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 Administrative Plan Change Summary  

 There have been spelling and formatting changes 
throughout the document 

 

Page Change Clarification 

 Chapter 1                                                Statement of Policies and Objectives                  

 

No Changes 

 

 Chapter 2                                                                     Fair Housing  

 
 

No changes  

 Chapter 3                                                                      Eligibility  

 
3-21 

 

CHA POLICY: 
 

 

CHA believes it is essential to create a clear expectation that 

all applicants and participants who are non-elderly and non-

disabled should work. To this end, CHA plans to institute a 

work requirement under which each Non- Elderly/Non- 

Disabled Household will be expected to work at least 20 

hours per week. At the time of implementation for existing 

households. A household who works less than 20 hours a 

week will have the work requirement waived for a period of 

up to 6 months or until a household has found employment; 

whichever is sooner. 

For new admissions, employment will be verified at time 

of admission to CHA and all households must become 

compliant within 6 months of admission. All children under 

the age of 186, who have not graduated from high school or 

   received their GED, must be enrolled in school full time. 

 

 

Changed the 
age to be 
consistent 
with 
language in 
Chapter 10  

3-32 CHA Policy 
 

If based on a criminal record or sex offender 

registration information, an applicant family appears 

to be ineligible the CHA will notify the family in 

writing of the proposed denial and provide a copy 

of the record to the applicant and to the subject of 

Changed to 
10 days to 
stay 
consistent 
throughout 
policy 
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the record. The family will be given 105 business 

days to dispute the accuracy and relevance of the 

information. If the family does not contact the CHA 

to dispute the information within that 105- business 

day period, the CHA will proceed with issuing the 

notice of denial of admission. A family that does 

not exercise their right to dispute the accuracy of the 

information prior to issuance of the official denial 

letter will still be given the opportunity to do so as 

part of the informal review process. 
 

 
Chapter 4                                Applications, Waiting List and Tenant 

Selection 

 

4-4-5 4-II.B. ORGANIZATION OF THE WAITING LIST [24 CFR 982.204 
and 

205] 
 

The PHA’s HCV waiting list must be organized in such a 

manner to allow the PHA to accurately identify and select 

families for assistance in the proper order, according to the 

admissions policies described in this plan. 

The waiting list must contain the following information for 

each applicant listed: 

¶ Applicant name; 

¶ Family unit size; 

¶ Date and time of application; qualification for any local 

preference; 

¶ Racial or ethnic designation of the head of household. 

HUD requires the PHA to maintain a single waiting list 

for the HCV program unless it serves more than one 

county or municipality. Such PHAs are permitted, but not 

required, to maintain a separate waiting list for each county 

or municipality served. 
 

CHA Policy 
 

The CHA will maintain a single waiting list for the 

HCV tenant based program. For all PBV waiting lists, 

refer to Chapter 17. 

 

 

Clarifies the 
two Voucher 
Program 
waiting lists 
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4-5 
 
 

HUD directs that a family that applies for assistance from 

the HCV program must be offered the opportunity to be 

placed on the waiting list for any public housing, project-

based voucher or moderate rehabilitation program the 

CHA operates if 1) the other programs’ waiting lists are open, 

and 2) the family is qualified for the other programs. 
 

HUD permits, but does not require, that PHAs maintain a 

single merged waiting list for their public housing, Section 8, 

and other subsidized housing programs. 
 

A family’s decision to apply for, receive, or refuse 

other housing assistance must not affect the family’s 

placement on the HCV waiting list, or any preferences 

for which the family may qualify. 
 

CHA Policy 
 

The CHA will not merge the HCV tenant based 

waiting list with the waiting list for any other 

program it operates. 

 
 

Clarifies 
which 
waiting list 

4-6 CHA Policy 
 

The CHA will announce the reopening of the waiting 

list at least 10 business days prior to the date 

applications will first be accepted. If the list is only 

being reopened for certain categories of families, this 

information will be contained in the notice. 
 

The CHA will give public notice by publishing the 

relevant information in suitable media outlets 

including, but not limited to: 

www.cha-nc.org   

Charlotte Observer 

 La Noticia 

        

 Charlotte Post 

 

Added public 
review 
publication 

http://www.cha-nc.org/
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4-7 Purging the Waiting List 

The decision to withdraw an applicant family that includes 

a person with disabilities from the waiting list is subject to 

reasonable accommodation. If the applicant did not respond 

to a PHA request for information or updates because of the 

family member’s disability, the PHA must reinstate the 

applicant family to their former position on the waiting list 

[24 CFR 982.204(c)(2)]. 
 

