV program requirements.  

WWHA Responsibilities: 

1. Accurately maintain the waiting list and issue vouchers to qualified selected applicants; 

2. Make Housing Assistance Payments (HAP) to the owner in a timely manner; 

3. Ensure that owners and families comply with all program rules; 

4. Comply with all applicable state, local and federal regulations; and 

 

Owner Responsibilities: 

1. Screen families who apply for tenancy to determine if they will be good renters; 

2. Comply with all applicable HCV rules and regulations; and 

3. Maintain the housing unit in accordance with Housing Quality Standards (HQS). 

Family Responsibilities: 

1. Provide the WWHA with complete and accurate information needed to administer the 

program; 

2. Attend all appointments scheduled by the WWHA; 

3. Maintain unit in accordance with HQS and allow WWHA to inspect units after reasonable 

notice; and 

4. Comply with all applicable WWHA/HCV rules and regulations. 
 

PART II: THE HCV PROGRAM ADMINISTRATIVE PLAN 

 

1-II.A. OVERVIEW AND PURPOSE OF THE PLAN 
 

The purpose of the Administrative Plan is to establish policies for administering the HCV 

program in a manner consistent with HUD requirements and local goals. All issues related to 

the HCV program not addressed in this document are governed by federal regulations. The 

WWHA is responsible for complying with all future changes in HCV regulations. The WWHA’s 

Administrative Plan is applicable to the operation of Leased Housing/Housing Choice 

Voucher/Section 8 Program. 



1-II.B. MANDATORY VS. OPTIONAL POLICY 

 

HUD requires all public housing authorities (PHAs) to develop policies and procedures that 

are consistent with federal mandatory policies. In addition, HUD requires all PHAs make clear 

any optional policies the PHA has adopted and provides guidance that the WWHA may 

decide to implement. The WWHA's Administrative Plan is the foundation of the mandatory 

policies as well as additional policies and procedures that work best for the Town of West 

Warwick. 

1-II.C. UPDATING AND REVISING THE PLAN 

 

The WWHA will revise this Administrative Plan as needed. Substantive changes to the Plan 

require approval of the WWHA’s Board of Commissioners. Technical and clarification 

changes do not need Board approval. 

 

 

  



CHAPTER 2 – FAIR HOUSING AND EQUAL OPPORTUNITY  

PART I: NONDISCRIMINATION 

2-I.A. Overview 

 

Federal laws require public housing authorities (PHAs) to treat all applicants and participants 

equally, providing the same quality of service, regardless of family characteristics and 

background. These laws prohibit discrimination against certain protected classes. 

The WWHA will comply fully with all federal, state and local nondiscrimination laws, and with 

rules and regulations governing fair housing and equal opportunity in housing and 

employment. The WWHA will not discriminate on the basis of race, color, sex, religion, familial 

status, age, disability, national origin, marital status, sexual orientation, gender identity, order 

of protection status, housing status, military discharge status, source of income or other 

protected classes under state and local laws. 

2-I.B Providing Information to Families and Owners 

PHAs must take steps to ensure that families and owners are fully aware of all applicable 

civil rights laws. As part of the briefing process, the WWHA will provide information to HCV 

applicant families about their opportunity to rent in a broad range of neighborhoods [24 CFR 

982.301]. In addition, the Housing Assistance Payment (HAP) contract entered into between 

WWHA and owners prohibits discrimination against any person on the basis of race, color, 

religion, sex, national origin, age, familial status or disability in connection with the contract. 

2-I.C. Discrimination Complaints 

 

Applicants or participants who believe that they have been illegally discriminated against 

may notify the WWHA either orally or in writing. The WWHA will attempt to remedy 

discrimination complaints made against the WWHA and will provide applicants and 

participants with a copy of the Applicant/Participant Discrimination Complaint Form. 

2-I.D. Access for Persons with Limited English Proficiency 

 

Regulations under Title VI of the Civic Rights Act and Section 188 of the Workforce 

Investment Act require the WWHA to provide language assistance to Limited English 

Proficiency (LEP) persons. WWHA will follow the policies and procedures in its Language 

Access Plan to ensure that LEP persons will have equal access to WWHA programs. 

 

2-I.E. Affirmative Marketing 

 

The WWHA will conduct affirmative marketing of its housing to ensure that all families are 

given an equal opportunity to access WWHA housing programs. All marketing efforts will 

include outreach to those least likely to apply. 

 

http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1301
http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1301
http://www.thecha.org/documents/?Keywords=language&amp;F_All=y
http://www.thecha.org/documents/?Keywords=language&amp;F_All=y


All fair housing posters shall be prominently displayed so as to be readily apparent at any 

place of business where a unit is offered or where business is conducted in relation to 

residential units, such as customer service centers and the WWHA main office. 

 

PART II: POLICIES RELATED TO PERSONS WITH DISABILITIES 

 

2-II.A. Definition of Disability 

 

The WWHA utilizes two different definitions of disability: there is a HUD definition that is used 

for income rent calculations and eligibility determinations as well as a broader Americans 

with Disabilities Act (ADA)/Fair Housing Act (FHA) definition that is used for reasonable 

accommodation purposes. 

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. 

2. 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 

c) Be regarded as having such an impairment. 

2-II.B. OVERVIEW 

 

The WWHA does not discriminate against persons with disabilities. In order to ensure that 

equal treatment is afforded to those with disabilities, the WWHA provides equal access to its 

programs and services. It also provides the opportunity for applicants and residents to 

request reasonable accommodations at any time, from application through termination, 

to those with qualified disabilities. A reasonable accommodation is a modification or 

change the WWHA can make to its policies or procedures that will assist an otherwise 

qualified applicant or participant with a disability to take full advantage of and use WWHA 

programs, including those that are operated by other agencies in WWHA-owned public 

space. [24 CFR 8.20] 

Although applicants and residents with disabilities reserve the right to request an 

accommodation at any time, the WWHA shall ask all applicants and participants in writing 

if they require any type of accommodation on the intake application, re-examination 

documents and notices of adverse action by the WWHA. 

http://www.gpo.gov/fdsys/granule/USCODE-2011-title42/USCODE-2011-title42-chap7-subchapII-sec423
http://www.ecfr.gov/cgi-bin/text-idx?SID=97a241684bd7e6ed9d6715c5317b52e1&amp;mc=true&amp;node=se24.1.8_13&amp;rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=c4767faa4a340f31d23ad1d7c518d82a&amp;mc=true&amp;node=se24.1.100_1201&amp;rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=b5e810789752a7f84b55a60021fac4fd&amp;mc=true&amp;node=pt24.1.8&amp;rgn=div5&amp;se24.1.8_120


The types of reasonable accommodations the WWHA can provide include changes, 

exceptions or adjustments to a rule, policy, practice or service. Examples include, but are 

not limited to: 

1. Permitting applications and re-examinations to be completed by mail; 

2. Providing, upon request, alternative formats for persons with visual or hearing 

impairments, such as large print documents and sign language interpretation; 

3. Approving the need for a live-in aide; 

4. Extending the time necessary to acquire documents and otherwise participate in the 

regular re- examination process; 

5. Using higher payment standards if the WWHA determines this is necessary to enable a 

person with disabilities to obtain a suitable housing unit; 

6. Providing time (voucher) 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; 

and  

7. Permitting an authorized designee or advocate to participate in the application or 

certification process and any other meetings with WWHA staff. 

Federal regulations stipulate that requests for accommodations are reasonable unless they 

pose an “undue financial or administrative burden” to the WWHA or will result in a 

“fundamental alteration” in the nature of the housing program. 

HUD issued memorandums entitled “Medical Use of Marijuana in Public Housing” 

(September 24, 1999) and “Medical Marijuana Use in Public Housing and Housing Choice 

Voucher 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, the WWHA will not 

permit the use of medical marijuana as a reasonable accommodation. 

2-II.C. REQUEST FOR A REASONABLE ACCOMMODATION 

 

The family must explain what type of accommodation is necessary for the person with the 

disability to fully access the WWHA’s programs and services. The requesting family must 

explain the relationship between the requested accommodation and the disability. A 

“nexus” or relationship between the requested accommodation and the individual’s 

disability must be established in order for the WWHA to honor the accommodation. 

The Reasonable Accommodation Request forms are available at WWHA office located at 

62 Roberts Street, West Warwick, RI 02893 or can be requested via our website.  If the 

individual with a disability is unable to submit their request in writing, the WWHA will assist the 

individual in putting their request in written form. Participants should contact the WWHA and 

their owner or property manager about their reasonable accommodation needs. 

 

 

 



2-II.D. APPROVAL/DENIAL OF A REQUESTED ACCOMMODATION 

 

In order to provide reasonable accommodations to qualified families with disabilities, the 

WWHA must verify that the person making the request (or the person on whose behalf the 

request is being made) meets the definition of a person with a disability and the individual 

requires the requested accommodation because of the limitations caused by the disability. 

If the disability is obvious and the nexus is clear, the WWHA will not seek additional 

verification. When verifying a disability, the WWHA will follow the verification policies in 

Chapter 7. 

Decisions to approve or deny requests for reasonable accommodations will be made on a 

case-by-case basis. Factors taken into account include the cost of the requested 

accommodation, the financial resources of the WWHA 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. The WWHA will approve a request for an accommodation if the following three 

conditions are met: 

1. The request was made by or on behalf of a person with a disability; 

2. There is a disability-related need for the accommodation; and 

3. The requested accommodation is reasonable, meaning it would not impose an undue 

financial and administrative burden on the WWHA, or fundamentally alter the nature 

of the WWHA’s HCV operations (including the obligation to comply with HUD 

requirements and regulations). 

At the WWHA’s discretion, before making a determination on a reasonable accommodation 

request, the WWHA may discuss and negotiate with the family, request more information 

from the family or require the family to sign a consent form allowing the WWHA to further 

inquire about the need for the requested accommodation with the family’s preferred 

knowledgeable professional. Where it is unclear whether there is a disability-related need 

for the accommodation, the WWHA will notify the family as to what additional information 

is needed, will allow a reasonable timeframe for submission of information, and will make a 

timely decision on the matter based on the information provided. A decision on the 

reasonable accommodation request will be made within 30 calendar days. If the applicant 

or participant disagrees with the determination, the applicant may request an informal 

review or the participant may request an informal hearing. 

2-II.E. TERMINATION OF ASSISTANCE 

A WWHA decision to deny or terminate the assistance of a family that includes a person 

with disabilities is subject to consideration of reasonable accommodation [24 CFR 

982.552(2)(iv)]. 

 

http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1552
http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1552


When applicants with disabilities are denied assistance, the notice of denial will inform them 

of the WWHA’s informal review process and their right to request a hearing. In addition, the 

notice will inform applicants with disabilities of their right to request reasonable 

accommodations to participate in the informal hearing process. 

When a participant family’s assistance is terminated, the notice of termination will inform 

them of the WWHA’s informal hearing process and their right to request a hearing and 

reasonable accommodation. 
 

PART III: VIOLENCE AGAINST WOMEN ACT 

 

The Violence Against Women Act (VAWA) is a federal law that protects victims (both men 

and women) of domestic violence, dating violence, sexual assault or stalking who apply for 

or live in private housing with a voucher. 

2-III.A. Protections for Victims 

 

The WWHA provides the following protections for victims who are HCV applicants or 
participants: 

1. The WWHA may not deny admission to the HCV program if a victim of domestic violence, 

dating violence, sexual assault or stalking can show that the reason for the denial is 

connected to domestic violence, dating violence, sexual assault or stalking. 

2. The WWHA may not terminate a participant because he/she is a victim or threatened 

victim of domestic violence, dating violence, sexual assault or stalking. 

3. If a domestic violence victim leaves the unit because of domestic violence, dating 

violence, sexual assault or stalking, the WWHA will not consider him or her in violation of 

the lease or HCV program requirements. 

4. The WWHA can ‘separate’ the family by terminating the abuser from the HCV program 

while protecting the victim and other household members. The abuser will NOT be issued 

a separate voucher. 

5. The WWHA may provide an emergency termination of the HAP contract and issue the 

participant expedited moving papers. 
 

Limitations of VAWA Protections; 

1. The WWHA has the authority to terminate any participant, including the victim, if it can 

demonstrate a threat to other tenants or to staff. 

2. The WWHA can terminate a participant for any violation of the program or the lease 

that was not based on domestic violence, dating violence, sexual assault or stalking. 

2-III.B. VAWA Documentation 

The WWHA accepts the following documentation as verification of domestic violence, 

dating violence, sexual assault or stalking. 



An active Order of Protection (emergency, interim or plenary); 

1. A police report; 

2. A letter from a professional with knowledge of the abuse, signed under penalty of 

perjury, from whom the victim has sought assistance; 

3. A record from an administrative agency; or 

4. A completed HUD form 50066 - Certification of Domestic Violence, Dating Violence or 

Stalking. 

2-III.C. Notice of VAWA 

 
The WWHA, effective October 1, 2017, a VAWA notice to all of its participants: 

1. At the time an applicant is denied residency; 

2. At the time the individual is admitted; and 

3. With any notification of eviction or termination of assistance. 

The HUD can be made readily in multiple languages and be consistent with HUD guidance 

concerning language access for individuals with limited English proficiency. 

2-III.D. Confidentiality 

 

All domestic violence, dating violence, sexual assault or stalking documentation and 

information will be kept confidential by the WWHA. As such, the WWHA will not: 

1. Enter domestic violence information into any shared database; or 

2. Disclose domestic violence information to anyone outside WWHA, unless: 

a. The victim makes a request in writing; 

b. The information is required for an eviction or termination proceeding, or 

c. Otherwise required by law. 

 

 

 

  



CHAPTER 3 – ELIGIBILITY  

INTRODUCTION 

 

The WWHA is responsible for ensuring that every individual and family admitted to the HCV 

program meets all program eligibility requirements, including any individual approved to 

join the family after admission. 

To be eligible for the HCV program: 

1. The applicant family must: 

a. Qualify as a family as defined by HUD and WWHA; 

b. Have income at or below HUD-specified income limits; 

c. Meet citizenship or eligible immigration requirements; 

d. Provide social security number information for family members as required;  

e. Consent to the WWHA’s collection and use of family information by signing 

consent forms. 

2. The WWHA must determine that the current or past behavior of household members 

does not include activities prohibited by HUD or the WWHA. 

PART I: DEFINITION OF FAMILY 

3-I.A. FAMILY AND HOUSEHOLD - [24 CFR 982.201(C) AND 5.403] 

The terms family and household have different meanings in the HCV program. 

Family 

The WWHA’s definition of a family includes, but is not limited to, the following, regardless of 

actual or perceived sexual orientation, gender identity or marital status: 

1. A family with a child or children; 

2. Two or more elderly or disabled persons living together; 

3. One or more elderly or disabled persons living with one or more live-in aides; 

4. A single person, who may be an elderly person, a displaced person, a disabled person 

or any other single person; or 

5. Two or more individuals who are not related by blood, marriage, adoption, or other 

operation of law but who either can demonstrate that they have lived together 

previously or certify that each individual’s income and other resources will be available 

to meet the needs of the family. 

 

The addition of a new family member is limited to birth, adoption, court-awarded custody 

(excluding foster care), legal guardianship, marriage, civil union, domestic partnership, or 

parents that are 62 and above and/or disabled. All additional family members must pass 

applicant screening. 

http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1201
http://www.ecfr.gov/cgi-bin/text-idx?SID=6440476e1818c494c6d11b0ac91aa078&amp;mc=true&amp;node=se24.1.5_1403&amp;rgn=div8


Household 

Household is a broader term that includes additional people who, with the WWHA’s 

permission, live in an assisted unit, such as live-in aides, foster children and foster adults. 

Head of Household 

Head of Household is an adult family member or an emancipated minor who has the legal 

capacity to enter into a lease and is considered the head for purposes of determining 

income eligibility and rent. 

 

Spouse and Co-Head 

Spouse means the marriage partner of the head of household. A co-head of household 

(“co-head”) is an individual in the household who is equally responsible with the head of 

household for ensuring that the family fulfills all of its responsibilities under the program, but 

who is not a spouse. A family can have only one co- head. 

Remaining Members of a Tenant Family 

The WWHA’s definition of family includes the remaining member of a tenant family, which is 

a family member of an assisted family who remains in the unit when head of household dies 

or leaves the unit. Continued occupancy by remaining family members is allowed only if 

one or more family members on the lease living in the household can pass applicant 

screening, is age 18 years or over or an emancipated minor under Rhode Island law, and 

has the legal capacity to enter into a lease. Household members such as live-in aides, foster 

children, and foster adults do not qualify as remaining members of a family to assume the 

voucher. 

If dependents are the only “remaining members of a tenant family” and there is no family 

member able to assume the responsibilities of the head of household, the WWHA may allow 

another adult to join the family as head of household; for example, a newly designated 

legal guardian of children who are “remaining members.” 

3-I.B. FAMILY BREAK-UP - [24 CFR 982.315] 

When a family on the waiting list breaks up into two otherwise eligible families, only one of 

the new families may retain the original application date. Other former family members 

may apply for assistance (with a new application date) if the waiting list is open. Exceptions 

to this policy will be reviewed on a case by case basis and determinations made at the 

discretion of the WWHA. 

The WWHA has discretion to determine which members of an assisted family continue to 

receive assistance if the family breaks up. However, if a court in a divorce or separation 

decree specifically addresses the continued receipt of a housing subsidy between 

members of the assisted family, the WWHA will follow the court's determination. Such court 

determination does not waive the requirement that the assisted family members must 

continue to meet WWHA and HCV program screening requirements and eligibility criteria. 

 

http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1315


PART II: BASIC ELIGIBILITY CRITERIA 

 

3-II.A. INCOME ELIGIBILITY AND TARGETING 

Income Limits 

HUD is required by law to set income limits that determine the eligibility of applicants for 

the HCV program. The income limits are published annually and are based on HUD 

estimates of median family income and family size in a particular area.  Using Income Limits 

for Eligibility - [24 CFR 982.201] 

Income limits are used for eligibility only at admission. Eligibility is established by comparing 

a family's annual income with HUD’s published income limits. To be income-eligible, a 

family’s total income must not exceed HUD’s low-income limit, or 80 percent of Area 

Median Income (AMI). Families are also eligible if: 

1. The low-income family is “continuously assisted" under the 1937 Housing Act. The WWHA 

will consider a family to be continuously assisted if the family was leasing a unit under 

any 1937 Housing Act program at the time they were issued a voucher by the WWHA. 

2. A family is a low-or moderate-income family that is displaced as a result of the 

prepayment of a mortgage or voluntary termination of a mortgage insurance contract 

on eligible low-income housing as defined in 24 CFR 248.101. 

3-II.B. CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS - [24 CFR 5, SUBPART E] 

Housing assistance is only available to individuals who are U.S. citizens, U.S. nationals (herein 

referred to as citizens and nationals) or noncitizens who have eligible immigration status. The 

WWHA will not provide assistance to a family before verifying eligibility of all family members. 

All applicant families must submit evidence of their citizenship status, and they will be 

notified of this requirement when they apply. Family members who claim U.S. citizenship or 

national status will not be required to provide additional documentation unless the WWHA 

receives information indicating that an individual’s declaration may not be accurate. No 

declaration is required for live-in aides, foster children, or foster adults. A family is eligible for 

assistance as long as 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. 

If the WWHA determines that an applicant family does not include any citizens, nationals or 

eligible noncitizens, following the verification process, the family will be notified in writing of 

the determination. 

 

http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1201
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3-II.C. SOCIAL SECURITY NUMBERS - [24 CFR 5.216 AND 5.218] 

The applicant and all members of the applicant’s household must disclose the complete 

and accurate social security number (SSN) assigned to each household member. The 

WWHA will allow the family to retain its place on the waiting list for 180 calendar days 

pending disclosure and documentation of social security numbers. The WWHA will not 

provide assistance until all SSN documentation is received. When a participant requests to 

add a new household member who is under the age of six and has not been assigned a 

SSN, the participant must provide the SSN assigned to each new child and the required 

documentation within 90 calendar days of the child being added to the household. 

These requirements do not apply to non-citizens who do not contend eligible immigration 

status. 
 

