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INTRODUCTION  
 
The Section 8 Program was enacted as part of the Housing and Community 
Development Act of 1974, which re-codified the U.S. Housing Act of 1937.  The 
Act has been amended from time to time, and its requirements, as they apply to 
the Section 8 Tenant-Based Assistance Program, is described in and 
implemented throughout this Administrative Plan.  The Section 8 rental 
assistance programs are federally funded and administered for the City of Everett 
by the Everett Housing Authority (EHA). 
 
 
This Administrative Plan is set forth to define the EHAôs local policies for 
operation of the housing programs in the context of Federal laws and 
Regulations.  All issues related to Section 8 not addressed in this document are 
governed by such Federal regulations, HUD Memos, Notices and guidelines, or 
other applicable law. 
 

PURPOSE OF THE PLAN 
 
The purpose of the Administrative Plan is to establish policies for carrying out the 
programs in a manner consistent with HUD requirements and local goals and 
objectives contained in the Agency Plan.  Existing contracts under the Section 8 
Certificate Program, including Over Fair Market Rent Tenancy Contracts, 
exception rent contracts will remain in effect until the familyôs second 
reexamination after October 01, 1999 or whenever a new lease is executed, 
whichever comes first. 
 
The EHA is responsible for complying with all changes in HUD regulations 
pertaining to these programs.  If such changes conflict with this plan, HUD 
regulations will have precedence.  The original plan and any changes must be 
approved by the Board of Commissioners of the agency, the pertinent sections 
included in the Agency Plan, and a copy provided to HUD. 
 
Applicable Regulations Include: 
 
24 CFR Part 5:  General Program Requirements 

 
 24 CFR Part 8:  Nondiscrimination 

 
 24 CFR Part 982:  Section 8 Tenant-Based Assistance 
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Statement Of Objectives 
 
The Everett Housing Authority has a background of 59 years of providing 
housing assistance to low income families.  It has managed a successful Section 
8 Existing Housing Program for twenty years and will continue to do so in the 
manner outlined in this Administrative Plan. 
 
The Section 8 Program is administered as a separate but related part of the 
Housing Authorityôs operations, which include 625 units of public housing for 
families and elderly plus two (2) senior high rise buildings; a 102 unit Section 8 
New Construction building and an 89 unit locally financed facility.  In addition the 
housing authority owns an 80 unit development which includes 64 Section 8 units 
and 16 market rate units. 
 
The Authority cooperates closely with the City of Everett and Snohomish County 
to insure our Section 8 Program is operated in support of local housing and 
community development activities.  Through compliance with the Community 
Housing Affordability Strategy and participation in the Community Development 
Advisory Committee the Authority assures this supportive relationship exists. 
 
It is expected that there will continue to be a high demand for participation in the 
Section 8 Program.  The waiting list remains long and it can take one to two 
years from the date of application until issuance of a Voucher. 
 
It is the intent of the Everett Housing Authority that the Section 8 Certificate and 
Voucher Programs be managed in a way that will achieve the following 
objectives: 
 

A. To provide low-income families and elderly persons with decent, 
safe, sanitary and affordable housing and a significant choice in the 
selection of that housing. 

 
B. To provide a non-competitive alternative to other housing 

assistance programs. 
 

C. To minimize the potential for misuse by discouraging over-housing 
by size or quality, even when permitted by Federal regulation. 

 
D. To maximize the mutual contact and responsibility between owner 

and tenant and minimize the Housing Authorityôs involvement in 
owner/tenant matters. 

 
E. To administer the program in an efficient and fair manner with a 

concerned, competent and well-trained staff. 
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1.0 STATEMENT OF NON -DISCRIMINATION AND F AIR 

HOUSING POLICY  
 
It is the policy of the Housing Authority to 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 EHA will 
comply with all laws relating to Civil Rights, including.  
 
Title VI of the Civil Rights Act of 1964 prohibits discrimination based on race, 
color, or national origin in programs receiving Federal financial assistance.   
 
Title VIII of the Civil Rights Act of 1968 (as amended by the Community 
Development Act of 1974 and the Fair Housing Amendments Act of 1988), which 
prohibits discrimination based on race, color, religion, national origin, sex, familial 
status (including children under the age of 18 living with parents or legal 
custodians, single women without other children who are pregnant or people in 
the process of receiving custody of children under 18) or disabled in the sale, 
rental, or advertising of housing. 
 
Executive Order 11063, which requires HUD to take whatever action is 
necessary to prohibit discrimination based on race, color, national origin, religion, 
creed, or sex, in housing receiving Federal financial assistance. 
 
Section 504 of the Rehabilitation Act of 1973, which prohibits discrimination 
based on handicap in programs receiving Federal financial assistance.  The Age 
Discrimination Act of 1975, which prohibits discrimination based on age in 
programs receiving Federal financial assistance. 
 
Title II of the Americans with Disabilities Act.  
 
Any applicable State laws or local ordinances and any legislation protecting 
individual rights of tenants, applicants or staff that may subsequently be enacted. 
 
The Everett Housing Authority will not discriminate against any applicant or 
tenant at any stage of the admissions and the occupancy process because of 
race, color, national origin, religion, creed, sex, age, handicap, or familial status.  
The EHA will not deny a person admission to Section 8, subject a person to 
segregation or disparate treatment, restrict a personôs access to any benefit 
enjoyed by others in connection with the Section 8 program, treat a person 
differently in determining eligibility or other requirements for admission, deny a 
person access to the same level of services, or deny a person the opportunity to 
participate in a planning or advisory group which is an integral part of the Section 
8 program, on the basis of race, color, national origin, religion, creed, sex, age, 
handicap, or familial status.  
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The Everett Housing Authority will not intimidate, threaten, or take any retaliatory 
action against any applicant or Section 8 participant because of a personôs 
participation in civil rights activities or assertions of civil rights. 
 
The Everett Housing Authority will not deny disabled persons an opportunity to 
apply for Section 8 housing due to inaccessible application offices. 
 
The Everett Housing Authority will not assign employees in a way that would 
result in discrimination against applicants or Section 8 participants. 
 
The Everett Housing Authority will make sure that all employees who are 
involved in the administration of the Section 8 housing assistance program are 
familiar with HUDôs non-discrimination requirements. 
 
The Everett Housing Authority will provide disabled applicants and Section 8 
tenants with reasonable accommodations of a disability in the administration of 
the Section 8 housing program, including reasonable accommodations in 
physical structures and grounds, policies, procedures, rules and regulations.  The 
Everett Housing Authorityôs main office at 3107 Colby and its offices located at 
1401 Poplar and 2705 15th are accessible to persons with disabilities.  
Accessibility for the hearing impaired is provided by a TDD/TTY telephone. 
 
The Everett Housing Authority will prominently display a fair housing poster at 
any office where applications are taken.  Posters and housing information are 
displayed at locations throughout EHAôs offices and buildings in such a manner 
as to be easily readable from a wheelchair. 
 
The EHA shall not discriminate because of race, color, sex, religion, familial 
status, disability, national origin, marital status, or sexual orientation in the 
leasing, rental, or other disposition of housing or related facilities, including land, 
that is part of any project or projects under EHAôs jurisdiction covered by a 
contract for annual contributions under the United States Act of 1937, as 
amended, or in the use or occupancy thereof. 
 
The Everett Housing Authority will maintain the information HUD needs to 
determine that the Section 8 program is being operated in a non-discriminatory 
manner.  In particular, the Everett Housing Authority will maintain information of 
the race, ethnicity (Hispanic or Non-Hispanic) sex, and age of the head of 
household of all families that submit an application for admission and of all 
tenants participating in the Section 8 housing assistance program. 
 
No preference will be shown any applicant because of political affiliation or 
acquaintance with any public official at the Federal, state, or local level.  In 
addition there shall be no discrimination against any applicant receiving part of or 
all of his/her income from public assistance, providing such applicants are 
otherwise eligible for admission. 
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The EHA shall not automatically deny admission to a particular group or category 
of otherwise qualified applicants. To further its commitment to full compliance 
with applicable Civil Rights laws, the EHA will provide Federal/State/local 
information to applicants and Section 8 participants regarding ñdiscriminationò 
and any recourse available to them if they believe they are victims of 
discrimination.  Such information will be made available to them during the 
Section 8 briefing session. 
 
Applicants and Section 8 participants may submit their alleged discrimination 
complaints and also receive more technical information and details by contacting 
HUD at the following addresses and telephone numbers: 
 

Fair Housing Enforcement Center 
U.S. Department of Housing and  
Urban Development 
Seattle Federal Office Building 
909 First Avenue, Room 205 
Seattle, Washington 98104-1000 
 

(206) 220-5170 
1-800-877-0246 
TDD/TTY (206) 220-5185 or 
 

U.S. Department of Housing and Urban 
Development 
Office of Fair Housing and Equal 
Opportunity 
451 7th Street, S.W, Room 5204 
Washington, D.C. 20410-2000 

(202) 708-0836 
1-800-669-9777 
TDD/TTY 1-800-927-9275 
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2.0  SERVICE AND REASONABLE ACCOMMODATIONS 

POLICY  
 
It is the policy of EHA to be service oriented in the administration of EHAôs 
housing programs, and to exercise and demonstrate a high level of 
professionalism while providing housing services to the families within EHAôs 
jurisdiction. 
  
Sometimes people with disabilities may need a reasonable accommodation in 
order to take full advantage of the Everett Housing Authority housing programs 
and related services.  When such accommodations are granted, they do not 
confer special treatment or advantage for the person with a disability; rather, they 
make the program accessible to them in a way that would otherwise not be 
possible due to their disability.  This policy clarifies how people can request 
accommodations and the guidelines the Everett Housing Authority will follow in 
determining whether it is reasonable to provide a requested accommodation.   
  

A. Federal Americans with Disabilities Act of 1990 Definition of 
ñdisabilityò 

 
With respect to an individual, the term ñdisability,ò as defined by the 1990 Act 
means: 
 

1. A physical or mental impairment that substantially limits one 
or more of the major life activities of an individual; 

  
2. A record of such impairment; or 

 
3. Being regarded as having such impairment.  (The disability 

may not be apparent to others, i.e., a heart condition). 
 

B. Undue Burden 
 
   1. Requests for reasonable accommodation from persons with 

disabilities will be granted upon verification that they meet 
the need presented by the disability and they do not create 
an ñundue financial and administrative burdenò for EHA, 
meaning an action requiring ñsignificant difficulty or 
expense.ò 

 
2. In determining whether accommodation would create an 

undue burden, the following guidelines will apply:  
  

a. The nature and cost of the accommodation needed; 
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b. The overall financial resources of the facility or 
facilities involved in the provision of the reasonable 
accommodation;  

 
c. The number of persons employed at such facility, the 

number of families likely to need such 
accommodation, the effect on expenses and 
resources, or the likely impact on the operation of the 
facility as a result of the accommodation; and 

 
d. Whether the administrative burden incurred is one 

that would  require a fundamental alteration of 
essential functions of the Housing Authority (i.e., 
waiving a family obligation), in which case the request 
would be denied because of ñundueò administrative 
burden to the agency. 

 
3. When the Housing Authority identifies a client with both an 

accommodation request and a specific implementation plan 
to meet the need for accommodation, EHA may deem the 
request to be reasonable but not the implementation plan.  
The EHA in this case will present an alternative plan to 
accommodate the request.  

 
4. If EHA finds that the requested accommodation creates an 

undue administrative or financial burden, the Housing 
Authority will either deny the request and/or present an 
alternative accommodation that will still meet the need of the 
person. 

 
5. The EHA will provide a written decision to the person 

requesting the accommodation within a reasonable time.  If a 
person is denied the accommodation or feels that the 
alternative suggestions to accommodate are inadequate, 
they may request an informal hearing to review EHAôs 
decision. 

 
6. Reasonable accommodation will be made for persons with a 

disability that requires an advocate or accessible offices.  A 
designee will be allowed to provide some information, but 
only with the permission of the person with the disability. 
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2.1 Verification of a Request for Accommodation 
 
Requests for reasonable accommodation from persons with disabilities will be 
granted upon verification that they meet the need presented by the disability. 

 

2.2 Other Accommodations 
 
The Housing Authority will refer families who have persons with disabilities to 
agencies in the community that offer services to persons with disabilities.  The 
Everett Housing Authority utilizes organizations that provide assistance for 
hearing and sight-impaired persons when needed as a reasonable 
accommodation for applicants and Section 8 participants.  
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3.0 SERVICES FOR NON-ENGLISH SPEAKING 

APPLICANTS AND RESID ENTS 
 
The EHA will endeavor to have bilingual staff or other means of providing access 
for people who speak languages other than English in order to assist Non-
English speaking families.  The Housing Authority will consider providing 
translation of EHA documents upon request by an applicant or tenant. 
 

A. In determining whether it is feasible to translate documents into 
other languages, the EHA will consider the following factors: 

 
1. Number of families in the Everett service jurisdiction who do 

not speak English and speak other languages. 
 

2. Estimated cost per client to EHA to provide translation of 
English documents into the other language. 

 
3. Evaluation of the need for translation by the bi-lingual staff 

and by agencies that work with the non-English speaking 
clients. 

  
4. The availability of local organizations to provide translation  

   services to Non-English speaking families. 
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4.0 ADDRESSING THE NEEDS OF VICTIMS OF 

DOMESTIC VIOLENCE   
 
A.  In compliance with the Section 607 of ñViolence Against Women Actò (VAWA) 

of 2005, EHA will:   
 

1. Ensure confidentiality of personally-identifying information regarding 
victims of domestic violence. 

 
2. Maintain policies and practices that prohibit denial of selection or 

admissions, or eviction or termination of assistance to individuals for 
reasons related to incidents of domestic violence in which the individual 
was a victim. 

 
B. Definitions: 
 
The following definitions will be used in determining applicability to policy or 
procedures relating to victims of domestic violence: 
 

1. Domestic Violence:  The term ñdomestic violenceò includes felony or 
misdemeanor crimes of violence committed by a current or former spouse 
of the victim, by a person with whom the victim shares a child in common, 
by a person who is cohabiting with or has cohabited with the victim as a s 
spouse, by a person similarly situated to a spouse of the victim under the 
domestic or family violence laws of the local jurisdiction, or by any other 
person against an adult or youth victim who is protected from that personôs 
acts under the domestic or family violence laws of the local jurisdiction. 

 
Alternative definition:  Domestic violence s a pattern of abusive 
behavior used by someone to control an intimate partner.  The 
abuse can be physical, sexual, verbal, emotional, or psychological.  
The person threatening or causing harm must be a family member, 
someone with whom the victim resides or has lived with in the past, 
someone with whom a dating relationship exists or exited, and/or 
someone with whom the victim has had a child. 
 

2. Sexual Assault:  Sexual Assault is any unwanted sexual contact, either 
physical or verbal. 

 
3. Stalking:  Stalking means: 

 

A. (i)  to follow, pursue, or repeatedly commit acts with the intent to 
kill, injure, harass, or intimidate another person; and (ii) to place 
under surveillance with the intent to kill, injure, harass or intimidate 
another person; and 
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B. in the course of, or as a result of, such following, pursuit, 
surveillance or repeatedly committed acts, to place a person in 
reasonable fear of the death of, or serious bodily injury to, or to 
cause substantial emotional harm to: 

(i) that person; 
(ii) a member of the immediate family of that person; or 
(iii) the spouse or intimate partner of that person; 

 
4. Dating Violence: Dating violence means violence committed by a person: 

A. who is or has been in a social relationship of a romantic or intimate 
nature with the victim; and 

B. where the existence of such a relationship shall be determined 
based on a consideration of the following factors; 

(i) The length of the relationship; 
(ii) The type of the relationship; 
(iii) The frequency of interaction between the persons 

involved in the relationship 
 

5. Immediate Family means, with respect to a person: 
A. a spouse, parent, brother, sister, or child of that person, or an 

individual to whom that person stands in loco parentis; or 
B. any other person living in the household of that person and related 

to that person by blood or marriage. 
 

C. Verification of Domestic Violence Status: 
 
Information provided by the victim pursuant to the certification or verification of 
domestic violence status shall be retained in confidence and not entered into any 
shared database nor provided to any related entity except when the disclosure is: 
consented to by the individual in writing, required for use in eviction proceedings, 
or otherwise required by law. 
 

1. The Housing Authority may accept as sufficient evidence the statement of 
the victim under the following circumstances: 
a) the victim has taken out a protection order, or other similar action, 

against the perpetrator and can provide a copy of the court action; 
b) the victim has reported any criminal activity to the police and can 

provide a Federal, State, tribal, territorial, or local police or court 
record.. 

 
2. Everett Housing Authority may request that an individual certify via an 

agency certification form that the individual is a victim of domestic 
violence, dating violence, or stalking, and that the incident or incidents in 
question are bona fide incidents of such actual or threatened abuse.  Such 
certification shall include the name of the perpetrator. 
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The individual shall provide such certification with fourteen (14) business 
days after EHA requests such certification in writing.  If the certification is 
not received within fourteen (14) days of EHAôs written request, nothing 
will limit EHAôs ability to deny eligibility to be housed or EHAôs ability to 
evict or terminate assistance.  The EHA may extend the fourteen (14) day 
deadline at its discretion. 

 

3.   Alternative documentation will be accepted that is signed by an employee, 
agent, or volunteer of a victim service provider, an attorney, or a medical 
professional, from whom the victim has sought assistance in addressing 
domestic violence, dating violence, or stalking, or the effects of the abuse, 
in which the professional attests under penalty of perjury to the 
professionalôs belief that the incident or incidents in question are bona fide 
incidents of abuse, and the victim of domestic violence, dating violence, or 
stalking has signed or attested to the documentation  

  
D.  Application and Selection: 
 

1. The application documents will inform applicants that being a victim or 
having been a victim of domestic violence, dating violence, or stalking is 
not an appropriate basis for denial of program assistance or for denial of 
admission of an otherwise qualified applicant. 

 
2. An applicant must declare and/or be verified as a victim of domestic 

violence, under the procedures approved by EHA, before EHA can 
consider his or her application within the context of the VAWA provisions. 

 
3. If an applicant is a verified as a victim of domestic violence, and there is 

evidence that demonstrates the causal connections between such 
violence or abuse and the victimôs negative histories permitting applicants 
for housing or housing assistance to provide incomplete rental and 
employment histories, otherwise required as a condition of admission or 
assistance, if the victim believes that providing such rental and 
employment history would endanger the victimôs or the victim childrenôs 
safety. 
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5.0 FAMILY OUT REACH 
 
The Housing Authority will publicize and disseminate information to make known 
the availability and nature of the Section 8 Program for extremely low-income, 
very low and low-income families on a regular basis.  Regular contact will be 
initiated with the following individuals, groups and organizations: 
 

A. The EHA will communicate the status of program availability to 
other service providers in the community and advise them of 
housing eligibility factors and guidelines so that they can make 
proper referral of their clients to the program. 

 
B. The Housing Authority invites landlords who are seeking 

information   about the Section 8 Program to attend weekly briefing 
sessions.   

 
C. The EHA staff attends local property mangersô meetings and also 

participate periodically in property ownersô association activities.  
These meetings provide an opportunity for owners to ask 
questions, obtain written materials and meet Housing Authority 
staff.  

 
D. The EHA maintains a list of interested landlords for the Section 8 

Program and updates the list regularly.  The Housing Authority will 
encourage owners of suitable units located in the service area to 
list their rental units with the EHA.  Targeted mailing lists have been 
developed and announcements are mailed to owners on a regular 
basis which provides information about the Section 8 program and 
how to list a unit with EHA.  In addition the EHA will regularly 
contact owners by telephone to ask them if they would like to list 
their rental units with the Housing Authority. 
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6.0 RIGHT TO PRIVACY  
 

A. Applicants and participants, including all adults in their households, 
are required to sign the form HUD-9886, ñAuthorization for Release 
of Information and Privacy Act Notice.ò This document incorporates 
the Federal Privacy Act Statement and describes the conditions 
under which HUD will release family information. 

 
B. The EHAôs policy regarding release of information is to comply with 

State and local laws which may restrict the release of family 
information.  

 
Typically any applicant or tenant information will not be released 
unless there is a signed release of information request from the 
applicant or tenant. 
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7.0 REQUIRED POSTINGS 
 
In each of its offices, the Everett Housing Authority will post, in a conspicuous 
place that the following policies and procedures are available upon request. 
 

A. The Section 8 Administrative Plan; 
 

B. Notice of the status of the waiting list (opened or closed); 
 

C. Address of all Housing Authority offices, office hours, telephone 
numbers, TDD numbers, and hours of operation; 

 
D. Income Limits for Admission; 
 
E. Informal Review and Informal Hearing Procedures; 

 
F. Fair Housing Poster; and 

 
G. Equal Opportunity in Employment Poster. 
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8.0 MANAGEMENT ASSESSMENT OBJECTIVES  
 
The EHA operates its housing assistance program with efficiency and can 
demonstrate to HUD that the Housing Authority is using its resources in a 
manner that reflects its commitment to quality and service. The EHA policies and 
practices are consistent with the areas of measurement for the following HUD 
Section Eight Management Assessment Program (SEMAP) indicators. 
 

Selection from the Waiting List;  
 

Reasonable Rent; 
 

Determination of Adjusted Income;  
 
Utility Allowance Schedule; 
 
HQS Quality Control Inspections; 
 
HQS Enforcement; 
 

Expanding Housing Opportunities; 
 
Fair Market Rent (FMR)/exception rent & Payment Standards; 
 
Annual Re-examinations; 
 
Correct Tenant Rent Calculations; 
 
Pre-Contract HQS Inspections; 
 
Annual HQS Inspections; 
 
Lease-up; 
 
Family Self-Sufficiency Enrollment and Escrow Account Balances; and 
 
Bonus Indicator De-Concentration. 
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8.1 Supervisory Quality Control  
 
Monitoring and reviews of the following tasks will be performed by a EHA 
Supervisor or other qualified person other than the person who performed the 
work, in a manner adequate to meet HUD requirements and to insure compliance 
with program regulations as required by HUD, on the following  Section 8 
Management Assessment Program (SEMAP) factors: 
   

Selection from the waiting list  
  
 Rent reasonableness; 
 
 Determination of adjusted income; and  
 
 HQS Enforcement. 
 
The annual sample of files and records will be drawn in an unbiased manner, 
leaving a clear audit trail.  
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9.0 HOUSING AUTHORITY/OW NER RESPONSIBILITY/ 

OBLIGATION OF THE FA MILY  
 
This Section outlines the responsibilities and obligations of the Everett Housing 
Authority, the Section 8 Owners/Landlords, and the participating families. 
 
 

9.1 The Everett Housing Authority Responsibilities 
 

A. The Housing Authority will comply with the consolidated ACC, the 
application, HUD regulations and other requirements, and the 
Everett Housing Authority Section 8 Administrative Plan. 