CHA Policy 
 

Families are able to update their information which 

includes, address, family composition and preference 

through CHA’s online applicant portal. The waiting list 

maywill be updated annually to ensure that all applicants 

and applicant information is current and timely. 
 

 

 

4-8 If the notice is returned by the post office with a 

forwarding address, applicant will be removed from the 

waiting list without further notice. 

When a family is removed from the waiting list during 

the update process for failure to respond, no informal 

review will be offered. Such failures to act on the part of 

the applicant prevent the PHA from making an eligibility 
determination; therefore, no informal review is required. 

 

If a family is removed from the waiting list for 

failure to respond, the SVP of the HCV 

ProgramProgram Director will reinstate the family 

if s/he determines the lack of response was due to 

CHA error, or to circumstances beyond the family’s 

control. 

 

Title change 

4-10 Local Preferences [24 CFR 982.207; HCV p. 4-16] 

PHAs are permitted to establish local preferences, and to 

give priority to serving families that meet those criteria. 

HUD specifically authorizes and places restrictions on 

certain types of local preferences. HUD also permits the 

PHA to establish other local preferences, at its discretion. 

Any local preferences established must be consistent with 

the PHA plan and the consolidated plan, and must be based 

on local housing needs and priorities that can be 

CFR Citation 
Change 
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documented by generally accepted data sources. 
 

CHA Policy 
 

The CHA will use the following local preferences: 

1. Homeless Families participating in a self-

reliance, supportive service program that assists 

families in a shelter or in short term transitional 

housing programs. 
 

2. Veteran Families. 

3. Working Families. The CHA will establish a 

preference for “working” families, where the 

head, spouse, co-head, or sole member is 

employed at least 15 hours per week, participating 

in an economic self- sufficiency program, full 

time students in a job training or accredited 

institution, receiving unemployment benefits 

or actively seeking work. As required by HUD, 

families where the head and spouse, or sole 

member is a person age 62 or older, or is 

a person with disabilities, will also be given 

the benefit of the working preference [24 CFR 

960.206(b)(2)].982.207(b)(2) 

 
4-11  

Income Targeting Requirement [24 CFR 982.201(b)(2)] 

HUD requires that extremely low-income (ELI) families make 

up at least 75% of the families admitted to the HCV program 

during the PHA’s fiscal year. ELI families are those with 

annual incomes which is the greater of the federal poverty 

level or at or below 30% of the area median income. To 

ensure this requirement is met, the CHA may skip non-ELI 

families on the waiting list in order to select an ELI  family. 

Low income families admitted to the program that are 

“continuously assisted” under the 1937 Housing Act [24 

CFR 982.4(b)], as well as low-income or moderate-income 

families admitted to the program that are displaced as a result 

of the prepayment of the mortgage or voluntary termination 

of an insurance contract on eligible low-income housing, are 

not counted for income targeting purposes [24 CFR 982.20 

1(b)(2)(v)]. 
 

Removed 
duplicate 
language 
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CHA Policy 
 

CHA is a designated Moving To Work (MTW) 

agency. In accordance with the executed MTW 

Agreement the CHA will ensure at least 75 percent of 

the families assisted are very low income. The CHA 

will monitor progress in meeting this requirement 

throughout the fiscal year. Extremely low- income 

families will be selected ahead of other eligible 

families on an as- needed basis to ensure the income 

targeting requirement is met. 
 

 

The CHA will monitor progress in meeting this 

requirement throughout the fiscal year. Extremely low-

income families will be selected ahead of other eligible 

families on an as-needed basis to ensure the income 

targeting requirement is met. 

 
 Chapter 5                                                Briefings and Voucher Issuance  

5-10 CHA Policy 
 

The CHA will assign one bedroom for each 

two persons within the  household, except in 

the following circumstances: 
 

OneA separate bedroom willmay be allocated 

to the Head of Household and his/her domestic 

partner or spouse. 
 

Persons of the opposite sex (other than 

spouses, and children under age 6) will be 

allocated separate bedrooms. 
 

Live-in aides will be allocated a 

separate bedroom. Single person 

families will be allocated one 

bedroom. 

 

Children of the same gender with an age 

difference of 8 full years will be allocated 

separate bedrooms. 
 

Clarified 8 
years as full 
years, 
removed 
unrelated 
adults  
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Unrelated adults of the same gender will be 

allocated separate bedrooms. 
 

Foster children will be included in determining 

unit size only if they will be in the unit for 

more than 60 days. 