PART III: DENIAL OF ASSISTANCE 

 

3-III.A. OVERVIEW 

 

A family that does not meet the eligibility criteria discussed in Parts I and II must be denied 
assistance. 

In addition, HUD requires the WWHA to deny assistance based on certain types of current 

or past behaviors of family members and permits the WWHA to deny assistance based on 

other behaviors. 

There are exceptions to the eligibility requirements below for families using Veterans Affairs 

Supportive Housing (VASH) vouchers; see 77 FR 17088. 

3-III.B. MANDATORY DENIAL OF ASSISTANCE - [24 CFR 982.553(A)] 

HUD requires the WWHA to deny assistance in several cases. Accordingly, WWHA will deny 

assistance if: 

1. Any member of the household has been evicted from federally assisted housing in the 

last three years for drug-related criminal activity. The WWHA may admit an eligible family 

who was evicted from federally assisted housing within the past three years for drug-

related criminal activity if the WWHA is able to verify that the household member who 

engaged in the criminal activity has completed a supervised drug rehabilitation 

program approved by the WWHA, or the circumstances leading to the eviction no 

longer exist. 

2. The WWHA determines that any household member is currently engaged in the use of 

illegal drugs, including the distribution, possession, sale or use of medical marijuana. 

3. The WWHA has reasonable cause to believe that any household member's current use 

or pattern of use of illegal drugs or alcohol may threaten the health, safety or right to 

peaceful enjoyment of the premises by other residents. 

http://www.ecfr.gov/cgi-bin/text-idx?SID=9a8a1fa05ee696747ce704d8c12741fe&amp;mc=true&amp;node=se24.1.5_1216&amp;rgn=div8
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https://www.federalregister.gov/articles/2012/03/23/2012-7081/section-8-housing-choice-vouchers-revised-implementation-of-the-hud-va-supportive-housing-program#p-39
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4. Any household member has ever been convicted of drug-related criminal activity for 

the production or manufacture of methamphetamine in any location. 

a. An applicant or household member has ever been convicted of a crime that 

requires them to be registered under a state sex offender registration program. 

b. Any household member has ever been convicted of arson or child molestation. 

 

 

3-III.C. OTHER PERMITTED REASONS FOR DENIAL OF ASSISTANCE 

 
In addition to the mandatory denials stated above, the WWHA will also deny assistance for 
the following reasons. 

CRIMINAL ACTIVITY - [24 CFR 982.553] 

If any household member is currently engaged in or has engaged in any of the following 

criminal activities within the past five years, the family will be denied assistance. 

1. Drug-related criminal activity, which includes the possession or use of medical marijuana 

[24 CFR 5.100]; 

2. Violent criminal activity; 

3. Other 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; 

4. Other criminal activity that may threaten the health or safety of property owners and 

management staff, and persons performing contract administration functions or other 

responsibilities on behalf of the WWHA (including a WWHA employee or a WWHA 

contractor, subcontractor or agent); 

5. Any abuse of alcohol or pattern of abuse of alcohol by any household member that 

may threaten the health, safety or right to peaceful enjoyment of the premises by other 

residents; 

6. Any household member has been paroled or released from a facility for violent criminal 

activity; and 

7. Illegal possession or use of a firearm or aggravated assault weapon in violation of federal, 

state or local criminal or civil laws. 

 

PREVIOUS BEHAVIOR - [24 CFR 982.552(C)] 

The WWHA will deny assistance to an applicant family if: 

1. The family does not provide complete or accurate information that the WWHA or HUD 

determines necessary in administering the program. 

2. Any family member has been evicted from federally assisted housing in the last five 

years. 

3. Any public housing authority (PHA) has previously terminated assistance for any family 

member under any federal assisted housing program within the last 10 years. This policy 

excludes voluntary terminations. 

4. Any family member has committed fraud, bribery or any other corrupt or criminal act 

in connection with any federal housing program. 

http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1553
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http://www.ecfr.gov/cgi-bin/text-idx?SID=f81fb44875b4729ff7d35671f8bf803f&amp;mc=true&amp;node=se24.1.5_1100&amp;rgn=div8
http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1552


5. The family owes rent or other amounts to any PHA in connection with the HCV or public 

housing programs, unless the family repays the full amount of the debt prior to being 

selected from the waiting list. 

6. The family has not reimbursed any PHA for amounts the PHA paid to an owner under a 

Housing Assistance Payment (HAP) contract for rent, damages to the unit or other 

amounts owed by the family under the lease, unless the family repays the full amount 

of the debt prior to being selected from the waiting list. 

7. The family has breached the terms of a repayment agreement entered into with the 

WWHA, unless the family repays the full amount of the debt covered in the repayment 

agreement prior to being selected from the waiting list. 

8. A family member has engaged in or threatened violent or abusive behavior toward 

WWHA personnel (including a WWHA employee or a WWHA contractor, subcontractor 

or agent). 

 

3-III.D. SCREENING 

 

The WWHA will perform a background check for every adult household member age 18 

years and older for admission to the HCV program according to the reasons to deny 

assistance above. The WWHA will obtain criminal background records and review them for 

arrests or convictions from law enforcement agencies. The WWHA will not conduct 

additional screening to determine an applicant’s suitability for tenancy. 

 

3-III.E. Criteria for Deciding to Deny Assistance 

Consideration of Circumstances - [24 CFR 982.552(c)(2)] 

In determining whether or not to deny assistance, the WWHA may consider the following 

factors prior to making its decision: 

1. The seriousness of the case, especially with respect to how it would affect other residents; 

2. The effects that denial of assistance may have on other members of the family who were 

not involved in the action or failure; 

3. The extent of participation or culpability of individual family members, including whether 

the culpable family member is a minor or a person with disabilities, or a victim of domestic 

violence, sexual violence, dating violence, sexual assault or stalking; 

4. The length of time since the violation occurred; 

5. The family’s recent history and the likelihood of favorable conduct in the future; and 

6. In the case of drug or alcohol abuse, whether the culpable household member is 

participating in or has successfully completed a supervised drug or alcohol rehabilitation 

program or has otherwise been rehabilitated successfully. 

 

 

 

http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1552


Notification of Denial 

 

If the WWHA determines that a family is not eligible for the program for any reason, the 

family will be notified within 14 calendars. The notice will describe the reasons for which 

assistance has been denied and contain information regarding the process for the family 

informal review. 

PART III: INFORMAL REVIEWS AND HEARINGS 

16-III.A. Informal Reviews - [24 CFR 982.554] 

 

Program applicants who are denied assistance may request an informal review of that 

decision. Informal reviews are intended to provide a “minimum hearing requirement” and 

need not be as elaborate as the informal hearing requirements. 

 

Decisions Subject to Informal Review 

 

Denial of assistance may include any or all of the following [24 CFR 982.552(a)(2)]: 

1. Denying listing on the WWHA waiting list; 

2. Denying or withdrawing a voucher; 

3. Refusing to enter into a HAP contract or approve a lease; 

4. Refusing to process or provide assistance under portability procedures; 

5. Denial of assistance based on unfavorable history involving criminal activity that disturbs 

the health and safety and peaceful enjoyment of the premises (see Section 3-III.C); and 

6. Denial of assistance based on information, investigation, background checks, and/or 

arrests or convictions of an unfavorable history that may be the result of domestic 

violence, sexual violence, dating violence, sexual assault or stalking (see Section 2-III). 

WWHA will not offer informal reviews for the following reasons [24 CFR 982.554(c)]: 

1. Discretionary administrative determinations by the WWHA; 

2. General policy issues or class grievances; 

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

4. A determination not to grant approval of the tenancy; 

5. A determination that the unit is not in compliance with the HQS; or 

6. A determination that the unit is not in accordance with the HQS due to family size or 

composition. 

 

Scheduling and Holding an Informal Review 

 

A request for an informal review must be made in writing to the WWHA by the close of the 

business day no later than 10 calendar days from the date of the WWHA’s denial of 

assistance. 

http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1554
http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1552
http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1554


Except as provided in Section 2-III, the WWHA will schedule and send written notice of the 

informal review within a reasonable time of the family’s request and will hold the review 

within a reasonable time from the date of the family’s request. 

At the discretion of the WWHA, mitigating factors may be considered for the admission of 

the applicant family. 

 

Informal Review Procedures - [24 CFR 982.554(b)] 

Families have a right to legal representation, at their own expense, during an informal 

review. Legal representation is not allowed during any of the following events: new 

admission eligibility appointments, regular re-examination appointments or interim re-

examinations requested by the family. 

The informal review must be conducted by a person other than the one who made or 

approved the decision under review, or a subordinate of this person. 

The applicant must be given a copy of any record, including background checks, if the 

denial is based on criminal activity. The applicant must be provided an opportunity to 

present written or oral objections to the decision of the WWHA. 

Informal Review Decision -  [24 CFR 982.554(b)] 

 

In rendering a decision the WWHA will evaluate all relevant facts related to the denial. - The 

WWHA will notify the applicant of the final decision, including a statement explaining the 

reason(s) for the decision. Generally, the notice will be mailed within 30 calendar days of 

the informal review. If the decision to deny is overturned as a result of the informal review, 

processing for admission will resume. 

If the family does not appear at the scheduled time, and was unable to reschedule the 

informal review in advance due to the nature of the conflict, the family must contact the 

WWHA by telephone or in writing within 24 hours of the scheduled informal review date, 

excluding weekends and holidays. The WWHA will reschedule the informal review only if the 

family can show good cause for the failure to appear. The family must provide all 

requested documentation of good cause in writing within 10 days. If the family misses the 

rescheduled informal review, the family’s assistance will be denied. 

16-III.B. INFORMAL HEARINGS FOR PARTICIPANTS - [24 CFR 982.555] 

The WWHA must offer an informal hearing for certain determinations relating to a participant 

family. A participant is defined as a family that has been admitted to the WWHA’s HCV 

program and is currently assisted in the program. The purpose of the informal hearing is to 

consider whether the WWHA’s decisions related to the family’s circumstances are in 

accordance with the law, HUD regulations and WWHA policies. 
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Decisions Subject to Informal Hearing - Circumstances for which the WWHA will give a 

participant family an opportunity for an informal hearing are as follows: 

1. A determination of the family’s annual or adjusted income, and the use of such income 

to compute the HAP; 

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

from the utility allowance schedule; 

3. A determination of the family unit size; 

4. A determination to terminate assistance for a participant family because of the family’s 

actions or failure to act, including but not limited to criminal activity; 

5. A determination to terminate assistance because the participant has been absent 

from the assisted unit for longer than the maximum period permitted under WWHA 

policy and HUD rules; 

6. A determination to terminate a family’s Family Self Sufficiency contract, withhold 

supportive services, or propose forfeiture of the family’s escrow account; and 

7. A determination based on information, investigation, background checks and/or arrests 

or convictions to terminate assistance based on an unfavorable history. 

Circumstances for which the WWHA will not give a participant family an opportunity for an 

informal hearing are as follows: 

1. Discretionary administrative determinations by the WWHA; 

2. General policy issues or class grievances; 

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

4. A determination not to approve an extension of a voucher term; 

5. A determination not to approve a unit or tenancy; 

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

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

8. A determination to exercise or not to exercise any right or remedy against an owner 

under a HAP contract. 

Informal Hearing Procedures - Notice to the Family  [24 CFR 982.555(c)] 

When the WWHA makes a decision that is subject to informal hearing procedures, the 

WWHA will inform the family of its right to an informal hearing at the same time that it informs 

the family of the decision. 

In cases where the WWHA makes a decision for which an informal hearing must be offered, 

the notice to the family will include all of the following: 

1. A brief statement of the reasons for the decision including the regulatory reference; 

2. A statement that if the family does not agree with the decision the family may request 

an informal hearing of the decision; and 

3. A deadline for the family to request the informal hearing. 

Scheduling and Holding an Informal Hearing   [24 CFR 982.555(d)] 

A request for an informal hearing must be made in writing to the WWHA within 30 calendar 

days from the date of the WWHA’s decision or notice to terminate assistance. The WWHA 

http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1555
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will schedule and send written notice of the informal hearing to the family and will hold the 

hearing within a reasonable time of the family’s request. If the family misses the scheduled 

hearing, the family’s assistance is terminated. 

Prior to the date scheduled for the hearing, the family may submit a request orally or in 

writing to reschedule a hearing for good cause. If the family misses the rescheduled 

hearing, the family’s assistance is terminated. 

If the family does not appear at the scheduled time, and was unable to reschedule the 

hearing in advance due to the nature of the conflict, the family must contact the WWHA 

orally or in writing within 24 hours of the scheduled hearing date, excluding weekends and 

holidays. The WWHA will reschedule the hearing only if the family can show good cause 

for the failure to appear. The WWHA may request documentation of the good cause prior 

to rescheduling the hearing.  If the family misses the rescheduled hearing, the family’s 

assistance is terminated. 

Pre-Hearing Right to Discovery [24 CFR 982.555(e)] 

Participants and the WWHA are permitted pre-hearing discovery rights. The family must be 

given the opportunity to examine before the hearing any WWHA documents that are 

directly relevant to the hearing. If the WWHA does not make a document available for 

examination on request of the family, the WWHA may not rely on that document at the 

hearing. 

The family will be allowed to copy any documents related to the hearing. The family must 

request discovery of the WWHA documents no later than 12:00 p.m. on the business day 

prior to the scheduled hearing date. 

The WWHA must be given an opportunity to examine at the WWHA offices before the 

hearing any family documents that are directly relevant to the hearing. Whenever a 

participant requests an informal hearing, the WWHA will automatically mail a letter to the 

participant requesting a copy of all documents that the participant intends to present or 

utilize at the hearing. The participant must make the documents available no later than 

12:00 p.m. on the business day prior to the scheduled hearing date. 

Attendance at the Informal Hearing  

 

WWHA has designated staff to serve as hearing officers. At their own expense, the family 

may be represented by an attorney or other representative at the informal hearing. The 

family also has the right for an interpreter to attend the hearing. Hearings may be attended 

by the following people: 

1. A WWHA representative(s) and any witnesses for the WWHA; 

2. The participant and any witnesses for the participant; 

3. The participant’s counsel or other representative; and 

4. An interpreter, if necessary. 
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Conduct at Hearings  - [24 CFR 982.555(4)(ii)] 

The hearing officer is responsible to manage the order of business and to ensure that 

hearings are conducted in a professional and businesslike manner. Any person 

demonstrating disruptive, abusive or otherwise inappropriate behavior will be excused 

from the hearing at the discretion of the hearing officer. If disruptive behavior is displayed 

by the participant, the hearing officer will end the hearing and the participant’s HCV 

assistance will be terminated. 

Evidence  [24 CFR 982.555(e)(5)] 

The WWHA and the family must be given the opportunity to present evidence and question 

any witnesses. In general, all evidence is admissible at an informal hearing. Evidence may 

be considered without regard to admissibility under the rules of evidence applicable to 

judicial proceedings. 

Hearsay evidence will be admissible at informal hearings; however, hearsay evidence alone 

cannot be used as the sole basis for the hearing officer’s decision. 

The WWHA will use the concept of the preponderance of the evidence as the standard for 

making all informal hearing decisions. Preponderance of the evidence is defined as 

evidence which is of greater weight or more convincing than the evidence which is offered 

in opposition to it; that is, evidence which as a whole shows that the fact sought to be proved 

is more probable than not. Preponderance of the evidence may not be determined by the 

number of witnesses, but by the greater weight of all evidence. 

If either the WWHA or the family fail to comply with the discovery requirements described 

above, the hearing officer may refuse to admit such evidence. Other than the failure of a 

party to comply with discovery, the hearing officer has the authority to overrule any 

objections to evidence. 

Evidence of drug related/violent criminal activity: 

The WWHA may terminate assistance for criminal activity by a household member if the 

WWHA determines, based on a preponderance of the evidence, that the household 

member has engaged in the activity, regardless of whether the household member has 

been arrested or convicted for such activity. Evidence of drug- related/violent criminal 

activity includes, but is not limited to: 

1. Any conviction for drug-related/violent criminal activity within the past five years; 

2. Any arrests for drug-related/violent criminal activity within the past five years; 

3. Any record of eviction from public or privately owned housing as a result of criminal 

activity within the past five years; 

4. A record that an applicant or household member has been paroled or released from 

a facility for violence to persons or property within the past five years; 

5. Eye-witness accounts; and 
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6. An investigation by any agent and/or employee of the WWHA indicating current drug-

related activity. 

 

WWHA will consider all credible evidence, including but not limited to, any record of arrests, 

convictions, or eviction of household members related to the abuse of alcohol. 

Hearing Officer’s Decision  [24 CFR 982.555(e)(6)] 

The person who conducts the hearing must issue a written decision, stating briefly the reasons 

for the decision. Factual determinations relating to the individual circumstances of the 

family must be based on a preponderance of evidence presented at the hearing. 

In rendering a decision, the hearing officer will consider the following matters: 

1. WWHA notice to the family: The hearing officer will determine if the reasons for the 

WWHA’s decision are factually stated in the notice; 

2. Discovery: The hearing officer will determine if the WWHA and the family were given the 

opportunity to examine any relevant documents in accordance with WWHA policy; 

3. WWHA evidence to support the WWHA decision: The hearing officer will evaluate the 

facts to determine if they support the WWHA’s conclusion; 

4. Validity of grounds for termination of assistance (when applicable): The hearing officer 

will determine if the termination of assistance is for one of the grounds specified in the 

HUD regulations and the WWHA policies; and 

Conduct at Hearings: The hearing officer has discretion to take into account any disruptive 

behavior that the participant partakes in during the hearing, if applicable. 

The hearing officer will issue a written decision to the family and the WWHA no later than 

30 calendar days after the hearing. The decision will contain the following information: 

1. Hearing information; 

2. Background; 

3. Summary of the Evidence; 

4. Findings of Fact: The hearing officer will include all findings of fact based on a 

preponderance of the evidence; 

5. Conclusions; and 

6. Order: The hearing report will include a statement of whether the WWHA’s 

decision is upheld or overturned. 

The WWHA will not provide a transcript of an audio taped hearing. 

 

Procedures for Rehearing or Further Hearing   [24 CFR 982.555(f)] 

 

If the family misses an appointment or deadline ordered by the hearing officer, the action 

of the WWHA will take effect and another hearing will not be granted. In addition, within 

30 calendar days after the date the hearing officer’s report is mailed to the WWHA and 

the participant, either party may request a rehearing or a further hearing. The request must 
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demonstrate cause, supported by specific references to the hearing officer’s report, why 

the request should be granted. A rehearing or a further hearing may be requested for the 

purpose of rectifying any obvious mistake of law made during the hearing or any obvious 

injustice not known at the time of the hearing.  

It shall be within the sole discretion of the WWHA to grant or deny the request for further 

hearing or rehearing. 

WWHA Notice of Final Decision 

The WWHA is not bound by the decision of the hearing officer for matters in which the 

WWHA is not required to provide an opportunity for a hearing, or decisions that exceed the 

authority of the hearing officer, or decisions that conflict with or contradict HUD regulations, 

requirements or are otherwise contrary to federal, state or local laws.   

If the WWHA determines it is not bound by the hearing officer’s decision in accordance with 

HUD regulations, the WWHA must promptly notify the family of the determination and the 

reason for the determination. The WWHA will mail a “Notice of Final Decision” including the 

hearing officer’s report to the participant and their representative. 

16-III.C. HEARING AND APPEAL PROVISIONS FOR NON-CITIZENS [24 CFR 5.514] 

Denial or termination of assistance based on immigration status is subject to special 

hearing and notice rules. Applicants who are denied assistance due to immigration status 

are entitled to an informal hearing, not an informal review. 

Assistance to a family may not be delayed, denied or terminated on the basis of 

immigration status at any time prior to a decision under the United States Citizenship and 

Immigration Services (USCIS) appeal process. Assistance to a family may not be terminated 

or denied while the WWHA hearing is pending, but assistance to an applicant may be 

delayed pending the completion of the informal hearing. 

A decision against a family member, issued in accordance with the USCIS appeal process 

or the WWHA informal hearing process, does not preclude the family from exercising the 

right that may otherwise be available to seek redress directly through judicial procedures. 