 
B. In administering the program, the Housing Authority must: 

 
1. Publish and disseminate information about the availability 

and nature of housing assistance under the program; 
 

2. Explain the program to owners and families; 
 

3. Seek expanded opportunities for assisted families to locate 
housing outside areas of poverty or racial concentration; 

 
4. Encourage owners to make units available for leasing in the 

program, including owners of suitable units located outside 
areas of poverty or racial concentration; 

 
5. Affirmatively further fair housing goals and comply with equal 

opportunity requirements; 
 

6. Make efforts to help disabled persons find satisfactory 
housing; 

 
7. Receive applications from families, determine eligibility, 

maintain the waiting list, select applicants, issue a voucher to 
each selected family, and provide housing information to 
families selected; 

 
8. Determine who can live in the assisted unit at admission and 

during the familyôs participation in the program; 
 
9. Obtain and verify evidence of citizenship and eligible 

immigration status in accordance with 24 CFR part 5; 
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10. Review the familyôs request for approval of the tenancy and 
the owner/landlord lease, including the HUD prescribed 
tenancy addendum; 

 
11. Inspect the unit before the assisted occupancy begins and at 

least annually during the assisted tenancy; 
 

12. Determine the amount of the housing assistance payment 
for a family; 

 
13. Determine the maximum rent to the owner and whether the 

rent is reasonable; 
 

14. Make timely housing assistance payments to an owner in 
accordance with the Housing Assistance Payment (HAP) 
contract; 

 
15. Examine family income, size and composition at admission 

and during the familyôs participation in the program. The 
examination includes verification of income and other family 
information; 

 
16. Establish and adjust Housing Authority utility allowance; 

 
17. Administer and enforce the HAP contract with an owner, 

including taking appropriate action as determined by the 
Housing Authority, if the owner defaults (e.g., HQS violation); 

 
18. Determine whether to terminate assistance to a participant 

family for violation of family obligations; 
 

19. Conduct informal reviews of certain Housing Authority 
decisions concerning applicants for participation in the 
program; 

 
20. Conduct informal hearings on certain Housing Authority 

decisions concerning participant families; 
 

21. Provide sound financial management of the program, 
including engaging an independent public accountant to 
conduct audits; and 

 
22. Administer an FSS program. 
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9.2 Owner Responsibility 
 

A. The owner is responsible for performing all of the ownerôs 
obligations under the HAP contract and the lease. 

 
B. The owner is responsible for: 

 
1. 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; 

 
2. Maintaining the unit in accordance with HQS, including 

performance of ordinary and extraordinary maintenance;  
 

3. Complying with equal opportunity requirements; 
 

4. Preparing and furnishing to the Everett Housing Authority 
information required under the HAP contract; 

 
5. Collecting from the family; 

 
   a. Any security deposit required under the lease. 

b. The tenant contribution (the part of rent to owner not 
covered by the housing assistance payment. 

 
c. Any charges for unit damage by the family. 

 
  6. Enforcing tenant obligations under the lease; and 
 

7. Paying for utilities and services (unless paid by the family 
under the lease.). 

 
C. For provisions on modifications to a dwelling unit occupied or to be 

occupied by a person with disabilities see 24 CFR 100.203. 
 
 

9.3 Obligations Of the Participant   
 

This Section states the obligations of a participant family under the program.  
 

A. Supplying required information. 
 

1. The participant family must supply any information that the 
Everett Housing Authority or HUD determines is necessary 
in the administration of the program, including submission of 
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required evidence of citizenship or eligible immigration 
status. Information includes any requested certification, 
release or other documentation. 

 
2. The participant family must supply any information requested 

by the Housing Authority or HUD for use in a regularly 
scheduled reexamination or interim reexamination of family 
income and composition in accordance with HUD 
requirements. 

 
3. The participating family must notify the Housing Authority in 

writing within ten (10) business days of the date of a change 
for any increase household size. 

 
4. The participating family must notify the Housing Authority of 

any of the following changes in writing within ten (10) 
business days of the date of change: 

  
a. Acceptance of employment after being unemployed. 

 
b. Acceptance of full-time employment or a second job 

after being employed on a less than full-time basis.  
Receipt of new income or benefit not currently being 
received (pension, Social Security, SSI, Public 
Assistance, Child Support, Unemployment 
Compensation, etc.).  This requirement does not 
apply to regular increases in compensation or benefits 
already being received and previously reported. 

 
5. The participant family must disclose and verify Social 

Security Numbers and must sign and submit consent forms 
for obtaining information. 

 
6. Any information supplied by the participating family must be 

true and complete. 
 
 B. HQS breach caused by the Family 
 

The participant family is responsible for any HQS breach caused by the 
family or its guests. 

 
  C. Allowing Housing Authority Inspection 
 

The participating family must allow the Housing Authority to inspect the 
unit at reasonable times and after at least two (2) days notice. 
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 D. Violation of Lease 
 

The participating family may not commit any serious or repeated violation 
of the lease. 
 

 E. Family Notice of Move or Lease Termination 
 

The participating family must notify the Housing Authority and the owner 
before the family moves out of the unit or terminates the lease by a notice 
to the owner. 

 
 F. Owner Eviction Notice 
 

The participating family must promptly give the Housing Authority a copy 
of any owner eviction notice it receives. 

 
 G. Use and Occupancy of the Unit 
 

1. The participating family must use the assisted unit for a 
residence by the family. The unit must be the familyôs only 
residence. 

 
2. The participating family is permitted to have overnight guests 

but such guest shall not stay longer than fourteen (14) days. 
 
3. The Housing Authority must approve the composition of the 

assisted family residing in the unit. The family must promptly 
inform the owner and the Housing Authority of the birth, 
adoption or court-awarded custody of a child. The family 
must request approval from the owner and the Housing 
Authority to add any other family member as an occupant of 
the unit. No other person may reside in the unit. 

 
4. The participating family must promptly notify the Housing 

Authority if any family member no longer resides in the unit. 
 

A. If the sole member is incarcerated for more than 60 
consecutive days, s/he will be considered 
permanently absent.  Any member of the household, 
other than the sole member, will be considered 
permanently absent if s/he is incarcerated for two 
consecutive months or 60 days in a twelve month 
period. 

  
B. If the family includes a child or children temporarily 

absent from the home due to placement in foster 
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care, the PHA will determine from the appropriate 
agency when the child/children will be returned to the 
home. 
1. If the time period is to be greater than 12 months 

from the date of removal of the child/ren, the 
voucher size will be reduced. 

2. If all children are removed from the home 
permanently, the voucher size will be reduced in 
accordance with the PHAôs subsidy standards. 

 
5. If the owner and the Housing Authority have given approval, 

a foster child/foster adult or a live-in aide may reside in the 
unit. The Housing Authority has the discretion to adopt 
reasonable policies concerning residence by a foster 
child/foster adult or a live-in aide and defining when the 
Housing Authority consent may be given or denied. 

 
6. With written permission of the owner and the Housing 

Authority, members of the household may engage in legal 
profit making activities in the unit, but only if such activities 
are incidental to primary use of the unit for residence by 
members of the family. Any business uses of the unit must 
comply with zoning requirements and the affected household 
member must obtain all appropriate licenses. 

 
7. The participating family must not sublease or let the unit. 

 
8. The participating family must not assign the lease or transfer 

the unit. 
 

9. No one other than a member of the household listed on the 
lease shall use the address of the assisted unit for mailing 
purposes except family members who are in the service, 
living out of the country, or living in an institution for a period 
expected to exceed ninety days. 

 
H. Absence from the Unit 

 
The family must supply any information or certification requested by the 
Housing Authority to verify that the family is living in the unit, or relating to 
family absence from the unit, including any Housing Authority requested 
information or certification on the purposes of family absences. The family 
must cooperate with the Housing Authority for this purpose. The family 
must promptly notify the Housing Authority of its absence from the unit. 
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Absence means that no member of the family is residing in the unit. The 
family may be absent from the unit for up to thirty (30) days. The family 
must request permission from the Housing Authority for absences 
exceeding thirty (30) days. The Housing Authority will make a 
determination within 5 business days of the request. An authorized 
absence may not exceed 180 days. Any family absent for more than 30 
days without authorization will be terminated from the program. 

 
Authorized absences may include, but are not limited to: 

 
  1. Prolonged hospitalization 

a. If a family member leaves the household to enter a 
facility such as a hospital, nursing home or 
rehabilitation center, the PHA will seek advice from a 
reliable qualified source as to the likelihood and timing 
of their return. 

b. If the verification indicates that the family member will 
be permanently confined to a nursing home, the family 
member will be considered permanently absent. 

c. If the verification indicates that the family member will 
return in less than 90 consecutive days, the family 
member will not be considered permanently absent. 

d. If the person who is determined to be permanently 
absent is the sole member of the household, 
assistance will be terminated in accordance with the 
ñAbsence of the Entire Family Policy.ò 

 
2. Absences beyond the control of the family (i.e., death in the 

family, other family member illness) that requires the family 
member to leave the subsidized unit for more than 30 days, 
with written notice and approval by the PHA; 

 
3. Other absences that are deemed necessary by the Housing 

Authority 
 
4. Families with approved absence who have not received 

housing assistance for up to 180 days will be considered as 
having interrupted assistance and will be re-housed without 
re-application or placement on the waiting list. 

 
 
 I. Interest in the Unit 
 

The family may not own or have any interest in the unit (except for owners 
of manufactured housing renting the manufactured home space). 
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 J. Fraud and Other Program Violation 
 

The members of the family must not commit fraud, bribery, or any other 
corrupt or criminal act in connection with the programs. 

 
 K. Crime by Family Members 
 

The members of the family may not engage in drug-related criminal 
activity or other violent criminal activity; however, activities that are directly 
related to domestic violence, dating violence or stalking, by a member of 
tenantôs household, guest, or other person under tenantôs control shall not 
be cause for termination of assistance if the tenant or immediate member 
of the tenantôs family is a victim of that violence or stalking as specified by 
the Violence Against Women Act. 

 
L. Visitors 

 
1. Any person not included on the lease who has been in the unit 
more than fourteen (14) consecutive days without the Housing Authorityôs 
approval, or a total of thirty (30) days in a twelve (12) months period, will 
be considered to be living in the unit as an unauthorized household 
member. 

a. Absence of evidence of any other address will be considered 
verification that the visitor is a member of the household. 

 
b. Statements from neighbors and/or the landlord will be 
considered in making the determination. 

 
c. Use of the unit address as the visitorôs current residence for 
any purpose shall be construed as permanent residence. 

 
d. The burden of proof that the individual is a visitor rests on 
the family. In the absence of such proof, the individual will be 
considered an unauthorized member of the household and the 
Housing Authority will terminate assistance since prior approval 
was not requested for the addition.  

 
2. Minors and college students who were part of the family but who 
now live away from home during the school year for more than 180 days 
during the year shall be considered eligible visitors and not family 
members.  

 
3. In a joint custody arrangement, if the minor is in the household less 
than 183 days per year, the minor will be considered to be an eligible 
visitor and not a family member. 
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 M. Other Housing Assistance 
 

An assisted family, or members of the family, may not receive Section 8 
tenant-based assistance while receiving another housing subsidy, for the 
same unit or for a different unit, under any duplicative (as determined by 
HUD or in accordance with HUD requirements) Federal, State or local 
housing assistance program. 
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10.0 CONDITIONS GOVERNING  ELIGIBILITY  
 
 

10.1 Introduction 
 
This section identifies the Authorityôs policies regarding admission to the Everett 
Housing Authorityôs Section 8 Program.  There are five eligibility requirements for 
admission to Section 8, they are: 
 

A. Qualifies as a family; 
 

B. Has an income within the income limits; 
 

C. Meets citizenship/eligible immigrant criteria; 
 

D. Provides documentation of Social Security Numbers; 
 

E. Signs consent authorization documents.  
 
 In addition to the eligibility criteria, families must also meet the Everett Housing 
Authorityôs screening criteria in order to be admitted to the Section 8 Program. 
 
 

10.2 Eligibility Criteria 
 

A. Family Definition:  to be eligible for assistance an applicant(s) must 
qualify as a family which is defined as follows:  

 
Any person, or group of persons desiring to reside together whose 
income and resources are available to meet the familyôs needs and 
who are related by blood, marriage or operation of law, or who 
either already have established or certify that they intend to 
establish a permanent household relationship. 

 

B. Income Eligibility:  Income eligibility is defined as the  familyôs 
annual income at the time of admission, and cannot exceed the 
income limits for eligibility established by HUD. 

 
1. To be eligible to receive assistance a family shall, at the time 

the family initially receives assistance under the Section 8 
program, be a low-income family that is: 

 
a. A very low-income family; 
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b. A low-income family continuously assisted under the 
1937 Housing Act; 

 
c. A low-income family that meets additional eligibility 

criteria specified by the Housing Authority; 
 

d. A low-income non-purchasing family residing in a 
project or a property subject to a resident 
homeownership program under 24 CFR 248.173; 

 
e. A low-income family or moderate-income family that is 

displaced as a result of the prepayment of the 
mortgage or voluntary termination of an insurance 
contract on eligible low-income housing. 

 
f. A low-income family that qualifies for Voucher 

assistance as a non-purchasing family residing in a 
project subject to a resident home ownership 
program. 

  
 g. A family who has any member of the applicant   
  or participant family who has been terminated from  
  any assisted housing program in the past five years,  
  or who owes any debt to any Housing Authority is  
  ineligible. 

 h. The Everett Housing Authority will access HUDôs EIV  
  national database to determine previous housing  
  assistance history and debt owed to any housing  
  authority. 

1. The Everett Housing Authority will provide 
any applicant or participant the records 
found in the database. 

2.  Neither EHA nor HUD have the authority to 
change the reported data, only the reporting 
Housing Authority can do this.  

3. The applicant or participant must clear up the 
record with the reporting Housing Authority. 

 
  2. Income limits apply only at initial admission. 
 
  3. Families who are moving into the Everett Housing Authorityôs  

jurisdiction under portability and have the status of applicant 
rather than of participant at their initial housing authority, 
must meet Everett Housing Authorityôs income eligibility 
limits. 
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4. Families who are moving into the Everett Housing Authority's  

jurisdiction under portability and are already program 
participants at their initial housing authority do not have to 
meet the income eligibility requirement for the Everett 
Housing Authorityôs program. 

 
5. Income limit restrictions do not apply to families transferring 

units within the Everett Housing Authority Section 8 
Program.  

 
 
C.  Citizenship/Eligible Immigrant Status 
 

24 CFR 5.508 Submission of Evidence of Citizenship or Eligible Immigration 
Status.  

Amended by Final Rule, published in the Federal Register, December 29, 2009. 

 
 

Family eligibility for assistance.  
 

1. In order to receive assistance, a family member must be a U.S. 
Citizen or eligible immigrant. 
 

2. All claims of eligibility for assistance must be verified, regardless 
of age. 

a. For U.S. citizens or U.S. nationals, the evidence consists 
of a signed declaration of U.S. citizenship or U. S. 
nationality. 

b. If verification of the declaration is required, acceptable 
documentation to verify the declaration of citizenship or 
nationality can be one of the following: 

i. U.S. passport 
ii. U.S. birth certificate 
iii. Employment authorization card 
iv. Temporary resident card 
v. Other appropriate documentation as provided in 

24 CFR, 5.506, 5.508, as provided in 42 U.S.C.A. 
§ 1436a  - Section 214 of the Housing and 
Community Development Act. (hereafter Section 
214). 

c. For Non-citizens, adequate evidence consists of a signed 
declaration of eligible immigration status and an original 
of one of the Section 214 documents listed in 5.508(b)(1) 

i. Form I - 551, Alien Registration Receipt Card 
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ii. Form I ï 94,  Arrival / Departure Record with the 
following annotations: 

1. ñAdmitted as Refugee Pursuant to Section 
207ò 

2. ñSection 208ò or ñAsylumò 
3. ñSection 243(h)ò or ñDeportation stayed by 

Attorney Generalò 
4. ñParoled Pursuant to Section 212(d)(5) if 
the INAò 

iii. Form I-688 Temporary Resident Card annotated 
with ñSection 245Aò or ñSection 210ò 

iv. Form I-688B, Employment Authorization Card 
must be annotated with ñProvision of Law 
274a.12(11) or ñProvision of Law 274a.12ò 

v. A receipt issued by the INS indication that an 
application for issuance of a replacement 
document in one of the above-listed categories 
has been made and the applicantôs entitlement to 
the document has been verified. 

vi. Other acceptable evidence: If other documents are 
determined by the INS to constitute acceptable 
evidence of eligible immigration status, those 
documents will be accepted. 

   

3.  Individuals who are neither may elect not to contend their 
 status.  Eligible immigrants are persons who are in one of 
 the six immigrant categories as specified by HUD. 

 
4. For the Citizenship/Eligible Immigration requirement, the 

status of each member of the family is considered 
individually before the familyôs status is defined. 

 
5. A family is eligible for assistance as long as at least one 

member is a citizen or eligible immigrant.  Despite the 
ineligibility of one or more family members, a mixed family 
(defined as families that include eligible and ineligible 
individuals) may be eligible for one of three types of 
assistance.  Such applicant families will be given notice that 
their assistance will be pro-rated and that they may request 
a hearing if they contest this determination. 

 
 

6. A family without any eligible members and receiving 
assistance on June 19, 1995 may be eligible for temporary 
deferral of termination of assistance. 
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7. Non-citizen students, as defined by HUD in the non-citizen 
regulations are not eligible for assistance. 

 
8. Appeals:  for this eligibility requirement only, the applicant is 

entitled to a hearing exactly like those provided for 
participants. 

D. Social Security Number Documentation 
 

24 CFR 5 Subpart B ïDisclosure and Verification of Social Security Numbers and 
Employer Identification Numbers, Procedures for Obtaining Income Informatio n 
 
5.210(a) this subpart B requires applicants for and participants in covered HUD 
programs to disclose, and submit documentation to verify, their Social Security 
Numbers (SSNs). Section 5.216 Disclosure and Verification of Social Security 
Number (SSN) and Employer Identification Number (EIN) as amended by Final 
Rule, published in the Federal Register, 24 CFR Parts 5, 92, and 908, January 27, 
2009. 

 
1. Effective September 30, 2009, families are required to 

provide verification of Social Security numbers for all family 
members prior to admission. This requirement also applies 
to persons joining the family after admission to the program. 

 
2. Failure to furnish verification of Social Security numbers is 

grounds for denial of admission or termination of tenancy. 
 

a. The family will remain on the waiting list if 
the head of household has supplied a 
Social Security Number with appropriate 
verification that the number is accurate.  

b. The family will not be deemed eligible until 
Social Security Numbers for each eligible 
family member is supplied and verified. 

c. Pro-rated family members who claim 
ineligible immigration status will not be 
required to supply Social Security Numbers 
and verification of the accuracy of those 
numbers since assistance will not be 
provided for family members without a valid 
Social Security Number or without eligible 
immigration status. 

 
3. For Applicants: 

 
At the time the Authority is determining an applicantôs 
eligibility under the Section 8 Housing Program (which would 
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include the entire time the applicant is waiting for 
assistance), that applicant must submit complete and 
accurate Social Security Numbers (SSNs) assigned to the 
applicant and to each member of the applicantôs household, 
and acceptable verification that the Social Security Number 
is correct.  

         
 
E. For Participants: 
 

Once a participant has disclosed and verified SSNs, subsequent 
disclosure and verification, is required only under the following 
circumstances: 

  
1. If the household adds a new member, at the next interim or 

regularly scheduled re-examination which includes the new 
member, the household must submit complete and accurate 
Social Security Numbers (SSNs) assigned to the new 
member(s) and acceptable verification that the Social Security 
Number is correct. 

2. If a member of the household has not previously presented a 
valid Social Security Card with acceptable verification that the 
number is accurate, then such documentation will be required at 
the next interim or annual re-certification or review. 

 
 

F. Documentation of SSNôs shall be in accordance with HUD guidelines. 
 
G. Restrictions Regarding College Students 

 
1. For Applicants 

 
No housing assistance may be provided to any individual who is enrolled in an 
institution of higher learning as defined under section 102 of the Higher 
Education Act of 1965 (20 USC 1002) and who: 
 

a. Is under twenty four years of age  
b. Is not a U.S. veteran 
c. Is unmarried 
d. Does not have a dependent child 
e. Is not otherwise individually eligible to be housed, or  
f. Has parents who are not individually or jointly eligible t o be 

housed. 
 

2. For Participants ï CFR 982.552 (b) (5) 
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The Housing Authority must deny or terminate assistance if any family 
member fails to meet the eligibility requirements concerning individuals 
enrolled at an institution of higher education (CFR 5.612).  
 

a. Under 24 
b. Not a U.S. veteran 
c. Unmarried, and 
d. Does not have a dependent child, UNLESS 

 The student is income eligible and 

 The studentôs parents are income eligible for the program, or 

 The student is an independent student.  
e. An independent student is defined by the Department of Education as 

a person who is: 
 

1. At least 24 years old by December 31 of the award year for which 
aid is sought 

2. An orphan or ward of the court through age 18;  
3. a veteran of the U.S. armed forces; 
4. Have a legal dependent other than a spouse or 
5. Be married. 
6. Additionally, the student cannot be claimed as a dependent on 
another personôs tax return, and must  

7. Obtain parental certification of the amount of support that will be 
provided by the parents, including if no financial assistance will be 
provided. 

f. If the student is eligible to receive assistance, any financial assistance 
(in excess of amounts received for tuition) that an individual receives 
from private sources or an institution of higher education must be 
considered as income.  There is one exception:  If the student is over 
the age of 23 and has a dependent child or children, the financial 
assistance they receive toward their education is not counted as 
income. 

 

10.3 Consent Forms 
 

A. In order to be eligible, each member of the family who is at least 
eighteen (18) years of age, and each family head and spouse 
regardless of age, shall sign one or more consent forms. 

 
B. The consent form must contain, at a minimum, the following: 

 
1. A provision authorizing HUD or the Housing Authority to 

obtain from State Wage Information Collection Agencies 
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(SWICAs) any information or materials necessary to 
complete or verify the application for participation or for 
eligibility for continued occupancy;     

 
2. A provision authorizing HUD or EHA to verify with previous 

or current employers income information pertinent to the 
familyôs eligibility for or level of assistance; 

 
3. A provision authorizing HUD to request income information 

from the IRS and the SSA for the sole purpose of verifying 
income information pertinent to the familyôs eligibility or level 
of benefits;  

4. A provision authorizing EHA to verify all relevant information  
related to eligibility and suitability for admission including 
income, assets, deductions, references, and criminal history;  

  and 
 

5. A provision authorizing EHA to request information from the  
INS when one or more household members declares a non-
citizen status. 

 
 

10.4 Screening for Criminal and Drug-related Behavior   
 

Purpose:  The intent of federally assisted housing is to provide a safe and 
supportive living environment free from crime and drug activities.  EHA 
emphasizes a drug-free housing policy, encourages safe streets, 
community involvement, self-help activities, and connections with the 
network of community supports.  EHA also undertakes standardized 
background checks on all applicants. 
 