 
5-12 In the case where the Head of Household is requesting 

to add to the family composition to care for a relative 

of the head of Household only immediate family 

members, parents or legal guardians, grandparents or 

siblings will be considered. A written request must be 

submitted to the CHA. The CHA may  allow the head 

of Household to temporarily add relative as described 

herein to the family composition for a period of (60) 

calendar days while the CHA considers the request to 

add to family composition. The Head of Household 

must provide the CHA with documentation to support 

the relationship of the relative to the head of 

Household and medical need. The medical 

documentation will be required to support the need for 

the family member to live with the voucher holder on 

a full-time basis in order to care for the family 

member. 
 
 

 

Clarified 
verification 
needed to 
add a person 

5-13 Voucher Term [24 CFR 982.303] 

The initial term of a voucher must be at least 60 calendar 

days. The initial term must be stated on the voucher [24 

CFR 982.303(a)]. 

 

Added word 
“days” 

5-15  

Suspensions of Voucher Term [24 CFR 982.303(c)] 

At its discretion, a PHA may adopt a policy to suspend the 

housing choice voucher term if the family has submitted a 

Request for Tenancy Approval (RFTA) during the voucher 

term. “Suspension” means stopping the clock on a family’s 

voucher term from the time a family submits the RFTA until 

the time the PHA approves or denies the request [24 CFR 

982.4]. The PHA’s determination not to suspend a voucher 

term is not subject to informal review [24 CFR 

No longer 
needed since 
CHA tolls 
time 



8 | P a g e  
 

982.554(c)(4)]. 
 

CHA Policy 
 

When a Request for Tenancy Approval and proposed 

lease is received by the CHA, the term of the voucher 

will be suspended while the CHA 

processes the request. If the time to process exceeds 5 

business days the CHA may give excess time to 

search 

 
 Chapter 6                                                              Income and Subsidy 

Determinations 
 

6-5 Temporarily Absent Adult Children 
 

CHA Policy 

For adult children absent from the unit for reasons 

other than those described above, an adult child may 

be temporarily absent from the assisted unit for a 

period not to exceed (24) months. The Head of 

Household in this case must submit a written request 

to add the adult child back to the family composition 

any time prior to (24) months of being absent.  

Where a written request to add an absent child (18 

years or older) back to the family composition will 

be subjected to the CHA required criminal 

background check and EIV former and existing 

tenant searches. In order for the CHA to approve a 

request to add an adult child back to the family 

composition the adult child must pass the CHA 

required criminal background check and must not 

owe another PHA or have any other negative EIV 

status. 

 

Regulatory 

6-54 Caretakers for a 

Child CHA Policy 
 

If neither a parent nor a designated guardian 

remains in a household receiving HCV 

assistance, the CHA will take the following 

actions. 
 

Clarified 
timing of 
verification 
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(1) If a responsible agency has determined that 

another adult is to be brought into the assisted unit 

to care for a child, the CHA will treat that adult as 

a visitor for the first ninety (90) days. If custody 

or legal guardianship has not been awarded by the 

court, but the action is in process, the CHA will 

obtain verification from staff at the department 

of social services or attorney regarding the status. 

If by the end of that period, court-awarded 

custody or legal guardianship has been awarded 

to the caretaker, the assistance will be transferred 

to the caretaker. 
 

(2) If the designated agency cannot confirm the 

guardianship status of the caretaker, the CHA 

will review the status every ninety (90)days 

to determine any changes. 
 

(3) If a caretaker has assumed responsibility for a 

child without the involvement of a responsible 

agency or formal assignment of custody or legal 

guardianship, the caretaker will be treated as a 

visitor for 90 days and will need to provide 

verification within those 90 days  that they 

have started legal action of guardianship for the 

child. The CHA will review the status every 

ninety (90) days to determine any changes in 

guardianship.. In such cases, the CHA may will 

extend the caretaker’s status as an eligible 

visitor. 
 

(4) During any period that a caretaker is considered 

a visitor, the income of the caretaker is not 

counted in annual income and the caretaker 

does not qualify the family for any deductions 

from income. 
 

 

 
 6-I.C. ANTICIPATING ANNUAL INCOME 

The PHA is required to count all income “anticipated to be 

received from a source outside the family during the 12-
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month period following admission or annual reexamination 

effective date” [24 CFR 5.609(a) (2)]. Policies related to 

anticipating annual income are provided below. 

 
 

 CHA Policy 

CHA may impute income on Households failing to 
meet the work requirement during the Phase I 
sanction.   

¶ i.e. $7.25 per hour (minimum wage) x 20 
hours/week (minimum work requirement 
hours) = $145 per week of imputed income.  
$145 per week x 52 weeks (one year) = $7,540 
annual imputed income will be added to a 
person’s rent calculation.   