USCIS Appeal Process  [24 CFR 5.514(e)] 

The WWHA will notify the family in writing of the results of the USCIS secondary verification 

within 15 calendar days of receiving the results. If the family would like to request an appeal 

of the results, they must provide the WWHA with a copy of the written request for appeal 

and proof of mailing within 15 calendar days of sending the request to the USCIS. 

The USCIS will notify the family, with a copy to the WWHA, of its decision. When the USCIS 

notifies the WWHA of the decision, the WWHA will notify the family of its right to request an 

informal hearing. 
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Informal Hearing Procedures for Applicants [24 CFR 5.514(f)] 

After notification of the USCIS decision on appeal, or in lieu of an appeal to the USCIS, the 

family may request that the WWHA provide a hearing. The request for a hearing must be 

made either within 30 days of receipt of the WWHA notice of denial or within 30 days of 

receipt of the USCIS appeal decision. 

Except as otherwise noted in this section, informal hearing procedures for participant 

families described in Section 16-III.B also apply to applicant or participant families facing 

denial or termination of assistance based on immigration status. 

PART V: COMMUNICATION TO PARTICIPANTS 

 

Participants are considered notified of information relating to their housing assistance five 

days after the WWHA mails information to their last known address. 
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CHAPTER 4 – APPLICANT, WAITING LIST AND TENANT SELECTION  

INTRODUCTION 

 

In order to give all families an equal opportunity to apply for and receive housing assistance, 

the WWHA places families that apply for assistance on a waiting list using a lottery. When 

HCV assistance becomes available, the WWHA selects families from the waiting list in 

accordance with HUD requirements and WWHA policies. 

The WWHA maintains a single waiting list for the tenant-based HCV program. For policies 

specific to the waiting list for the property-based HCV program. 
 

PART I: THE APPLICATION PROCESS 

4-I.A. APPLYING FOR ASSISTANCE AND PLACEMENT ON THE WAITING LIST 

 

A family that wishes to receive HCV assistance must apply for admission to the program. 

The WWHA initially requires families to provide only the information needed to determine 

the family’s placement on the waiting list. After the family is selected from the waiting list 

they are required to provide all information necessary to establish family eligibility and level 

of assistance. 

Except for HUD special admissions, the WWHA will only accept applications when the 

waiting list is open. Families will be placed on the WWHA’s waiting list on a first come first 

serve basis. Once selected, the applications will be placed on the waiting list in order of the 

assigned numbers and according to WWHA preference(s). No applicant has a right or 

entitlement to be listed on the waiting list, or to any particular position on the waiting list. 

 

PART II: MANAGING THE WAITING LIST 

4-II.A. ORGANIZATION OF THE WAITING LIST - [24 CFR 982.204 AND 205] 

The WWHA’s HCV waiting list is organized to allow the WWHA to accurately identify and 

select families for assistance in the proper order. 

The waiting list contains the following information for each applicant listed: 

1. Applicant name; 

2. Family unit size; 

3. Date and time of application, if applicable; 

4. Qualification for any local preference; and 

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

 

A family’s decision to apply, receive or refuse other housing assistance will not affect the 

family’s standing on the HCV waiting list. The WWHA will not merge the HCV waiting list with 

the waiting list for any other program the WWHA operates. 
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4-II.B. OPENING AND CLOSING THE WAITING LIST - [24 CFR 982.206] 

Closing the Waiting List: 

 

HUD permits the WWHA to close the waiting list if it has an adequate pool of families to use 

its available HCV assistance. The WWHA may elect to continue to accept applications 

from certain categories of families that meet particular preferences or funding criteria. The 

WWHA closes the waiting list when it is anticipated that there are sufficient waiting list 

applicants who can be served within a time period determined by the WWHA. 

Re-opening the Waiting List: 

 

Prior to re-opening the waiting list, the WWHA will publish a notice in local newspapers of 

general circulation, minority media, electronic and social media, as well as other suitable 

media outlets. The notice will comply with HUD fair housing requirements and will state 

where and when to apply, along with any limitations on who may apply. 

The WWHA will announce the reopening of the waiting list at least 10 calendar days prior to 

the date applications are accepted. If the list opening is only applicable to certain 

categories of families this information is contained in the notice. 

4-II.D. REPORTING CHANGES IN FAMILY CIRCUMSTANCES 

 

The family must inform the WWHA in writing within a reasonable time of changes in their 

contact information, including current residence, mailing address and phone number. All 

applicants have the responsibility to maintain the accuracy of their personal information 

provided on their application. Failure to do so may result in the WWHA removing the family 

from the waiting list if the family does not respond to notices such as those for selection and 

updating the waiting list. 

4-II.C. UPDATING THE WAITING LIST - [24 CFR 982.204] 

Purging the Waiting List: 

 

The waiting list will be purged as necessary to ensure that all applicants and applicant 

information is current and timely. 

Removal from the Waiting List: 

 

If at any time an applicant family is on the waiting list and the WWHA determines that the 

family is not eligible for assistance the family will be removed from the waiting list. A written 

notice will be sent to the family’s address of record. The notice will state the reasons the 

family was removed from the waiting list and inform the family how to request an informal 

review regarding the WWHA’s decision. 
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PART III: SELECTION FOR HCV ASSISTANCE 

4-III.A. OVERVIEW 

 

As vouchers become available, families on the waiting list will be selected for assistance in 

accordance with the policies described in this part. The WWHA will maintain a clear record 

of information required to verify that the family is selected from the waiting list according 

to the WWHA’s selection policies [24 CFR 982.204(b) and 982.207(e)]. 

 

4-III.B. SELECTION AND HCV FUNDING SOURCES 

Regular HCV Funding - Regular HCV funding may be used to assist any eligible family on the 

waiting list. Families are selected from the waiting list according to the policies provided in 

Section 4-III.C. 

Special Admissions - [24 CFR 982.203] 

HUD may award funding for specifically named families living in specified types of units. In 

these cases the WWHA may admit families that are not on the waiting list or may admit 

families without considering their position on the waiting list. The WWHA will maintain 

records showing that such families were admitted with special program funding. 

The WWHA may add or move a family to the top of the waiting list to meet Special 

Admissions requirements for the following cases: 

1. Families covered under the WWHA Relocation Rights Contract (RRC) whose right of 

return or return preference to final replacement housing has not been satisfied and 

who were relocated as a result of rehabilitation, demolition or disposition activities as 

described in the RRC; and 

2. Families that are displaced due to rehabilitation (for ADA purposes) of the public 

housing unit in which they are living. 

 

4-III.C. SELECTION METHOD 

 

Order of Selection 

 

When selecting families from the waiting list the WWHA is required to use targeted funding 

to assist only those families who meet the specified criteria. The WWHA is not permitted to 

skip down the waiting list to a family that it can afford to subsidize when there are not 

sufficient funds to subsidize the family at the top of the waiting list [24 CFR 982.204(d) and 

(e)]. The WWHA may limit the number of applicants who may qualify for any local 

preference. 
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WWHA will select families in order of preference as follows [24 CFR 982.207]: 

 

1. Families that are victims of a federally declared national disaster; 

2. Families that are victims of a state declared national disaster; 

3. Families that are an active participant in a Witness Protection Program or State Victim 

Assistance Program; 

4. Families that are under the VAWA protection act.  

 

Families that qualify for the above preferences will be selected within each preference 

category in order of the date and time of the family’s application for assistance. If it is 

determined that the family does not qualify for the preference, the family will be returned 

to their original placement on the waiting list. 

Immediate family member is defined as a parent, legally protected relationship or child of 

the veteran or active/inactive personnel, and documentation for preference must show 

financial support from the veteran while he/she was alive or the immediate family member 

is presently receiving benefits or financial support from the active/inactive personnel. 

Families that do not qualify for any of the above preferences will be selected from the 

waiting list after all qualified preference families have been provided assistance. These 

families will be selected in numerical order based on their assigned number by lottery. 

Families that qualify for a specified category of program funding (targeted funding or 

special WWHA demonstrations) may be selected from the waiting list ahead of higher 

placed families that do not qualify for the targeted or demonstration funding. However, 

within any targeted or demonstration funding category, applicants will be selected in 

numerical order based on the number that was assigned to each application by lottery, at 

the time the applicants were placed on the waiting list. 

If there are no applicants eligible for a specific program/initiative on the waiting list, then 

applicants may be generated by referral from various community organizations or other 

government agencies. Referred applicants who meet program requirements are added 

to the waiting list and are provided a local preference in accordance with the 

demonstration program. 

4-III.D. NOTIFICATION OF SELECTION 

When the family has been selected from the waiting list the WWHA will notify them. The 

notice will inform the family of the following: 

1. Date, time and location of the scheduled application interview, including any 

procedures for rescheduling the interview; 

2. Who is required to attend the interview; 

3. Documents that the family must bring to the interview to document the legal identity 

of household members, including information about what constitutes acceptable 

documentation; and 
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Any required documents or information that is missing or that the family was unable to 

provide at the time of the interview must be provided to the WWHA within 5 calendar days. 

Extensions may be granted upon request by the family. If the documents and information 

are not provided within the required time frame (plus any extensions granted by the 

WWHA), the family will be sent a notice of denial (see Chapter 3).  If a notification letter is 

returned to the WWHA with no forwarding address, the family will be removed from the 

waiting list. 

4-III.E. THE ELIGIBILITY INTERVIEW 

 

The WWHA requires families selected from the waiting list to participate in an eligibility 

interview. All adult family members must attend the interview. Eligibility is determined 

according to the policies in Chapter 3. 

  



CHAPTER 5 – BRIEFINGS AND VOUCHER ISSUANCE  

INTRODUCTION 

When a family is determined eligible for the HCV program the WWHA will ensure that the 

family understands their obligations and how the program operates. 

PART I: BRIEFINGS 

5-I.A. OVERVIEW 

 

HUD requires that the WWHA conduct mandatory briefings for applicant families. The 

briefing provides a broad description of owner and family responsibilities, explains the 

WWHA’s procedures and includes instructions on how to lease a unit. 

5-I.B. BRIEFING - [24 CFR 982.301] 

The WWHA must give the family an oral briefing and provide the family with a briefing 

packet containing written information about the program. Briefings provide information 

about how the HCV program works, including family and owner responsibilities, where the 

family can lease a unit and the advantages of moving outside areas of high poverty 

concentration. The applicant will receive their voucher at the conclusion of the briefing. 

Applicants who fail to attend two scheduled briefings without WWHA approval will be 

denied assistance. Participants who are subject to a required move and fail to attend two 

scheduled briefings will be terminated from the program. 

 

PART II: VOUCHER ISSUANCE 

5-II.A. Determining Family Unit (Voucher) Size - [24 CFR 982.402] 

The WWHA will assign one bedroom for the head of household and spouse or co-head and 

an additional bedroom for each two persons within the household. The live-in aide and 

his/her family members will not be classified as family members. A live-in aide will not be 

required to share a bedroom with another family member of the household and the live-in-

aide’s family members are restricted to one bedroom. 

The voucher size determines the subsidy the family receives. However, it does not dictate 

the size of unit the family must lease or determine who within a household will share a 

bedroom/sleeping room. 

5-II.B. Voucher Issuance - [24 CFR 982.302] 

The voucher is the family’s authorization to search for housing. It specifies the unit size for 

which the family qualifies and includes both the date of voucher issuance and date of 

expiration. It is the evidence that the WWHA has determined the family eligible for the 

program. However, the WWHA does not have any liability to any party by the issuance of 

the voucher, and the voucher does not give the family any right to participate in the 

WWHA’s HCV program. 
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Prior to issuing any vouchers, the WWHA will determine whether it has sufficient funding. If 

the WWHA determines there is insufficient funding after a voucher has been issued, the 

voucher may be rescinded and the family placed back on the waiting list in its original 

position. 

 

5-II.C. VOUCHER TERM AND EXTENSIONS  

 

Voucher Term -  [24 CFR 982.303] 

The initial voucher term will be 60 calendar days. The family must submit a Request for 

Tenancy Approval (RTA) within the 60-calendar day period unless the WWHA grants an 

extension. All requests for voucher extensions must be in writing. 

Extensions of Voucher Term - [24 CFR 982.303(b)] 

The WWHA will approve an extension in one or more increments not to exceed 60 calendar 

days upon written request from the family if it is necessary as a reasonable accommodation 

for a person with disabilities or due to reasons beyond the family’s control, as determined 

by the WWHA. 

Any request for an additional extension must be made in writing and submitted to the 

WWHA prior to the expiration date of the voucher and must include the reason(s) an 

additional extension is necessary. The WWHA may require the family to provide 

documentation to support the request. 

Public housing families that are considered temporary relocation under the WWHA 

Leaseholder Housing Choice and Relocation Rights Contract may have their initial voucher 

term extended for up to an additional six months but the total voucher term may not exceed 

one year. Subsequent moves after initial leasing shall comply with the extension of voucher 

term policy. If an applicant submits an RTA prior to the voucher expiring but the voucher 

expires during processing, the WWHA will continue with the lease up process. If a family 

submits an RTA before expiration but the unit is not approved by the WWHA and the voucher 

has subsequently expired, the applicant or participant may request an extension within 10 

calendar days of receiving notification that the unit was not approved. 

Expiration of Voucher Term 

 

If the voucher term or extension expires before the family has submitted an RTA, the family is 

no longer eligible to search for housing. The family may reapply for assistance when the 

waiting list is reopened. 

 

For participants approved to move to a new unit within the WWHA’s jurisdiction, if a family 

does not locate a new unit within the term of the voucher and any extensions, the family may 

remain in its current unit with continued voucher assistance if the owner agrees and the 

WWHA approves. However, if the family has already moved out of the unit, the family will 

lose its assistance. 
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CHAPTER 6 – INCOME AND SUBSIDY DETERMINATIONS  
[24 CFR Part 5, Subpart F] 

 

PART I: CALCULATING INCOME 

6-I.A. ANNUAL INCOME 

 

A family’s income determines eligibility for assistance and is used to calculate the family’s 

payment and the WWHA’s subsidy.   

 

Annual income refers to all income that a family receives during the 12-month period 

following admission to the program.  

 

Upon admission to the Program, third-party verification of all income amounts will be 

obtained for all family members. Income from all family members will be counted unless it is 

specifically excluded by federal regulations or the WWHA’s Administrative Plan policies.  

Excluded income is not counted in determining the family’s share of the rent. For a complete 

list of income that is included in and excluded from annual income, see 24 CFR 5.609. 

 

Families with Fixed Income 

 

Upon admission to the Program, third-party verification of all income amounts will be 

obtained for all family members.  A full reexamination/redetermination of income will be 

performed every 3 years thereafter, even if HOH or a family with a fixed source of income, 

also has a non-fixed source of income.  

 

At time of reexamination/redetermination, WWHA will determine annual income based on 

actual income received over the previous 12 months.  [Section 102(a)(1)(B) and 3(a)(7) of 

the U.S.H.A.] 
 

6-1.B. ADJUSTED INCOME 

 

Adjusted income is annual income minus deductions. A household could receive 

deductions for the following reasons: 

1. Elderly person(s) in the household; 

2. Dependent(s) in the household; 

3. Unreimbursed medical expenses; 

4. Unreimbursed childcare expenses (as long as they allow a member of the family to 

be employed, look for employment or attend school); 

5. Unreimbursed attended care expenses; 

6. Full-time students in the household (other than the Head, Co-Head and Spouse); and 

7. Disabled individuals(s) in the household. 

8. Food assistance (SNAP) 
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PART II: CALCULATING FAMILY SHARE AND WWHA SUBSIDY 

6-II.A. TOTAL TENANT PAYMENT - [24 CFR 5.628] 

Total Tenant Payment (TTP) is the estimated monthly rent portion for the participant. It is the 

highest of the following amounts: 

1. 30 percent of the family’s monthly adjusted income; 

2. 10 percent of the family’s monthly gross income; and 

3. A minimum rent of $50 as allowed by WWHA’s Administrative Plan. 

The amount that a family pays for rent and utilities (the family share) will never be less than 

the family’s TTP but may be greater depending on the rent charged for the unit the family 

selects.   
 

6-II.B. FINANCIAL HARDSHIPS AFFECTING MINIMUM RENT - [24 CFR 5.630(B)] 

Overview 
 

If a family is unable to pay the minimum rent of $50 due to financial hardship, the WWHA 

may grant a hardship exemption. Financial hardship includes the following situations: 

1. The family has lost eligibility or is awaiting an eligibility determination for a federal, state 

or local assistance program. In order to qualify for an exemption, this loss must prevent 

the family from paying the minimum rent. The hardship period will end as of the first of 

the month following the family receiving assistance. 

2. The family would be evicted because it is unable to pay the minimum rent. 

3. The family income has decreased due to changed family circumstances, including loss 

of employment. 

4. A death in the family has created a financial hardship. 

 

Implementation of Hardship Exemption 

 

Determination of Hardship   
 

When a family requests a financial hardship exemption, the WWHA will suspend the 

minimum rent requirement beginning the first of the month following the family’s request. 

To qualify for a hardship exemption, a family must submit a request for a hardship exemption 

in writing. The request must explain the nature of the hardship and how the hardship has 

affected the family’s ability to pay the minimum rent. If the WWHA determines there is no 

financial hardship the minimum rent is reinstated and the family is required to repay the 

amounts suspended. 

 

When the minimum rent is suspended, the family share reverts back to the highest of the 

remaining components of the calculated TTP. 
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Temporary/Long Term Hardship  

 

The WWHA defines temporary hardship as a hardship expected to last 90 calendar days or 

less. Long-term hardship is defined as a hardship expected to last more than 90 calendar 

days. 

 

If the WWHA determines that a qualifying financial hardship is temporary, the minimum rent 

will be suspended for the 90-day period beginning the first of the month following the date 

of the family’s request for a hardship exemption. At the end of the 90-day period the family 

must resume payment of the minimum rent and repay the WWHA the amounts suspended. 

WWHA will offer a reasonable repayment agreement on terms and conditions established 

by the WWHA. However, the WWHA may determine that circumstances have changed and 

the hardship is now a long-term hardship. 

 

If the WWHA determines that the financial hardship is long-term the family is exempt from 

the minimum rent for as long as the hardship continues. The exemption will apply from the 

first of the month following the family’s request until the end of the hardship. Families 

qualifying for long-term hardships are not required to repay minimum rent. 

 

The hardship period ends either when the family’s TTP is greater than the minimum rent or 

new sources of income are received that equal to the loss of income which caused the 

hardship exemption. 

 

6-II.C. Applying Payment Standards 

 

The WWHA’s schedule of payment standards is used to calculate the Housing Assistance 

Payment (HAP) for HCV families. The payment standard is the highest amount of subsidy the 

WWHA will provide for each household. See Section 16-II.B for information on setting and 

applying payment standards. 

  



CHAPTER 7 – VERIFICATIONS  
[24 CFR 982.551 and 24 CFR 5.230] 

 

PART I: GENERAL VERIFICATION REQUIREMENTS 

 

7-I.A. VERIFICATION 

 

The WWHA must verify all information that is used to establish the family’s eligibility and level of 

assistance. The WWHA is required to obtain the family’s consent to collect this information and 

must not pass on the cost to the family. 

The WWHA will follow the verification guidance provided by HUD. Verification policies, rules 

and procedures will be modified as needed to accommodate persons with disabilities. All 

information obtained through the verification process will be handled in accordance with 

the WWHA’s records management policies. 

7-I.B. FAMILY CONSENT TO RELEASE OF INFORMATION 

 

The family must supply any information that the WWHA or HUD determines is necessary for 

the administration of the program and must consent to WWHA verification of that 

information. All adult applicants and participants will be required to sign form HUD-9886, 

Authorization for Release of Information, and all other applicable forms. If any family 

member who is required to sign a consent form fails to do so, the WWHA will deny admission 

to applicants and terminate assistance of participants. The family will be eligible to request 

an informal review (applicants) or informal hearing (participants) based on the rendered 

decision. 