 A. HUD Definitions: 
    

1. ñDrug-related criminal activityò is the illegal manufacture, sale, 
distribution, use possession with intent to manufacture, sell, 
distribute or use a controlled substance (as defined in section 
102 of the Controlled Substances Act (21 U.S.C. 802). 

 
2. Drug-related criminal activity means on or off the premises, 

not just on or near the premises. 
 

3. ñCriminal activityò includes any criminal activity that threatens 
the health, safety or right to peaceful enjoyment of the 
residentôs public housing premises by other residents or 
employees of the EHA. 
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4. Other criminal activity which may threaten the health or 
safety of the owner, property management staff, or persons 
performing a contract administration function or responsibility 
on behalf of the PHA (including a PHA employee, contractor, 
subcontractor or agent). 

 
5.  ñCriminal Activityò does not include criminal activity directly 

relating to domestic violence, dating violence, or stalking, 
engaged in by a member of participantôs household, guest, 
or other person under participantôs control if participant or 
immediate member of the participantôs family is a victim of 
that violence or stalking, in accordance with the Violence 
Against Women Act of 2005. 

 

B. Screening Procedure: 
    

1. In an effort to prevent drug related and other criminal activity 
in Everett communities, as well as other patterns of behavior 
that pose a threat to the health and safety or of other 
residents or of a communityôs right to enjoy a peaceful 
environment, EHA will endeavor to screen applicants as 
thoroughly and fairly as possible. 

 
2. Initial screening will include routine inquiries of the family, 

request of criminal records from a state law enforcement 
agency, and any other information provided to EHA 
regarding this matter.  These measures shall be applied 
equally to all applicants through a standardized process. 

 
3.   If as a result of the initial screening, there is indication that 

any family member is engaged in drug-related criminal or 
violent criminal activity, EHA may conduct closer inquiry to 
determine whether the family should be denied admission.  
EHA will not be obligated to conduct any additional search 
that it considers an unreasonable administrative burden on 
the agency. 

 
4. Law Enforcement Records:  The Everett Housing Authority 

will check criminal history for all applicants and adults in the 
household to determine whether any member of the family 
has engaged in violent or drug-related criminal activity. 

 

C. Standard For Violation  
 

1. Persons evicted from federally assisted housing because of 
drug-related criminal activity are ineligible for admission to 
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the Section 8 Program for a five-year period beginning on 
the date of such eviction. The Housing Authority may 
consider the circumstances if: 

 
a. The person demonstrates successful completion of a 

rehabilitation program approved by the EHA, or 
b. The circumstances leading to the eviction no longer 

exist.  For example, the individual involved in drugs is 
no longer in the household because the person is 
incarcerated. 

 
2. No member of the applicantôs family may have engaged in 

drug related or violent criminal activity within the past 5 
years.  In addition, applicants may be denied assistance for 
serious crimes or numerous crimes that suggest a pattern of 
behavior that may interfere with the health, safety or right to 
peaceful enjoyment of the premises by other residents, even 
if such crimes were committed more than 5 years in the past. 
Criminal activity directly relating to domestic violence, dating 
violence, or stalking, engaged in by a member of 
participantôs household, guest, or other person under 
participantôs control if participant or immediate member of 
the participantôs family is a victim of that violence or stalking 
will not be construed as violent criminal activity, in 
accordance with the Violence Against Women Act of 2005. 
 

3.   The Housing Authority will permanently deny assistance 
under the Voucher Program to persons convicted of 
manufacturing or producing methamphetamine. 

    
4.   The Everett Housing Authority will deny participation in the    

program to applicants where EHA determines there is    
reasonable cause to believe that the person is illegally using 
a  controlled substance or engages in drug-related or other    
criminal activity.  The same will apply if it is determined that 
the person abuses alcohol in a way that may interfere with 
the health, safety or right to peaceful enjoyment of the 
premises by other residents.  This includes cases where the 
EHA determines that there is a pattern of illegal use of 
controlled substances or a pattern of alcohol abuse. ñCurrent 
useò is defined as any incident within the past 6 months. 

 
5. The Everett Housing Authority will deny participation in the 

program if any member of the applicant household is 
currently subject to a registration requirement under any 
State sex offender registration program. 
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D. Other Criminal Activity 
  

For the purposes of this policy, ñother criminal activityò is construed 
to mean history of criminal activity involving crimes of actual or 
threatened violence to persons or property, or a history of other 
criminal acts, conduct or behavior which would adversely affect the 
health, safety, or welfare of other people. Criminal activity directly 
relating to domestic violence, dating violence, or stalking, engaged 
in by a member of participantôs household, guest, or other person 
under participantôs control if participant or immediate member of the 
participantôs family is a victim of that violence or stalking, will not be 
construed as violent criminal activity, in accordance with the 
Violence Against Women Act of 2005  

   

E. Evidence 
 

1. The Housing Authority must have evidence of the violation. 
 
2. ñPreponderance of evidenceò 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 proven more 
probable than not.  The intent is not to prove criminal liability, 
but to establish that the act(s) occurred.  Preponderance of 
evidence is not determined by the number of witnesses, but 
by the greater weight of all evidence. 

 
3. ñCredible evidenceò may be obtained from police and/or 

court records. Testimony from neighbors, when combined 
with other factual evidence, can be considered credible 
evidence.  Other credible evidence includes, but is not 
limited to, documentation of drug raids or arrest warrants, 
evidence gathered by EHA inspectors and/or investigators 
and information provided by credible sources such as 
landlords, social service agency workers, probation officers, 
criminal or public records to EHA through phone calls, letters 
or walk-in visitors.  

 

4. The EHA may pursue fact-finding efforts as needed to obtain 
   credible evidence. 
 

5. In evaluating evidence of negative past behavior, the EHA 
will give fair consideration to the seriousness of the activity 
with respect to how it would affect other residents, and/or 
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likelihood of favorable conduct in the future which could be 
supported by evidence of rehabilitation. 

 
6. Prior to a hearing, the family has the right to examine PHA 

documents and the PHA has a right to examine family 
documents.  Each party may copy documents at their own 
expense.  If documents were requested and not provided to 
the other party, then such documents cannot be relied upon 
in the hearing.  

 
F. Confidentiality of Criminal Records 
 

1. The Everett Housing Authority will ensure that any criminal 
record received is maintained confidentially, not misused or 
improperly disseminated.  

 
2. When the criminal record is no longer of current use, it will be 
removed from the applicantôs file and destroyed.  The record will 
be ñno longer of current useò at the time when the applicantôs 
hearing rights have expired.  If it becomes necessary to consult 
a record that has been destroyed, EHA may request a new copy 
of a criminal record. 

 
 
 

G. Disclosure of Criminal Records to Family 
 

When EHA takes any adverse action based on a criminal conviction 
record, the applicant will be provided an opportunity to dispute the 
record at an informal review.  The record will be available for the 
applicantôs review prior to and during the hearing. 

 

H. Informal Review 
 

If information regarding the applicantôs criminal background is 
revealed that would cause EHA to deny admission to the 
household, she or he will be given an opportunity for an informal 
review.  (See Section 11.5) 
 

10.5 Ineligible Applicants 
 
Families who are determined to be ineligible will be notified in writing of the 
reason for denial and given an opportunity to request an informal review, or an 
informal hearing if they were denied due to non-citizen status. 
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A. Admission to the program may not be based on where the family 
lives before admission to the program. 

 
B. Admission to the program may not be based on: 

 
1. Discrimination because members of the family are unwed 

parents, recipients of public assistance, or children born out 
of wedlock; 

 
 2. Discrimination because a family includes children; 
 
C. Whether a family decides to participate in a family self sufficiency 

program; or 
 

D. Other reasons as listed in the Fair Housing and Reasonable 
Accommodations section. 
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11.0 APPLICATION PROCESS 
 

11.1 Overview Of Application Process 
 

A. The application process will involve two phases: 
 

1. The first phase requires the family to provide all information 
listed on the application and related forms. 

 
a. This information includes the following: 

 
1. Family composition (age, sex, elderly and 

disability status); 
 

2. Household income and assets; 
 

3. Claim and eligibility for any preference; 
 

4. Debt to any housing authority; 
 

5. History of violent crime or criminal or drug 
related activity or previous eviction or 
termination from Section 8 or other assisted 
housing programs within the past 5 years. 

 
b. The EHA will then conduct an initial review of the 

application to determine the applicantôs general 
eligibility and eligibility for a preference.  EHA will 
determine which information must be immediately 
verified and what information can be verified at a later 
date by considering: 

 
1. Information contained on application form(s) 

which may challenge the applicantôs eligibility 
for Section 8 and so must be verified to 
establish initial eligibility;  

 
 

2. The length of the waiting list and the 
immediacy of an offer to an eligible applicant; 

 
3. This first phase results in the familyôs 

placement on the waiting list.  If after a review 
of the application the family is determined to be 
preliminarily eligible, they will be notified in 
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writing, or in an accessible format upon request 
as a reasonable accommodation.  The written 
notice of preliminary eligibility will be mailed to 
the applicant by first class mail; and 

 
4. If the family is determined to be ineligible 

based on the information provided in the 
application, the EHA will notify the family in 
writing, state the reason(s), and inform them of 
their right to an informal review. 

 
2. The second phase is the final determination of the 

applicantôs eligibility, admission, and level of benefit Families 
will be selected from the waiting list in their determined 
sequence, regardless of family size, subject to income 
targeting requirements.  When it appears that a family on the 
waiting list can be issued a Voucher within a sixty (60) day 
period: 

 
a. The family will be sent a written notice to this 

effect and requested to come to the office to 
update application information. 

 
b. The EHA utilizes the application interview to 

discuss the familyôs circumstances in greater 
detail, to clarify information which has been 
provided by the family, and to ensure that 
information is complete.  The interview is also 
used as a vehicle to meet the informational 
needs of the family by providing information 
about the application and verification process, 
as well as to advise the family of other EHA 
services or programs which may be available. 
  

c. Upon completion of the application verification 
(or re-verification) of income, assets, eligibility 
and preference category, the applicant will be 
offered a voucher unless it is determined that 
the family is ineligible for assistance or is 
ineligible for a preference.  The qualification for 
preference must exist at the time the 
preference is claimed and at the time of 
verification, because claim of a preference 
determines placement on the waiting list.                                                                                                    
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11.2 Receipt Of Application 
 

A. Unless application taking is suspended, EHA will accept a written 
form from any person or family who wants to apply, even if an 
informal discussion shows that the applicant may not be eligible. 

 
B. Applications will be submitted on EHAôs standard application form. 

The application includes all the information EHA needs to 
determine whether the family can be admitted to Section 8 and 
what priority the family will have for admission. 

 
C. Applications will be accepted through the manner specified in the 

notice announcing the opening of the Section 8 Waiting List.  
Methods of receiving applications may include mail, in person at a 
designated site or through electronic means or a combination of 
methods as indicated in the notice of waitlist status. Incomplete 
applications will not be accepted.  Where it is medically or 
geographically impossible for the applicant to put in an application 
in person, and such is the published method of application delivery, 
EHA will make arrangements for an application to be taken in 
another appropriate manner. If a specific means of application 
delivery and acceptance is posted and published, applications 
presented by other means will not be accepted.  

 
D. The completed application will be date stamped, marked for time 

and initialed.  All applications will be processed to the extent 
necessary to determine whether the applicant appears to be eligible 
and suitable for tenancy. 

 
E. Initially, applications may be received and placed in the application 

pool without verification of information provided.  However prior to 
being offered housing assistance, applicants will be required to 
meet eligibility, suitability, and other admission criteria, and to 
comply with EHAôs procedures for verification of information 
provided. 

 
F. The EHA will retain for three (3) years a copy of the application, the 

notification letter(s), the applicantôs responses (if any), the record of 
any informal reviews, and a statement of final disposition. 

 
 

11.3 Selecting Families  
 

A.  Waiting List Admissions and Immediate Assistance 
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The Housing Authority may admit an applicant for participation either as a 
waiting list admissions or immediate assistance waiting list admission.   
 
B. Waiting List Admissions 
 
The EHA will select families based on the following preferences from its 
waiting list: 

 
1. Persons participating in a special program described below, 

where the Board of Commissioners has formally acted to 
determine a number of vouchers available for said special 
program. 

 
2. Persons who are displaced, as defined by Federal 

Relocation regulations, or who are required to move out of  
their existing development or complex (but not out of a 
specific unit within a development or complex), or who are 
provided written notification of such displacement or 
requirement to move, all due to restructuring, demolition or 
replacement of Everett Housing Authority-owned Low Rent 
Public Housing. 

 
3. Other applicants who are paying in excess of 30% of their 

gross monthly income for rent and utilities or who are 
homeless or living in a shelter or a transitional housing 
program or lacking a permanent residence for the exclusive 
use of their immediate family.  All other applicants:  Any 
applicant without a preference who would be at the top of the 
waiting list if they met the rent burden preference will have 
six (6) months to establish a preference once they are 
notified.  
 
Within six (6) months from the date of the notification an 
applicant must show that they meet the rent burden by 
verifying that they are paying thirty percent (30%) of their 
income for rent and utilities.  Such applicant may have an 
additional ninety (90) days. 
 
Applicants may establish their preference by paying thirty 
percent (30%) of their income for rent and utilities for at least 
ninety (90) days immediately prior to issue of the Voucher. 

 
C. Special Programs:  

 
The Authority cooperates with several local agencies and governments in 
an effort to combine the benefits of housing assistance with other services 
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to better serve the citizens of this community.  In the following Special 
Programs, the Authority grants a local preference to participants referred 
by participating agencies.  In most cases, the Authority has an operating 
agreement with the participating agency and the Board of Commissioners 
of the Authority takes formal action to determine the number of vouchers 
to be made available for participants in these Special Programs.  EHAôs 
Special programs include the following: 

 
1. Rental Rehabilitation Program:  The Authority cooperates 

with the City of Everett and HUD in the Rental Rehabilitation 
Program.  This program is designed to encourage the 
rehabilitation of residential structures without displacing 
existing tenants. 

 
2. Project Self-Sufficiency:  The Authority cooperates with  

Snohomish County in Project Self-Sufficiency.  Vouchers are 
issued to eligible families selected to participate in that 
project.  The goal of Project Self-Sufficiency is to aid single-
parent families develop the skills and training necessary to 
be financially self-sufficient. 

 
3. Emergency Housing Programs:  The Housing Authority 

cooperates with local emergency housing agencies in 
providing vouchers to homeless families who have 
successfully completed a transitional housing program.  
Such vouchers shall only be issued to eligible families 
referred by an agency with whom the Authority has a 
contract to provide emergency housing referral services.  
The Housing Authority is participating in a pilot program, ñNo 
Wrong Doorò with the Department of Social and Health 
Services.  This program will provide 15 Fair Share Vouchers 
to homeless, disabled clients for whom services have been 
put into place prior to housing.  Another 15 Fair Share 
Vouchers will be used for homeless, non-disabled families 
who are referred by DSHS for a voucher once services are I 
place for the family.  All 30 vouchers must be used for clients 
who have been referred by DSHS to the Authority for a 
housing voucher under this Special Program. 

 
4. Mentally and Developmentally Disabled Programs:  The 

Housing Authority cooperates with local agencies serving the 
needs of both mentally and developmentally disabled 
individuals and families.  Eligible applicants are referred by 
participating agencies which continue to assist the families 
after the housing has been secured.  In some cases, two or 
more disabled individuals reside together as a family, in 
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accordance with HUD regulations.  Participants must 
otherwise qualify for housing. 

 
5. Terminally Ill Program:  The Housing Authority cooperates 

with local agencies assisting terminally ill individuals and 
families with a terminally ill member.  Vouchers issued for 
this purpose shall only be issued to eligible families who are 
referred by an agency with whom the Authority has a 
contract to provide for referral and on- going support 
services. 

 

6. Working Families Set Aside Program:  The Housing Authority 
operates a Working Families Program, which evolved from 
the Welfare to Work Program.  This Program is capped at 25 
vouchers at any one time which will be set aside for use by 
Partnering Agencies, such as Project Self Sufficiency, 
Volunteers of America, Housing Hope, and Domestic 
Violence Services of Snohomish County.  These vouchers will 
be used to further self -sufficiency within our community.   
Participants must be working or actively participating in a 
work training program and must be receiving comprehensive 
services from the Partnering Agency or be transitioning out 
of a period of receiving comprehensive services.  Partnering 
Agencies will prepare an agreement for services appropriate 
to each familyôs needs.  The family and Agency will sign the 
service agreement, which will be part of the familyôs 
obligations under the Section 8 program.  Eligible families 
will be recommended by the Partnering Agencies to the 
Housing Authority. 

 
7. Rental Assistance for Non-Elderly Persons with Disabilities 

Related to Certain Developments:  The Housing Authority 
was awarded 200 vouchers to be used for individuals or 
families who qualify for a one bedroom unit, who are 
disabled and who are under 62 years of age. These 
vouchers must be re-distributed to qualified households 
when a voucher is again available for use. The Housing 
Authority will maintain a waitlist of qualified individuals for 
this special set-aside voucher program.  Applications or pre-
applications will be accepted regardless of the open or 
closed status of the regular Section 8 program waitlist in 
order to assure full utilization of the authorized vouchers.  

 
 

D. (Left open for new programs) 
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E. Immediate Assistance Admissions:  If HUD awards the Housing 
Authority funding that is targeted for specifically named families, the 
EHA will admit these families under an Immediate Assistance 
Admission.  Immediate Assistance Admission families will be 
admitted outside of the regular waiting list process.  They do not 
have to qualify for any preferences, nor are they required to be on 
the program waiting list.  The EHA maintains separate records of 
these admissions.  

 
F. Random Drawings: (Lottery) At any time that the Housing Authority 

anticipates a significant number of applications, such as upon 
reopening the waiting list, the Housing Authority may by action of 
the Board of Commissioners, determine that applications received 
during a specified period of time, will be ranked on the waiting list 
on the basis of a random drawing, rather than by date and time.  
For administrative purposes, the Housing Authority may convert the 
random drawing results to an equivalent date and time format.  The 
Housing Authority shall maintain records on the random drawing.  
Applications received during a random drawing period are still 
subject to the waiting list preferences described above. 

 
G. Opening and Closing the Waiting List: 

 
1. Any action to open or close EHAós waiting list will be 

announced with a public notice stating that applications for 
Section 8 housing assistance will again be accepted.  The 
public notice will state where, when, and how to apply and 
whether the random drawing procedure will be utilized.  In 
the case of opening of the waiting list the notice will also 
state any limitation on who may apply.  Closing of the waiting 
list will also be announced with a public notice.  The public 
notice will state the date the waiting list will be closed. 

 
2. All notices will be published in a general circulation 

newspaper.  The notice will include the Fair Housing logo or 
slogan and will be in compliance with Fair Housing 
requirements. 

 
H. Families Nearing the Top of the Waiting List: To assure that the 

data upon which determinations of eligibility, rent to be paid, and 
size of dwelling required are to be based are full, true and 
complete, the information submitted by each applicant is to be 
verified prior to admission.   

 
I. Income Targeting:   
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1. In accordance with the Quality Housing and Work 
Responsibility Act of 1998, each fiscal year, the Housing 
Authority will reserve a minimum of seventy-five percent 
(75%) of its Section 8 new admissions for families whose 
income does not exceed thirty percent (30%) of the area 
median income.  HUD refers to these families as ñextremely 
low-income families.   When necessary to comply with this 
seventy-five percent (75%) threshold the Housing Authority 
will skip families on the wait list whose income exceeds  
thirty percent (30%) of the area median and select families 
lower on the waiting list who are ñextremely low-incomeò.  
This process will be followed as long as necessary to bring 
the Housing Authority into compliance with the income 
targeting requirement. 

 
2. The Housing Authorityôs income targeting requirement does 

not apply to low-income families continuously assisted as 
provided for under the 1937 Housing Act. 

 
3. The Housing Authority is also exempted from this 

requirement where the Housing Authority is providing 
assistance to low income or moderate income families 
entitled to preservation assistance under the tenant-based 
program as a result of a mortgage repayment or opt-out. 

 
4. If there are not enough extremely low-income families on the 

waiting list the Housing Authority will conduct outreach on a 
non-discriminatory basis to attract extremely low-income 
families to reach the statutory requirement. 

 

11.4 Purging the Waiting List 
 

A. All applicants are responsible for notifying the Housing Authority of 
their continued interest in housing assistance at least once every 
six (6) months. 

 
B. The Everett Housing Authority will update and purge its waiting list 

periodically to ensure that the pool of applicants reasonably 
represents the interested families for whom EHA has current 
information. 

   
C. The waiting list will be purged by sending a mailing to all applicants 

who have not contacted the Housing Authority within the most 
recent six (6) months.  The mailing will ask for current information 
and confirmation of continued interest. 
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D. When an applicant fails to respond within ten (10) days to the 
written mailing the Housing Authority will make a second attempt to 
contact the applicant through the contact person listed on the 
application.  If the Housing Authority is unable to contact the 
applicant after the second attempt the applicant will be removed 
without further notice. 

   
E. An applicant removed from the waiting list for failure to respond, will 

not be entitled to reinstatement unless the applicant initiates 
contact with the Housing Authority within sixty (60) days. 

 
 

11.5 Informal Review   
 

A. If the Housing Authority determines that an applicant does not meet 
the criteria for receiving Section 8 housing assistance, EHA will 
promptly provide the applicant with written notice of the 
determination. The notice must contain a brief statement of the 
reason(s) for the decision and state that the applicant may request 
an informal review of the decision within ten (10) business days of 
the denial.  

 
B. The participant family may request that the Housing Authority 

provide for an informal hearing after the family has notification of 
the INS decision on appeal, or in lieu of request of appeal to the 
INS.  The participant family must make this request within thirty (30) 
days of receipt of the Notice of Denial or Termination of Assistance, 
or within thirty (30) days of receipt of the INS appeal decision. 

 
C. Actions Subject to Informal Review Request:  

 
Except as provided in (D) below, an applicant for assistance has 
the right to request an Informal Review of a Housing Authority 
decision that: 

 
1. Determines the applicant to be ineligible and/or unsuitable 

for admission; 
 

2. Determines that the applicant does not meet EHAôs 
admission standards; and 

 
3. Determines that an applicant does not qualify for a 

preference. 
 

D. Actions Not Subject to Informal Review Request: an applicant does 
not have the right to request an Informal Review in order to: 
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1. Review discretionary administrative determinations by the 
Authority or to consider general policy issues or class 
grievances. 

 
2. Review the Authorityôs determination of the number of 

bedrooms entered on the Voucher. 
 

3. Review the Authorityôs determination that a unit does not 
comply with HQS requirements. 

 
4. Review the Authorityôs determination not to approve a lease 

for a unit that does not comply with HQS or rent 
reasonableness requirements. 

 
5. Review the Authorityôs determination not to approve a lease 

for reasons relating to the ownerôs record of non-compliance 
with Section 8 regulations. 

 
6. Review the Authorityôs decision not to approve an applicantôs 

request for an extension of the term of a Voucher. 
 
