The issuance of Vouchers must adhere to the dollar limitations set by the budget. The HA
maintains monthly reports to determine when enrollment interview should be held, the
number of Vouchers to be issued based on turnover statistics, and whether or not the HA
should overissue (issue more Vouchers than originally allocated). The HA may over-issue
Vouchers only if necessary to meet leasing goals and only if the additional Vouchers issued
can be supported within the Annual Budget Authority. All Vouchers that are over-issued must
be honored as contracts, if they meet program requirements. If the HA finds itself over-leased,
it will adjust future issuance of Vouchers, with the goal to stay at 100% leased, with 100%
based on the maximum number supported by the Annual Budget Authority.

Purpose

Families to be initially issued Vouchers are required to attend briefing sessions conducted by
a Housing Counselor individually with the family. (This briefing is not the same as the waiting
list briefing requirement.)

The purpose of the individual family briefing is to review the Voucher holders packet in order
to fully inform the family about the program so that family members will be able to discuss
the program with potential participating owners and to inform the family of their rights and
responsibilities.

A full briefing is not required for participant families who move to another location within the
same jurisdiction. A modified briefing will be offered to mover participants.

Attendance Requirement

All families are required to attend the briefing when they are initially issued a Certificate or
Voucher. No Voucher will be issued unless the household representative has attended a
briefing.

Failure to appear at scheduled briefings will result in withdrawal of the application. The
applicant will be notified of such withdrawal and determination of ineligibility and of his/her
right to an informal review. The family will then have to reapply for assistance unless the
informal review determines the family should remain eligible.

Voucher Briefing Packet
The briefing of Voucher holders is generally conducted by the Housing Counselor assigned

case management for the family. Information provided to all Voucher recipients consists of:

1. A Voucher holder's packet containing those items required by Section 982.301(b) of the
regulations including:
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m Request for Tenancy Approval.

m HUD Required Lease/Tenancy Addendum.

® Fair housing information and housing discrimination complaint forms.

m Statement of Family Obligations.

®m [nformation regarding lead-based paint poisoning hazards, symptoms and
prevention, the availability of blood lead level screening (including its advisability for
children under seven years of age) and HUD's requirements for inspecting, testing,
and, in certain circumstances, abating lead-based paint.

m Details regarding the Voucher term and policies regulating extensions and
suspensions of the term.

® [nformation regarding eligible/ineligible housing and portability options.

m Details regarding Payment Standards and information on how the total tenant
payment and the tenant rent to owner is calculated.

® [nformation concerning rent adjustments after the initial lease term.

m The schedule of utility allowances.

®m [nformation on the HA's procedures for conducting informal hearings for
participants. This information will contain the procedures for conducting informal
hearings for participants in the Housing & Community Development Division
program, including a description of the circumstances in which the HA is required to
provide the opportunity for an informal hearing and of the procedures for requesting
a hearing.

® [nformation on the circumstances under which a family may request an exception
to the occupancy standards.

2. A general information booklet explaining the basics of the rental program.

3. A current list of interested landlords (by request) and address of their available property.

4. Procedures for notifying HUD or the HA of program abuses such as required side
payments or other overcharges and Housing Quality violations in the unit; using forms

such as "Things You Should Know."

5. The HUD brochure, A Good Place to Live.

6. Conditions and procedures for notifying the HA of changes which occur between
recertifications.

8. Any supplemental material the HA may deem necessary such as:
m Section 8 Program Handbook
m Security Deposit Information
m Family Certifications/Declarations
m | egal Aid Lawyer Referral Service
m Declaration of Citizenship
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General Policies Discussed

In addition to the briefing requirements determined by HUD regulations, the following items
shall be discussed thoroughly in the briefing session:

m The amount of the maximum security deposit that can be collected by the owner.
Collection of the security deposit and any special terms provided for the payment of the
deposit shall be between owner and tenant.

m The tenant's responsibilities regarding rent increases.

m The conditions in the lease under which tenancy may be terminated by the owner and the
conditions under which assistance for the program may be terminated by the HA.

At the close of the briefing session, each household will be issued a Housing Voucher, which
is a contract between the HA and the applicant household specifying the rights and
responsibilities of each party.

Duration of Voucher/Expiration

The Voucher is valid for a period of 60 calendar days from the date of issuance. Prior to
expiration, the family may contact the HA to request assistance from the HA in locating
suitable housing.

The family must submit a Request for Tenancy Approval and an unexecuted lease within the
60-day period unless an extension has been granted by the HA.

Suspensions

As long as a Request for Tenancy Approval is submitted prior to the expiration of the Voucher,
the holder may request a suspension of the expiration date of up to 14 days to accommodate
inspection of the unit by the HA and any required repairs of the unit by the owner.

Extensions

A family may request an extension of the Voucher time period. All requests for extensions
should be received prior to the expiration date of the Voucher. Extensions are permissible at
the discretion of the HA for these reasons:

m Extenuating circumstances such as hospitalization or a family emergency for an extended
period of time which has affected the family's ability to find a unit within the initial 60-day
period. Verification is required.

m The HA is satisfied that the family has made a reasonable effort to locate a unit, including
seeking the assistance of the Housing Counselor, throughout the initial 60-day period.

m The family has turned in a Request for Tenancy Approval prior to the expiration of the 60-
day period, but the owner did not make the necessary repairs and the unit has not passed
Housing Quality Standards.

® The family provides proof that there were barriers in locating a handicap accessible unit.
® The family holds a Voucher for a bedroom size that the HA determines is difficult to locate,
such as a four- or five-bedroom unit.
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m As an accommodation to a disability that was a barrier to successfully submitting a Request
for Tenancy Approval within the time frame established.

Given the conditions above, the Housing Authority may provide for up to two 30-day
extensions. The total duration of the initial term and any approved extensions will be no more
than 120 days, unless necessary as a reasonable accommodation. At the end of 120 days, the
Voucher will be issued to another eligible family selected in accordance with waiting list
procedures.

Housing Counselors will monitor the time remaining for each recipient until Voucher
expiration, and will offer assistance when expiration of the Voucher is nearing. The Voucher
recipient still bears responsibility for locating a suitable unit within the allocated time.
Depending upon barriers identified by the Voucher recipient, Housing Counselors may make
referrals to other agencies for assistance (such as Consumer Credit Counseling, should
previous credit problems prevent owners from agreeing to lease to a Voucher recipient; or
DSS, Catholic Charities to rectify previous debts owed).

In addition, Voucher recipients are notified at their briefing session that the HA periodically
updates the listing of available housing and are invited to pick up the update from the office.

The HA assists families with negotiations with owners and provides other recommendations
relative to the families' needs for housing.

Should a family identify as the only barrier to being able to lease a unit the family’s inability

to obtain sufficient funds for a security deposit, the HA may provide security deposit
assistance, as detailed below.

Section 8 Administrative Plan (revised June 2000) Chapter 10 = page 4