7-I.C. VERIFICATION HIERARCHY 

 

The WWHA will use the five methods authorized by HUD to verify family information. The 

verification methods are listed below in order of preference. In general, the WWHA will use 

the most reliable form of verification that is available and document the reasons when the 

WWHA uses a lesser form of verification. The WWHA will consider lower-priority forms of 

verification only if higher-priority forms are insufficient. In order of priority, the forms of 

verification that the WWHA will use are: 

 

1. Up-front Income Verification (UIV) using HUD’s Enterprise Income Verification (EIV) 

system); 

2. UIV using a non-HUD system; 

3. Third-party Written Verification; 

4. Third Party Oral Verification; and 

5. Self-Certification. 
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Up-Front Income Verification 

 

Up-front income verification (UIV) refers to the WWHA’s use of the verification tools 

available from independent sources that maintain computerized information about 

income and benefits. UIV will be used as needed to the extent that these systems are 

available to the WWHA, including HUD’s Enterprise Income Verification (EIV) system as the 

first priority and other systems as the second priority, such as information from the 

Department of Human Services, information on Child Support and other non-governmental 

sources such as the Work Number. 

Third-Party Written and Oral Verification 

 

The WWHA may mail, fax, e-mail or hand deliver third-party written verification requests 

and will accept third- party responses using any of these methods. When necessary, the 

WWHA will make at least two unsuccessful attempts to obtain third-party verification 

before using another form of verification. 

Self-Certification 

 

When information cannot be verified by a third party or by review of documents, family 

members will be required to submit self-certifications attesting to the accuracy of the 

information they have provided to the WWHA. 

 

  



CHAPTER 8 – HOUSING QUALITY STANDARDS  
 

[24 CFR 982 Subpart I and 24 CFR 982.507] 

 

INTRODUCTION 

 

HUD requires that all units occupied by families receiving HCV assistance meet HUD's 

Housing Quality Standards (HQS) and permits the WWHA to establish additional 

requirements. HQS inspections are required before the Housing Assistance Payment (HAP) 

contract is signed and annually during the term of the contract. 

HUD also requires the WWHA to determine that units rented by families assisted under the 

HCV program have rents that are reasonable compared to unassisted units in the market 

area. 

PART I: PHYSICAL STANDARDS 

 

8-I.A. GENERAL HUD REQUIREMENTS 

 

HUD's performance and acceptability standards for HCV-assisted housing are provided in 

24 CFR 982.401. These standards cover the following areas: 

1. Sanitary facilities; 

2. Food preparation and refuse disposal; 

3. Space and security; 

4. Thermal environment; 

5. Illumination and electricity; 

6. Structure and materials; 

7. Interior air quality; 

8. Water supply; 

9. Lead-based paint; 

10. Access; 

11. Site and neighborhood; 

12. Sanitary condition; and 

13. Smoke detectors. 

Clarifications of HUD Requirements 

 

The WWHA has adopted the following specific requirements that elaborate on HUD 

standards: 

1. Windows and doors are required to be weather-tight. 

2. The following minimum standard must be met for bedroom classification: 

3. Every bedroom must contain at least 70 square feet of floor space; and 

4. Three-quarters (75 percent) of the bedroom must have a floor-to-ceiling height of seven 

feet or more. 
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5. In concurrence with the Building Code Requirement, carbon monoxide detectors must 

be located within 15 feet of a fossil fuel burning system and within 15 feet of any area 

used for sleeping purposes. 

6. At least one smoke detector must be installed on every level that contains a habitable 

room or a heating plant and within 15 feet of any area used for sleeping purposes. 

7. Locks operated with skeleton keys are not allowed on any dwelling unit or building 

entrance or exit door. 

8. All dwelling unit entrance and exit doors must have a single cylinder deadbolt (a 

deadbolt that does not require a key to be operated from the interior of the unit). 

8-I.C. LIFE THREATENING CONDITIONS - [24 CFR 982.404(A)(3) AND (B)(2)] 

The WWHA will define life threatening conditions and notify the owner or the family 

(whichever is responsible) of the corrections required. The responsible party must correct 

life threatening conditions within 24 hours of the notification date. 

The following are considered emergency fail items because of life threatening conditions: 

1. Any property determined uninhabitable by a town agency, including uninhabitable 

units due to fire, flood or other natural disasters; 

2. Any condition that jeopardizes the security of the unit (e.g., missing or broken locks on 

exterior doors); 

3. Major plumbing leaks, waterlogged ceiling or floor in imminent danger of falling; 

4. Natural or LP gas leaks or fuel oil leaks; 

5. Any electrical problem or condition that could result in shock or fire; 

6. A heating system that cannot maintain a minimum of 55 degrees between September 

15th and June 1st (as noted above, a heating system that is not capable of 

maintaining a minimum interior temperature of 68 degrees Fahrenheit during that time 

is considered a non-emergency fail); 

7. Utilities not in service; 

8. Conditions that present the imminent likelihood of injury; 

9. Unmovable obstacles that prevent safe entrance or exit from the unit; 

10. Absence of a functioning toilet in the unit; 

11. Backed up sewer system in the unit; 

12. Lack of at least one working smoke detector on each level of the unit; and 

13. Lack of a working carbon monoxide detector in an area with fossil fuel burning system 

and on each level used for sleeping.  

 

If an owner fails to correct life threatening conditions as required by the WWHA, the HAP 

will be abated and the HAP contract will be terminated.  And if, a family fails to correct a 

family-caused life threatening condition the WWHA may terminate the family’s assistance. 
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PART IV: REPORTING FOR CHILDREN WITH ENVIRONMENTAL INTERVENTION BLOOD LEAD LEVEL - [24 CFR 

35.1225(E)-(F)] 

The WWHA has certain responsibilities relative to children with environmental intervention 

blood lead levels that are receiving HCV assistance. 

The WWHA will provide the public health department written notice of the name and 

address of any child identified as having an environmental intervention blood lead level. 

The WWHA must attempt to obtain from the public health department the names and/or 

addresses of children less than six years old with an identified environmental intervention 

blood lead level. 

If the WWHA obtains names and addresses of environmental intervention blood lead level 

children from the public health department(s), this information will be matched with the 

names and addresses of families receiving HCV assistance. If a match occurs, the WWHA 

must carry out the notification, verification and hazard reduction requirements outlined in 

Section 8-I.E. 

The WWHA provides an updated list of the addresses of units receiving assistance under the 

HCV program to the local public health department four times a year. 

8-I.D. OWNER AND FAMILY RESPONSIBILITIES - [24 CFR 982.404] 

Family Responsibilities: 

 

The family is responsible for correcting the following HQS deficiencies: 

1. Tenant-paid utilities not in service; 

2. Failure to provide or maintain family-supplied appliances; and 

3. Damage to the unit or premises caused by a household member or guest beyond 

normal wear and tear. “Normal wear and tear” is defined as items which the owner could 

not assess against the tenant's security deposit under state law or court practice. 

Owner Responsibilities: 

 

The owner is responsible for all HQS violations not listed as a family responsibility above, even 

if the violation is caused by the family's living habits. 

8-I.E. SPECIAL REQUIREMENTS FOR CHILDREN WITH ENVIRONMENTAL INTERVENTION BLOOD LEAD LEVEL - [24 

CFR 35.1225] 

If the WWHA is notified by a public health department or medical health care provider or 

verifies information from another source that a child of less than six years of age has an 

environmental intervention blood lead level, a risk assessment of the dwelling unit must be 

completed by the public health department or the WWHA. Additionally, this must be 

completed in accordance with program requirements and be provided immediately to the 
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owner of the dwelling unit. In cases where the public health department has already 

completed an evaluation the information must also be provided to the owner. 

Within 30 days of receiving the results the owner is required to complete the reduction of 

identified lead-based paint hazards in accordance with the lead-based paint regulations 

[24 CFR 35.1325 and 35.1330]. If the “hazard reduction” is not completed as required, the 

dwelling unit is in violation of HQS and the rent will be abated. Failure to correct will result 

in HAP contract termination. 

8-I.F. TOWN OF WEST WARWICK BUILDING AND ZONING DEPARTMENT  

 

If the WWHA is notified by the Town of West Warwick that a property leased under the HCV 

program does not meet local building code it will be treated as failing HQS. In such cases, 

the owner will be notified to make the necessary repairs. Owner failure to make the 

necessary repairs will result in termination of the HAP contract. 

 

PART II: THE INSPECTION PROCESS 

8-II.A. Overview - [24 CFR 982.405] 

 

The WWHA conducts the following types of inspections: 

 

1. Initial Inspections. The WWHA conducts initial inspections in response to a request from 

the family to approve a unit for participation in the HCV program. The unit must pass the 

HQS inspection before the effective date of the HAP contract. 

2. Annual Inspections. HUD requires the WWHA to inspect each unit under lease at least 

annually to confirm that the unit still meets HQS. WWHA conducts an inspection for 

compliance with HQS annually before the end of the calendar month in which the initial 

or last annual inspection was completed. Owner occupied units are eligible for biennial 

inspections. 

3. Special Inspections. A special inspection may be requested by the owner, the family or 

a third party as a result of problems identified with a unit between annual inspections. 

All requests for complaint inspections shall be scheduled without regard for whether or 

not the complaint pertains to an item of an emergency nature. 

4. Quality Control Inspections. HUD requires that a sample of units be re-inspected by a 

supervisor or other qualified individual to ensure that HQS is being enforced correctly 

and uniformly by all inspectors. 

 

Notice and Scheduling 

 

Both the family and the owner will be given reasonable notice (not less than 48 hours) of all 

inspections, except in the case of a life threatening emergency. In the case of a life 

threatening emergency the WWHA will give as much notice as possible, given the nature 

of the emergency. 

The WWHA will schedule an initial inspection within 15 calendar days after the following 
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conditions are met: 

1. The WWHA receives the completed Request for Tenancy Approval (RTA); 

2. Owner verification screening is complete; and 

3. The WWHA is notified by the owner that the property is available and ready for 

inspection. 

4. Lead Certificate for all units built prior to January 1, 1997. 

 

The WWHA, through its authority, may utilize a passed HQS inspection for the same unit 

within the last 90 days (including a passed annual inspection) to move a family into the unit. 

The family is allowed to reschedule an annual inspection one time for up to seven calendar 

days after the originally scheduled inspection. 

 

Owner and Family Inspection Attendance 

 

When a family occupies the unit at the time of inspection an adult must be present for the 

inspection. The presence of the owner or the owner's representative is required during initial 

inspection and/or during an owner-initiated special inspection. At initial inspection of a 

vacant unit the WWHA will inspect the unit in the presence of the owner or owner's 

representative. The presence of a family representative is permitted, but is not required.  

The presence of the family representative is required for annual inspections is required 

and/or during a participant-initiated special inspection; the present of the owner is not 

required.   

 

8-II.B. INSPECTION RESULTS AND RE-INSPECTIONS 

Initial Inspection 

 

After the initial HQS inspection, the WWHA will notify the owner in writing of any deficiencies 

identified during an inspection within seven calendar days. When the deficiencies are 

corrected, the owner must contact WWHA to schedule a re-inspection. Only the owner 

can request a re-inspection. If the owner does not schedule a re- inspection within the 

required time frame the WWHA will terminate the inspection process and issue new moving 

papers to the tenant. 

Annual Inspections 

 

For units under HAP contract, the owner and the family will be notified in writing of the 

results of all inspections. When an inspection identifies an HQS failure, the WWHA 

determines whether the failure is a life threatening condition and if the family or owner is 

responsible. 

When life threatening conditions are identified, the WWHA will immediately notify both 

parties. The notice will specify who is responsible for correcting the violation and the 

corrective actions. When failures that are not life threatening are identified the WWHA will 

send the owner and the family a written notification of the inspection results within seven 



calendar days. The written notice will specify who is responsible for correcting the violation 

and the time frame within which the failure must be corrected. 

The notice of inspection results will inform the owner that if life threatening conditions are not 

corrected within 24 hours and non-life threatening conditions are not corrected within the 

specified time frame the owner’s HAP will be abated. Likewise, in the case of family caused 

deficiencies the notice will inform the family that if corrections are not made within the 

specified time frame the family’s assistance will be terminated. 

For conditions that are life-threatening the WWHA cannot grant extensions to the 24-hour 

corrective action period. However, for non-life threatening items or lead-based paint issues 

the WWHA may grant an extension. The request for an extension must be made in writing, 

and the length of the extension will be determined on a case by case basis. 

 

Re-Inspections 
 

For non-life threatening fail items, the WWHA will re-inspect the unit to ensure that the item 

was corrected. The WWHA may accept written certification from the owner and the 

participant in lieu of performing a re-inspection as proof that the required repairs have 

been made. WWHA reserves the right to conduct an inspection. 

For owner fail items, the owner must notify the WWHA when repairs are completed. If such 

repairs have not been made or if the re-inspection cannot be completed prior to the 

deadline the WWHA will abate the HAP effective the first of the month following the 

expiration of the correction period (see Section 8-II.C below). 

For participant fail items the WWHA will send an Intent to Terminate (ITT) notice to the family 

after the second fail. 

 

8-II.C. ENFORCING OWNER COMPLIANCE 

 

If an owner fails to correct HQS deficiencies by the time specified by the WWHA, HUD 

requires abatement of HAP no later than the first of the month following the specified 

correction period (including any approved extension) [24 CFR 985.3(f)]. No retroactive 

payments will be made to the owner for the period of time the rent was abated. Owner 

rents are not abated as a result of HQS failures that are the family's responsibility. 

 

The maximum length of time that a HAP may be abated is 60 calendar days. If the owner 

does not make the necessary corrections by the end of the abatement period the WWHA 

will send a notice of HAP termination to the owner and family. 

If an owner has a history or practice of non-compliance with their obligations, the WWHA 

may impose consequences, up to and including terminating the owner’s participation in 

the program. 
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CHAPTER 9 – LEASING AND RENT REASONABLENESS  

INTRODUCTION 

 

This chapter covers policies related to the requirements of the WWHA, the participant and 

the owner in order for the family to move into a unit and the WWHA to execute a Housing 

Assistance Payment (HAP) contract. 

9-I.A. INFORMATION PROVIDED TO THE OWNER - [24 CFR 982.307 (B) (1)] 

The WWHA will not screen applicants or participants for family behavior or suitability for 

tenancy on behalf of the owner. The determination on whether an assisted family meets 

the tenancy requirements for leasing is the owner’s responsibility. Upon the potential 

owner’s request, the WWHA will provide the owner with the family's current and prior 

address as shown in WWHA records and the name and address of the owner/property 

manager at the family's current and prior address if known. 

9-I.B. REQUESTING TENANCY APPROVAL 

 

After the voucher is issued the family must locate an eligible unit and submit the Request 

for Tenancy Approval (RTA), signed by both the family and the owner. The family may not 

submit more than one RTA at a time. 

 

9-I.C. INELIGIBLE UNITS  [24 CFR 982.352(A)] 

The WWHA will not assist a unit under the voucher program if the unit falls in the following 

categories: 

1. A public housing unit or Indian housing unit; 

2. A unit receiving property-based assistance under Section 8 of the 1937 Act (42 U.S.C. 

1437f); 

3. Nursing homes, board and care homes; 

4. Facilities providing continual psychiatric, medical or nursing services; 

5. College or other school dormitories; 

6. Units on the grounds of penal, reformatory, medical, mental and similar public or 

private institutions; and 

7. A unit occupied by its owner or by a person with any interest in the unit. 

 

9-I.D. RENT BURDEN  [24 CFR 982.508] 

When a family is initially leasing a unit and the gross rent of the unit exceeds the 

applicable payment standard for the family, the dwelling unit rent must be at a level 

where the family’s share of rent does not exceed 40 percent of the family’s adjusted 

monthly income. 
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9-I.E. DUPLICATIVE ASSISTANCE - [24 CFR 982.352(C)] 

 

A family may not receive the benefit of HCV tenant-based assistance while receiving the 
benefit of any of the following forms of other housing subsidy, for the same unit or for a 

different unit: 

 

1. Public or Indian housing assistance; 

2. Other Section 8 assistance (including other tenant-based assistance); 

3. Assistance under former Section 23 of the United States Housing Act of 1937 (before 

amendment by the Housing and Community Development Act of 1974); 

4. Section 101 rent supplements; 

5. Section 236 rental assistance payments; 

6. Tenant-based assistance under the HOME Program; 

7. Rental assistance payments under Section 521 of the Housing Act of 1949 (a program of 

the Rural Development Administration); 

8. Any local or State rent subsidy; 

9. Section 202 supportive housing for the elderly; 

10. Section 811 supportive housing for persons with disabilities; 

11. Section 202 projects for non-elderly persons with disabilities (Section 162 assistance); or 

12. Any other duplicative federal, state or local housing subsidy, as determined by HUD. 

For this purpose, 'housing subsidy' does not include the housing component of a welfare 

payment, a social security payment received by the family. 

 

9-I.F. LEASE 

The family and the owner must execute and enter into a written lease for the assisted unit 

and the owner is required to submit a copy to the WWHA. The WWHA will not accept an 

initial lease term of less than one year. 

Side payments for additional rent, or for items, appliances or services customarily provided 

to unassisted families as part of the dwelling lease for those families, are prohibited [24 CFR 

982.510(c)]. The WWHA permits owners and families to execute separate, non-lease 

agreements for services, appliances (other than range and refrigerator) and other items 

that are not included in the lease. Owners may collect a security deposit provided it is not 

in excess of private market practices and is in accordance with the Rhode Island Tenant / 

Landlord Ordinance. 

The WWHA is not a party to the lease, but will review it for compliance with all applicable 

HUD and WWHA requirements.  

9-I.G. TENANCY ADDENDUM - [24 CFR 982.308] 

All provisions in the HUD-required Tenancy Addendum must be added word-for-word to 

the owner's standard lease form. The Tenancy Addendum includes the tenancy 

requirements for the program and the composition of the household as approved by the 
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WWHA. As a part of the lease, the tenant has the right to enforce the Tenancy Addendum 

against the owner and the terms of the Tenancy Addendum prevail over any other 

provisions of the lease. 

9-I.H. HAP CONTRACT EXECUTION  [24 CFR 982.305] 

After the unit has been determined to be eligible by the WWHA, the owner and the WWHA 

will execute the HAP contract. Under the HAP contract, the WWHA agrees to make housing 

assistance payments to the owner on behalf of a specific family occupying a specific unit 

and obliges the owner to comply with all program requirements. 

9-I.I. CHANGES IN LEASE OR RENT  [24 CFR 982.308] 

When the owner is changing the amount of rent, the owner must notify the WWHA of any 

proposed changes at least 30 days before any changes go into effect. No rent increase 

will be approved by the WWHA unless it meets the rent reasonableness standards [24 CFR 

982.308(g)(4)]. However, during the initial term of the lease, the owner may not raise the 

rent. 

 

PART II: RENT REASONABLENESS - [24 CFR 982.507 and Notice PIH 2009-51] 

9-II.A. OVERVIEW 

 

The WWHA will not approve a HAP contract until it has determined that the rent for the unit 

is reasonable. The purpose of the rent reasonableness test is to ensure that the WWHA pays 

a fair rent for each property in the unit rented under the HCV program. HUD regulations 

define a reasonable rent as one that does not exceed the rent Charged for comparable 

unassisted units in the same market area. In cases where an HCV family is receiving 

assistance in a WWHA-owned unit, an independent entity is required to determine rent 

reasonableness and assist the family negotiate the contract rent if the family requests [24 

CFR 982.352(b)]. 

 

9-II.B. WHEN RENT REASONABLENESS DETERMINATIONS ARE REQUIRED 

 

Owner-Initiated Rent Determinations 

 

The WWHA must make a rent reasonableness determination at initial occupancy and 

whenever the owner requests a rent adjustment. After the initial occupancy period the 

owner may request a rent adjustment in accordance with the owner’s lease once in a 365-

day period. 

All rent adjustments will become effective on the later of the following dates: the first of the 

month that begins 60 or more calendar days after the WWHA receives the owner’s request 

or on the date specified by the owner. 
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WWHA and HUD-Initiated Rent Reasonableness Determinations 

 

HUD requires the WWHA to make a determination of rent reasonableness if there is a five 

percent decrease in the Fair Market Rent that goes into effect at least 60 days before the 

contract anniversary date. The WWHA will also make a determination of rent 

reasonableness if it is determined that initially it was done incorrectly or the information 

provided by the owner was incorrect. 