E. Request for Informal Review:  The Informal Review must be 

requested in writing by the applicant within ten (10) business days 
of the Authorityôs action.  The written request must indicate: 

 
1. The action(s) taken by the Authority for which the review is 

requested; 
 
2. The reason(s) why the applicant feels the action(s) was 

(were) improper or incorrect; 
 

3. The corrective actions desired by the applicant; 
 

4. Whether the applicant desires to meet personally with the 
person conducting the review to present oral objections to 
the decision.  If the applicant does not specifically indicate 
the desire for a personal meeting, the Authority shall assume 
that such a meeting is not being requested and the Authority 
shall proceed with a review of the objection without the need 
for a personal meeting; 

 
5. Whether the applicant desires to submit additional written 

objections to the decision, in which case such written 
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objections must be submitted within five business (5) days of 
the applicantôs request for the Informal Review. 

 
6. Where an applicant requests the opportunity to submit oral 

and written objections, all written objections shall be 
submitted at the time of or prior to the personal meeting. 

F. Conduct of the Informal Review: 
 

1. The Informal Review may be conducted by any person or 
persons designated by the Authority, except the person who 
made or approved the initial decision or a subordinate of that 
person. 

 
2. The Informal Review shall be conducted within ten(10) 

business days of receipt of the applicantôs request, except 
that the Review shall be conducted within 25 days of such 
receipt when the applicant requests the opportunity to 
present additional oral or written material at applicantôs own 
expense. 

 
3. The applicant shall have the opportunity to present written or 

oral objections to the Authorityôs decision, examine 
evidence, question witnesses and present witnesses and 
other evidence. 

 
4. The applicant may retain legal counsel or other 

representation at the applicantôs own expense. 
 

5. Following the Informal Review, the person conducting the 
Informal Review shall notify the applicant in writing of the 
result of the Informal Review, including the Authorityôs final 
decision and the reason for it.  The written notice of the 
result of the Informal Review shall be mailed or handed to 
the applicant no later than ten (10) business days after the 
completion of the Informal Review. 

 
6. Failure of the applicant to appear at the time and place 

designated for the Informal Review will result in terminating 
the Informal Review process. 

 
G. Notification of Right to Informal Review: when making any 

decision(s) which are subject to an applicantôs right to request an 
Informal Review the Authority will give the applicant a written notice 
which includes: 
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1. The decision made and a brief explanation of the reasons for 
it. 

 
2. Notice that the applicant may request an Informal Review of 

the decision. 
3. The procedure for the applicant to follow to obtain the 

Informal Review. 
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12.0 VERIFICATION REQUIRE MENTS 
 

12.1 Items to be Verified 
 

A. All income not specifically excluded by the regulations. 
 

B. Zero-income status of household.  Zero income applicants and 
residents will be required to complete a family expense form on a 
monthly basis. 

 
C. Current assets including assets disposed of for less than fair 

market value in the preceding two years. 
 

D. Child care expense where it allows an adult family member to be  
  employed or to further his or her education. 
 

E. Total anticipated medical expenses of all family members in 
households whose head or spouse is elderly or disabled. 

 
F. Disability assistance expenses to include only those costs 

associated with attendant care or auxiliary apparatus which allow 
an adult family member to be employed. 

 
G. U.S. citizenship/eligible immigrant status if appropriate. 

 
H. Social Security numbers for all family members if issued. 

 
I. Preference status, based upon Housing Authority preferences. 

 
J. Disability for determination of preferences, allowances or 

deductions. 
 

12.2 Effective Term of Verifications   
     

A. For admissions, verifications will be considered valid if dated no 
earlier than 60 days prior to the voucher issuance date and all 
information is current. 

   
B. For annual reviews, verifications will be considered valid if dated no 

earlier than 120 days prior to the reexamination date and all 
information is current. 

 
C. For interim reexaminations, verifications will be considered valid if 

dated no earlier than 120 days prior to the reexamination date and 
all information is current. 
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D. With regard to information not normally subject to change (such as  

elderly status based on age, disability status, eligible immigrant 
status social security numbers, etc.) verification of this information 
will be valid indefinitely, unless the EHA has reason to believe that 
the information has changed. 
 
 

12.3 Acceptable Methods of Verification   
 

A. All sources and amount of income of all family members will be 
verified by staff.  This will be done by having the applicant or 
participant sign a release form.  Normally, Enterprise Income 
Verification, or other electronically provided income information 
made available to the Housing Authority by HUD for participant 
families will be used to verify income. The Authority may also write 
directly to the income source (the Social Security Administration, 
Public Assistance, employers, retirement funds, etc.).  Telephone 
or personal contacts by staff to verify income is also acceptable 
when necessary. 

 
B. Oral third party contact is also an acceptable form of verification.  

Such verification obtained shall become a written record 
documenting the facts obtained, the time and date of the contact, 
the specific party who provided the information, etc., and shall be 
completed and signed by the appropriate EHA staff person. 

 
C. Review of documents provided by the applicant/participant is also 

an acceptable form of verification, particularly if third party 
verification is impossible, is delayed, or if the information does not 
require third party verification.  Such verification may take the 
following forms: 

 
1. Copies of the document (unless copying is prohibited by 

law), or the documents themselves. 
  

2. Written record of the facts obtained by viewing the 
appropriate documents, including time and date document 
was viewed, and signed and dated by the appropriate EHA 
staff person. 

 
D. Applicant/Participant Certification is acceptable as verification only 

if other forms of verification are impossible.  Such certification must 
take the form of a notarized statement or a signed affidavit. 
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12.4 Verification of income   
 

Up front income verifications will be used if available for all sources of 
income. 
   
The procedures for gathering and using income information using EIV are 
as follows:  

 
1. Information will be requested prior to annual re-certification of family 

income. 
2. Requested whenever a change in income is reported by the family 
3. Requested if underreporting of income is suspected. 
4. Requested only after a valid HUD form 5886 is signed by all adult 

family members and filed in the participant file. 
5. Independently verified if the family disputes the information in the 

report. 
6. Independently verified if the information is to be used to require 
repayment of housing assistance or to terminate a familyôs housing 
assistance. 

7. Destroyed if a participating family leaves the program before the EIV 
database has recorded that the family is no longer receiving 
assistance, and the monthly reports include that familyôs income data.  
Receipt of the report will be documented, the verifications shredded 
and logged as destroyed. 

  
If such verifications are not available, or are disputed, the following methods for 
each source as described will be used. 
 

A. Employment Income 
 

Acceptable methods of verification include, EHA employment verification  
 form completed by the employer, check stubs or earning statements which  
 indicates the employeeôs gross pay, frequency of pay and year to date  
 earnings, W-2 forms plus income tax return forms; and income tax returns  
 signed by the family may be used for verifying self-employment income, or  
 income from tips and other gratuities. 
 
 B. Social Security, Pensions, Supplementary Security Income (SSI), 
  Disability income.   
 

Acceptable methods of verification include, EHA benefit verification form 
completed by agency providing benefits, computer report electronically 
obtained or in hard copy, award or benefit notification letters prepared by 
the providing agency; and bank statements for direct deposits. 

 
C. Unemployment Compensation 
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Acceptable methods of verification include, computer report electronically 
obtained or in hard copy, stating payment dates and amounts, EHA 
verification form completed by the unemployment compensation agency, 
and payment stubs. 
 
D. Welfare Payments of General Assistance 

 
Acceptable methods of verification include, EHA verification form 
completed by payment provider, written statement from payment provider 
indicating the amount of grant/payment, start date of payments, and 
anticipated changes in payment in the next 12 months, computer 
generated Notice of Action, and computer generated list of recipients from 
the Welfare Department. 

 
 E. Alimony or Child Support Payments 
 

1. Acceptable methods of verification include, copy of a 
separation or settlement agreement or a divorce decree 
stating amount and type of support and payment schedules, 
a notarized letter from the person paying the support, copy 
of latest check and/or payment stubs from Court Trustee, 
and familyôs self-certification of amount received and of the 
likelihood of support payments being received in the future, 
or that support payments are not being received. 

 
2. If payments are irregular, the family must provide, a copy of 

the separation or settlement agreement, or a divorce decree 
stating the amount and type of support and payment 
schedules, a statement from the agency responsible for 
enforcing payments to show that the family has filed for 
enforcement, a notarized affidavit from the family indicating 
the amount(s) received, a welfare Notice of Action showing 
amounts received by the welfare agency for child support; 
and a written statement from an attorney certifying that a 
collection or enforcement action has been filed. 

 
F. Net Income from a Business 

 
1. In order to verify the net income from a business, the EHA 

may need IRS and financial documents from prior years and 
use this information to anticipate the income for the next 
twelve (12) months. 

 
2. Acceptable methods of verification include, IRS Form 1040 

[Schedule C of Business Profit and Loss], and Schedule F 
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[Farm Income]), audited or un-audited financial statement(s) 
of the business, credit report or loan application, documents 
such as manifests, appointment books, cash books, bank 
statements, and receipts will be used as a guide for the prior 
six (6) months to project income for the next twelve (12) 
months, the familyôs self-certification/notarized statement as 
to net income realized from the business during previous 
years. 

 
G. Recurring Gifts 

 
The family must furnish a Notarized Statement which contains the 
following information: the person who provides the gifts; the value of the 
gifts; the regularity (dates) of the gifts; and the purpose of the gifts. 

 
H. Zero Income Status 

 
Families claiming monthly to have no income will be required to execute  
verification forms to determine that forms of income such as 
unemployment benefits, AFDC, SSI, etc. are not being received by the 
household.  The EHA may check records of other departments in the 
jurisdiction (such as government utilities) that have information about 
income sources of customers. 

 
I. Full-time Student Status 

 
Verification of full-time student status includes, a written verification from 
the registrarôs office or other school official verifying school attendance, 
and school records indicating enrollment for sufficient number of credits to 
be considered a full-time student by the educational institution. 

 
J. Income from Assets 

 
1. Savings Account Interest Income and Dividends. Acceptable 

verifications include, family assets under $5,000.00 signed 
certification, account statements, passbooks, certificates of 
deposit, or EHA verification forms completed by the financial 
institution, brokerôs statements showing value of stocks or 
bonds and the earnings credited the family and/or earnings 
can be obtained from oral brokerôs verification; and IRS 
Form 1099 from the financial institution, provided that EHA 
must adjust the information to project earnings expected for 
the next twelve (12) months. 

 
2. Interest Income from Mortgages or Similar Arrangements. 

Acceptable verification includes, a letter from an accountant, 
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attorney, real estate broker, the buyer, or a financial 
institution stating interest due for next twelve (12) months, 
and amortization schedule showing interest for the twelve 
(12) months following the effective date of the certification or 
re-certification. 

 
3. Net Rental Income from Property Owned by Family.  

Acceptable verification includes, IRS Form 1040 with 
Schedule E (Rental Income), copies of latest rent receipts, 
leases, or other documentation of rent amounts, 
documentation of allowable operating expenses of the 
property (tax statements, insurance  

 
invoices, bills for reasonable maintenance and utilities, and 
bank statements or amortization schedules showing monthly 
interest expense), lesseeôs written statement verifying rent 
payments to the family and familyôs notarized statement as 
to net income realized. 

 
K. Verification of Assets   

 
1. When Family Assets equal $5,000.00 or more, Family assets 

will be verified by, verification forms, letter, or documents 
from a financial institution or broker, passbooks, checking 
account statements, certificates of deposit, bonds, or 
financial statements completed by a financial institution or 
broker, quotes from a stock broker or realty agent as to net 
amount family would receive if they liquidated securities or 
real estate, real estate tax statements if the approximate 
current market value can be deduced from assessment, 
financial statements for business assets, copies of closing 
documents showing the selling  price and the distribution of 
the sales proceeds, appraisals of personal property held as 
an investment, and familyôs notarized statement describing 
assets or cash held at the familyôs home or in safe deposit 
boxes. 

 
2. When Family Assets equal $4999.99 or less, the client will self-

certify. 
 
3. Assets Disposed of for Less than Fair Market Value (FMV) 

during the two (2) years preceding effective date of certification 
or re-certification. 

 
a. For all Certifications and Re-certifications, EHA will 

obtain the familyôs certification as to whether any 
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member has disposed of assets for less than fair 
market value during the two years preceding the 
effective date of the certification or re-certification. 

  
b. If the family certifies that they have disposed of assets 

for less than fair market value, verification is required 
that shows, all assets disposed of for less than Fair 
Market Value, the date they were disposed of, the 
amount the family received, and the market value of 
the assets at the time of disposition. Third party 
verification will be obtained wherever possible. 

 
L. Verification of Allowable Deductions From Income 

 
1. Child Care Expenses 

 
a. Acceptable verifications must specify the child care 

providerôs name, address, telephone number, Social 
Security Number, the names of the children cared for 
the number of hours the child care occurs the rate of 
pay, and the typical yearly amount paid, including 
school and vacation periods. 
 

2. Medical and Disability Assistance Expenses 
 

a. Families who claims medical expenses or expenses 
to assist a person(s) with disability will be required to 
submit a certification as to whether or not any 
expense payments have been, or will be, reimbursed 
by an outside source.  All expense claims will be 
verified by one or more of the methods listed below: 

 
1. Written verification by a doctor, hospital or 

clinic personnel, dentist, pharmacist, of (a) the 
anticipated medical costs to be incurred by the 
family and regular payments due on medical 
bills; and (b) extent to which those expenses 
will be reimbursed by insurance or a 
government agency. 

 
2. Written confirmation by the insurance company 

or employer or employer of health insurance 
premiums to be paid by the family.    

 
3. Written confirmation from the Social Security 

Administrationôs of Medicare premiums to be 
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paid by the family over the next twelve (12) 
months.  A computer printout will be accepted. 

 
4. For attendant care: 

a. A reliable, knowledgeable professionalôs 
certification that the assistance of an 
attendant  
is necessary as a medical expense and 
a projection of the number of hours the 
care is needed for calculation purposes. 

 
b. Attendantôs written confirmation of hours 

of care provided and amount and 
frequency of 
payments received from the family or 
agency or copies of canceled checks 
used to make those payments) or stubs 
from the agency providing the services. 

 
5. Receipts, canceled checks, or pay stubs that 

verify medical costs and insurance expenses 
likely to be incurred in the next twelve (12) 
months. 

 
6. Copies of payment agreements or most recent 

invoice that verify payments made on 
outstanding medical bills that will continue over 
all or part of the next twelve (12) months.  

 
7. Receipt or other record of medical expenses 

incurred during the past twelve (12) months 
that can be used to anticipate future medical 
expenses.  EHA may use this approach for 
ñgeneral medical expensesò such as non-
prescription drugs and regular visits to doctors 
or dentists, but not for one-time, nonrecurring 
expenses from the previous year. 

 
8. The EHA will use mileage at the IRS rate, or 

cab, bus fare, or other public transportation 
cost for verification of the cost of transportation 
directly related to medical treatment. 

 
M. Assistance to Persons with Disabilities 
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1. In all cases written certification from a reliable, 
knowledgeable professional that the person with disabilities 
requires the services of an attendant and/or the use of 
auxiliary apparatus to permit him or her to be employed or to 
function independently to enable another family member to 
be employed. 

 
Familyôs certification as to whether they receive 
reimbursement for any of the expenses of disability 
assistance and the amount of any re-imbursement received. 

 
2. Attendant Care:  attendantôs written certification of amount 

received family, frequency of receipt, and hours of care 
provided. Certification of family and attendant and/or copies 
of canceled checks the family used to make payments. 

 
3. Auxiliary Apparatus:  Receipts for purchases or proof of 

monthly payments and maintenance expenses for auxiliary 
apparatus. 

 
In the case where the person with disabilities is employed, 
written a statement from the employer stating that the 
auxiliary apparatus is necessary for employment. 

 
N. Verifying Non-Financial Factors 

 
In order to prevent program abuse, EHA will require applicants to furnish 
verification of legal identity for all family members.  The documents listed 
below will be considered acceptable verification of legal identity for adults.  
If a documents submitted by a family is illegible or otherwise questionable, 
more than one of these documents may be required.    

 
1. Certificate of Birth, naturalization papers 

 
2. Church issued baptismal certificate 

 
3. Current, valid Driverôs license 

 
4. U.S. military discharge (DD 214) 

 
5. Voterôs registration 

 
6. Company/agency Identification Card 

 
7. Department of Motor Vehicles Identification Card  
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Documents considered acceptable for the verification of legal identity for 
minors may be one or more of the following: 

 
1. Certificate of Birth 

 
2. Adoption papers 

 
3. Custody agreement 

 
4. Health and Human Services ID 

 
5. School records 

 
If none of these documents can be provided, a third party who knows the 
person may, at EHAôs discretion, provide a verification. 

 
O. Familial Relationships 

 
Certification will normally be considered sufficient verification of family 
relationships.  In cases where reasonable doubt exists, the family may be 
asked to provide verification. 

 
1. The following verifications will be required if certification is  

insufficient: 
 

a. Official identification showing name 
 

b. Birth certificates 
 

c. Baptismal certificates 
 

2. Verification of guardianship is: 
 

a. Court-ordered assignment 
 

b. Affidavit of parent 
 

c. Verification from social services agency 
 

d. School records 
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3. Evidence of an established family relationship: 

 
a. Joint bank accounts or other shared financial 

transactions 
                                                                        

b. Leases or other evidence of prior cohabitation 
 

c. Credit reports showing relationship 
 

P. Verification of Permanent Absence of Adult Member 
 

If an adult member who was formerly a member of the household is  
reported permanently absent by the family, EHA will consider any of the 
following as verification: 

 
1. Husband or wife institutes divorce action. 

 
2. Husband or wife institutes legal separation. 

 
3. Order of protection/restraining order obtained by one family 

member against another. 
 

4. Proof of another home address, such as utility bills, canceled 
checks for rent, drivers license, or lease or rental 
agreement. 

 
5. Statements from other agencies such as social services that 

the adult family member is no longer living at that location. 
 

6. If the adult family member is incarcerated, a document from 
the court or prison should be obtained stating how long they 
will be incarcerated. 

 
Q. Verification of Disability 

 
Verification of disability will be evidenced by receipt of SSI or SSA 
disability payments under Section 223 of the Social Security Act or 102(7) 
of the Developmental Disabilities Assistance and Bill of Rights Act (42 
U.S.C. 6001(7)) or verified by appropriate diagnostician such as physician, 
psychiatrist, language as the verification format. 

  
R. Verification of Citizenship or Eligible Non-citizen Status 

 
1. The citizenship/eligible non-citizen status of each family 

member regardless of age must be determined. 
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2. Prior to being admitted, or at the first reexamination date, all  
citizens and nationals will be required to sign a declaration 
under penalty of perjury.  They will be required to show proof 
of their status by such means as a Social Security card, birth 
certificate, military ID, or military DD 214 Form. 

 
3. Prior to being admitted, or at the first reexamination date, all 

eligible non- citizens who are 62 years of age or older will be 
required to sign a declaration under penalty of perjury.  They 
will also be required to show proof of age. 

 
4. Prior to being admitted, or at the first reexamination date, all 

eligible non- citizens must sign a declaration of their status 
and a verification consent form and provide their original INS 
documentation. The EHA will make a copy of the individualôs 
INS documentation and place the copy in the file.  The EHA 
will also verify their status through the INS SAVE system.  If 
the INS SAVE system cannot confirm eligibility, EHA will 
mail information to the INS in order that a manual check can 
be made of INS records. 

   
5. Family members who do not claim to be citizens, nationals, 

or eligible non-citizens must be listed on a statement of non-
eligible members and the list must be signed by the head of 
the household. 

 
6. Any family member who does not choose to declare their 

status must be listed on the statement of non-eligible 
members. 

 
7. The familyôs assistance will not be denied, delayed, reduced, 

or terminated because of a delay in the process of 
determining eligible status under this section, except to the 
extent that the delay is caused by the family. 

 
8. If EHA determines that a family member has knowingly 

permitted an ineligible non-citizen (other than any ineligible 
non-citizens listed on the lease) to permanently reside in 
their Section 8 housing, the family will not be eligible to be 
readmitted to the Section 8 program for a period of twelve 
(24) months from the date of eviction or termination. 

 
S. Verification of Social Security Numbers 

 
1. Prior to admission, each family member who has a Social  
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Security number and who is at least six (6) years of age 
must provide verification of their Social Security number.  
New family members at least six (6) years of age must 
provide this verification prior to being added to the lease.  
Children in assisted households must provide this 
verification at the first regular reexamination after turning six. 

  
2. The best verification of the Social Security number is the 

original Social Security card.  If the card is not available, the 
EHA will accept letters from the Social Security 
Administration that establishes and states the number.   
Documentation from other governmental agencies will also 
be accepted that establishes and states the number.  
Driverôs licenses, military identifications, passports, or other 
official documents that establish and state the number are 
also acceptable. 

   
3. If an individual states that they do not have a Social Security 

number, they will be required to sign a statement to this 
effect.  The EHA will not require any individual who does not 
have a Social Security number to obtain a Social Security 
number. 

 
4. If a member of an applicant family indicates they have a 

Social Security number, but cannot readily verify it, the 
family cannot be housed until verification is provided. 

 
5. If a family member of a participant family indicates they have 

a Social Security number, but cannot readily verify it, they 
shall be asked to certify to this fact and shall have up to sixty 
(60) days to provide the verification.  If the individual is at 
least 62 years of age, they will be given one hundred and 
twenty (120) days to provide the verification.  If the individual 
fails to provide the verification within the time allowed, the 
family will be terminated. 

 
 

12.5 Verification of Preference Qualifications 
 

A. The Everett Housing Authority may verify a preference claim at the 
time it is made (usually when initially applying) and will verify it or 
re-verify it prior to issuing a Voucher. 

 
B. If the preference verification indicates that an applicant does not 

qualify for the preference, the applicant will be returned to the 
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waiting list and ranked without the Local Preference and given an 
opportunity for review. 

 
C. Change in Circumstances: Changes in an applicantôs 

circumstances while on the waiting list may affect the familyôs 
entitlement to a preference. Applicants are required to notify EHA in 
writing when their circumstances change.  When an applicant 
claims an additional preference, she or he will be placed on the 
waiting list in the proper order of their newly claimed preference. 

 
D. If EHA denies a preference, EHA will notify the applicant in writing 

of the reasons why the preference was denied and offer the 
applicant an opportunity for an informal review.  The applicant will 
have ten (10) working days to request the meeting, if the applicant 
does not request a meeting, the applicant will be placed on the 
waiting list without benefit of the preference.  Applicants may 
exercise other rights if they believe they have been discriminated 
against.   

 
 

12.6 Timing of Verification   
 

A. Verification information must be dated within 120 days of 
certification or reexamination.  If the verification is older than this, 
the source will be contacted and asked to provide information 
regarding any changes.  

  
B. When an interim reexamination is conducted, the Housing Authority 

 will only verify and update those elements reported to have 
changed. 

 
 

12.7 Frequency of Obtaining Verification 
 

A. For each family member, citizenship/eligible non-citizen status 
will be verified only once.  This verification will be obtained prior to 
issuance of a voucher.  If the status of any family member was not 
determined prior to admission, verification of their status will be 
obtained at the next regular reexamination.  Prior to a new member 
joining the family, their citizenship/eligible non-citizen status will be 
verified. 

  
B. For each family member, verification of Social Security number will 

be obtained only once.  This verification will be accomplished prior 
to admission.  When a family member who did not have a Social 
Security number at admission receives a Social Security number, 
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that number will be verified at the next regular reexamination. Prior 
to a new member joining the family, their social security number 
must be verified.  
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13.0 BRIEFING  
The Everett Housing Authorityôs goals and objectives are designed to assure that 
families selected to participate in the Section 8 program are equipped with the 
tools necessary to locate an acceptable housing unit.  Families are provided 
sufficient knowledge and information regarding the program and how to achieve 
maximum benefit while complying with program requirements. When eligibility 
has been determined, EHA will conduct a mandatory briefing to ensure that 
families know how the program works. The briefing will provide a broad 
description of owner and family responsibilities, EHA procedures, and how to 
lease a unit. The family will also receive a briefing packet which provides more 
detailed information about the program including the benefits of moving outside 
areas of poverty and minority concentration. This section describes how briefings 
will be conducted and the information that will be provided to families.  
 

A. In order to receive a voucher the family is required to attend the 
briefing.  If they cannot attend the originally scheduled briefing, they 
may attend a later session.  Family briefings are done on an 
individual or small group basis by staff members. 

 
B. Reasonable Accommodation for Briefing: 

 
If an applicant with a disability requires auxiliary aids to gain full benefit 
from the briefing, the Housing Authority will furnish such aids where doing 
so would not result in a fundamental alteration of the nature of the 
program or in an undue financial or administrative burden.  In determining 
the most suitable auxiliary aid, the Housing Authority will give primary 
consideration to the requests of the applicant.  Families unable to attend a 
briefing due to a disability may request a reasonable accommodation such 
as having the briefing presented at an alternate location. 

 
C. The briefing will cover at least the following subjects: 

 
1. A description of how the program works; 

 
2. Family and owner responsibilities; 

 
3. Where the family may rent a unit, including inside and 

outside the Housing Authorityôs jurisdiction; 
  

4. Types of eligible housing; 
 

5. For families qualified to lease a unit outside the Housing 
Authority's jurisdiction under portability, an explanation of 
how portability works;  
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6. An explanation of the advantages of living in an area that 
does not have a high concentration of poor families; and 

 
7. An explanation that the familyôs share of rent may not 

exceed the greater of Total Tenant Payment or 40% of the 
familyôs monthly adjusted income at the time of the initial 
lease.  

   
 

13.1 Packet 
 
During the briefing, the Housing Authority will give the family a packet covering at 
least the following subjects: 
 

A. The term of the voucher and the Housing Authorityôs policy on 
extensions and suspensions of the term. The packet will include 
information on how to request an extension and forms for 
requesting extensions; 

  
B. How the Housing Authority determines the housing assistance 

payment and total tenant payment for the family; 
  

C. Information on the payment standards and exception payment 
standard rent areas;  

 
D. Information on how the Housing Authority determines the maximum 

rent subsidy for an assisted unit, actual subsidy and minimum rent;  
 

E. Where the family may lease a unit. For families qualified to lease 
outside the housing Authorityôs jurisdiction, the packet includes an 
explanation of how portability works; 

  
F. The HUD-required tenancy addendum that provides the language 

that must be included in any assisted lease. 
  

G. The request for Tenancy Approval Form. An explanation of how to 
request the Housing Authority approval of a unit. 

 
H. A statement of the Housing Authority's policy on providing 

information to prospective owners. This policy requires applicants 
to sign disclosure statements allowing the Housing Authority to 
provide prospective owners with the familyôs current and prior 
addresses and the names and addresses of the landlords for those 
addresses. Upon request, the Housing Authority will also supply 
any factual information or third party verification relating to the 
applicantôs history as a tenant or their ability to comply with material 
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standard lease terms or any history of drug trafficking, drug-related 
criminal activity or any violent criminal activity; 

  
I. Information on Housing Quality Standard, Occupancy Standards 

(including the circumstances under which a voucher holder may 
request an exception to the Occupancy Standards) and Housing 
choices;  

 
J. The HUD brochure on how to select a unit (ñA Good Place to Liveò 

if available); 
  

K. The HUD-required lead-based paint brochure; 
  

L. Information on Federal, State, and local equal opportunity laws; the 
brochure ñFair Housing: Itôs Your Right;" and a copy of the housing 
discrimination complaint form 903; 

  
M. A list of landlords or other parties known to the Everett Housing 

Authority who may be willing to lease a unit to the family or help the 
family find a unit; 

  
N. Notice that if the family includes a person with disabilities, the 

family may request a current list of accessible units known to the 
EHA that may be available; 

  
O. The familyôs obligations under the program; 

  
P. The grounds upon which the Housing Authority may terminate 

assistance because of the familyôs action or inaction; 
  

Q. Everett Housing Authorityôs informal hearing procedures, including 
when the Housing Authority is required to provide the opportunity 
for an informal hearing, and information on how to request a 
hearing;  

 
R. The Housing Authorityôs owner information brochure. This brochure 

can be given by the applicant to a prospective owner to help 
explain the program; 

 
S. Explanation of how portability works, including a list of neighboring 

housing agencies with the name, address and telephone number of 
a portability contact person at each for use by families who move 
under  portability;  

 
T. A map showing areas representing various income levels of the  
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jurisdiction and surrounding areas for the purpose of expanding 
housing opportunities; 

 
 U. Information regarding EHAôs outreach program which assists  
  families who are interested in, or experiencing difficulty in obtaining 
  available housing units in areas outside of minority concentrated  
  locations; 
 

V. A list of properties or property management organizations that own  
or operate housing units outside areas of poverty or minority 
concentration; and 
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14.0 ISSUANCE OF VOUCHER AND REQUEST FOR 

APPROVAL OF TENANCY  
 
The Everett Housing Authority will issue only vouchers. Treatment of previously 
issued certificates and vouchers will be dealt with as outlined in Transition to the 
New Housing Choice Voucher Program. 
 

A. Once all family information has been verified, their eligibility 
determined, their subsidy calculated, and they have attended the 
family briefing, the Housing Authority will issue the voucher. At this 
point the family begins their search for a unit. 

 
B. When the family finds a unit that the owner is willing to lease under 

the program: 
 
 

1. The tenant will complete and sign the HUD required tenancy 
addendum and the Request for Tenancy Approval form; 

 
2. The family will submit the Request For Tenancy Approval 

form to the Housing Authority during the term of the voucher 
which is 120 days; 

 
3. The Housing Authority will review the request, the HUD 

required tenancy addendum and make an initial 
determination of approval of tenancy.  (The Housing 
Authority may assist the family in negotiating changes that 
may be required for the tenancy to be approvable.); 

 
4. Once it appears the tenancy may be approvable, the 

Housing Authority will schedule an appointment to inspect 
the unit within fifteen (15) days after the receipt of inspection 
request from the family and owner. The fifteen (15) day 
period is suspended during any period the unit is unavailable 
for inspection; 

 
5. The Housing Authority will promptly notify the owner and the 

family whether the unit and tenancy are approvable. 
 

C. During the initial stage of qualifying the unit, the Housing Authority 
will provide the prospective owner with the following information 
regarding the program:   

 
  1. Information regarding the Housing Authority and ownerôs  
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responsibilities for screening and other essential program 
elements; and  

 
2. The Housing Authority will provide the owner with the 

familyôs current and prior address as shown in the Housing 
Authority records along with the name and address (if 
known) of landlords for those addresses. 

 

D. Additional screening is the responsibility of the owner. Upon 
request by a prospective owner, the Housing Authority will provide 
any factual information or third party written information they have 
relevant to a voucher holderôs history of, or ability to, comply with 
standard material lease terms.  

 
 

14.1 Term Of The Voucher 
 

A. The initial term of the voucher will be 60 days which will be stated 
on the Housing Choice Voucher  

 
B. The voucher holder has 60 days to submit a Request for Tenancy 

Approval to the Housing Authority.  If the voucher holder is unable 
to submit a Request, an appointment will be made with the 
assigned Specialist to discuss problems and find possible solutions 
to the failure to find an acceptable unit.  The voucher will be 
extended a final 60 days, for a total voucher term of 120 days. 

 
C.. Except as required as a reasonable accommodation, no extensions 

will be approved beyond the 120 day term of the Housing Choice 
Voucher, unless: 

 
1. The family includes a person with disabilities, and the family 

requests and extension due to the disability, and 
2. The Housing Authority determines that additional search time 

would be a reasonable accommodation, then the Housing 
Authority will approve an extension for a reasonable period of 
time. 

 
D. A Request for Tenancy Approval submitted but not approved at the 

end of the voucher term will be processed without regard to the 
expiration of the voucher term, but additional time will not be 
granted if the Request for Tenancy Approval is subsequently 
disapproved or if, for any reason a lease and HAP contract are not 
executed. 
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14.2 Deferral of Vouchers 
 

At times, a family may not desire to accept a Voucher at the time its name 
comes to the top of the list.  Given the length of the waiting list, this is 
understandable since health, employment, educational, or family circumstances 
can easily change during the lengthy waiting period.  While recognizing this 
situation, it is essential that issuance of a voucher not be indefinitely deferred, 
since this would result in problems in maintaining an accurate waiting list. 
 
Consequently, when a family is notified that it will shortly be eligible for issuance 
of a Voucher, a family may request a one-time deferral for not more than sixty 
(60) days.  At the end of the sixty (60) days, the family must either immediately 
begin the formal application process leading to issuance of a Voucher or be 
removed from the waiting list.  This deferral will not effect the initial 120 day term 
of the voucher once it is issued. 
 
 

14.3 Voucher Issuance Determination for Split Households (24 CFR 
982.315) 
 

A. In those instances when a family assisted under the Section 8 
program becomes divided into two otherwise eligible families due to 
divorce, legal separation, or the division of the family, and the new 
families cannot agree as to which new family unit should continue 
to receive the assistance, and there is no determination by a court, 
the Housing Authority will appoint a third party to make a 
determination based upon the following factors: 

 
1. Which of the two new family units has custody of dependent 

children;  
 

2. Which family member was the head of household when the 
Voucher was initially issued (listed on the initial application); 

   
3. The composition of the new family units, and which unit 

contains elderly or disabled members; 
 

4. Whether domestic violence was involved in the breakup; 
 
  5. Which family members remain in the unit; 
 
  6. Recommendations of social service professionals; and 

 
B. Documents of the factors listed above will be the responsibility of 

the requesting partings.  If documentation is not provided, EHA will 



 

Adopted April 24, 2000 - 74  Last Revised November 23, 2009 
   

 

terminate assistance on the basis of failure to provide information 
necessary for a re-certification. 

 
 

14.4 Turnover of Special Vouchers and Certificates  
 
Some of the Authorityôs Vouchers and Certificates are provided by HUD as part 
of special programs, such as Hope for the Elderly Independence program and 
the Welfare To Work Housing Voucher program.  The Board of Commissioners 
shall by resolution determine whether vouchers issued for such a program will, 
upon becoming available be reserved for reuse by the special program or be 
available for general use. 
 
 

14.5 Interim Use of Reserved Vouchers 
 
The Authority attempts to make maximum use of the Vouchers available to it.  
Unless otherwise provided by federal regulations or contractual obligations, the 
Authority may utilize any reserved Vouchers for its regular turn over voucher pool 
whenever the Authority feels such a procedure is feasible.   
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15.0 APPROVAL TO LEASE A UNIT  
 

15.1 Approval Process 
 

A. After families are issued a voucher, they may search for a unit 
anywhere within the jurisdiction of EHA, or outside of EHA's 
jurisdiction if they qualify for portability. The family must find an 
eligible unit under the program rules, with an owner/landlord who is 
willing to enter into a Housing Assistance Payments Contract with 
the EHA.  

 
B. The Request for Tenancy Approval Form and a copy of the 

proposed Lease, including the HUD prescribed tenancy addendum, 
must be submitted by the family during the term of the voucher.   
The Request for Tenancy Approval Form must be signed by both 
the owner and Voucher holder. 

 
C. The EHA will review the Request for Tenancy Approval documents 

to determine whether or not they are approvable. The Request will 
be approved if: 

   
1. The unit is an eligible type of housing; 
 
2. The unit meets HUD's Housing Quality Standards (and any 

additional criteria as identified in this Administrative Plan;   
      

3. The rent is reasonable. 
 
4. The Security Deposit is approvable in accordance with any 

limitations in this plan; 
 

5 The proposed lease complies with HUD and EHA 
requirements; 

 
6 The lease is approvable and includes the language of the  

   tenancy addendum; 
 

7. The familyôs share of rent does not exceed the greater of 
their Total Tenant Payment of 40% of their monthly adjusted 
income; 

 
8. The owner has not been found to be de-barred suspended, 

or subject to a limited denial of participation by HUD or the 
Housing Authority; and 
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9. The family continues to meet all eligibility and screening 
criteria. 

  
D. If tenancy approval is denied, the Housing Authority will advise the 

owner and the family in writing and advise them also of any actions 
they could take that would enable the Housing Authority to approve 
the tenancy. 

 
E. Responsibility for utilities, appliances and optional services must 

correspond to those provided on the Request For Tenancy 
Approval . 

 
F. Actions Before Lease Term:  All of the following must be completed 

before the beginning of the initial term of the lease for a unit: 
 

1. The EHA has inspected the unit and has determined that the  
   unit satisfies the HQS standards; 
 

2. The EHA has approved leasing of the unit in accordance 
with program requirements; 

 
3. The familyôs share of rent does not exceed 40% of their 

monthly adjusted income; 
 

4. The landlord and tenant sign the lease to include the HUD 
required addendum; and 

  
5. The Housing Authority approves the leasing of the unit. 

 
 G. The Housing Authority will prepare the contract when the unit is  

approved for tenancy.  Generally, the landlord, simultaneously with  
the signing of the lease and the HUD required tenancy addendum,  
will execute the contract. Upon receipt of the executed lease and  
the signed contract by the landlord, the Housing Authority will  
execute the contract. The Housing Authority will not pay any  
housing assistance to  the owner until the contract is executed. 

 
 

15.2 Owner Disapproval and Restriction 
 
It is the policy of EHA to recruit owners to participate in the Voucher program. 
The EHA will provide owners with prompt and professional service in order to 
maintain an adequate supply of available housing throughout the jurisdiction of 
EHA. The regulations define when EHA must disallow an ownerôs participation in 
the program, and they provide EHA discretion to disapprove or otherwise restrict 
the participation of owners in certain categories.  
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A. The Housing Authority will deny participation by an owner at the  

direction of HUD. The Housing Authority will also deny the ownerôs 
participation for any of the following reasons: 

 
1. The owner has violated any obligations under a Section 8 

Housing Assistance Payments Contract; 
 

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

 
3. The owner has engaged in drug-related criminal activity or 

any violent criminal activity; 
 

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

  
5. The owner has a history or practice of renting units that fail 

to meet State or local codes; or 
  

6. The owner has not paid State or local real estate taxes, 
fines, or assessments. 

 
  7. The owner refuses (or has a history of refusing) to evict  

families for drug-related or violent criminal activity, or for 
activity that threatens the health, safety or right of peaceful 
enjoyment of the: 

 
   a. premises by tenants, Housing Authority employees or  
    owner employees; or  
 
   b. neighbors; 
 
  8. Other conflicts of interest under Federal, State, or local law. 
 

B. Owner Restrictions And Penalties 
 

If an owner has committed fraud or abuse or is guilty of frequent or serious 
contract violations, EHA will restrict the owner from future participation in 
the program for a period of time commensurate with the seriousness of 
the offense. The EHA may also terminate some or all contracts with the 
owner. 
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Before imposing any penalty against an owner EHA will review all relevant 
factors pertaining to the case, and will consider such factors as the 
owner's record of compliance and the number of violations 

 
 C. Change in Ownership   
 

A change in ownership requires the execution of a new contract and 
lease. 

 
The Housing Authority will approve the assignment of the lease and HAP 
contract if desired by the seller and purchaser.  The EHA will approve the 
assignment of the lease and contract since they are a party to the 
contract.  The EHA may deny approval of the assignment of the contract 
for any other reasons in Section A. 

 
 

15.3 Ineligible/Eligible Housing 
 

A. The following types of housing cannot be assisted under the 
Section 8 Tenant-Based Program: 

 
1. A public housing or Indian housing unit; 

 
2. A unit receiving project-based assistance under a Section 8 

Program; 
  

3. Nursing homes, board and care homes, or facilities providing 
continual psychiatric, medical or nursing services; 

  
4. College or other school dormitories; 

  
5. Units on the grounds of penal, reformatory, medical, mental, 

and similar public or private institutions; 
  

6. A unit occupied by its owner. This restriction does not apply 
to cooperatives or to assistance on behalf of a manufactured 
home owner leasing a manufactured home space; and 

 
7. A unit receiving any duplicative Federal, State, or local 

housing subsidy.  This does not prohibit renting a unit that 
has a reduced rent because of a tax credit.  

 
B. The Housing Authority will not approve a lease for any of the 

following special housing types, except as a reasonable 
accommodation for a family with disabilities: 
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Congregate housing 
 
  2. Group homes 

3. Shared housing 
  4. Cooperative housing 
  5. Single room occupancy housing 
 

C. The Housing Authority will approve leases for the following housing 
types: 

 
  1. Single family dwellings 
  2. Apartments 
  3. Manufactured housing 
  4. Manufactured home space rentals  
 

15.4 Separate Agreements 
 

A. Separate agreements are not necessarily illegal side agreements.  
Families and owners will be advised of the prohibition of illegal side 
payments for additional rent, or for items normally included in the rent 
of unassisted families, or for items not shown on the approved lease. 
 

B. Separate agreements can also include rent concessions.   
 

a. Rent concessions must be included on the Request for Tenancy 
Approval, unless the prospective tenantôs assisted lease begins 
after the concession period, for example, one monthôs free rent 
is offered, the move in date is 8/1, the assisted lease is effective 
9/1. 

b.  Rent concessions are approvable if offered to all prospective 
tenants, unless restrictions such as a revocation policy for lease 
violation are included in the concession. 

c. Alternatively, the value of the concession will be amortized over 
the term of the lease, and the contract rent reduced to reflect 
the concession.  

d. All concessions must be approved before the tenancy can be 
approved. 

 
C. The family is not liable under the lease for unpaid charges for items  

covered by separate agreements and nonpayment of these 

agreements cannot be cause for eviction. 

 

D. Owners and families may execute separate agreements for services, 
appliances (other than range and refrigerator) and other items that are 
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not included in the lease if the agreement is in writing and approved by 
EHA. 
 

E. Any appliances, services or other items that are routinely provided to 
unassisted families as part of the lease (such as air conditioning, 
dishwasher or garage) or are permanently installed in the unit, cannot 
be put under separate agreement and must be included in the lease. 
For there to be a separate agreement, the family must have the option 
of not utilizing the service, appliance or other item. 

 
F. If the family and owner have come to a written agreement on the 

amount of allowable charges for a specific item, so long as those 
charges are reasonable and not a substitute for higher rent, they will 
be allowed. 
 

G. All agreements for special items or services must be attached to the 
lease approved by EHA. If agreements are entered into at a later date, 
they must be approved by EHA and attached to the lease. 

 

15.5 Initial Inspections  
 

See Section 19.0 for inspection requirements of this Administrative Plan.  
 

15.6 Rent Limitations 
 

The Housing Authority will make a determination as to the reasonableness 
of the proposed rent in relation to comparable units available for lease on 
the private unassisted market, and the rent charged by the owner for a 
comparable unassisted unit in the building or premises. 

 A. Any fee for a month to month lease is considered part of the 
contract rent and is subject to rent reasonableness 
determination.  

B. The Housing Authority will not pay a premium for the 
convenience of a month to month lease if a term lease is 
available. 
1. Exceptions are appropriate to meet specific needs, 

such as higher education, employment, homeownership 
and reasonable accommodation.  

2. Any exception will be considered on its own merits 
before granting an exception. 

 

15.7 Disapproval of Proposed Rent 
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If the proposed rent is not reasonable, or is otherwise not approvable at the 
familyôs request, the Housing Authority will negotiate with the owner to reduce the 
rent to an approvable amount. 
 
If the rent can be approved after negotiations with the owner, the Housing 
Authority will continue processing the Request for Tenancy Approval of Tenancy 
and Lease. If the revised rent involves a change in the provision of utilities, a new 
Request for Tenancy Approval must be submitted by the owner. 
 
If an approvable rent cannot be negotiated, EHA will inform the family and owner 
that the lease is disapproved. 

15.8 Change In Total Tenant Payment (TTP) Prior to HAP Effective Date 
 
When the family reports changes in factors that will affect the Total Tenant 
Payment (TTP) prior to the effective date of the HAP contract at admission, the 
information will be verified and the TTP be recalculated. If the family does not 
report any change, EHA need not obtain new verifications before signing the 
HAP Contract. 
 
 

15.9 Contract Execution Process 
 
The EHA prepares the Housing Assistance Payment (HAP) Contract for 
execution. The family and the owner will execute a Lease agreement, and the 
owner and EHA will execute the HAP Contract. Copies of the documents will be 
furnished to the parties who signed the respective documents. The EHA will 
retain a copy of all signed documents. 
 
Unless their lease was effective prior to June 17,1998, a family may not lease 
properties owned by a parent, child, grandparent, grandchild, sister or brother of 
any family member. The EHA will waive this restriction as a reasonable 
accommodation for a family member who is a person with a disability. 
 

15.10 Security Deposit 
 
The owner may collect a security deposit from the tenant in an amount not in 
excess of one monthôs rent.  
 
When the tenant moves out of the dwelling unit, the owner, subject to State or 
local law, may use the security deposit, including any interest on the deposit, in 
accordance with the lease, as reimbursement for any unpaid rent payable by the 
tenant, damages to the unit or for other amounts the tenant owes under the 
lease.  
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The owner must give the tenant a written list of all items charged against the 
security deposit and the amount of each item. After deducting the amount, if any, 
used to reimburse the owner, the owner must refund promptly the full amount of 
the unused balance to the tenant.  
 
If the security deposit is not sufficient to cover amounts the tenant owes under 
the lease, the owner may seek to collect the balance from the tenant.  
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16.0 MOVES WITH CONTINUED  ASSISTANCE   
 

A. HUD regulations permit families to move with continued assistance 
to another unit within a housing authorityôs jurisdiction, or to a unit 
outside of the housing authorityôs jurisdiction under portability 
procedures. 

 
B. Participating families may be issued a new voucher and are 

allowed to move to another unit: 
 

1. After the initial term of the lease;  
 

2. If the landlord and the participant have mutually agreed to 
terminate the lease, except that a family may not move a 
second time within one (1) year unless the Housing Authority 
determines that such a move is necessary for reasons of 
employment, education or health; 

 
3. If the Housing Authority has terminated the HAP contract. 

 
The Housing Authority will issue the family a new voucher if the 
family does not owe the Housing Authority or any other Housing 
Authority money, has not violated a Family Obligation, and if the 
Housing Authority has sufficient funding for continued assistance.  