9-II.C. ESTABLISHING COMPARABILITY 

 

Factors to Consider 

The WWHA will take into when determining rent comparability: 

1. Location; 

2. Age; 

3. Unit size including the number of rooms and square footage of units; 

4. Structure type; 

5. Quality of the unit including quality of the original construction, maintenance and 

improvements made; and 

6. Amenities, services and utilities included in the rent. 

Comparable units must represent unrestricted market rents. Therefore, units that receive 

some form of federal, state or local assistance that imposes rent restrictions cannot be 

considered comparable units.   

  



CHAPTER 10 – MOVING WITH CONTINUED ASSISTANCE AND PORTABILITY 

INTRODUCTION 

 

Freedom of choice is a hallmark of the HCV program. In general, HUD regulations impose 

few restrictions on where families may live or move with HCV assistance. 

10-I.A. ALLOWABLE MOVES [24 CFR 982.314] 

The family can move with continued assistance if: 

1. The family terminates the lease on notice to the owner in accordance with the lease; 

2. The family and the owner mutually agree to terminate the lease; 

3. The owner has given the family a notice to vacate, has commenced an action to evict 

the family, or has obtained a court judgment or other process allowing the owner to 

evict the family; 

4. The WWHA has terminated the assisted lease for the family’s unit for the owner’s breach; 

or 

5. The WWHA determines that the family’s current unit does not meet the HQS space 

standards because of an increase in family size or a change in family composition. A new 

voucher will be issued to the family and they must try to find an acceptable unit as soon 

as possible. 

Families will not be denied permission to move due to an Intent to Terminate (ITT) being 

issued. However, a family’s continued participation in the HCV Program is subject to the 

final outcome of any termination notice issued regardless of the timing of the termination 

notice. Any further processing or granting of participant requests, including but not limited 

to a request for moving papers, shall not void, restrict or waive the WWHA’s right to terminate 

the family’s participation based on any violations whether known or unknown at the time of 

the request.  The moving process follows the policies on briefings and voucher issuance in 

Chapter 5. 
 

10-I.B. RESTRICTIONS ON MOVES 

 

Insufficient Funding: 

 

The WWHA will deny a family permission to move on grounds that the WWHA does not have 

sufficient funding for continued assistance. Families will be notified of this policy in writing at 

the time the move is denied. This policy applies to moves within the WWHA’s jurisdiction as 

well as portability. 

 

If the WWHA denies a move because it does not have sufficient funding, the WWHA will 

promptly notify the family in writing (assuming the family is still a participant in the WWHA 

HCV program) once there is sufficient funding to support the family’s move. A family’s 

request to move will remain open for consideration for 30 days. 
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Restrictions on Elective Moves - [24 CFR 982.314(c)] 

In order for a family to be eligible to move, all household members over the age of 18 must 

pass a criminal background check in accordance with applicant screening procedures. 

A family may only be issued moving papers to make an elective move once in any 12-month 

period. In the case of a move, the policies on voucher extensions in Section 5-II.C of this plan 

will apply. 

 

Notification - [24 CFR 982.314(d)(2)] 

If a family wishes to move to a new unit, the family must notify the WWHA and the owner 

before moving out of the old unit or terminating the lease on notice to the owner. If the 

family wishes to move to a unit outside the WWHA’s jurisdiction under portability, the notice 

to the WWHA must specify the area where the family wishes to move. The notices must be 

in writing. 

10-I.C. PORTABILITY 

 

Within the limitations of the regulations and this plan, a participant family or an applicant 

family that has been issued a voucher has the right to use tenant-based voucher assistance 

to lease a unit anywhere in the United States provided that the unit is located within the 

jurisdiction of a public housing authority (PHA) administering a tenant-based voucher 

program [24 CFR 982.353(b)]. The process by which a family obtains a voucher from one 

PHA and uses it to lease a unit in the jurisdiction of another PHA is known as portability. 

Families moving from the WWHA’s Jurisdiction to Another PHA’s Jurisdiction: 

 

1. Both participant families and applicant families that have been issued vouchers may 

qualify to lease a unit outside the WWHA’s jurisdiction under portability. 

2. A formal briefing is required for a participant family wishing to move outside the WWHA’s 

jurisdiction under portability. The WWHA will provide the family with the same oral and 

written explanation of portability that it provides to applicant families selected for 

admission to the program. 

Families Moving from Another PHA’s Jurisdiction to the WWHA’s Jurisdiction: 

 

The WWHA will require families moving into its jurisdiction under portability to attend a 

briefing. 

In determining income eligibility, the WWHA will rely upon the income information provided 

by the initial PHA and will not conduct a new re-examination of income and composition. 

However, if the family has been pulled off the waiting list and ported to the WWHA’s 

jurisdiction without ever being a participant on the program, then the WWHA will conduct 

its own income eligibility determination. 
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For any family moving into its jurisdiction under portability, the WWHA will conduct a criminal 

background check for each family member age 18 and older. The criminal background 

screening will be conducted in accordance with the applicant screening procedures for 

WWHA. 

Voucher Extensions and Expiration 

 

The WWHA will not approve extensions to a voucher issued to an applicant or participant 

family porting out of the WWHA’s jurisdiction except under the following circumstances: 

1. The initial term of the voucher will expire before the portable family will be issued a 

voucher by the receiving PHA; 

2. The family decides to return to the WWHA’s jurisdiction and search for a unit there; or 

3. The family decides to search for a unit in a third PHA’s jurisdiction. 
 

In such cases, the policies on voucher extensions in Section 5-II.C of this plan will apply. 

  



CHAPTER 11 – RE-EXAMINATIONS  

INTRODUCTION 

 

In accordance with its Administrative Plan, the WWHA conducts re-examinations on an 

annual basis for participant families. For families with fixed incomes where all members are 

elderly and/or disabled, the WWHA conducts re-examinations triennially. Interim re-

examinations will be performed on an as needed basis. Re- examinations include gathering 

and verifying current information about family composition, income and expenses. 

PART I: REGULAR RE-EXAMINATIONS - [24 CFR 982.516] 

OVERVIEW – NOTICES 

Initial Notice for Upcoming Recertification at initial lease signing and at every annual 

recertification thereafter. (Obtain tenant signature acknowledging receipt.) 

First Reminder Notice - 120 days prior to the tenant’s recertification anniversary date. 

Second Reminder Notice (If no response to First Notice.) At least 90 days prior to the tenant’s 

recertification anniversary date. 

Third Reminder Notice (If no response to Second Notice.) At least 60 days prior to the 

tenant’s recertification anniversary date. 

11-I.A. SCHEDULING REGULAR RE-EXAMINATIONS / RECERTIFICATION 

 

To complete the annual recertification, the family may be required to attend an in-person 

interview. If required to attend, all adult members of the household must be present. If a 

family does not attend the scheduled interview they will be rescheduled for another date. 

If the participant does not attend the second interview the WWHA will send an Intent to 

Terminate (ITT) in accordance with the termination policies.  

11-I.B. CONDUCTING REGULAR RE-EXAMINATIONS 

 

Families will be asked to provide all required information within a certain time frame. The 

WWHA will perform criminal background checks for every household member who is 18 

years and older, including live-in aides. 

If the family does not provide the required documents or information within the required time 

frame they will be sent an ITT. 

If adding a new family member to the unit causes overcrowding according to HQS, the 

WWHA must issue the family a new voucher. If an acceptable unit is available for rental by 

the family the WWHA will terminate the Housing Assistance Payment (HAP) contract in the 

family’s current unit in accordance with its terms [24 CFR 982.403]. 
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11-I.C. EFFECTIVE DATES 

An increase in the family share of the rent that results from a regular re-examination will take 

effect on the family’s anniversary date, and the family will be notified at least 30 calendar 

days in advance. If less than 30 calendar days remain before the scheduled effective date, 

the increase will take effect on the first of the month following the end of the 30 calendar 

day notice period. 

If a family moves to a new unit within 90 to 120 calendar days of the regular re-examination, 

the change will take effect on the effective date of the new lease and HAP contract. If the 

WWHA chooses to schedule a regular re-examination for completion prior to the family’s 

anniversary date for administrative purposes, the effective date will be determined by the 

WWHA, but will always allow for the 30 calendar day notice period. 

If the family causes a delay in processing the regular re-examination, increases in the family 

share of the rent will be applied retroactively, to the scheduled effective date of the regular 

re-examination. 

In general, a decrease in the family share of the rent that results from a regular re-

examination will take effect on the family’s anniversary date. If a family moves to a new 

unit, the decrease will take effect on the effective date of the new lease and HAP contract. 

If the family causes a delay in processing the re-examination, decreases in the family share 

of the rent will be applied from the first day of the month following its completion. 

Part II: Interim Re-examinations - [24 CFR 982.516] 

11-II.A. OVERVIEW 

 

Family circumstances may change throughout the period between regular re-

examinations. HUD and WWHA policies dictate what kinds of information about changes in 

family circumstances must be reported.   WWHA will process an interim recertification for 

the following reasons: 

 

A tenant reports: 

1. A change in family composition; 

2. An increase in a family’s cumulative income of $200 or more a month; 

3. An increase in allowances (e.g., number of dependents, a new disability assistance 

expense);  

4. Most decreases in income except in the circumstance described in subparagraph D 

below; or 

5. A change in citizenship or eligible immigration status of any family members.   
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11-II.B. CHANGES IN FAMILY AND HOUSEHOLD COMPOSITION 

 

The WWHA will conduct interim re-examinations to account for any approved changes in 

household composition that occur between regular re-examinations. 

The addition of a family member as a result of birth, adoption or court-awarded custody 

does not require WWHA approval, but the family is required to promptly notify the WWHA of 

the addition. For any other addition listed in Section 3-I.A, a family must request in writing 

WWHA approval to add a new family member or other household member (live-in aide or 

foster child) [24 CFR 982.551(h)]. Families must also obtain the owner’s approval to add a 

new family or household member. 

When any new family member is added, the WWHA must conduct a re-examination to 

determine any new income or deductions associated with the additional family member, 

making appropriate adjustments to tenant and HAP portion [24 CFR 982.516(e)]. 

 

If a household/family member ceases to reside in the unit, the family must inform the WWHA 

within 30 days. Even if the family fails to do so, the WWHA will consider all persons listed on 

the Housing Choice Voucher as approved to reside in the unit with assistance by the WWHA 

as a household/family member. 

11-II.C. CHANGES AFFECTING INCOME OR EXPENSES 

Interim re-examinations can be scheduled either because the WWHA has reason to believe 

that a family’s income or expenses may have changed, or because the family reports a 

change. When a family reports a change, the WWHA may take different actions depending 

on whether the family reported the change voluntarily or because it was required. 

WWHA-Initiated Interim Re-examinations: 

 

The WWHA will check Enterprise Income Verification (EIV) data every six months for all zero 

income households, and if any income is being received conduct an interim re-

examination. WWHA reserves the right to not process an interim re-examination. 

The WWHA may conduct an interim re-examination at any time in order to correct an error 

in a previous re- examination, investigate a tenant fraud complaint, or to address a multiple 

subsidy report. 

Family-Initiated Interim Re-examinations 

 

For households with zero income (before any income exclusions), heads of household are 

required to report all increases in income within 14 calendar days of the date of the change. 

The WWHA will process an interim re- examination based on the income reported for these 

families. 
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Households with income are not required to report increases in income in between regular 

re-examinations. However, if a family reports an income increase, WWHA may, at its sole 

discretion, conduct an interim re- examination based on the increased income. 

 

Families may report decreases in income or increases in expenses at any time and the 

WWHA will conduct an interim re-examination if appropriate. 

 

If a family reports a decrease in income from the loss of welfare benefits due to fraud or non-

compliance with a welfare agency requirement to participate in an economic self-

sufficiency program, the family’s share of the rent will not be reduced [24 CFR 5.615]. 

 

11-II.D. EFFECTIVE DATES 

 

If the family share of the rent is to increase, the effective date is on the first of the month 

following 30 calendar days of the date on the notice. 

If a family fails to report a change within the required time frames or fails to provide all 

required information within the time frames, the increase is applied retroactively. 

If the family share of the rent is to decrease, it is effective on the first day of the month 

following the date that the documentation was received. In cases where the change 

cannot be verified until after the date the change would have become effective, the 

change will be made retroactively. 

11-II.E. NOTIFICATION OF NEW FAMILY SHARE AND HAP AMOUNT 

 

The WWHA will notify the owner and family in writing of any changes in the amount of the 

HAP payment. The notice will include: 

1. The amount and effective date of the new HAP payment; and 

2. The amount and effective date of the new tenant rent to owner. 

 

The family will be given an opportunity to discuss the WWHA’s determination of their annual 

or adjusted income and the use of such income to compute the housing assistance 

payment. If necessary, the family may request an informal hearing. 
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CHAPTER 12 – TERMINATIONS 

 
HUD regulations specify the reasons for which the WWHA can terminate a family’s 

assistance and the ways in which such terminations must take place. 

PART I: GROUNDS FOR TERMINATION OF ASSISTANCE 

12-I.A. OVERVIEW 

 

HUD requires the WWHA to terminate assistance for certain offenses and when the family 

no longer requires assistance. WWHA is also permitted to terminate assistance for other 

actions family members take or fail to take. In addition, a family may decide to stop 

receiving HCV assistance at any time by notifying the WWHA. 

12-I.B. FAMILY NO LONGER REQUIRES ASSISTANCE - [24 CFR 982.455] 

If the amount of HCV assistance provided by the WWHA drops to zero and remains there 

for 180 consecutive calendar days, the family's assistance terminates automatically. It is the 

family’s responsibility to report any changes in circumstances that would cause the HCV 

assistance to rise above zero before the expiration of the 180 day period. 

12-I.C. FAMILY CHOOSES TO TERMINATE ASSISTANCE 

 

If a family chooses to stop receiving assistance, they must make a request to terminate 

assistance in writing, which must be signed by the head of household, spouse or co-head. 

Before terminating the family’s assistance, the WWHA will follow the notice requirements in 

Section 12-II.D. 

12-I.D FAMILY OBLIGATIONS 

 

When the family’s unit is approved and the Housing Assistance Payment (HAP) contract is 

executed, the family must follow the rules listed below in order to continue participating in 

the housing choice voucher program. 

The WWHA may terminate a family’s assistance if the family has failed to comply with any 

family obligations under the program listed below, even if not required to do so by HUD. 

Any information the family supplies must be true and complete. The family must: 

1. Supply any information that the WWHA or HUD determines to be necessary including 

evidence of citizenship or eligible immigration status. The WWHA is required by HUD to 

terminate a family’s assistance if they do not meet this obligation. See 24 CFR 

982.552(b)(4) and 24 CFR 5.514(c). 

2. Supply any information that the WWHA or HUD determine to be necessary for use in 

administering the program, including conducting a regularly scheduled re-examination 

or interim re-examination of family income and composition. See 24 CFR 982.551(b)(1)-

(2). 
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3. Disclose and verify social security numbers. The WWHA is required by HUD to terminate 

a family’s assistance if they do not meet this obligation. See 24 CFR 5.218(c). 

4. Sign and submit consent forms for obtaining information. The WWHA is required by HUD 

to terminate a family’s assistance if they do not meet this obligation. See 24 CFR 

982.552(b)(3). See Chapter 7 for further discussion of consent requirements. 

5. Supply any information requested by the WWHA to verify that the family is living in the 

unit or information related to family absence from the unit. 

6. Notify the WWHA in writing within 30 days when the family is away from the unit for an 

extended period of time in accordance with WWHA policies. Regardless of any notice 

of absence, if the entire household is absent beyond 90 consecutive days, WWHA will 

consider the unit to be abandoned and will proceed to terminate the family’s 

participation and the Housing Assistance Payments to the owner even if the family 

continues to pay rent and/or utilities. 

7. Notify the WWHA and the owner in writing at least 30 days before moving out of the unit 

or terminating the lease. 

8. Use the assisted unit for residence only by the family that is listed on the HAP contract 

and the lease. The unit must be the family’s only residence. 

9. Notify the WWHA in writing within 30 days of the birth, adoption or court-awarded custody 

of a child. 

10. Request WWHA’s written approval to add any other family member as an occupant of 

the unit. 

11. Notify the WWHA in writing within 30 days if any family member no longer lives in the unit. 

12. Give the WWHA a copy of any owner eviction notice within 30 days of the date the notice 

is received. 

13. Attend informational briefings and required appointments including but not limited to 

those scheduled to discuss violations of family obligations and allegations of criminal 

activity in the family’s unit, building or neighborhood. 

14. Request and obtain WWHA approval before adding a live-in aide to the household. 

15. Notify the WWHA of the arrest of a household member within 10 days of the occurrence 

for violent or criminal activity against persons or property, or involving alcohol, gangs, 

drugs and/or weapons. 

16. Report all changes in annual income within 14 calendar days if the family has zero 

income prior to the change. 

17. Maintain the assisted unit in accordance with Housing Quality Standards (HQS). The 

participant is responsible for keeping the unit in compliance with HQS, including 

maintaining appliances, paying utility bills and ensuring continuous utility service for any 

appliances and utilities that the owner is not required to provide under the lease and 

HAP contract. The participant is not responsible for owner- related HQS fail items. 
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18. Allow the WWHA and/or owner to inspect the dwelling unit at reasonable times and 

after reasonable notice, and allow the owner/landlord access to the unit to make 

repairs. See 24 CFR 981.551(d). 

19. Continue to meet ongoing eligibility requirements in the case of students. If a student 

enrolled at an institution of higher education is under the age of 24, is not a veteran, is 

not married, does not have dependent children and is not residing with his/her parents 

in an HCV assisted household, the WWHA will terminate the student’s assistance if, at the 

time of re-examination, either the student’s income or the income of the student’s 

parents (if applicable) exceeds the applicable income limit. The WWHA is required by 

HUD to terminate a family’s assistance if they do not meet this obligation. See 24 CFR 

982.552(b)(5). 

 

20. Guests Policy. A guest is defined as a person temporarily staying in the unit with the 

consent of the head of household or other adult member. A guest may visit a family in 

an assisted unit for a total of 30 calendar days in a calendar year; however, each visit 

cannot exceed seven consecutive calendar days. A visit is defined as an overnight 

stay. Participants may request an extension to this visitor timeframe. Persons that 

exceed the time as a guest will be considered an unauthorized occupant and the 

family will be subject to program termination. The guest policy is also address in the 

Housing Choice Voucher Program – Family Obligation form, which must be signed by 

all adult family members.  The Verification of an unauthorized occupancy can be 

established through three or more of the following: 

1. Government issued ID's Or Reports; 

2. Utility Bills For The Leased Unit; 

3. Current Lease; 

4. Vehicle registration and insurance card; 

5. Notarized Letter From Current Landlord; and/or 

6. Other Documentation or Investigations. 

The family (including each family member) must not: 

1. Own or have any interest in the unit (other than in a cooperative or in the case of a 

voucher holder participating in the homeownership program). 

2. Be evicted due to serious or repeated violation of the lease. The WWHA is required by 

HUD to terminate a family’s assistance if they do not meet this obligation. See 24 CFR 

982.552(b)(2). A family will be considered evicted if the family moves after a legal 

eviction order has been issued, whether or not physical enforcement of the order was 

necessary. 

3. Commit any serious or repeated violation of the lease, even if the violation does not lead 

to eviction. Serious or repeated lease violations will include, but not be limited to, 

nonpayment of rent, disturbance of neighbors, destruction of property, or living or 

housekeeping habits that cause damage to the unit or premises and criminal activity. 
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4. Commit fraud, bribery, or any other corrupt or criminal act in connection with any federal 

housing program. 

5. Engage in, or allow guests to engage in, drug-related criminal activity. See 24 CFR 

982.553(b). 

 

a. Drug-related criminal activity is defined by HUD as the illegal manufacture, sale, 

distribution, or use of a drug, or the possession of a drug with intent to manufacture, 

sell, distribute, or use the drug [24 CFR 5.100]. This includes the distribution, 

possession, sale, or use of medical marijuana. Drug means a controlled substance 

as defined in Section 102 of the Controlled Substances Act [21 USC 802] or any other 

illegal drug, including medical marijuana. 

b. The WWHA may terminate assistance for a family if: 

i. Any household member or guest, including those who are 17 years of age, is 

currently engaged in drug-related criminal activity, or has engaged in drug-

related criminal activity within the past five years. 

ii. Any illegal drug use or pattern of illegal drug use by a household member or 

guests, including those who are 17 years of age, interferes with the health, 

safety or right to peaceful enjoyment of the premises by other residents. 

c. The WWHA may terminate assistance for drug-related criminal activity by a 

household member if the WWHA determines that the household member has 

engaged in the activity within the last five years, regardless of whether the 

household member has been arrested or convicted for such activity. 

6. Engage in, or allow guests to engage in, violent criminal activity. See 24 CFR 982.553(b). 

 

a. Violent criminal activity is defined by HUD as any criminal activity that has as one 

of its elements the use, attempted use, or threatened use of physical force 

substantial enough to cause, or be reasonably likely to cause, serious bodily injury 

or property damage [24 CFR 5.100]. 

b. The WWHA may terminate assistance for criminal activity by a household member 

or guest if the WWHA determines that the household member has engaged in the 

activity within the last five years, regardless of whether the household member has 

been arrested or convicted for such activity. 

7. Engage in, or allow guests to engage in, other criminal activity that threatens the health, 

safety or right to peaceful enjoyment of other residents and persons residing in the 

immediate vicinity of the premises. Immediate vicinity means within a one mile radius of 

the premises. 

8. Engage in, or allow guests to engage in, behavior that disturbs or threatens the health, 

safety or right to peaceful enjoyment of the other residents and persons residing in the 

immediate vicinity of the premises. This includes behavior related to the abuse of alcohol. 

Immediate vicinity means within a one mile radius of the premises. 
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9. Sublease or let the unit, assign the lease or transfer the unit. This includes receiving 

payment to cover rent or utility cost by a person living in the unit who is not listed as a 

family member. 

10. Receive Housing Choice Voucher program housing assistance while receiving another 

housing subsidy for the same unit or a different unit under any other federal, state or local 

housing assistance program. See 24 CFR 982.551(n). 

11. Damage the unit or premises (other than damage from ordinary wear and tear) or permit 

any guest to damage the unit or premises. 

12. Fail to attend two consecutive, scheduled re-examination appointments without WWHA 

approval. 

13. Receive Housing Choice Voucher program housing assistance while residing in a unit 

owned by a spouse, parent, child, grandparent, grandchild, sister or brother of any 

member of the family, unless the WWHA has determined (and has notified the owner and 

the family of such determination) that approving rental of the unit, notwithstanding such 

relationship, would provide reasonable accommodation for a family member who is a 

person with disabilities. 

14. Threaten or engage in, or allow guests to threaten or engage in, abusive or violent 

behavior or criminal activity toward WWHA personnel or its representatives. See 24 CFR 

982.552(c)(1)(ix). WWHA personnel include WWHA employees or WWHA contractors, 

subcontractors or agents. Abusive or violent behavior towards WWHA personnel or 

agents and contractors includes verbal as well as physical abuse or violence. Use of 

racial epithets, or other language, written or oral, that is customarily used to intimidate 

may be considered abusive or violent behavior. Threatening refers to oral or written 

threats or physical gestures that communicate intent to abuse or commit violence. 

15. Possess or use a firearm or aggravated assault weapon in violation of federal, state or 

local criminal or civil laws. This obligation applies to any household member and/or their 

guests while on the property or within the immediate vicinity of the property. 

16. Be subject to a requirement to register as a sex offender in any state or territory of the 

United States. 

17. Be arrested for or convicted of child molestation. 

18. Be arrested for or convicted of a drug-related crime for the manufacture or production 

of methamphetamine on the premises of federally assisted housing. The WWHA is 

required by HUD to terminate a family’s assistance if they do not meet this obligation. 

See 24 CFR 982.553(b)(1)(ii). 
 

19. Be arrested for or convicted of arson.  Have had any public housing authority (PHA) 

previously terminate assistance under any federally assisted housing program within the 

last 10 years. See 24 CFR 982.552(c)(1)(iii). This policy excludes voluntary terminations. 
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20. Currently owe rent or other amounts to any PHA in connection with the HCV or public 

housing programs, unless the family currently has a repayment agreement and is 

complying with its terms. See 24 CFR 982.552(c)(1)(v). This includes, but not limited to: 

 

a. Failure to reimburse a PHA for amounts the PHA paid to an owner for amounts owed 

by the family under the lease. 

b. Breaching the terms of a repayment agreement entered into with the WWHA. See 

24 CFR 982.552(c)(1)(vii). See Chapter 14 for further discussion on repayment 

agreements. 

12-I.E. HAP PAYMENTS TO OWNERS 

 

Failure of the WWHA to make a HAP payment to the owner is not a violation of the lease 

between the participant and the owner. 

12-I.F. INSUFFICIENT FUNDING - [24 CFR 982.454] 

If the WWHA determines there is a shortage of funding, prior to terminating any HAP 

contracts, the WWHA will determine if any other actions can be taken to reduce program 

costs. If after implementing all reasonable cost cutting measures there is not enough 

funding available to provide continued assistance for current participants, the WWHA will 

terminate HAP contracts as a last resort. HAP contracts for special purpose vouchers as 

described in Section 4-III.B will be terminated last. 

Prior to terminating any HAP contracts, the WWHA will inform the local HUD field office and 

terminate the minimum number needed in order to reduce HAP costs to a level within the 

WWHA’s annual budget authority. 

If the WWHA must terminate HAP contracts due to insufficient funding, the WWHA will make 

public its plan for terminating assistance. 

 

PART II: APPROACH TO TERMINATION OF ASSISTANCE 

12-II.A. METHOD OF TERMINATION 

 
HUD permits the WWHA to terminate assistance by: 

1. Refusing to enter into a HAP contract or approve a lease; 

2. Terminating housing assistance payments under an outstanding HAP contract; or 

3. Refusing to process or provide assistance under portability procedures. 
 

12-II.B. ALTERNATIVES TO TERMINATION OF ASSISTANCE 
 

Except where otherwise required by HUD, the WWHA may consider alternatives to 

terminating assistance such as requiring that any household member who participated in 

or was responsible for an offense no longer resides in the unit [24 CFR 982.552(c)(2)(ii)]. 
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Upon consideration of such alternatives and factors, the WWHA may, on a case-by-case 

basis, choose not to terminate assistance. 

12-II.C. CONSIDERATION OF CIRCUMSTANCES - [24 CFR 982.552(C)(2)(I)], [24 CFR 982.555(E)(6)] 

The WWHA may consider all relevant circumstances when making its decision to terminate 

assistance. For all discretionary termination decisions, however, the WWHA will consider 

relevant circumstances, provided those circumstances are factually supported by a 

preponderance of the evidence as determined by the informal hearing officer in the 

hearing decision. The hearing officer will further consider any claimed or documented 

disability as a mitigating factor against termination. See 24 CFR 982.552(b) and (c) for 

mandatory versus discretionary terminations. 

12-II.D. TERMINATION PROCESS 

 

If a family’s assistance is to be terminated voluntarily, the WWHA issues the family a Final 

Termination Notice indicating that the termination is per the family’s request. If a family’s 

assistance is to be terminated involuntarily, the WWHA must give the family and the owner 

a written Intent to Terminate (ITT) notice that specifies the reasons for which assistance has 

been terminated and the family’s right to an informal hearing. 

If a criminal record is the basis of the termination, a copy of the record will be provided to 

the family. A copy of the criminal record also must be provided to the subject of the record 

at the listed address. [24 CFR 982.553(d)] 

After the ITT is issued, the family has a right to request an informal hearing. If a family does 

not request an informal hearing within the required time period, a notice of termination will 

be issued. If a family does request an informal hearing, the result of the hearing will 

determine whether a notice of termination is issued. If a notice of termination is issued, it 

will indicate the effective date of the termination. 

12-II.E. HOW TERMINATION OF ASSISTANCE AFFECTS THE HAP CONTRACT AND LEASE 

 
When assistance is terminated, the lease and HAP contract terminate automatically. 

12-II.F. EFFECT OF TENANCY TERMINATION ON THE FAMILY’S ASSISTANCE 

 

If an eviction is not due to a serious or repeated violation of the lease, and if the WWHA has 

no other grounds for termination of assistance, the participant will be issued a new voucher 

so that the family can move with continued assistance. 

12-II.G. TERMINATION OF TENANCY BY THE OWNER - [24 CFR 982.310] 

Termination of an assisted tenancy is a matter between the owner and the family; the 

WWHA is not directly involved. However, as discussed above, violations of the lease can 

lead to termination from the HCV program.  
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CHAPTER 13 – OWNERS  

INTRODUCTION 

 

Owners play a central role in the HCV program by supplying decent, safe and affordable 

housing for participating families. Owners have numerous responsibilities under the 

program, including screening and leasing to families, maintaining the dwelling unit, 

enforcing the lease and complying with various contractual obligations. 

PART I: OWNERS IN THE HCV PROGRAM 

13-I.A. OWNER RECRUITMENT 

 

The WWHA strives to reach owners with units outside areas of high poverty or minority 

concentration. To accomplish this the WWHA will: 

1. Conduct periodic seminars, meetings and other outreach efforts with current and 

prospective owners to explain and provide HCV program updates; 

2. Issue regular owners’ newsletters; 

3. Join associations of owners/managers of rental property; 

4. Staff speakers’ bureau by advertising the ability of guest speakers for meetings of local 

community groups; 

5. Maintain the WWHA HQS Inspection Guidebook; and 

6. Administer a program in accordance with activities* to recognize and reward 

outstanding property owners and/or property managers who demonstrate exceptional 

program participation. 

Additional services may be undertaken on an as-needed basis and as resources permit. 

13-I.B. INITIAL ELIGIBILITY - [24 CFR 982.306] 

Prior to executing a Housing Assistance Payment (HAP) contract and processing housing 

assistance payments, the WWHA must determine that the owner of the assisted unit is 

eligible to participate in the HCV program. Therefore, upon receiving a Request for 

Tenancy Approval (RTA) or prior to a change of ownership and/or management the 

WWHA will screen owners/property managers (if not screened within the last 90 days). 

WWHA will not approve an assisted tenancy if: 

1. The WWHA has been informed (by HUD or otherwise) that the owner is debarred, 

suspended or subject to a limited denial of participation under 2 CFR part 2424. 

2. The WWHA has been directed by HUD not to approve a tenancy request because: 

o The federal government has instituted an administrative or judicial action against 

the owner for violation of the Fair Housing Act or other federal equal opportunity 

requirements, and such action is pending; or 
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o A court or administrative agency has determined that the owner violated the Fair 

Housing Act or other federal equal opportunity requirements. 

 

3. The owner is the parent, spouse, domestic partner, child, grandparent, grandchild, sister 

or brother of any member of the family, unless WWHA determines that approving the 

unit would provide reasonable accommodation for a family member who is a person 

with disabilities. 

o This restriction against WWHA approval of a unit only applies at the time a family 

initially receives tenant-based assistance for occupancy of a particular unit, but 

does not apply to WWHA’s approval of a new tenancy with continued tenant-

based assistance in the same unit. 

o Current contracts on behalf of owners and families that are related may continue. 

However, any new leases or contracts for these families may not be approved, 

except if they are a result of the merger to the HCV program. 

o The owner has committed fraud, bribery or any other corrupt or criminal act in 

connection with any federal housing program. 

4. The owner has engaged in any of the following in the last three years: 

o Drug-related criminal activity; 

o Violent criminal activity; or 

o Illegal possession and/or use of a firearm or aggravated assault. 

The owner has been convicted of arson or a crime that requires them to be registered 

under a state sex offender registration program, including the ten-year State Sex Offender 

Registration Act. 

The WWHA may choose not to approve an assisted tenancy if: 

1. The owner has violated obligations under a HAP contract under Section 8 of the 1937 

Act (42 U.S.C. 1437f). 

2. The owner has a history or practice of non-compliance with HQS for units leased under 

the tenant or project-based programs or any other federal housing program. 

3. The owner has a history or practice of failing to terminate tenancy of tenants assisted 

under Section 8 or any other federally assisted housing program for activity engaged 

in by the tenant, any member of the household, a guest or another person under the 

control of any member of the household that: 

o residing in the immediate vicinity of the premises, or threatens their right to 
peaceful enjoyment of their residences Threatens the right to peaceful enjoyment 
of the premises by other residents; 

o Threatens the health or safety of other residents, employees of WWHA, or owner 

employees or other persons engaged in management of the housing; 



o Threatens the health or safety of persons; or 

o Participates in drug-related criminal activity or violent criminal activity. 

4. The owner has a history or practice of renting units that fail to meet state or local 

housing codes; 

5. The owner has not paid state or local real estate taxes, fines or assessments, has 

outstanding debt(s) to the WWHA and/or another public housing authority or has 

foreclosure activity; 

6. The owner has engaged in violent behavior toward WWHA's personnel (including a 

WWHA employee, WWHA contractor, subcontractor or agent); or 

7. The owner fails to prove legal ownership of unit. 

If the WWHA decides to disapprove an owner, it will not terminate the HAP contract for 

families that are already living in the owner’s properties unless the owner has violated the 

HAP contract for such units. When applicable, owners may request a review of WWHA’s 

decision to deny an RTA and/or terminate a HAP contract. 

13-I.C. CONFLICT OF INTEREST - [24 CFR 982.161] 

Neither WWHA nor any of its contractors or subcontractors may enter into any contract or 

arrangement in connection with tenant-based programs in which any of the following 

classes of persons has any direct or indirect interest during their tenure or for one year 

thereafter: 

1. Any present or former member or officer of WWHA (except a participant commissioner); 

2. Any employee of WWHA, or any contractor, subcontractor or agent of WWHA, who 

formulates policy or who influences decisions with respect to the programs; 

3. Any public official, member of a governing body, or State or local legislator, who 

exercises functions or responsibilities with respect to the programs; or 

4. Any member of the Congress of the United States. 

Any member of the classes described in this section must disclose their interest or 

prospective interest to WWHA and HUD. 

The conflict of interest prohibition under this section may be waived by the HUD field office 

for good cause. 

13-I.D. OWNER RESPONSIBILITIES - [24 CFR 982.452] 

In accordance with the HAP contract and other applicable laws, the owner is responsible 

for: 

1. Performing all of the owner's obligations under the HAP contract and the lease, including 

furnishing all required information to the WWHA. 

2. Performing all management and rental functions for the assisted unit, including selecting 

a voucher- holder to lease the unit and deciding if the family is suitable for tenancy of 

the unit. 

3. Complying with Violence Against Women Act (VAWA) Reauthorization Act of 2013 when 
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screening and terminating tenants. 

4. Maintaining the unit in accordance with HQS, including performance of ordinary and 

extraordinary maintenance. The owner is not responsible for a breach of the HQS that is 

not caused by the owner, and for which the family is responsible, as provided in 24 CFR 

982.404(b). However, the WWHA may terminate assistance to a family because of an 

HQS breach caused by the family. 

4. Collecting from the family: 

a. Any security deposit; 

b. The tenant contribution; and 

c. Any Charges for unit damage by the family. 

5. Enforcing tenant obligations under the lease. 

6. Paying for utilities and services (unless paid by the family under the lease). 

7. Notifying the WWHA of any changes to their bank accounts for the purposes of direct 

deposit. If owners fail to notify the WWHA, they will be subject to fees and/or penalties 

for non-compliance. 

The WWHA encourages owners and property managers to complete a briefing session. 

 

PART II. HAP CONTRACTS 

13-II.A. TERMINATION OF HAP PAYMENTS - [24 CFR 982.311(B)] 

WWHA must continue making housing assistance payments to the owner in accordance 

with the HAP contract as long as the tenant continues to occupy the unit and the HAP 

contract is not violated. HAP payments terminate when the contract terminates or when 

the tenancy is terminated in accordance with the lease. 

If the owner is in compliance with the HAP contract and has initiated eviction proceedings 

against the family and the family continues to reside in the unit, the WWHA must continue 

to make housing assistance payments to the owner until the owner has obtained a court 

judgment or other process allowing the owner to evict the tenant. To continue to make 

housing assistance payments, the WWHA will require that: 

1. The owner inform the WWHA when the owner has initiated eviction proceedings 

against the family and the family continues to reside in the unit; and 

2. The owner inform the WWHA when the owner has obtained a court judgment or other 

process allowing the owner to evict the tenant, and provide the WWHA with a copy of 

such judgment or determination. 

Once the owner has obtained a court judgment or other process allowing the owner to 

evict the tenant, the WWHA will terminate the HAP contract and initiate termination 

proceedings if it has not already done so in accordance with the policies in Chapter 12. 

 

13-II.B. BREACH OF HAP CONTRACT - [24 CFR 982.453] 

http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1404
http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1404
http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1311
http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1453


Any of the following actions by the owner constitutes a breach of the HAP contract: 

1. If the owner violates any obligations under the HAP contract including failure to maintain 

the unit in accordance with HQS; 

2. If the owner has violated any obligation under any other HAP contract under Section 8 

of the 1937 Act; 

3. If the owner has committed fraud, bribery or any other corrupt or criminal act in 

connection with any federal housing program; 

4. For projects with mortgages insured by HUD or loans made by HUD, if the owner has 

failed to comply with the regulations for the applicable program, or if the owner has 

committed fraud, bribery or any other corrupt or criminal act in connection with the 

mortgage or loan; 

5. If the owner has engaged in drug-related criminal activity; 

6. If the owner has committed any violent criminal activity; or 

7. If the WWHA is informed (by HUD or otherwise) and/or discovers that the owner no 

longer meets initial eligibility or owner responsibilities requirements. 

WWHA REMEDIES - [24 CFR 982.404] 

If the owner fails to maintain the dwelling unit in accordance with HQS, the WWHA must 

take prompt and vigorous action to enforce the owner obligations. 

 

If the WWHA determines that a breach of the HAP contract has occurred it may exercise 

any of its rights and remedies under the HAP contract. 

 

The WWHA’s rights and remedies against the owner under the HAP contract include:  

1. a mandatory meeting with the WWHA,  

2. recovery of any HAP overpayment,  

3. suspension of housing assistance payments,  

4. abatement or reduction of the housing assistance payment,  

5. termination of payment or HAP contract.  

6. the WWHA may also obtain additional relief by judicial order or action. 

 

The WWHA must notify the owner of its determination and provide in writing the reasons. 

The notice may require the owner to take corrective action by an established deadline. 

The WWHA must provide the owner with written notice of any reduction in housing 

assistance payments or the termination of the HAP contract. 

 

In all cases, the HAP contract terminates at the end of the calendar month following the 

date which the WWHA gives written notice. The owner is not entitled to any housing 

assistance payment after this period and must return any HAP received after this period.  

http://www.ecfr.gov/cgi-bin/text-idx?SID=c9ff9f894079da8363ba01f6b6ba9d10&amp;node=pt24.4.982&amp;rgn=div5&amp;se24.4.982_1404


CHAPTER 14 – PROGRAM INTEGRITY  

INTRODUCTION 

The WWHA is committed to ensuring that subsidy funds made available are spent in 

accordance with HUD requirements and the WWHA’s ethics policy. 

PART I: PREVENTING AND DETECTING PROGRAM ABUSE 

 

14-I.A. PREVENTING ERRORS AND PROGRAM ABUSE 

 

The term error refers to an unintentional error or omission. Program abuse or fraud refers to 

a single act or pattern of actions that constitute a false statement, omission or 

concealment of a substantial fact made with the intent to deceive or mislead. 

To ensure that the WWHA’s HCV program is administered effectively and according to the 

highest ethical and legal standards, the WWHA employs a variety of techniques to ensure 

that both errors and intentional program abuse are rare. The WWHA provides each 

employee with the necessary training on program rules and regulations. 

 

14-I.B. DETECTING ERRORS AND PROGRAM ABUSE 

 

The WWHA monitors program actions through its internal quality assurance program. The 

WWHA also uses results reported in any independent audit or HUD monitoring reports to 

identify potential program abuses as well as to assess the effectiveness of the WWHA’s 

error detection and abuse prevention efforts. 

 

PART II: CORRECTIVE MEASURES AND PENALTIES 

 

14-II.A. SUBSIDY UNDER- OR OVER-PAYMENTS 

 

A subsidy under-payment or over-payment includes an incorrect Housing Assistance 

Payment (HAP) to the owner, incorrect family share established for the family and an 

incorrect utility reimbursement to a family. Whether the incorrect subsidy determination is 

an overpayment or underpayment of subsidy, the WWHA must promptly correct the HAP, 

family share and any utility reimbursement prospectively. 