 
C. A participant must give proper notice to the owner with a copy to 

the Housing Authority of lease termination (if the tenant has a right 
to terminate the lease upon giving notice to the owner). 

 
D. Verification will be made to confirm the family is in good standing 

with the current landlord, PUD, and other utility companies as 
needed. Once verified, the family will be issued a moving voucher. 

1. The term of the voucher will be 60 days. 
2. No extension of the voucher will be made. 
3. One request for a moving voucher will be issued in a 

twelve month period. 
 

E. A participant who did not live within the Housing Authorityôs 
 jurisdiction at the time of the initial application will not be permitted 
 to move outside the Housing Authorityôs jurisdiction under 
 portability procedures during the initial year of assisted occupancy. 

 
F. Housing Assistance Payments will not be paid for more than one 

rental unit for any period with the exception of a possible three day 
ñoverlapò of payments, if requested and approved in advance.  
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1. The Housing Authority may authorize payment to the new 
landlord for up to three days, in addition to the HAP for that 
period already paid to the previous landlord.  

2. Overlap payments will not be approved if HUD per unit 
funding is less than the average monthly HAP cost per unit 
at the time of the move. 

 
F. Participants considering transferring to a new unit will be scheduled 

to attend a briefing.  All participants who are moving, including any 
families moving into or out of the Housing Authorityôs jurisdiction, 
will be required to attend a briefing prior to the Housing Authority 
issuing a new voucher. 

 
The briefing is intended to provide the following: 

 
1. A refresher on program requirements and the familyôs 

responsibilities.  Emphasis will be on giving proper notice 
and meeting all lease requirements such as leaving the unit 
in good condition; 

 
2. Information about finding suitable housing and the 

advantages of moving to an area that does not have a high 
concentration of poor families; 

 
3. Payment standards, exception payment standard rent areas, 

and the utility allowance schedule; 
 

4. An explanation that the familyôs share of rent may not 
exceed the greater of the Total Tenant Payment or 40% of 
the familyôs monthly adjusted income; 

 
5. Portability requirements and opportunities; 

 
6. The need to have a reexamination conducted prior to the 

move;  
 

7. An explanation and copies of the forms required to initiate 
and complete the move; and 

 
8. All forms and brochures provided to applicants at the initial 

briefing. 
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17.0 PORTABILITY    
  
Portability applies to families moving out of or into EHAôs jurisdiction within the 
United States and its territories. 
 
 

17.1 General Policies of the Housing Authority 
 

A. A family whose head or spouse has a domicile (legal residence) or 
works in the jurisdiction of Everett Housing Authority at the time the 
family first submits its application for participation in the program to 
the Housing Authority may lease a unit anywhere in the jurisdiction 
of the Housing Authority or outside EHA jurisdiction as long as 
there is another entity operating a tenant-based Section 8 program 
covering the location of the proposed unit. 

 
B. If the head or spouse of the assisted family does not have a legal 

residence or work in the jurisdiction of the Housing Authority at the 
time of its application, the family will not have any right to lease a 
unit outside of EHA jurisdiction for a twelve (12) month period 
beginning when the family is first admitted to the program.  During 
this period, the family may only lease a unit located in the 
jurisdiction of the Everett Housing Authority. 

 
C. Families may only move to a jurisdiction where a Section 8 

Program is being administered. 
 
D. A family must be income-eligible in the area where the family first 

leases a unit with assistance in the Voucher Program. 
 
 

17.2 Portability Procedures 
 

A. When the Housing Authority is the initial Housing Authority: 
 

1. The Everett Housing Authority will brief the family on the 
process that must take place to exercise portability. The 
family will be required to attend a briefing. 

 
2. The Housing Authority will determine whether the family is 

income-eligible in the area where the family wants to lease a 
unit (if applicable). 
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3. The Housing Authority will advise the family how to contact 
and request assistance from the Receiving Housing 
Authority. 

 
4. The Housing Authority will, within ten (10) business days, 

notify the receiving Housing Authority to expect the family. 
 

5. The EHA will immediately mail to the Receiving Housing 
Authority the most recent HUD Form 50058 (Family Report) 
for the family, and related verification information. 

 
B. When the Everett Housing Authority is the Receiving Housing 

Authority: 
 

1. When the portable family requests assistance from the 
Everett Housing Authority, the Housing Authority will within 
ten (10) business days inform the Initial Housing Authority 
whether it will bill the Initial Housing Authority for assistance 
on behalf of the portable family, or absorb the family into its 
own program.  

 
2. The Everett Housing Authorityôs Board of Commissioners 

shall from time to time determine by resolution whether 
incoming vouchers will be absorbed or not. 

 
3. The EHA will issue a voucher to the family. The term of the 

EHA voucher will not expire before the expiration date of any 
Initial Housing Authority's voucher.  The Everett Housing 
Authority will determine whether to extend the voucher term. 
The family must submit a Request for Tenancy Approval to 
the Everett Housing Authority during the term the Everett 
Housing Authority will determine the family unit size for the 
portable family. The family unit size is determined in 
accordance with the Housing Authority's subsidy standards. 

 
4. The Everett Housing Authority will within ten (10) business 

days notify the Initial Housing Authority if the family has 
leased an eligible unit under the program, or if the family 
failed to submit a Request for Tenancy Approval for an 
eligible unit within the term of the voucher. 

 
5. If the Everett Housing Authority opts to conduct a new 

reexamination, the Housing Authority will not delay issuing 
the family a voucher or otherwise delay approval of a unit 
unless the re-certification is necessary to determine income 
eligibility. 
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6. In order to provide tenant-based assistance for portable 

families, the Everett Housing Authority will perform all 
Housing Authority program functions, such as 
reexaminations of family income and composition.  At any 
time, either the Initial Housing Authority or EHA may make a 
determination to deny or terminate assistance to the family in 
accordance with 24 CFR 982.552. 

 
C. Portability Billing 

 
1. To cover assistance for a portable family, the Receiving 

Housing Authority may bill the Initial Housing Authority for 
housing assistance payments and administrative fees. The 
billing procedure will be as follows: 

 
a. As the Initial Housing Authority, the Everett Housing 

Authority will promptly reimburse the Receiving 
Housing Authority for the full amount of the housing 
assistance payments made by the Receiving Housing 
Authority for the portable family. The amount of the 
housing assistance payment for a portable family in 
the Receiving Housing Authority's program is 
determined in the same manner as for other families 
in the Receiving Housing Authority's program. 

 
b. The initial Housing Authority will promptly reimburse 

the receiving Housing Authority for 80% of the initial 
Housing Authority's on-going administrative fee for 
each unit month that the family receives assistance 
under the tenant-based programs and is assisted by 
the receiving Housing Authority. If both Housing 
Authorities agree, we may negotiate a different 
amount of reimbursement. 

 
 D. When a Portable Family Moves 
 

When a portable family moves out of the tenant-based program of a 
receiving Housing Authority that has not absorbed the family, the 
Housing Authority in the new jurisdiction to which the family moves 
becomes the receiving Housing Authority, and the first receiving 
Housing Authority is no longer required to provide assistance for 
the family. 
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18.0 OCCUPANCY STANDARDS 
 
HUD guidelines require that Housing Authorities establish standards for the 
permitted family unit size, and such standards provide for a minimum 
commitment of subsidy while avoiding overcrowding. The standards used for the 
unit must be within the minimum unit size requirements of HUD's Housing Quality 
Standards. This section explains the standards that will be used to determine the 
permitted unit size for families. 
. 
 

18.1 Determining Voucher Size 
 

A. Occupancy Standards are necessary to insure families are not 
overcrowded. The Occupancy Standards shall consist of the 
following chart and list of policies.  In no event shall a family reside 
in a unit requiring more than two persons to share a sleeping room. 

 
B. Occupancy Standards apply to the unit size assigned in the 

Certificate or Voucher, which is the number of bedrooms the family 
is normally permitted to have in their chosen unit. 

 
 

No. of 
Bedrooms 

Minimum 
No. of Residents 

Maximum 
No. of Residents 

   

0 1 1 

1 1 2 

2 2 4 

3 4 6 

4 6 8 

5 8 10 

6 10 12 

 
The following policies will be used in conjunction with the chart in 
determining voucher size: 

 
1. Not more than two persons per bedroom; 

 
2. A married couple will share a bedroom; 
 
3. Children of opposite sex may share a bedroom until one 

reaches the age of six (6); 
 

4. Children of the same sex may share a bedroom unless there 
is an age difference of 96 or more months; 
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5. A child up to the age of three years may share a bedroom 

with a single parent; 
 

6. A separate bedroom will be provided for a familyôs adult 
children over the age of 23; 

 
7. A separate bedroom will be provided for an elderly person 

residing with a younger family; 
 

8. Foster children will be included in determining unit size only 
if they will be in the unit for more than 183 days; and 

 
9. A separate bedroom may be allowed for families with two or 

more full-time college students who live away from home, 
but commute to their familyôs home on weekends and school 
breaks. 

 
10. A separate bedroom will be provided for an authorized live-in 

attendant.   
 
 

18.2 Exceptions To Voucher Size Standards 
 

A. Families may request an exception to these standards and policies 
on the basis of the health or well being of the Family.  An exception 
may be approved by the Authority based on a third-party 
certification from a recognized professional that the exception is 
necessary for the health or well being of the family.  In applying this 
criteria, the approach will be to insure that the exception is really 
necessary and not merely a convenience. 

 
B. The Housing Authority will grant exceptions in cases where EHA 

determines the exceptions are justified by the relationship, age, 
sex, health or disability of family members, or other individual 
circumstances. 

 
C. The EHA will grant an exception as a reasonable accommodation 

for persons with disabilities. 
 
 

18.3 Changes in Voucher Size 
 

A. The members of the family residing in the unit must be approved in 
advance by the owner and the Housing Authority.  The family must 
obtain approval of any additional family member before the new 
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member occupies the unit except for additions by birth, in which 
case the family must inform the owner and the Housing Authority 
within ten (10) business days. The above referenced guidelines will 
apply. 

 
B. The family may request or the Housing Authority may issue a new 

voucher with a revised voucher size when there is a change in 
family composition or circumstances result in a different size being 
determined when applying these standards and policies. 

 
C. For purposes of calculating the housing subsidy a change in the 

voucher size will not result in a change in the subsidy computation 
except as stated in Section 21.3 (A).  

 
 

18.4 Unit Size Selected  

 
A. The family may select a dwelling unit in which the number of bedrooms 

is different than the voucher size, subject to the following conditions: 
  

1. Subsidy Limitation:  The payment standard used in calculating the 
housing subsidy shall be the lower of: 

 
a. The payment standard amount for the voucher size; or 
b. The payment standard amount for the unit size actually rented by 

the family. 
 

2. Utility Allowance: The utility allowance is based on the actual size 
of the unit rented.  

 
B. Residing in the actual unit may not result in a violation of the 
minimum occupancy standards contained in the Housing Quality 
Standards.  The Housing Quality Standards do not refer to the number of 
bedrooms, instead they establish a minimum number of sleeping rooms.  
There must be a minimum of one sleeping room as defined by the 
Housing Quality Standards for each two (2) persons residing in the unit. 

 

 

18.5 Live-in Attendants 
 

A. A household may include a live-in attendant provided that such live-
in attendant: 
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1. Is determined by the Housing Authority to be essential to the 
care and well being of an elderly person, a near-elderly 
person, or a person with disabilities; 

 
2. Is not obligated for the support of the person(s); and 

 
3. Would not be living in the unit except to provide care for the 

person(s). 
 

B. A live-in attendant is not considered to be an assisted family 
member and has no rights or benefits under the program: 

 
1. Income of the live-in attendant will not be counted for the 

purposes of determining eligibility or rent amount; 
 

2. Live-in attendants are not subject to the Non-Citizen Rule 
requirements; 

 
3. Live-in attendants may not be considered as a remaining 

member of the tenant family. 
 

C. Relatives are not automatically excluded from being live-in 
attendants, but they must meet all of the elements in the live-in 
attendant definition described above.  

 
D. A live-in attendant may only reside in the unit with the approval of 

the Housing Authority and the owner. 
 

E. It is expected that a live-in attendant would be working at least full-
time for the tenant and not have another job. 

 
F. Normally, no members of the live-in attendantôs personal family will 

also reside in the tenantôs home. 
 

G. The person serving as the live-in attendant is subject to the same 
screening process as any family member would be. 
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19.0 INSPECTION POLICIES,  HOUSING QUALITY 

STANDARDS, AND DAMAG E CLAIMS  
 
Housing Quality Standards (HQS) are the HUD minimum quality standards for 
tenant-based programs.  HQS standards are required both at initial occupancy 
and at least annually thereafter.  HQS standards apply to the building and 
premises, as well as the unit.  Newly leased units must pass the HQS inspection 
before the beginning date of the assisted lease and HAP contract. 
 
The Everett Housing Authority will inspect units under contract at least annually.  
The Housing Authority will also have an inspection supervisor perform quality 
control inspections annually to maintain the Housing Authorityôs required 
standards and to assure consistency in the Housing Authorityôs program. 
 
The Housing Authority inspections are designed to meet HUDôs requirement and 
to prevent housing subsidies to units that are unsafe.  The Housing Authorityôs 
inspectors are not technical building or housing inspectors and the Housing 
Authorityôs inspectors are not licensed builders, contractors, or inspectors.  The 
Housing Authority does not inspect for violations of Federal, state, local or 
housing and construction codes and attempts to identify only readily visible 
defects.  Federal regulations require the Housing Authority to approve a unit 
which an applicant or participant desires to rent unless the Housing Authority can 
document specific violations of the Housing Quality Standards. 
 
 

19.1 Overview of Inspection Procedures 
 

A. The Housing Authority will inspect all units to ensure that they meet 
Housing Quality Standards (HQS). No unit will be initially placed on 
the Section 8 Existing Program unless the HQS is met. Units will be 
inspected at least annually, and at other times as needed, to 
determine if the units meet HQS.  With one exception, EHA will 
utilize the Housing Quality Standards developed by HUD as set 
forth at 24 CFR 882.109 and 24 CFR 887.251 to ensure that 
participants reside in decent, safe, and sanitary housing.  The only 
exception is that tie downs will not be required for mobile homes.  
In addition, the Authority will interpret the HQS standards in 
accordance with PHA Circular N.E. 88-5, dated February 12 1988, 
in which the Authority was granted permission to amend the HQS 
inspection form to insert the word ñvisibleò preceding the hazardous 
defect items throughout the inspection form.  The Authorityôs 
inspection is limited to housing conditions that are visible only.  
Hazards which are within walls or that require testing to detect are 
beyond the scope of the HQS inspection. 
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B. The Housing Authority must be allowed to inspect the dwelling unit 
at reasonable times with reasonable notice. The family and owner 
will be notified of the inspection appointment by first class mail. If 
the family cannot be at home for the scheduled inspection 
appointment, the family must call and reschedule the inspection or 
make arrangements to enable the Housing Authority to enter the 
unit and complete the inspection. 

 
C. If the family misses the scheduled inspection and fails to 

reschedule the inspection, the Housing Authority will only schedule 
one more inspection. If the family misses two inspections, the 
Housing Authority will consider the family to have violated a Family 
Obligation and their assistance will be terminated. 

 
 

19.2 Types of Inspections  
 
There are six types of inspections the Everett Housing Authority will perform: 
 

A. Initial Inspection:  An inspection that must take place to insure that 
the unit passes HQS before assistance can begin. 

 
B. Annual Inspection:  An inspection to determine that the unit 

continues to meet HQS.  Every unit must be inspected annually to 
identify any violations of HQS standards.  In addition they are 
designed to identify problems with housekeeping or other potential 
lease violations. 

 
C. Complaint Inspection:  The Housing Authority will inspect a unit if 

either the tenant or the owner complains that violations or 
conditions exist that if true would violate HQS standards. 
Depending on staffing availability, the Housing Authority may 
respond to other types of complaints. 

 
D. Special Inspection:  A special inspection may be necessary to 

comply with program regulations or in response to concerns 
expressed by third parties. 

 
E. Move Out Inspection: If requested by an owner or a tenant, the 

Housing Authority will attempt to perform a move-out inspection, as 
time and personnel allow. 

 
F. Quality Control Inspection:  The Housing Authority will conduct a 

quality control re-inspection on at least the number required by the 
Section 8 Management Assessment Plan. 
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19.3 Owner and Family Responsibility  
 
 A. Owner Responsibility for HQS  
 
  1. The owner must maintain the unit in accordance with HQS. 
 

2. If the owner fails to maintain the dwelling unit in accordance 
with HQS, the Housing Authority will take prompt and 
vigorous action to enforce the owner obligations. The 
Housing Authority's remedies for such breach of the HQS 
include termination, suspension, abatement, or reduction of 
housing assistance payments and termination of the HAP 
contract. 

 
3. The Housing Authority will not make any housing assistance 

payments for a dwelling unit that fails to meet the HQS, 
unless the owner corrects the defect within the period 
specified by the Housing Authority and the Housing Authority 
verifies the correction. The Housing Authority will establish 
procedures to grant extensions and to allow verification of 
defect correction through physical re-inspection, landlord or 
owner certification of repairs made, contract or work order 
completion reports. If a defect is life threatening, the owner 
must correct the defect within no more than twenty-four (24) 
hours. For other defects the owner must correct the defect 
within no more than thirty (30) calendar days (or any 
Housing Authority approved extension). 

 
4. The owner is not responsible for a breach of the HQS which 

is not caused by the owner, and for which the family is 
responsible. Furthermore, the Housing Authority may 
terminate assistance to a family because of the HQS breach 
caused by the family. 

 
 B. Family Responsibility for HQS 
 

1. The family is responsible for a breach of the HQS that is 
caused by any of the following: 

 
a. The family fails to pay for any utilities that the owner is 

not required to pay for, but which are to be paid by the 
tenant; 

 



 

Adopted April 24, 2000 - 95  Last Revised November 23, 2009 
   

 

b. The family fails to provide and maintain any 
appliances that the owner is not required to provide, 
but which are to be provided by the tenant; or 

 
c. Any member of the household or a guest damages 

the dwelling unit or premises (damage beyond 
ordinary wear and tear). 

 
2. If an HQS breach caused by the family is life threatening, the 

family must correct the defect within no more than 24 hours. 
For other family-caused defects, the family must correct the 
defect within no more than 30 calendar days (or any Housing 
Authority approved extension). 

 
3. If the family has caused a breach of the HQS, the Housing 

Authority will take prompt and vigorous action to enforce the 
family obligations. The Housing Authority may terminate 
assistance for the family in accordance with 24 CFR 
982.552. 

 
 

19.4 Emergency Fail Items 
 
The following items are to be considered examples of emergency items that need 
to be abated within twenty-four (24) hours: 
 

A. Major plumbing leak. 
 

B. Natural gas leak. 
 

C. Electrical outlet smoking or sparking. 
 

D. Exposed electrical wires, which could result in shock or fire. 
 

E. Unusable toilet when only one toilet is present in the unit. 
 

F. Security risks such as broken doors or windows that would allow 
intrusion. 

 
G. Other conditions which pose an immediate threat to health or 

safety. 
 

 H. In-operable smoke detector. 
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20.0 DETERMINA TION OF TOTAL TENANT  PAYMENT  
 

The accurate calculation of Annual Income and Adjusted income will ensure the 
family is not paying more or less money for rent than their obligation under the 
regulations. 
 
 

20.1 Minimum Rent   
 

A. Minimum Rent 
 

1. The minimum rent for EHAôs Section 8 program is $50.00 
 

2. The Total Tenant Payment is the greater of: 
 

a. 30% of the adjusted monthly income 
 

b. 10% of the monthly income 
 

c. The Minimum rent as established by the EHA 
 

3. The minimum rent refers to a minimum total tenant payment 
and not a minimum tenant rent. 

 
 

20.2 Allowances and Exclusions  
 

A. Income and Allowances 
 

1. Income: The sources of funds that are to be used as income 
for purposes of calculating the TTP are defined by HUD in 
federal regulations.  In accordance with this definition, 
income from all sources of each member of the household is 
documented. 

 
2. Annual Income:  Is defined as the gross amount of income 

anticipated to received by the family during the twelve (12) 
months after certification or re-certification.  Gross income is 
the amount of income prior to any HUD allowable expenses 
or deductions, and does not include income that has been 
excluded by HUD.  Annual income is used to determine 
whether or not applicants are within the applicable income 
limits.  (24 CFR 5.607) 
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3. Adjusted Income:  Is defined as the Annual income minus 
any HUD allowed deductions. 

 
4. Allowable Deductions:  HUD has five allowable deductions 

from annual income: 
 

a. Dependent allowance:  $480 each for family members 
(other than the head or spouse), who are minors, and 
for family members who are 18 and older who are full-
time students or who are disabled. 

 
b. ñElderlyò allowance:  $400 per household for families 

whose head or spouse is 62 or over or disabled. 
 

c. Allowable medical expenses for the family member 
who is head of house or spouse who is 62 or older or 
disabled: a deduction is given for the amount by 
which medical expenses exceed 3% of the total 
annual household income. 

 
d. Childcare expenses for children under 13 are 

deducted when child-care is necessary to allow an 
adult member to work, or attend school.  This does 
not apply if an adult family member is available to 
care for the children. 

 
e. Expenses for attendant care or auxiliary apparatus for 

persons with disabilities, a deduction is given for the 
amount by which expenses exceed 3% of the total 
annual household income if needed to enable the 
individual or an adult family member to work.  If the 
family is also eligible for a medical expense deduction 
the 3% threshold is only applied once. 

 
B. Training Income Exclusions  

 
The EHA believes that training income exclusions are an important factor 
in helping housing participants move from welfare and dependence to 
greater self-sufficiency. 

 
1. Training income eligible for an eighteen month exclusion 

applies only to people eligible for this exclusion prior to June 
30, 1999. In order to be eligible for the exclusion the tenant 
must actually receive training under the provisions of the 
program.  For purposes of this exclusion, it is not enough for 
the resident to merely be enrolled.  The following training 
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programs are eligible for one or more types of income 
exclusion: 

 
a. The type of training program is in accordance with 24 

CFR 5609 c (8) (v) and has features that allow the 
training income of assisted housing tenants to be 
excluded only while the tenant is actively enrolled in 
the training.  This training program is defined as one 
with goal and objectives designed to lead to a higher 
level of proficiency, and one that enhances the 
individualôs ability to obtain employment.  Training 
may include, but is not limited to: 

 
1. Classroom training in a specific occupational 

skill; 
2. On-the-job training with wages subsidized by 

the program, or 
3. Basic education. 

 
b. Training Programs Funded by HUD 

 
1. All training income from a HUD sponsored or 

funded training program, whether incremental 
or not, is excluded from the residentôs annual 
income while the resident is training.  Income 
from a Resident Services training program, 
which is funded by HUD, is excluded. 

 
2. Upon employment with the EHA, the full 

amount of employment income received by the 
person is counted.  There is no 18-month 
exclusion of income for wages funded under 
the 1937 Housing Act Programs, which 
includes public housing and Section 8.  

 
c. Other Exclusions: Amounts specifically excluded by 

any other Federal statute from consideration as 
income for purposes of determining eligibility or 
benefits. These exclusions include the following: 
 
1. Income from employment of children (including 

foster children) under the age of 18 years; 
 

2. Payments received for the care of foster 
children or foster adults (usually persons with 
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disabilities, unrelated to the tenant family, who 
are unable to live alone); 

 
3. Lump-sum additions to family assets, such as 

inheritances, insurance payments (including 
payments under health and accident insurance 
and worker's compensation), capital gains and 
settlement for personal or property losses; 

 
4. Amounts received by the family that is 

specifically for, or in reimbursement of, the cost 
of medical expenses for any family member; 

 
5. Income of a live-in aide; 

 
6.  The full amount of student financial assistance 

paid directly to the student or to the 
educational institution for tuition; except as 
described below: 

 
If the student is eligible to receive 
assistance, any financial assistance (in 
excess of amounts received for tuition) that 
an individual receives from private sources 
or an institution of higher education must be 
considered as income.  Unless: 

 
If the student is over the age of 23 and has 
a dependent child or children, the financial 
assistance they receive toward their 
education is not counted as income. 

 
7. The special pay to a family member serving in 

the Armed Forces who is exposed to hostile 
fire; 

 
8. The amounts received from the following 

programs: 
 

a. Amounts received by a person with a 
disability that are disregarded for a 
limited time for purposes of 
Supplemental Security Income eligibility 
and benefits because they are set aside 
for use under a Plan to Attain 
Self-Sufficiency (PASS); 
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b. Amounts received by a participant in 

other publicly assisted programs that 
are specifically for or in reimbursement 
of out-of-pocket expenses incurred 
(special equipment, clothing, 
transportation, child care, etc.) and that 
are made solely to allow participation in 
a specific program; 

 
c. Amounts received under a resident 

service stipend. A resident service 
stipend is a modest amount (not to 
exceed $200 per month) received by a 
resident for performing a service for the 
Housing Authority or owner, on a 
part-time basis, that enhances the 
quality of life in the development. Such 
services may include, but are not limited 
to, fire patrol, hall monitoring, lawn 
maintenance, and resident initiative 
coordination. No resident may receive 
more than one such stipend during the 
same period of time; 

 
d. Incremental earnings and benefits 

resulting to any family member from 
participation in qualifying State or local 
employment training programs 
(including training programs not 
affiliated with a local government) and 
training of a family member as resident 
management staff. Amounts excluded 
by this provision must be received under 
employment training programs with 
clearly defined goals and objectives and 
are excluded only for the period during 
which the family member participates in 
the employment training program; 

 
e. Temporary, nonrecurring, or sporadic 

income (including gifts); 
 

f. Reparation payments paid by a foreign 
government pursuant to claims filed 
under the laws of that government by 
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persons who were persecuted during 
the Nazi era; 

 
g. Earnings in excess of $480 for each 

full-time student 18 years old or older 
(excluding the head of household and 
spouse); 

 
h. Adoption assistance payments in 

excess of $480 per adopted child; 
 

i. Deferred periodic amounts from 
Supplemental Security Income and 
Social Security benefits that are 
received in a lump sum amount or in 
prospective monthly amounts; 

 
j. Amounts received by the family in the 

form of refunds or rebates under State 
or local law for property taxes paid on 
the dwelling unit; 

 
k. Amounts paid by a State agency to a 

family with a member who has a 
developmental disability and is living at 
home to offset the cost of services and 
equipment needed to keep the 
developmentally disabled family 
member at home; or 

 
l. Amounts specifically excluded by any 

other Federal statute from consideration 
as income for purposes of determining 
eligibility or benefits.  

 
     These exclusions include: 
 

1. The value of the allotment of food 
stamps; 

 
2. Payments to volunteers under the 

Domestic Volunteer Services Act 
of 1973; 
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3. Payments received under the 
Alaska Native Claims Settlement 
Act; 

 
4. Income from sub-marginal land of 

the U.S. that is held in trust for 
certain Indian tribes; 

 
5. Payments made under the Low-

Income Energy Assistance 
Program; 

 
6. Payments received under the Job 

Training Partnership Act; 
 

7. Income from the disposition of 
funds of the Grand River Band of 
Ottawa Indians; 

 
8. The first $2000 per capita 

received from judgment funds 
awarded for certain Indian claims; 

 
9. Amount of scholarships awarded 

under Title IV including Work-
Study; 

 
10. Payments received under the 

Older Americans Act of 1965; 
 

11. Payments from Agent Orange 
Settlement; 

 
12. Payments received under the 

Maine Indian Claims Act; 
 

13. The value of child-care under the 
Child Care and Development 
Block Grant Act of 1990; 

 
14. Earned income tax credit refund 

payments; 
 

15. Payments for living expenses 
under the AmeriCorps Program; 
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D. Averaging Income 
 

When annual income cannot be anticipated for a full twelve months,   
EHA will: annualize current income or recent income and conduct 
an interim reexamination if income changes.  If a household 
member has been employed for at least one year with a temporary 
employment agency, is considered a seasonal employee, or has a 
history of employment / unemployment periods, historical earnings 
will be used to anticipate income. If the member is unemployed at 
the time of an annual recertification, such history will be considered 
and income averaging used to determine anticipated income for the 
next year. 

 
E. Minimum Income 

 
There is no minimum income requirement.  Families who report 
zero income are required to submit a written certification every 
month.   

 
F. Tip Income 
 

Tip income must be included when determining annual gross 
income.  Individuals working in the food industry or in personal 
service, such as hair stylists, baristas or manicurists, typically 
receive tips.  If tip income is not included on the employment 
verifications, 20% of the verified gross annual income will be used 
to anticipate tip income. 
 
For individuals who work in the gaming or entertainment industry, if 
tips are not listed on the employment verification, 40% of the 
verified gross annual income will be used to anticipate tip income. 
 
Anticipated tips will be calculated on gross income unless the 
employer verifies the amount of tips on the verification form, or the 
employee provides IRS approved documentation for their tip 
income. 

 
G. Regular contributions and gifts 

 
Regular contributions and gifts received from persons outside the 
household are counted as income for calculation of the Total 
Tenant Payment. 

 
Any contribution or gift received annually or more frequently will be 
considered a ñregularò contribution or gift, unless the amount is less 
than $180.00 per year.  This includes rent and utility payments 
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made on behalf of the family and other cash or non-cash 
contributions provided on a regular basis.   It does not include 
casual contributions or sporadic gifts such as holiday or birthday 
gifts. 

 
H. Alimony and Child Support 

 
Regular alimony and child support payments are counted as 
income for calculation of Total Tenant Payment. 

 
If the amount of child support or alimony received is less than the 
amount awarded by the court, the EHA must use the amount 
awarded by the court unless it is determined the family can verify 
that they are not receiving the full amount. 
 

1. If a history of payments received is available, the full 
history will be used to determine the payment pattern of 
the absent parent, and an anticipated annual amount will 
be determined.   

2. If the history of payments documents that back child 
support is being received, this information will be used to 
anticipate annual child support income.  

 
 

I. Lump-sum Receipts 
 

Lump-sum additions to Family assets, such as inheritances, 
insurance compensation, capital gains, and settlement for personal 
or property losses are not included in income but may be included 
in assets. 

 
Lump-sum payments caused by delays in processing periodic 
payments (unemployment or welfare assistance) are counted as 
income.  Lump sum payments from Social Security or SSI are 
excluded from income, but any amount remaining will be 
considered an asset.  Deferred periodic payments that have 
accumulated due to a dispute will be treated the same as periodic 
payments which are deferred due to delays in processing. 

 
In order to determine amount of retroactive tenant rent that the 
family owes as a result of the lump sum receipt.  The EHA uses a 
calculation method that calculates the tenantôs rent for the period 
covered by the lump sum payment retroactively or prospectively 
depending on the circumstances. 

 



 

Adopted April 24, 2000 - 105  Last Revised November 23, 2009 
   

 

On a retroactive basis EHA will go back to the date lump-sum 
payment was received.  The EHA will determine the revised income 
for each certification period and recalculate the tenant rent for each 
period to determine the amount due EHA.  This retroactive process 
will cover the full period of the lump sum payment coverage, but in 
no event prior to a tenantôs admission to public housing.  In 
determining the revised income EHA will take into consideration 
any offsetting re-payments the tenant must make within five (5) 
years of the lump sum. 

 
Attorney Fees:  The Familyôs attorney fees may be deducted from 
lump-sum payments when computing annual income if the 
attorneyôs efforts have recovered a lump-sum compensation, and 
the recovery paid to the family does not include an additional 
amount in full satisfaction of the attorneyôs fees. 

 
J. Contributions to Retirement Funds - Assets 

 
Contributions to company retirement/pension funds are handled as 
follows: 

 
1. No deduction is given to the family for any contribution to the 

fund. 
 

2. The principal of the fund is counted as an asset of the family 
if the family can access it without retiring or terminating 
employment. 

 
3. Any payments received from the Fund are counted as 

income. 
 

K. Assets Disposed of for less than Fair Market Value 
 

The EHA must count assets disposed of for less than fair market 
value during the two years preceding certification or reexamination.  
The EHA will count the difference between the market value and 
the actual payment received in calculating total assets. 

 
Assets disposed of as a result of foreclosure or bankruptcy are not 
considered to be assets disposed of for less than fair market value.  
Assets disposed of as a result of a divorce or separation are not 
considered to be assets disposed of for less than fair market value. 

 
L. Child Care Expenses 
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Un-reimbursed child-care expenses for children under thirteen (13) 
may be deducted from annual income if they enable an adult to 
work or to attend school.  

 
In the case of a child attending private school, only before or after-
hours care can be counted as child-care expenses. 

 
Child-care expenses must be reasonable.  Reasonable is 
determined by what the average child-care rates are in EHAôs 
jurisdiction. 

 
M. Rent for families under the non-citizen rule 

 
Definitions Related to Non-citizen households: 

 
1. Mixed Families:  A family is eligible for assistance as long as 

at least one member is a citizen or eligible immigrants.  
Families that include eligible and ineligible individuals are 
called ñmixedò.  Such applicant families will be given notice 
that their assistance will be pro-rated and that they may 
request a hearing if they contest this determination. 

 
2. Non eligible members:  Applicant families that include no 

eligible member will be denied admission and offered an 
opportunity for a hearing. 

 
3. Non-citizen students defined by HUD in the non-citizen 

regulations are not eligible for assistance. 
  

A mixed family will receive full continuation of assistance if all of the 
following conditions are met: 

 
  1. The family was receiving assistance on June 19, 1995; 
   

2. The family was granted continuation of assistance before 
November 29, 1996; 

 
3. The family's head or spouse has eligible immigration status; 

and 
 

4. The family does not include any person who does not have 
eligible status other than the head of household, the spouse 
of the head of household, any parent of the head or spouse, 
or any child, under the age of eighteen (18) of the head or 
spouse. 
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5. If a mixed family qualifies for prorated assistance but 
decides not to accept it, or if the family has no eligible 
members, the family may be eligible for temporary deferral of 
termination of assistance to permit the family additional time 
for the orderly transition of some or all of its members to 
locate other affordable housing. Under this provision, the 
family receives full assistance. If assistance is granted under 
this provision prior to November 29, 1996, it may last no 
longer than three (3) years. If granted after that date, the 
maximum period of time for assistance under the provision is 
eighteen (18) months. The EHA will grant each family a 
period of six (6) months to find suitable affordable housing. If 
the family cannot find suitable affordable housing, the EHA 
will provide additional search periods up to the maximum 
time allowable. 

 
6. Suitable housing means housing that is not substandard and 

is of appropriate size for the family. Affordable housing 
means that it can be rented for an amount not exceeding the 
amount the family pays for rent, plus utilities, plus twenty-five 
percent (25%). 

 
The family's assistance is prorated in the following manner: 

 
a. Determine the 95th percentile of gross rents (tenant 

rent plus utility allowance) for the EHA. The 95th 
percentile is called the maximum rent. 

 
b. Subtract the family's total tenant payment from the 

maximum rent. The resulting number is called the 
maximum subsidy. 

 
c.  Divide the maximum subsidy by the number of family 

members and multiply the result times the number of 
eligible family members. This yields the prorated 
subsidy. 

 
N. Income Changes Resulting From Welfare Program Requirements 

 
The EHA will not reduce the housing assistance for families whose 
welfare assistance is reduced specifically because of:   

 
1. Fraud; or  

 
2. Failure to participate in an economic self-sufficiency 

program; or  
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3. Noncompliance with a work activities requirement. 

 
However, EHA will reduce the rent if the welfare assistance 
reduction is a result of:   

 
1. The expiration of a lifetime time limit on receiving benefits; or 

 
2. A situation where the family has complied with welfare 

program requirements but cannot or has not obtained 
employment.   

 
O. Utility Allowance and Utility Reimbursement Payments 

 
1. The same Utility Allowance Schedule is used for all tenant-

based programs. 
 

2. The utility allowance is intended to cover the cost of utilities 
not included in the rent. The allowance is 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. Allowances are not based on 
an individual family's actual energy consumption. 

  
3. The EHAôs utility allowance schedule, and the utility 

allowance for an individual family, will include the utilities and 
services that are necessary in the locality to provide housing 
that complies with the housing quality standards.  

 
4. The EHA will not provide any allowance for non-essential 

utility costs, such as costs of cable or satellite television. 
 

5. The EHA will review the utility allowance schedule annually.  
If the review finds a utility rate has changed by 10 percent or 
more since the last revision of the utility allowance schedule, 
the schedule will be revised to reflect the new rate. Revised 
utility allowances will be applied in a participant family's rent 
calculation at their next reexamination.  

 
6. The approved utility allowance schedule is given to families 

along with their Voucher. The utility allowance is based on 
the actual unit size selected.  

 
7. Where the utility allowance exceed the familyôs Total Tenant 

Payment, a utility reimbursement payment is due the family, 
and EHA will provide such payment to the family each 
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month. The check will be made out to the tenant and the 
utility company. 
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21.0 RE-CERTIFICATIONS   
  

Introduction  
 

HUD requires that EHA re-certify all families at least annually.  At the annual  
re-certification families must report their current household composition, income, 
deductions and all allowances.  Between regular annual re-certifications, HUD 
requires that families report all changes in household composition, but the EHA 
decides what other changes must be reported and the procedures for reporting 
them.  This Section defines EHAôs policy for conducting annual re-certifications.  
It also explains the interim reporting requirements for families, and the standards 
for timely reporting. 
 
 

21.1 Annual Reviews  
 
Purpose:  To assure that families are charged appropriate rent and that the 
family is housed in the correct unit size, the circumstances of each Family shall 
be annually reviewed and re-determined as described in this section.  The terms 
annual re-certification and annual reexamination are synonymous. 
 

A. Information Required:  An Annual Review for all tenants is to be 
conducted once every twelve (12) months.  In order to be re-
certified, families are required to provide current and accurate 
information on income, assets, allowances and deductions, and 
family composition.    

 
B. Notice:  Approximately one hundred and twenty (120) days prior to 

the Annual Review date, the tenant will be notified by letter of the 
approaching review date: 

 
1. The letter will include the forms required for the review and 

notification of any other documentation that is required.  The 
letter will inform the tenant of the date by which all materials 
must be mailed or delivered to the Housing Authority. 

 
2. Unless other arrangements are made in advance, the annual 

review may be conducted by mail. The letter tells families 
who may need to make alternate arrangements due to a 
disability that they may contact staff and request an 
accommodation of their needs. 

 
C. Missed Appointments:  Failure of the tenant to either keep the 

scheduled appointment or to make alternative arrangements 
acceptable to EHA or to provide needed information or to sign 
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necessary forms or to provide needed assistance in completing the 
review will result in termination of the participantôs Section 8 
assistance. 

 
D. During the interview, the family must provide all information 

regarding income, assets, expenses, and other information 
necessary to determine the familyôs share of rent.  The family must 
sign the HUD consent form and other forms that later will be mailed 
to the sources that will verify the family circumstances. 

 
E. Upon receipt of verification, EHA will determine the familyôs annual 

income and will calculate the formula Total Tenant Payments as the 
larger of the following: 

 
1. 10% of monthly income; 

 
  2. 30% of adjusted monthly income; or 
 
  3. The minimum Total Tenant Payment is $0.00. 
 
 

21.2 Special Reviews 
 

A. If, at any review, it is not possible to make an accurate estimate of 
Annual Income for the next twelve (12) month period because: 

 
1. A participant is unemployed and there are no anticipated 

prospects of employment; or 
 

2. The conditions of employment and/or receipt of income are 
so unstable as to invalidate usual and normal standards for 
determination, then a special review for the purpose of re-
determining income and rent shall be scheduled for a 
specified time (either 30, 60, 90, or 120 days), depending 
upon EHAôs estimate of the time required for the family 
circumstances to stabilize.  If, at the time of such special 
review, it is still not possible to make a reasonable estimate 
of annual income, special reviews shall be scheduled until 
such time as a reasonable estimate can be made up to the 
time of the next scheduled annual review. 

     
B. If, at any review, a family is known to have had a history of 

fluctuating income over the past year(s) but an income pattern is 
identifiable and is expected to continue, then special reviews 
should not be scheduled.  Since rent is based, in all cases, on 
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estimated annual income, a reasonable twelve (12) month estimate 
of such Income can be based on the identified pattern. 

 
C. If, at any review, a family reports no income, the lack of income 

shall be appropriately documented.  A special review schedule shall 
be established providing special reviews at thirty (30) day intervals 
until income is received. 

 
 

21.3 Reporting Changes   
 

A. In addition to submitting such information as may be required at the 
time of annual review or special review, participants are required to 
report in writing to EHA the following defined changes in family 
circumstances: 

 
1. Any change in the sources of income, including a new 

source, or any increase from an existing source, except for 
increases that occur as the result of a cost-of-living 
adjustment or annual salary change.  This exception does 
not include increases resulting from promotion, 
reclassifications, bonuses, recalculation of benefits, etc. 

     
2. Changes affecting family composition: Participants are 

required to report the loss of a family member through death, 
divorce, or other circumstance or the addition of a child 
through birth.  Participants are required to request and 
receive written permission to add a new family member 
through marriage, life partnership, adoption, or court 
awarded custody. The proposed family member is not 
authorized to live in the assisted unit prior to owner and 
Housing Authority approval.  Other adult family members, as 
defined in Section 9.2 of the Section 8 Administrative Plan, 
may only be added to the household if the change in 
composition is a permanent change that will increase the 
familyôs self-sufficiency or to provide care for a dependent 
adult.  Such additions will only be allowed if the unit size, 
including sleeping rooms, is adequate to avoid overcrowding 
during the interim period before the voucher size is re-
determined. If the other adult family memberôs addition to the 
household is approved, the voucher size will be re-
determined at the second annual review following the 
change in family composition. Additions to the household 
other than by birth must be approved in advance by the 
owner and the Housing Authority through a written Lease 
Amendment. 
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B. Reports of the above-defined circumstantial changes are to 

be made in writing within ten (10) business days subsequent 
to the occurrence of the change. 

 
C. Participants may report decreases in family Income or 

increases in deductions or allowances that would reduce the 
amount of the total tenant payment.  The Housing Authority 
will process the rent adjustment unless EHA confirms that 
the decrease in income will last less than thirty (30) days. 

   
 

21.4 Interim Review   
 
An interim review and recalculation of rent will be processed when a change is 
reported by a participant (or should have been reported) pursuant to Section 21.3 
and subject to the following: 
 

A. If the change is a change in the adult composition of the household, 
then an interim review will be completed.  

 
B.  If the change is an increase in income, a change in the source of 

income or new income then an interim review will be completed. 
 

C. If a reduction in income, or an increase in deductions is reported, 
then an interim review will be completed for a participant.  Income 
will be annualized for those families whose income fluctuates. 

 
D. In processing interim reviews for all participants, EHA will follow the 

same verification procedures as under the annual review section, 
21.D and E, except that the items required to be verified will be for 
the reported change in circumstances only. 

 
E. In the case of an interim review which would increase the Total 

Tenant Payment, the revised rent will be effective on the first of the 
month following at least thirty (30) days from the date the change 
occurred. 

 
F.. In the case of an interim review which would lower the Total Tenant 

Payment, the revised rent will be effective as of the latter of the 
following:   

 
1. The first day of the following month if the change was 

effective on or before the 10th of the month and was properly 
reported; or 

 



 

Adopted April 24, 2000 - 114  Last Revised November 23, 2009 
   

 

2. The first day of the second month if the change was effective 
on or after the 11th day of the month and was properly 
reported. ( EX:  income reduction on January 11, revised 
rent would be effective March 1.) 

 
G. In the case of an interim review resulting from an increase in   
 adult household members, the change shall be effective the   
 first day of the month following the addition of the family   
 member.  If adult household composition changes, a copy of   
 the lease or addendum to the lease must be provided to EHA.  
 
H..  In the case of a reduction in household composition, the reduction 

in rent shall be effective on the first day of the month following the 
change occurring, providing it was reported properly.   

 
I.. In all other interim reviews resulting from increases in household 

composition, the change shall be effective the first day of the month 
following thirty (30) days from the date the change occurred. 

 
.   

21.5 Timely Reporting of Changes in Income and Assets   
 

A. Standard for timely reporting of changes: 
 

1. The EHA requires that families report interim changes of 
increased income from existing sources or new income 
sources (in compliance with Section 21.3) to EHA within ten 
(10) working days of when the change occurs.  Any 
additional information, document or signature needed from 
the family in order to verify the change must be provided 
within three working days of being requested. 

 
2. Family composition changes must be reported or requested 

in advance in compliance with Section 21.3. 
 
3. If the change is not reported within the required time period, 

or if the family fails to provide signatures, certifications or 
documentation, (in the time period requested by the EHA), it 
will be considered untimely reporting. 

 
 

B. Procedures when the change is not reported by the participant in a 
timely manner: 

 
If the family does not report the change as described under timely 
reporting, the family will have caused an unreasonable delay in the 



 

Adopted April 24, 2000 - 115  Last Revised November 23, 2009 
   

 

interim reexamination processing and the following guidelines will 
apply: 

 

1. Increase in the Tenant Rent:   The family will be liable for 
any underpaid rent, and may be required to make a lump 
sum payment.  Failure to report an increase in income may 
also be cause for termination of the familyôs participation in 
the Section 8 program. 

 
2. Decrease in Tenant Rent will be effective on the first of the 

month following completion of processing by EHA and not  
   retroactively. 
 

C. Income Disregard 
 

If the family is eligible for income disregard program, the benefit 
period of income disregard may be lengthened by this interim 
review policy. 
 

21.6 Rent Errors 
 
If an error in rent is revealed at any time, EHA shall make proper adjustments to 
correct the error as follows: 
 

A. If the error was due to intentional misrepresentation or failure to 
provide complete or accurate information by the tenant and 
corrective actions result in an increased rent, such increase shall 
be retroactive to the date in which the increase would have 
occurred had the misrepresentation or incomplete reporting not 
occurred. 