Whether the family or owner is required to reimburse the WWHA or the WWHA is required 

to make retroactive subsidy payments to the owner or family depends upon which party 

is responsible for the incorrect subsidy payment and whether the action taken was an error 

or program abuse. The WWHA will make this determination and issue the results of the 

determination in writing. 

When an action or inaction of an owner or participant results in the overpayment of 

housing assistance, the WWHA holds the appropriate party liable to return any 

overpayments to the WWHA. The WWHA will enter into repayment agreements in 



accordance with the policies discussed in the sections below as a means to recover 

overpayments. When an owner or participant refuses to repay monies owed, the WWHA will 

utilize other available collection alternatives including, but not limited to, collection 

agencies, small claims court or civil law suit. 

 

14-II.B. FAMILY-CAUSED ERRORS AND PROGRAM ABUSE 

 

In the case of program abuse caused by a family, the WWHA may, at its discretion, require 

repayment of the excess subsidy, require removal of the culpable family member, 

terminate assistance or pursue other appropriate remedies. The WWHA may, but is not 

required to, offer the family a repayment agreement. If the family refuses to repay the debt 

or enter into a repayment agreement, or breaches a repayment agreement, the WWHA 

will terminate the assistance upon notification and pursue other modes of collection. 

The WWHA will not reimburse the family for any underpayment of assistance when the 

underpayment clearly is caused by the family. 

If any member of the household has a repayment agreement with the WWHA and the 

member is removed from the family composition, the debt will be transferred to the 

succeeding head of household and co-head or spouse. 

Repayment Agreement: 

 

The term repayment agreement refers to a formal document signed by a tenant and 

provided to the WWHA in which a tenant acknowledges a debt in a specific amount and 

agrees to repay the amount due at specific time periods. 

By entering a repayment agreement with the participant, and in the event the participant 

breaches the payment agreement, the WWHA does not waive its right to pursue a 

termination for the underlying cause which gave rise to the outstanding debt. 

The WWHA may enter into repayment agreements for amounts not to exceed $5,000. For 

amounts greater the WWHA will pursue other modes of collection, including referral to the 

Inspector General. Amounts of $2,000 or less must be repaid within 12 months. Amounts of 

more than $2,000 must be repaid within 24 months. 

Down Payment Requirement 

 

Upon execution of a repayment agreement, the family must pay either the balance owed 

to the WWHA or a down payment of $200 and minimum payments of $75 for a period that 

shall not exceed 24 months. 

For families repaying rent owed due to a temporary hardship exemption, there is no 

minimum down payment. The WWHA does not have any other hardship exception. The 

family must comply with the Repayment Agreement Guidelines despite any change in 

circumstances beyond the family’s control. 

 



No Offer of Repayment Agreement 

 

The WWHA will not enter into a repayment agreement if there is already a repayment 

agreement in place with the family or the amounts owed by the family exceed the federal 

or state threshold for criminal prosecution. 

The WWHA will only enter into one repayment agreement with a family during the family’s 

tenure on the program. Subsequent events will be automatic grounds for termination. 

14-II.C. OWNER-CAUSED ERROR OR PROGRAM ABUSE 

 

In all cases of overpayment of subsidy caused by the owner, the excess amount received 

must be re-paid to the WWHA. The WWHA may recover overpaid amounts by withholding 

HAP due for subsequent months. If the debt is large, the WWHA may allow the owner to 

pay in installments over a period of time. 

If the owner refuses to repay the debt or does not repay the debt, the WWHA will abate 

the debt from future payments made to the owner through participation in the program. 

Furthermore, if the amount owed by the owner is not repaid, or the owner leaves the 

program, the WWHA will pursue other modes of collection, including referral to the 

Inspector General, litigation and debt collection agencies. If the owner seeks to be 

discharged from the debt through a bankruptcy filing, and if the debt is due to fraud 

against the program, the WWHA will object to the discharge of the debt. 

14-II.D. WWHA-CAUSED ERRORS OR PROGRAM ABUSE 

 

WWHA-caused incorrect subsidy determinations include failing to correctly apply HCV 

rules regarding family composition, income, assets, and expenses, as well as assigning an 

incorrect voucher size to a family and errors in calculation.  Neither a family nor an owner 

is required to repay an overpayment of subsidy if the error or program abuse is caused by 

WWHA staff or managing agents.  The WWHA must reimburse a family for any 

underpayment of subsidy, regardless of whether the underpayment was the result of staff-

caused error or staff or owner program abuse. 

14-II.E. CRIMINAL PROSECUTION 

 

When the WWHA determines that program abuse by an owner, family, or WWHA staff or 

managing agents has occurred and the amount of overpaid subsidy meets or exceeds 

the threshold for prosecution under local or state law, the WWHA will refer the matter to 

the WWHA and HUD Offices of the Inspector General or other appropriate entity. 

14-II.F. CIVIL PROSECUTION/RECOVERY 

 

The WWHA may, at its discretion, recover funds fraudulently obtained by families or owners 

through civil litigation. The WWHA may, in accordance with federal law, retain a portion of 

these funds recovered through litigation, court order or repayment agreement. 



CHAPTER 15 – PROGRAM ADMINISTRATION  

INTRODUCTION 

This Chapter discusses administrative policies and practices that are relevant to the 

activities covered in this plan. 

PART I: ADMINISTRATIVE FEE RESERVE - [24 CFR 982.155] 

An administrative fee reserve allows the program to pay program administrative expenses 

in excess of administrative fees paid by HUD. The use of administrative fee reserves is 

authorized by the Chief Executive Officer or his or her designee and is restricted to activities 

related to rental assistance under the HCV program. 

Expenditures from the administrative fee reserve will be made in accordance with all 

applicable federal requirements. Expenditures will not exceed $100,000 per occurrence 

without the prior approval of the WWHA’s Board of Commissioners. 
 

PART II: SETTING PROGRAM STANDARDS AND SCHEDULES 

15-II.A. OVERVIEW 

 

Although many of the program’s requirements are established by HUD, flexibility is required 

to allow the WWHA to adapt the program to local conditions. The schedules and 

standards discussed here include: 

1. Payment Standards, which dictate the maximum subsidy a family can receive; and 

2. Utility Allowances, which specify how a family’s payment should be adjusted to 

account for tenant- paid utilities; and 

3. Rent Reasonableness, which ensures that rents charged by owners to housing choice 

voucher program participants are reasonable. 

15-II.B. PAYMENT STANDARDS - [24 CFR 982.503] 

 

SEMAP Indicator 8 measures the PHA’s compliance in setting its payment standards within 

the basic range, or other amounts as approved by HUD. 
 

The payment standard sets the maximum subsidy payment a family can receive from the 

WWHA each month [24 CFR 982.505(a)]. Payment standards are set for each unit size and 

are based on fair market rents (FMR) published annually by HUD. The FMR is set at the 50th 

percentile of rents within the West Warwick metropolitan area. 

 

WWHA’s payment standards are the same across the entire service area and are within 

HUD’s “basic range”: between 90 and 110 percent of the published FMR. 
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Updating Payment Standards 
 

When HUD updates its FMRs, the WWHA must update its payment standards if they are no 

longer within the range stated above [24 CFR 982.503(b)]. HUD may require the WWHA to 

make further adjustments if it determines that rent burdens for assisted families are 

unacceptably high [24 CFR 982.503(g)]. 

The WWHA will review the appropriateness of the payment standards on an annual basis. 

In addition to ensuring the payment standards are always within 90 to 110 percent of FMR, 

the following factors are also taken into account when determining whether an 

adjustment should be made to the payment standard schedule. 

1. Funding availability: The WWHA will review the budget to determine the impact 

projected subsidy adjustments will have on funding available for the program and the 

number of families served. The WWHA will compare the number of families who could 

be served under revised payment standard amounts with the number assisted under 

current payment standard amounts. 

2. Rent burden of participating families: When 40 percent or more of families for any given 

unit size are paying more than 30 percent of adjusted monthly income, the WWHA will 

consider increasing the payment standard. In evaluating rent burdens, the WWHA will 

not include families renting a larger unit than the family unit size listed on the voucher. 

3. Quality of units selected: The WWHA will review the quality of units selected by 

participants when making the determination of the percent of income families are 

paying for housing, to ensure that payment standard increases are only made when 

needed to reach the mid-range of the market. 

4. Changes in rent to owner: The WWHA may review a sample of the units to determine 

how often owners are increasing or decreasing rents and the average percent of 

increases/decreases by bedroom size. 

Applying Payment Standards - [24 CFR 982.505] 

The payment standard for a family is based on the lower of unit size or the number 

bedrooms the family qualifies for due to the family composition. 

When the WWHA revises its payment standards during the term of the Housing Assistance 

Payment (HAP) contract it will apply the new payment standards in accordance with HUD 

regulations. If the payment standard decreases during the term of the HAP contract, the 

lower payment standard will be used beginning at the effective date of the family’s second 

regular re-examination following the effective date of the decrease, unless the WWHA has 

subsequently increased the payment standard. If the payment standard is increased 

during the term of the HAP contract, the higher will be used to calculate the HAP beginning 

the effective date of the family’s first regular re-examination. 

 

Families requiring or requesting interim re-examinations will not have their HAP payments 

calculated using the higher payment standard until their next regular re-examination. 
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Irrespective of any increase or decrease in the payment standard, if the family unit size 

increases or decreases during the HAP contract term, the new family unit size must be used 

to determine the payment standard for the family beginning at the family’s first regular re-

examination following the change in family unit size. 

15-II.C. UTILITY ALLOWANCES - [24 CFR 982.517] 

SEMAP Indicator 4, Utility Allowance Schedule, requires the PHA’s certification that an 

annual utility allowance review has been conducted and that the utility allowance 

schedule has been adjusted where there was a change of 10 percent or more in the rate 

for a utility since the last revision. This requires that the PHA conduct an annual review and 

adjust the allowances as appropriate. The PHA should retain all information used in the 

annual review, whether or not revisions are made, and should document any revisions 

made. 

An established utility allowance schedule is used in determining family share and subsidy. 

The WWHA will maintain a utility allowance schedule for all tenant-paid utilities, the cost of 

tenant-supplied refrigerators and stoves, and other tenant-paid housing services such as 

trash collection. The WWHA utility allowance schedule does not include an allowance for 

air-conditioning. The WWHA may approve a higher utility allowance as a reasonable 

accommodation with supporting documentation and approval. The utility allowance 

schedule must be determined based on the typical cost of utilities and services paid by 

energy-conservative households that occupy housing of similar size and type in the same 

locality. In developing the schedule, the WWHA must use normal patterns of consumption 

for the community as a whole, and current utility rates. 

Updating Utility Allowances 

The WWHA will review its schedule of utility allowances each year and must revise its 

allowance for a utility category if there has been a change of 10 percent or more in the 

utility rate since the last time the utility allowance schedule was revised. 

 

15-II.D. RENT REASONABLENESS - [24 CFR 982.517] 

 

SEMAP Indicator 2, Rent Reasonableness, requires the PHA to have and follow a written 

policy for determining and documenting that the rent paid to owners is reasonable based 

on current rents for comparable unassisted units and whether it follows that policy. The PHA 

must conduct a quality control sample to determine whether the PHA is following its own 

policies for determining rent reasonableness. 

 

When rent reasonableness determinations are required WWHA will determine rent 

reasonableness in all of the following four elements:  
 

1. Before entering into a HAP contract. WWHA will not execute a HAP contract until it has 

documented that the charged rent is reasonable; 
 

2. Before any increase in the rent to owner. Before the PHA may approve any rent increase 

to the owner, the PHA must determine and document whether the proposed rent is 
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reasonable compared to similar units in the marketplace and not higher than those paid 

by unassisted tenants on the premises.  

 

3. If there is a five percent decrease in the published FMR (for the unit size rented by the 

family) in effect 60 days before the contract anniversary date as compared with the 

FMR in effect one year before the contract anniversary date. This provision is designed 

to ensure that when the market decreases by a significant amount (i.e., a five percent 

or more reduction in the FMR) the PHA must reexamine rent reasonableness at the 

contract anniversary date, even if the owner does not propose a rent increase. When 

determining if this provision applies, the HA must compare the FMR in effect 60 days prior 

to the upcoming HAP contract anniversary date with the FMR in effect one year before 

the upcoming anniversary date. 

 

4. If directed by HUD.  If HUD has reason to question the Housing Authority’s system or 

accuracy of the determinations, it may require the Housing Authority to conduct rent 

reasonableness reviews on all or a portion of the units. 

COMPARABILITY: 

In conducting rent reasonableness, the WWHA will determine whether the rent to the owner 

is a reasonable rent in comparison to rent for other comparable unassisted units. In 

determining comparability, WWHA will consider the following nine (9) key elements:  

 

 Location;  

 Quality;

 Size; 

 Unit Type;  

 Age of Unit; 

 Amenities; 

 Housing Services; 

 Maintenance; 

 Owner Provided Utilities

Updating Rents

The U.S. Department of Housing and Urban Development (HUD) annually estimates FMRs 

for Office of Management and Budget (OMB) defined metropolitan areas, some HUD 

defined subdivisions of OMB metropolitan areas and each nonmetropolitan county. 42 

USC 1437f requires FMRs be posted at least 30 days before they are effective and that 

they are effective at the start of the federal fiscal year (generally October 1). 

WWHA will conduct, on an annual basis, a rent reasonable survey to be published and 

effective on January 1 of each calendar year.



15-II.E. RECORD RETENTION - [24 CFR 982.158 E & F] 

 

During the term of each assisted lease, and for at least three years thereafter, the PHA must 

keep:  

 

1. A copy of the executed lease;  

2. The HAP contract; and  

3. The application from the family.    

 

The PHA must keep the following records for at least three years:  

 

1. Records that provide income, racial, ethnic, gender and disability status data on program 

applicants and participants;  

2. An application from each ineligible family and notice that the applicant is not eligible; (3) 

HUD-required reports;  

3. Unit inspection reports;  

4. Lead-based paint records as required by part 35, subpart B of this title;  

5. Accounts and other records supporting PHA budget and financial statements for the 

program;  

6. Records to document the basis for PHA determination that rent to owner is a reasonable 

rent (initially and during the term of a HAP contract); and  

7. Other records specified by HUD.” 

 

The WWHA has established and will implement a Document Management System for the 

conversion of program participants’ hard copy files to electronic files. The electronic files 

contain all required documentation in compliance with program requirements. 

 

15-II.F. PRIVACY RIGHTS – [5 5 U.S.C. 552a: (b)]  

 

No agency shall disclose any record which is contained in a system of records by any means 

of communication to any person, or to another agency, except pursuant to a written request 

by, or with the prior written consent of, the individual to whom the record pertains, unless 

disclosure of the record would be: 

 

1. to those officers and employees of the agency which maintains the record who have a 

need for the record in the performance of their duties;  

2. required under section 552 of this title; 

3. for a routine use as defined in subsection (a)(7) of this section and described under 

subsection (e)(4)(D) of this section; 

4. to the Bureau of the Census for purposes of planning or carrying out a census or survey or 

related activity pursuant to the provisions of Title 13; 

5. to a recipient who has provided the agency with advance adequate written assurance 

that the record will be used solely as a statistical research or reporting record, and the 

record is to be transferred in a form that is not individually identifiable; 

6. to the National Archives and Records Administration as a record which has sufficient 
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historical or other value to warrant its continued preservation by the United States 

Government, or for evaluation by the Archivist of the United States or the designee of the 

Archivist to determine whether the record has such value; 

7. to another agency or to an instrumentality of any governmental jurisdiction within or under 

the control of the United States for a civil or criminal law enforcement activity if the activity 

is authorized by law, and if the head of the agency or instrumentality has made a written 

request to the agency which maintains the record specifying the particular portion 

desired and the law enforcement activity for which the record is sought; 

8. to a person pursuant to a showing of compelling circumstances affecting the health or 

safety of an individual if upon such disclosure notification is transmitted to the last known 

address of such individual; 

9. to either House of Congress, or, to the extent of matter within its jurisdiction, any committee 

or subcommittee thereof, any joint committee of Congress or subcommittee of any such 

joint committee; 

10. to the Comptroller General, or any of his authorized representatives, in the course of the 

performance of the duties of the General Accounting Office;  

11. pursuant to the order of a court of competent jurisdiction; or 

12. to a consumer reporting agency in accordance with section 3711(e) of Title 31.” 

 

The WWHA will adhere to federal, state and local laws with regard to the release of 

information to outside parties about program applicants, participants and property.  



 

FREQUENTLY USED ACRONYMS IN SUBSIDIZED HOUSING 
 
ADA Americans With Disabilities Act Of 1990 

AMI Area Median Income 

WWHA West Warwick Housing Authority 

CFR Code Of Federal Regulations 

DCFS Department Of Children And Family Services 

EID Earned Income Disallowance 

EIV Enterprise Income Verification 

FHA Federal Housing Administration 

FMR Fair Market Rent 

FSS Family Self-Sufficiency (Program) 

HAP Housing Assistance Payment 

HCV Housing Choice Voucher 

HQS Housing Quality Standards 

HUD Department Of Housing And Urban Development 

ITT Intent To Terminate 

PHA Public Housing Authority 

PIH (HUD Office Of) Public And Indian Housing 

RRC Relocation Rights Contract 

RTA Request For Tenancy Approval 

SEMAP Section 8 Management Assessment Program 

SRO Single Room Occupancy 

SSDI Social Security Disability Insurance 

SSI Supplemental Security Income 

SSN Social Security Number 

TANF Temporary Assistance For Needy Families 
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DEFINITIONS 

 Abatement of HAP contract. The process used by the WWHA for withholding housing 

assistance payments from an owner. Abatement is used to enforce the WWHA’s rights 

and remedies against an owner under the HAP contract, such as the recovery of 

overpayments to the owner, or other housing assistance payments for a dwelling unit 

not maintained in accordance with the housing quality standards (HQS). The WWHA 

does not reimburse an owner for housing assistance payments that were abated for the 

period that the unit did not meet HQS. 

 Abusive or violent behavior. Behavior that includes verbal as well as physical abuse or 

violence. It also includes the use of racial epithets, or other language written or oral, 

that is customarily used to intimidate. 

 Adjusted income. Annual income minus allowable HUD deductions. 

 Americans with Disability Act (ADA). A federal law that prohibits discrimination against 

people with disabilities in employment, transportation, public accommodation, 

communications and governmental activities. 

 Administrative fee. A fee paid by HUD to the WWHA for administration of the program. 

See 24 CFR 982.152. 

 Administrative fee reserve (formerly “operating reserve”). An account established by the 

WWHA from excess administrative fee income. The administrative fee reserve must be 

used for housing purposes. See 24 CFR 982.155. 

 Admission. The point when a family becomes a participant in the program. The date 

used for this purpose is the effective date of the first HAP contract for a family (first day 

of initial lease term) in a tenant- based program. 

 Annual income. The anticipated total income of an eligible family from all sources for the 

12-month period following the date of determination of income, computed in 

accordance with HUD regulations. 

 Applicant (applicant family). A family that has applied for admission to a program but 

is not yet a participant. 

 Area Median Income (AMI). Income amounts estimated and published by HUD for a 

geographical area and adjusted for different family sizes. HUD uses AMI to calculate 

income limits for eligibility in a variety of housing programs, including HCV. For the 

WWHA, the applicable geographical area is the Kent County Rhode Isand. 

 Budget authority. An amount authorized and appropriated by Congress for payment 

to PHAs under the HCV program. For each funding increment, the budget authority is 

the maximum amount that may be paid by HUD to the WWHA over the Annual 

Contributions Contract (ACC) term of the funding increment. 

 Childcare expenses. The amount anticipated to be paid by the family for the care of 

children under 13 years of age during the period for which annual income is computed. 

Deductions from annual income are only given where such care is necessary to enable 

a family member to actively seek employment, be gainfully employed, or to further his 

or her education and only to the extent such amounts are not reimbursed. The amount 
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deducted shall reflect reasonable Charges for childcare. In the case of childcare 

necessary to permit employment, the amount deducted shall not exceed the amount 

of employment income that is included in annual income. 