 
B. If the error was due to the intentional misrepresentation or failure to 

provide complete or accurate information by the tenant and 
corrective action results in decreased rent, such decrease shall not 
be made retroactively, but shall become effective as of the first of 
the month following verification. 

 
C. If the error was not the fault of the tenant and corrective action 

results in an increase, such increase shall be effective the first of 
the month following thirty (30) days notice. 

  
D. If the error was not the fault of the tenant and corrective action 

results in a decrease, such decrease shall be made retroactive to 
the date the erroneous rent was charged. 
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21.7 Review Procedures 
 
Data assembled at the time of review are to be filed in the folder set up for the 
family at the time of admission. 
 

A. Completion of Tenant Data Summary Certification.  The head of 
family and/or spouse and all other adults of each household are 
required to participate in a personal interview, and at the time of 
any review, to submit information related to income, assets, family 
composition, and any claimed deductions.  The information must be 
certified to its accuracy and completeness by the responsible 
household member(s). 
 
When it is determined to be justified EHA may waive the 
requirement of the personal interview by some or all of the adult 
household members. 

 
B. Verification and Documentation of Review Data.  All items of 

income, assets and deductions shall be verified in accordance with 
Section 11 concerning Verifications, at the time of admission and at 
all annual reviews.  Only those items that have changed need be 
verified at the time of an interim or special review.  All verifications 
shall be maintained in the tenantôs file, and shall be completed prior 
to the execution of the lease or lease amendment. 

 
C. Summary of Verified Data.  Verification data is to be reviewed and 

evaluated as received for completeness, adequacy and 
conclusiveness.  Where the information received is not completely 
adequate in all respects, follow-ups or new efforts to obtain such 
information are to be made and carried through to conclusion.  As 
verifications of all necessary items for each review are completed, a 
summary of the verified information is to be prepared. 

 
E. Privacy of Information.  All information provided by an applicant or 

participant family shall be held in the strictest confidence.  



 

Adopted April 24, 2000 - 117  Last Revised November 23, 2009 
   

 

22.0 RENT AND HOUSING ASSISTANCE PAYMENT  
 

General  
 
The policies in this section reflect the amendments to the HUD regulations, which 
were implemented by the Quality Housing and Work Responsibility Act of 1998 
for the Section 8 Tenant-Based Assistance Program. These amendments 
became effective on October 1, 1999, which is referred to as the ñmerger dateò. 
These amendments complete the merging of the Section 8 Certificate and 
Voucher Programs into one program, called the Housing Choice Voucher 
Program.  
 
In accordance with the regulations, for those Section 8 participant families where 
there is a HAP Contract in effect entered into prior to October 1, 1999, the PHA 
will continue to uphold the rent calculation methods of the pre-merger Regular 
Certificate, and Voucher tenancies until the second (2nd ) regular reexamination 
of family income and composition following the ñmerger dateò. However, all new 
leases, moves and new admissions taking effect on or after October 1, 1999 will 
be subject to the regulations of the new Housing Choice Voucher Program.  
 
The Housing Authority will determine rent reasonableness in accordance with 24 
CFR 982.507(a). It is EHA's responsibility to ensure that the rents charged by 
owners are reasonable based upon  unassisted comparables in the rental 
market, using the criteria specified in  24 CFR 982.507(b).   
 
This section explains EHA's procedures for determination of rent-
reasonableness, payments to owners, adjustments to the Payment Standards, 
and rent adjustments. 
 
After August 12, 1999, the Housing Authority will issue only vouchers to 
applicants, movers, and families entering the jurisdiction through portability. 
Certificates currently held will continue to be honored until the transition of the 
merger of the Section 8 Certificate and Voucher programs as outlined in 24 CFR 
982.502 is complete.  
 
 

22.1 Rent Reasonableness 
  
The Housing Authority will not approve an initial rent or a rent increase in any of 
the tenant-based programs without determining that the rent amount is 
reasonable. Reasonableness is determined prior to the initial lease and at the 
following times: 
  

A.  Before any increase in rent to owner is approved;  
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B.  If sixty (60) days before the contract anniversary date there is a five 
percent (5%) decrease in the published Fair Market Rent (FMR) as 
compared to the previous FMR. 

 
 

22.2 Comparability 
 
In making a rent reasonableness determination, the Housing Authority will 
compare the rent for the unit to the rent of comparable units in the same or 
comparable neighbor- hoods. The Housing Authority will consider the location, 
quality, size, number of bedrooms, age, amenities, housing services, 
maintenance and utilities of the unit and the comparable units.  
 
The Housing Authority will maintain current survey information on rental units in 
the jurisdiction. The Housing Authority will obtain from landlord associations and 
management firms the value of the array of amenities.  Data for other unassisted 
units will also be gathered from Newspapers, Realtors, inquiries to owners, 
market surveys, and other available sources.  
 
The Housing Authority will establish minimum base rent amounts for each unit 
type and bedroom size. To the base the Housing Authority will be able to add or 
subtract the dollar value for each characteristic and amenity of a proposed unit. 
 
Owners are invited to submit information to the survey at any time. Owners may 
review the determination made on their unit and may submit additional 
information or make improvements to the unit that will enable the Housing 
Authority to establish a higher value. 
 
The owner must certify the rents charged for other units. By accepting the 
housing assistance payment each month the owner is certifying that the rent to 
owner is not more than the rent charged by the owner for comparable unassisted 
units in the premises. 
 
 

22.3  Setting the Payment Standard   
 
HUD requires that the payment standard be set by the Housing Authority 
between ninety percent (90%) and one hundred ten percent (110%) of the 
published Fair Market Rent. The Everett Housing Authority will review its 
determination of the payment standard annually after publication of the Fair 
Market Rents. The Housing Authority will consider vacancy rates and rents in the 
market area, size and quality of units leased under the program, rents for units 
leased under the program, success rates of voucher holders in finding units, and 
the percentage of annual income families are paying for rent under the Voucher 
Program. If it is determined that success rates will suffer or that families are 
having to rent low quality units or pay over the Total Tenant Payment or exceed 
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forty percent (40%) of income for rent, the payment standard may be raised to 
the level judged necessary to alleviate these hardships.  
 
Payment standards will not be raised solely to allow the renting of luxury quality 
units. 
 
If success rates are projected to be extremely high and rents are projected to be 
at or below thirty percent (30%) of income, the Housing Authority will reduce the 
payment standard. Payment standards for each bedroom size are evaluated 
separately so that the payment standard for one bedroom size may increase or 
decrease while another remains unchanged. The Housing Authority may 
consider adjusting payment standards at times other than the annual review 
when circumstances warrant. 
 
The Housing Authorityôs Board of Commissioners by Resolution established the 
following Payment Standard for the Housing Voucher Program effective October 
1, 2009 for new contracts and January 1, 2010 for annual reviews. 
 

Bedroom Size Payment Standard 

SRO $   566.00 

0 $   755.00 

1 $   861.00 

2 $ 1.036.00 

3 $1,464.00 

4 $1,788.00 

5 $2,055.00 

6 $2,133.00 

7 $2,380.00 

8 $2,625.00 

Mobile Home Space $   599.00 

 
 

22.4 Selecting the Correct Payment Standard for a Family 
 

A. For the voucher tenancy, the payment standard for a family is the  
           lower of:  

 
1. The payment standard for the family unit size; or  

 
2. The payment standard for the unit size rented by the family.  

   
B. If the unit rented by a family is located in an exception rent area, 

the Housing Authority will use the appropriate payment standard for 
the exception rent area.  
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C. During the HAP contract term for a unit, the amount of the payment 
standard for a family is the higher of:  

 
1. The initial payment standard (at the beginning of the lease 

term) minus any amount by which the initial rent to owner 
exceeds the current rent to owner; or  

 
2. The payment standard as determined at the most recent 

regular reexamination of family income and composition 
effective after the beginning of the HAP contract term.  

  
D. At the next annual reexamination following a change in family size 

or composition during the HAP contract term and for any 
reexamination thereafter, paragraph C above does not apply. 

 
E. If there is a change in voucher size resulting from a change in 

family size or composition, the new voucher size will be considered 
when determining the payment standard at the next annual 
reexamination. 

 
 

22.5 Area Exception Rents 
 
In order to help families find housing outside areas of high poverty or when 
voucher holders are having trouble finding housing for lease under the program, 
the Housing Authority may request that HUD approve an exception payment 
standard rent for certain areas within its jurisdiction. The areas may be of any 
size, though generally not smaller than a census tract. The Housing Authority 
may request one such exception payment standard area or many. Exception 
payment standard rent authority may be requested for all or some unit sizes, or 
for all or some unit types. 
 
When an exception payment standard rent has been approved and the FMR 
increases, the exception rent remains unchanged until such time as the Housing 
Authority requests and HUD approves a higher exception payment standard rent. 
If the FMR decreases, the exception payment standard rent authority 
automatically expires. 
 
 

22.6 Assistance And Rent Formulas 
 
 A. Total Tenant Payment 
 
  The Total Tenant Payment is equal to the highest of: 
 
  1. 10% of monthly income 
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  2. 30% of adjusted monthly income 
  3. Minimum rent 
 

B.  Minimum Rent. 
  

The Everett Housing Authority has set the minimum rent as $ 50.00.  
 

1) Hardship Exemption: In order for a family to qualify for a hardship 
exemption the familyôs circumstances must fall into one of the following 
criteria: 

a) The family has lost eligibility or is awaiting eligibility 
determination for Federal, Washington State, or local 
assistance; 

b) The family would be evicted as a result of the imposition of the 
minimum rent requirement; and 

c) The income of the family has decreased because of changed 
circumstances, including loss of employment, death in the family 
and other circumstances as determined by the EHA.  

 
2) Hardship notice: Families must be notified of their right to request a 

minimum rent hardship exemption. Notification must occur: 
a) During the annual review appointment process 
b) At the time of lease up 
c) At such time as that it would be reasonable based on the 
familyôs financial condition to inform them of the hardship 
exemption.  

 
3) Hardship Timing: The EHA will immediately grant the minimum rent 

hardship exemption to all families who request it. The minimum rent 
will be effective until the EHA determines whether the suspension is 
valid as determined by the criteria set forth in Section 21.6(B)(1)(a)-(c). 
If the exemption is determined valid, it shall continue until such time 
that the familyôs financial condition warrants a minimum rent payment. 

 
If the exemption is determined invalid, the family shall be 
required to pay the EHA retroactively for any minimum rent 
payments that should have been received for the period of 
exemption. A payment plan for such repayment is 
permissible, and will be set by reasonable agreement 
between the EHA and the family.   

 
C. The participantôs responsibility for rent and utilities will be the sum 

of the Total Tenant Payment plus the amount by which the gross 
rent exceed the Payment Standard.  However, no participant whoôs 
Total Tenant Payment exceeds 30% of their adjusted monthly 
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income can pay in excess of 40% of their monthly adjusted income 
for rent and utilities when initially renting a unit. 

 
 D. Manufactured Home Space Rental: Section 8 Vouchers  
 

1. The payment standard for a participant renting a 
manufactured home space is the published FMR for rental of 
a manufactured home space. 

 
2. The space rent is the sum of the following as determined by 

the Housing Authority: 
 

a. Rent to the owner for the manufactured home space; 
 

b. Owner maintenance and management charges for the 
space; and 

 
c. Utility allowance for tenant paid utilities. 

 
  3. The participant pays the rent to owner less the HAP. 
  
  4. HAP equals the lesser of: 
 

a. The payment standard minus the total tenant 
           payment; or 

   
b. The rent paid for rental of the real property on which 

the manufactured home owned by the family is 
located. 

 
 

22.7 Additional Initial Occupancy Limitations  
 
At the time a family initially receives tenant-based assistance for occupancy of a 
dwelling unit, whether it is a new admission or a move to a different unit, the 
family share of rent and utilities may not exceed forty percent (40%) of the 
familyôs monthly adjusted income if the familyôs TTP is equal to thirty percent 
(30%) of itôs adjusted monthly income. 
 

During the initial term of the lease, the owner may not raise the contract rent.  
 
 

22.8 Making Payments to Owners 
 

Once the HAP Contract is executed, EHA begins processing payments to the  
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landlord. A HAP payment register will be used as a basis for monitoring the 
accuracy and timeliness of payments. Changes are made to the HAP for the 
following month. Checks are disbursed to the owner each month.  
 
Checks that are not received will not be replaced until a written request has been 
received from the payee and a stop payment has been put on the check. 
 
 

22.9 Excess Payments 
 
The total of rent paid by the tenant plus EHA housing assistance payment to the 
owner may not be more than the contract rent to owner specified in the lease and 
HAP contract. The owner must immediately return any excess payment to EHA. 
 

Owners who do not return excess payments will be subject to penalties.  
 
 

22.10 Owner Payment In The Pre-merger Regular Certificate Program [24 
CFR 982.502(d)] 
 
The HUD regulations relating to owner rent adjustments applicable to the regular 
Certificate Program will be used until the HAP Contract is no longer effective 
which will be no later than the second regular reexamination of the family after 
the merger date. 
 
The Housing Authority will issue a notice to owners and participants with pre-
merger certificate contract at least 120 days in advance of the effective date of 
the second regular re-examination occurring after October 01, 1999.  Such notice 
will terminate the contract as of the re-examination date.  
 
 

22.11 Owner Payment In The Pre-merger Over Fair Market Rent Tenancy 
(Ofto) And Voucher Programs [24 CFR 982.502(b)  
 
The HUD regulations relating to owner rent adjustments applicable to the Over 
Fair Market Rent Tenancy Program will be used until the HAP Contract is no 
longer effective which will be no later than the second regular reexamination of 
the family after the merger date. 
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23.0 CONTRACT TERMINATION S 
 
The Housing Assistance Payments (HAP) Contract is the contract between the 
owner and EHA which defines the responsibilities of both parties. This section 
describes the circumstances under which the contract can be terminated by EHA 
and the owner, and the policies and procedures for such terminations. 
 
 

23.1 Contract Termination  
 
The term of the HAP Contract is the same as the term of the lease.  The Contract 
between the owner and EHA may be terminated by EHA, or by the owner or the 
tenant terminating the lease. 
 
No future subsidy payments on behalf of the family will be made by the EHA to 
the owner after the month in which the Contract is terminated. The owner must 
reimburse EHA for any subsidies paid by EHA for any period after the contract 
termination date. 
 
If the family continues to occupy the unit after the Section 8 contract is 
terminated, the family is responsible for the total contract rent due to the owner. 
After a contract termination, if the family meets the criteria for a move with 
continued assistance, the family may lease-up in another unit. 
 
 

23.2 Termination By The Participant 
 
Termination of the landlord/tenant lease by the participant must be in accordance 
with the terms of the lease. 
 
 

23.3 Termination Of Tenancy By The Owner: Evictions 
   
If the owner wishes to terminate the landlord/tenant lease, the owner is required 
under the lease, to provide proper notice as stated in the lease. 
 
During the term of the lease, the owner may not terminate the tenancy except for 
the grounds stated in the HUD regulations. 
 
During the term of the lease, the owner may only terminate the participant 
tenancy for:  
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A. Serious or repeated violations of the lease, including but not limited 
to failure to pay rent or other amounts due under the lease, or 
repeated violation of the terms and conditions of the lease; 

 
B. Violations of federal, state or local law that imposes obligations on 

the tenant in connection with the occupancy or use of the premises; 
or Criminal activity by the tenant, any member of the household, a 
guest or another person under the tenant's control that threatens 
the health, safety or right to peaceful enjoyment of the premises by 
the other residents, or persons residing in the immediate vicinity of 
the premises or any drug-related criminal activity on or near the 
premises. 

 
C. Other good cause. 

 
During the initial term of the lease, the owner may only terminate 
the tenancy for ñother good causeò unless the owner is terminating 
the tenancy because of something the family did or failed to do. 

 
In commencing a termination, the owner must provide the tenant 
with a written notice specifying the grounds for the termination of 
tenancy. The notice may be included in, or may be combined with, 
any other notice to the tenant. 

 
After the initial term of the lease the owner may terminate the lease 
and the participant tenancy without cause, pursuant to Washington 
State law. 

 
Housing assistance payments are paid to the owner under the 
terms of the HAP Contract.  If the owner has begun eviction and the 
participant continues to reside in the unit, EHA 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.  If a participant fails to move after receiving 
proper notice and if an owner commences unlawful detainer action 
the Housing Authority will continue to be responsible for HAP 
payments to the owner until the unlawful detainer action is 
completed or discontinued. 

 
 

23.4 Termination Of The Contract By EHA 
 
The term of the HAP contract terminates when the lease terminates, when EHA 
terminates program assistance for the participant, and when the owner has 
breached the HAP contract.  
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The EHA may also terminate the contract if: 
 

A. The EHA terminates assistance to the family.  
 

B. The participant is required to move from a unit when the subsidy is 
too big for the family size (pre-merger Certificate Program) or the 
unit does not meet the HQS space standards because of an 
increase in family size or a change in family composition  
(Certificate and Voucher Programs).  

 
C. Funding is no longer available under the ACC.  

 
The contract will terminate automatically if 180 days have passed since 
the last housing assistance payment to the owner. 

 
 

23.5 Termination of Pre-merger Certificate HAPS  
 
The EHA must terminate program assistance under any outstanding HAP 
contract for a regular tenancy under the pre-merger certificate program at the 
effective date of the second regular reexamination of family income and 
composition on or after the merger date.  At such termination of assistance, the 
HAP contract will automatically terminate. The EHA will give the owner and 
participant at least 120 days written notice of such termination. The EHA will offer 
the participant the opportunity for continued tenant-based assistance under the 
voucher program.  
 
Any OFTO participant HAP contract entered into prior to the merger date will 
automatically be considered as a tenancy under the Voucher program. Such 
tenancies will be subject to the requirements of the voucher program, including 
calculation of the Housing Assistance Payment. However, as stated earlier in this 
section, pre-merger HAP calculations will remain applicable until the effective 
date of the second regular reexamination of family income and composition on or 
after the merger date. 
 
 

23.6 Notice of Termination 
 
When EHA terminates the HAP contract under the violation of HQS space 
standards, EHA will provide the owner and participant written notice of 
termination of the contract, and the HAP contract terminates at the end of the 
calendar month that follows the calendar month in which EHA gives such notice 
to the owner. 
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24.0 TERMINATION OF ASSIS TANCE TO THE FAMILY  
 
The Housing Authority may at any time terminate program assistance for a 
participant, because of any of the actions or inaction by the household: 
 

A. If the participant violates any family obligations under the program; 
 

B. If a participant member fails to sign and submit consent forms; 
 

C. If a participant fails to establish citizenship or eligible immigrant 
status and is not eligible for or does not elect continuation of 
assistance, pro-ration of assistance, or temporary deferral of 
assistance. If the Everett Housing Authority determines that a 
family member has knowingly permitted an ineligible non-citizen 
(other than any ineligible non-citizens listed on the lease) to 
permanently reside in their Section 8 unit, the familyôs assistance 
will be terminated. Such family will not be eligible to be readmitted 
to Section 8 for a period of 24 months from the date of termination; 

 
D. If any member of the family has ever been evicted from federally 

assisted housing in the past five years;  
 

E. If the Housing Authority has ever terminated assistance under the 
Certificate or Voucher Program for any member of the family; 

 
F. If the participant currently owes rent or other amounts to the 

Housing Authority or to another Housing Authority in connection 
with Section 8 or public housing assistance under the 1937 Act; 

 
G. If the participant has not reimbursed any Housing Authority for 

amounts paid to an owner under a HAP contract for rent, damages 
to the unit, or other amounts owed by the family under the lease. 

 
H. If the participant breaches an agreement with the Housing Authority 

to pay amounts owed to a Housing Authority, or amounts paid to an 
owner by a Housing Authority. (The Housing Authority, at its 
discretion, may offer a family the opportunity to enter an agreement 
to pay amounts owed to a Housing Authority or amounts paid to an 
owner by a Housing Authority. The Housing Authority may 
prescribe the terms of the agreement.); 

 
I. If a family participating in the Welfare to Work Housing Voucher 

Program fails to comply, with the Welfare To Work contractual 
obligations; 
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J. If the family or family member fails to report a change of income, 
employment, identity of household members, or failure to provide 
any other information required by the lease, including failure to 
cooperate in periodic reviews of income, assets, deductions, family 
composition and rent;   

 
K. If the family makes any misrepresentation, intentional or 

unintentional, of any material fact in the application for housing or in 
any statements submitted to the Housing Authority; 

 
L. If the tenant paid portion of rent or utilities required to be paid by he 

tenant are not paid in accordance with the lease; 
 

M If any family member fails to meet the eligibility requirements 
concerning individuals enrolled at an institution of higher education 
as specified in 24 CFR 5.612; 

 
N. If any member of the family is currently engaged, or has engaged in 

drug-related criminal activity, or violent criminal activity in the last 
five years; 

 
O. Criminal activity directly relating to domestic violence, dating 

violence, or stalking, engaged in by a member of participantôs 
household, guest, or other person under participantôs control if 
participant or immediate member of the participantôs family is a 
victim of that violence or stalking will not be construed as violent 
criminal activity, in accordance with the Violence Against Women 
Act of 2005; 
 

P. If any member of a participating household has ever been 
convicted of drug-related criminal activity for manufacture or 
production of methamphetamine (speed); 

 
Q. If any member of the household is fleeing to avoid prosecution, 

custody, or confinement after conviction, for a crime or an attempt 
to commit a crime that is a felony; 

 
R. If any member of the household is violating a condition of probation 

or parole imposed under federal or state law;  
 
S. If any member of the family commits fraud, bribery or any other 

corrupt or criminal act in connection with any Federal housing 
program; 

 
T. If the participant has engaged in or threatened abusive or violent 

behavior toward Housing Authority personnel; 
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U. If any household member is subject to a lifetime registration 

requirement under a State sex offender registration program; 
 

V. If a household memberôs illegal use (or pattern of illegal use) of a 
controlled substance, or whose abuse (or pattern of abuse) of 
alcohol, is determined by the Housing Authority to interfere with the 
health, safety, or right to peaceful enjoyment of the premises by 
other residents; and 

 
W. Other criminal activity which may threaten the health, safety or right 

to peaceful enjoyment by other residents or persons residing in the 
immediate vicinity; or 

 
X. If any family member violates the familyôs obligation under 982.551 

not to engage in violent criminal activity. 
 

The Housing Authority will report terminations of assistance for cause and 
amounts owed to the Housing Authority using HUDôs EIV national database.   
 

1. The participant will be given a notice regarding any 
information submitted to the HUD EIV database and an 
opportunity to challenge the accuracy of the data. 
 

2. A Supervisor will be responsible for validating and entering  
the information reported to the national database. 

 

3. If erroneous information is reported to the database, the 
Housing Authority will correct and/or remove the information 
once the error is brought to their attention. 

 
.  






































































































