 Co-head. An individual in the household who is equally responsible for the lease with 

the head of household. A family may have a co-head or spouse but not both. A co-

head never qualifies as a dependent and must have legal capacity to enter into a 

lease. 

 Code of Federal Regulations (CFR). Published federal rules that define and implement 

laws; commonly referred to as “the regulations.” 

 Congregate housing. Housing for elderly persons or persons with disabilities that meets 

HQS for congregate housing. A special housing type: see 24 CFR 982.606 to 982.609. 

 Continuously assisted. An applicant is continuously assisted under the 1937 Act if the 

family is already receiving assistance under any 1937 Housing Act program when the 

family is admitted to the voucher program. 

 Dating violence. Violence committed by a person who is or has been in a social 

relationship of a romantic or intimate nature with the victim. The existence of such a 

relationship shall be determined based on a consideration of the following factors: 

o The length of the relationship; 

o The type of relationship; and 

o The frequency of interaction between the persons involved the relationship. 

 Department of Child Family Services (DCFS). The state government agency responsible 

for child protective services. 

 Department of Housing and Urban Development (HUD). The federal agency that 

administers programs that provide housing and community development assistance. 

The department also works to ensure fair and equal housing for all. 

 Dependent. A member of the family (except foster children and foster adults) other than 

the head, spouse, co-head or live in aide who is under 18 years of age, or is a person 

with a disability, or is a full- time student. 

 Disability assistance expenses. Reasonable expenses anticipated for a disabled family 

member for attendant care or an auxiliary apparatus that is necessary to enable a 

family member (including the disabled member) to be employed during the period for 

which annual income is computed. Participants will only be able to deduct these 

expenses from their income if they are not paid to a member of the family nor 

reimbursed by an outside source. 

 Disabled family. A family whose head, spouse, co-head or sole member is a person with 

disabilities; or two or more persons with disabilities living together; or one or more persons 

with disabilities living with one or more live-in aides. 

 Disabled person. The WWHA utilizes two different definitions of disability: there is a HUD 

definition that is used for income rent calculations and eligibility determinations as well 

as a broader Americans with Disabilities Act (ADA)/Fair Housing Act (FHA) definition that 

is used for reasonable accommodation purposes. See section 2-II.A. 
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 Domestic partners. Individuals who are over the age of 18 who intend to live in the same 

residence and are responsible for each other’s common welfare. They cannot be 

legally married to another person or be related by blood closer than would bar marriage 

in the State of Rhode Island. In addition, a city, county, or state agency or other unit of 

government must recognize them as domestic partners. If they are not recognized by 

a government agency then they must identify each other as their primary beneficiary 

in their will and have at least two joint financial arrangements. Examples of such are the 

following: 

 Joint ownership of a motor vehicle; 

 A joint credit account; 

 A joint checking account; or 

 A lease for a residence identifying both domestic partners as tenants. 

 Domestic violence. Felony or misdemeanor crimes of violence committed by: 

 A current or former spouse of the victim; 

 A person with whom the victim shares a child in common; 

 A person who is cohabitating with or has cohabitated with the victim as a spouse; 

 A person similarly situated to a spouse of the victim under domestic or family violence 

laws; or 

 Any other person against whom an adult or youth victim is protected from that 

person’s acts under domestic or family violence laws. 

 Domicile. The legal residence of the household head or spouse as determined in 

accordance with state and local laws. 

 Drug-related criminal activity. As defined in 24 CFR 5.100. This includes the distribution, 

possession, sale or use of medical marijuana. 

 Drug-trafficking. The illegal manufacture, sale or distribution, or the possession with intent 

to manufacture, sell or distribute, of a controlled substance as defined in section 102 of 

the Controlled Substances Act (21 U.S.C. 802). 

Earned Income Disallowance (EID). A program that allows tenants who have been out of 

work to accept a job without having their rent increase right away. EID encourages self-

sufficiency rewarding residents who go to work to increase their earnings. 

Elderly family. A family whose head, spouse or sole member is a person who is at least 62 

years of age; or two or more persons who are at least 62 years of age living together; or 

one or more persons who are at least 62 years of age living with one or more live-in 

aides. 

Elderly person. An individual who is at least 62 years of age. 

 Eligible family. A family that is income eligible and meets the other requirements to 

participate in the HCV program. 

 Enterprise Income Verification (EIV). The online system that provides new hire, wage, 

unemployment compensation and Social Security benefit information through a data 

matching process for households covered by a HUD-Form 50058 and individuals who 

have disclosed a valid Social Security Number. 

 Environmental Intervention Blood Lead Level. The level of lead in blood that requires 

intervention in a child under the age of six. 
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 Eviction. The removal of a tenant from a rental property by the landlord. 

 Exception payment standard. A payment standard that is outside of the HUD-established 

FMR range. 

 Excluded income. Income that is not counted in determining the family’s share of rent. 

 Fair Housing Act (FHA). Title VIII of the Civil Rights Act of 1968, as amended by the Fair 

Housing Amendments Act of 1988. 

 Fair Market Rent (FMR). The rent, including the cost of utilities, as established by HUD for 

units of varying sizes that must be paid in the housing market area to rent privately 

owned, existing, decent, safe and sanitary rental housing of modest (non-luxury) nature 

with suitable amenities. 

 Family. Includes, but is not limited to, the following, regardless of actual or perceived 

sexual orientation, gender identity or marital status: 

 A family with a child or children; 

 Two or more elderly or disabled persons living together; 

 One or more elderly or disabled persons living with one or more live-in aides; 

 A single person, who may be an elderly person, a displaced person, a disabled 

person or any other single person; or 

 Two or more individuals who are not related by blood, marriage, adoption or other 

operation of law but who either can demonstrate that they have lived together 

previously or certify that each individual’s income and other resources will be 

available to meet the needs of the family. 

 Family obligations. The rules and regulations that program participants must abide by 

to remain on the Housing Choice Voucher program. 

 Family rent to owner. See Family share. 

 Family Self-Sufficiency (FSS) Program. The program established by the WWHA in 

accordance with 24 CFR part 984 to promote self-sufficiency of assisted families, 

including the coordination of supportive services (42 U.S.C. 1437u). See the WWHA’s 

Family Self-Sufficiency Action Plan. 

 Family share. The portion of rent and utilities paid by the family. See 24 CFR 982.515(a). 

 

 Family unit size. The appropriate number of bedrooms for a family as determined by the 

WWHA under WWHA subsidy standards. 

 Federal Housing Administration (FHA). The federal agency that provides mortgage 

insurance on loans made by FHA-approved lenders throughout the United States and 

its territories. 

 Fixed-income. The term “fixed-income” includes income from: 

 Social Security payments to include Supplemental Security Income (SSI) and 

Supplemental Security Disability Insurance (SSDI); 

 Federal, state, local and private pension plans; and 

 Other periodic payments received from annuities, insurance policies, retirement 

funds, disability or death benefits, and other similar types of periodic receipts that are 

of substantially the same amounts from year to year. 
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 Gross rent. The sum of the rent to owner plus any utility allowance. 

 Guest. A person temporarily staying in the unit with the consent of the head of 

household or other adult member and approval of owner/landlord/ or his/her designee.  

 HAP contract. A written contract between the WWHA and an owner for the purpose of 

providing housing assistance payments to the owner on behalf of an eligible family. 

 Hardship exemption. An exemption of a policy given to a participant due to the policy 

causing a financial hardship. See section 6-II.B for the hardship exemption for the 

minimum rent policy. 

 Hearsay evidence. Evidence of a statement that was made other than by a witness 

while testifying at the hearing and that is offered to prove the truth of the matter. 

 Head of household. The adult member of the family who is the head of the household 

for purposes of determining income eligibility and rent. 

 Homeless, homeless individual or homeless person. A person or individual who meets 

the following criteria: 

 Lacks a fixed, regular, and adequate night time residence; or 

 Has a primary night time residence that is: 

o A publicly or privately supervised shelter designed to provide temporary living 
accommodations that meet the following criteria (including welfare hotels, 

congregate shelters, and transitional housing for the mentally ill); 

o An institution that provides a temporary residence for individuals intended to be 
institutionalized; or 

o A public or private place not designed for, or ordinarily used as, a regular sleeping 
accommodation for human beings. 

 Homeownership Program. A Program to assist a family residing in a home purchased 

and owned by one or more members of the family. 

 Household. Includes all family members residing in the unit and additional people who, 

with the WWHA’s permission, live in an assisted unit, such as live-in aides, foster children 

and foster adults. 

 Housing Assistance Payment (HAP). The monthly assistance payment by the WWHA, 

which includes a payment to the owner for rent under the family's lease and any 

additional payment to the family if the total assistance payment exceeds the rent to 

owner. 

 Housing Quality Standards (HQS). The HUD minimum quality standards a unit must meet 

prior to an owner receiving any payment from the WWHA. 

 Income. Monetary payments received by each member of the household from various 

sources, as determined in accordance with criteria established by HUD. 

 Informal hearing. The process where participants have the ability to Challenge a 

decision that has had a negative impact on them. 

 Informal review. The process where applicants have the ability to Challenge a decision 

that has had a negative impact on them. 

 Initial PHA. In portability, the term refers to: 

 The PHA that originally selected a family that later decides to move out of the 



 

jurisdiction of the selecting PHA; 

 The PHA that was administering assistance for a family and the family later decides 

to move out of the jurisdiction of the administering PHA; or 

 The PHA that absorbed a family that later decides to move out of the jurisdiction of 

the absorbing PHA. 

 Initial payment standard. The payment standard for initial HAP contract term. 

 Initial rent to owner. The rent to owner at the beginning of the HAP contract term. 

 Intent to Terminate (ITT). The initial document that the WWHA sends to the family and 

their landlord to begin the termination process. 

 Jurisdiction. The area in which the WWHA has authority under state and local law to 

administer the program. 

 Lease. A written agreement between an owner or property manager and a tenant for 

the leasing of a dwelling unit to the tenant. The lease establishes the conditions for 

occupancy of the dwelling unit by a family with housing assistance payments under a 

HAP contract between the owner and the WWHA. 

 Live-in aide. A person who resides with one or more elderly persons near-elderly persons 

or persons with disabilities, and who: 

 Is determined to be essential to the care and well-being of the persons; and 

 Would not be living in the unit except to provide the necessary supportive services. 

 Local preference. A preference or criteria used by a PHA to select applicants who reside 

in the PHA’s jurisdiction. 

 

 Low income family. A family whose income does not exceed 80% of the median income 

for the area as determined by HUD, with adjustments for smaller or larger families. 

 Manufactured home. A manufactured structure that is built on a permanent chassis, is 

designed for use as a principal place of residence and meets the HQS. A special 

housing type: see 24 CFR 982.620 and §982.621. 

 Medical expenses. The amount of unreimbursed payments made by the household for 

medical or dental related costs that are anticipated during the period for which annual 

income is computed and not covered by insurance. For elderly and disabled families 

these expenses are deducted from household income and used to calculate adjusted 

income (deductions given only if they exceed 3% of annual income). 

 Minimum rent. Participants must pay a minimum rent of $75. See Section 6-II for policies 

on minimum rent. 

 Minor. A member of a household who is under 18 years of age. 

 Mixed family. A family whose members include those with citizenship or eligible 

immigration status and those without citizenship or eligible immigration status. 

 Mixed financing. A financing structure that allows HUD to mix public, private and non-

profit funds to develop and operate housing developments. 

 Mixed-income. A housing development comprised of housing with various levels of 

affordability, including market-rate and affordable housing within the same property. 
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 Moderate Rehabilitation. A program that provides project-based rental assistance for 

low-income families. The program was repealed in 1991 and no new projects are 

authorized for development. 

 Monthly gross income. The family’s total monthly income. 

 Noncitizen. A person who is neither a citizen nor national of the United States. 

 Owner. Any person or entity with the legal right to lease or sublease a unit to a 

participant in the HCV program. This includes a principal or other interested party such 

as a designated agent of the owner. 

 Participant (participant family). A family that has been admitted to the WWHA program 

and is currently receiving assistance. The family becomes a participant on the effective 

date of the first HAP contract executed by the WWHA for the family (first day of initial 

lease term). 

 Payment standard. An amount established by WWHA that represents the maximum 

monthly assistance payment for a family assisted in the voucher program (before 

deducting the total tenant payment by the family). Payment standards are based on 

HUD published FMRs. 

 Persons with disabilities. A person who has a disability as defined in 42 U.S.C. 423 or a 

developmental disability as defined in 42 U.S.C. 6001. Includes a person who is 

determined, under HUD regulations, to have a physical or mental impairment that is 

expected to be of long-continued and indefinite duration, substantially impedes the 

ability to live independently and is of such a nature that the ability to live independently 

could be improved by more suitable housing conditions. For purposes of reasonable 

accommodations and program accessibility persons with disabilities are defined as 

“individuals with handicaps” as defined in 24 CFR 8.3. The definition does not exclude 

persons who have AIDS or conditions arising from AIDS, but does not include a person 

whose disability is based solely on drug or alcohol dependence (for low-income housing 

eligibility purposes). 

 Portability. Renting a dwelling unit with a housing choice voucher outside the jurisdiction 

of the initial PHA. 

 Preference. Specific criteria used to give priority to applicants off the wait list who meet 

designated criteria. See Section 4-II.C for a list of the WWHA’s preferences. 

 Public assistance. Any welfare or other payments to families or individuals based on 

need, which are made under programs funded, separately or jointly, by federal, state 

or local governments. 

 Public and Indian Housing (PIH). The HUD program office that oversees public housing 

and the housing choice voucher programs. 

 Public Housing Authority (PHA). Any state, county, municipality or other governmental 

entity or public body, or agency that is authorized to engage or assist in the 

development or operation of low-income housing under the 1937 Act. 

 Reasonable accommodation. A modification or change the WWHA can make to its 

policies or procedures that will assist an otherwise qualified applicant or participant with 

a disability to take full advantage of and use WWHA programs, including those that are 



 

operated by other agencies in WWHA-owned public space. 

 Reasonable rent. A rent to owner that is not more than rent charged for comparable 

units in the private unassisted market and other unassisted units on the premises. 

 Receiving PHA. In portability: A PHA that receives a family selected for participation in 

the tenant-based program of another PHA. The receiving PHA issues a voucher and 

provides program assistance to the family. 

 Reexamination. The process of securing documentation of total family income used to 

determine the total rent, HAP and tenant amount for the next 12 months if there are no 

additional changes reported. 

 Rent reasonableness. The process to ensure that the WWHA pays a fair rent for each 

unit rented under the HCV program. 

 Rent to owner. The total monthly rent payable to the owner under the lease for the unit 

(also known as contract rent). Rent to owner covers payment for any housing services, 

maintenance and utilities that the owner is required to provide. 

 Repayment agreement. A formal document signed by a tenant and provided to the 

WWHA in which a tenant acknowledges a debt in a specific amount and agrees to 

repay the amount due at specific time periods. 

 Request for Tenancy Approval (RTA). The document that needs to be completed by the 

participant or applicant and owner to begin the lease up process. 

 Section 8 Management Assessment Program. A HUD assessment tool that measures the 

performance of public housing agencies that administer the Housing Choice Voucher 

program. 

 Shared housing. A unit occupied by two or more families. The unit consists of both 

common space for shared use by the occupants of the unit and separate private space 

for each assisted family. A special housing type: see 24 CFR 982.615 to 982.618. 

 Single Room Occupancy (SRO) housing. A unit that contains no sanitary or food 

preparation facilities or contains one or the other but not both. A special housing type: 

see 24 CFR 982.602 to 982.605. 

 Social Security Insurance (SSI). A federally run benefits program that provides aid to low 

income people who are 65 or older, blind, or disabled. 

 Social Security Disability Insurance (SSDI). A federally run benefits program that provides 

aid to people who are unable to achieve gainful employment due to a permanent 

disabling condition. 

 Special admission. Admission of an applicant that is not on the WWHA waiting list or 

without considering the applicant's waiting list position. 

 Special housing types. See subpart M of part 982. Subpart M states the special 

regulatory requirements for: SRO housing, congregate housing, group homes, shared 

housing, and cooperatives (including mutual housing). 

 Special purpose vouchers. Vouchers that are different from regular housing choice 

vouchers in that funding has been specifically provided by Congress in separate 

appropriations and are reserved for special populations (e.g. VASH or FUP). 
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 Stalking. 

 To follow, pursue, or repeatedly commit acts with the intent to kill, injure, harass, or 

intimidate; 

 To place under surveillance with the intent to kill, injure, harass, or intimidate another 
person; or 

 To repeatedly commit acts to place a person in reasonable fear of the death of, or 

serious bodily injury to, or to cause substantial emotional harm to: 

o That person; 

o A member of the immediate family of that person; or 

o The spouse or intimate partner of that person. 

 Subsidy standards. Standards established by the WWHA to determine the appropriate 

number of bedrooms and amount of subsidy for families of different sizes and 

compositions. 

 Supportive housing. Affordable housing blended with on-site supportive services, 

including case management that helps people live more stable, productive lives. 

Supportive housing benefits individuals and families facing complex Challenges, 

including those who are homeless or at risk of becoming homeless, and those facing 

serious, persistent Challenges to a successful life such as alcohol abuse, substance use, 

mental illness or HIV/AIDS. Populations served may also include persons with 

developmental disabilities or the frail elderly. 

 Targeted funding. Funding that the WWHA receives that is allocated for a specified 

category. The WWHA can only use this funding to assist families that meet the particular 

criteria. 

 Tenancy. The possession of property as a tenant. 

 Tenancy addendum. The lease language required by HUD in the lease between the 

tenant and the owner. 

 Tenant based voucher. A HUD funded subsidy program assisting low and very low-

income families obtain housing on the private market. 

 Tenant Selection Plan (TSP). A plan drafted by the owner of a PRA building documenting 

criteria for selecting perspective tenants. 

 Term of lease. The amount of time a tenant and owner agree in writing to live in a 

dwelling unit. 

 Termination of assistance. The removal of a participant from a WWHA program. See 

Chapter 12. 

 Temporary Assistance for Needy Families (TANF). A program designed to help needy 

families achieve self-sufficiency. States receive block grants to design and operate 

programs to accomplish one of the purposes of the TANF program. 

 Total Tenant Payment (TTP). The total amount the tenant is required to pay toward rent 

and utilities. 

 Unauthorized occupant: A person residing in the assisted unit without the consent or 

approval of WWHA. 

 United States Citizenship and Immigration Services (USCIS). The federal government 



 

agency that oversees lawful immigration to the United States. 

 Upfront Income Verification (UIV). Verification of income, before or during a family 

reexamination, through an independent source that systematically and uniformly 

maintains income information in computerized form. 

 Utility allowance. The estimated cost that a participant will pay in utilities which is 

included in their total tenant portion. 

 Utility reimbursement. The portion of the housing assistance payment which exceeds the 

amount of rent to owner due to the utility allowance being greater than the total tenant 

payment. This amount is paid directly to the tenant. 

 Veterans Affairs Supportive Housing (VASH). A housing program that combines HCV 

rental assistance for homeless veterans with case management and clinical services 

provided by the Department of Veterans Affairs. 

 Violence Against Women Act (VAWA). A federal law that protects victims (both men 

and women) of domestic violence, dating violence, sexual assault or stalking who apply 

for or live in private housing with a voucher. The law covers the head of household and 

household members. 

 Very low income family. A family whose annual income does not exceed 50% of the 

median income for the area, as determined by HUD, with adjustments for smaller and 

larger families. 

 Violent criminal activity. Any illegal criminal activity that has as one of its elements the 

use, attempted use or threatened use of physical force against the person or property 

of another. 

 Voucher. A document issued by the WWHA to a family selected for admission to the 

HCV program. This document describes the program and the procedures for WWHA 

approval of a unit selected by the family. The voucher also states obligations of the 

family under the program. 

 Voucher term. The amount of time a participant or applicant has to search for housing 

with their housing choice voucher. 

 Welfare assistance. Income assistance from federal or state welfare programs, including 

assistance provided under TANF and general assistance. This does not include 

assistance directed solely to meeting housing expenses, nor programs that provide 

health care, childcare or other services for working families.  
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