 

Added 
language to 
reflect work 
requirement 

6-8  

The family may present information that demonstrates that 

implementing a change before its effective date would 

create a hardship for the family. In such cases the CHA 

will calculate annual income using current circumstances 

and then require an interim reexamination when the change 

actually occurs. This requirement will be imposed even if 

the PHA’s policy on reexaminations does not require 

interim reexaminations for other types of changes. 
 

CHA Policy: 

When tenant-provided third-party documents are 

used to anticipate annual income, they will be dated 

within the last 120 days of the reexamination 

effectiveinterview date. 

 

 

6-9 6-I.D. EARNED INCOME 
 

Types of Earned Income Included in Annual Income 
 

Wages and Related Compensation 
 

The full amount, before any payroll deductions, of wages 

and salaries, overtime pay, commissions, fees, tips and 

bonuses, and other compensation for personal services is 

Do not 
receive 
estimates 
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included in annual income [24 CFR 5.609(b)(1)]. 

 

CHA Policy 
 
 

The CHA will annualize all income including any 

bonuses or commissions. as estimated by the 

employer. 

 
6-13 Calculation of the Disallowance 

 

Due to CHA’s MTW status – EID will only be 
implemented for port-in and VASH vouchers 

 

Calculation of the earned income disallowance for an 

eligible member of a qualified family begins with a 

comparison of the member’s current income with his or her 

“prior income.” 
 

 

Regulation 
VASH must 
have 
disallowance 

 Chapter 7                                                                                            Verifications                                                                                    

7 
PIH Notice was updated throughout the Chapter to 

include or substitute PIH 2017-12 

 

 
7-2 & 3 

Requirements for Acceptable Documents 
 

CHA Policy 

Any documents used for verification must be dated 

within 60 days preceding the reexamination or CHA 

request date. The documents must not be damaged, altered 

or in any way illegible. 

Print-outs from Web pages are considered 

original documents. 
 

Any family self-certifications must be made in a 

format acceptable to the CHA. and must be signed in 

the presence of a CHA representative or CHA notary 

public. 

CHA Policy 

The CHA will document, in the family file, 

the following: Reported family 

annual income 

Removed 
need for a 
witness or 
notary and 
changed CFR 
citation 
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Value of assets 
 

Expenses related to deductions from annual 

income 
 

Other factors influencing the adjusted income or 

income-based rent determination 
 

When the CHA is unable to obtain 3rd party verification, the 

CHA will document in the family file the reason that third-party 

verification was not available [24 CFR 

982.516(a)(2)960.259(c)(1); Notice PIH 2017-120-19]. 

 
7-21  

7-III.C. PERIODIC PAYMENTS AND 

PAYMENTS IN LIEU OF EARNINGS 

Social Security/SSI Benefits 

CHA Policy 

To verify the SS/SSI benefits of applicants, the CHA 

will request a current (dated within the last 6090 days) 

SSA benefit verification letter from each family 

member that receives social security benefits. If the 

family is unable to provide the document(s), the CHA 

will help the applicant request a benefit verification 

letter from SSA’s Web site at www.socialsecurity.gov . 

. Once the applicant has received the benefit 

verification letter they will be required to provide it 

to the CHA. 
 

 

7-6 Upfront Income Verification Using Non-HUD Systems (Optional) 
 

In addition to mandatory use of the EIV system, HUD 

encourages PHAs to utilize other upfront verification sources. 
 

CHA Policy 
 

The CHA will inform all applicants and participants 

of its use of the following UIV resources during the 

admission and reexamination process: 
 

HUD’s EIV 

system The 

 

http://www.socialsecurity.gov/
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Work Number 

State Government Databases 

 
7-7 CHA Policy 

 

Third-party documents provided by the family must be 

dated within 60 days of the CHA request date.preceding 

the reexamination or CHA request date. 
 

If the CHA determines that third-party documents 

provided by the family are not acceptable, the CHA will 

explain the reason to the family and request additional 

documentation. 
 

As verification of earned income, the CHA will request 2 

consecutive pay stubs dated within 60 days of the 

CHA’s request.   

 

Verification obtained at reexamination must be no 

more than 120 days old on the effective date. 

 

Clarified age 
of  
documentati
on 

7-9 7-I.E. SELF-CERTIFICATION 
 

Self-certification, or “tenant declaration,” is used as a last resort 

when the PHA is unable to obtain third-party verification. 
 

When the PHA relies on a tenant declaration for verification of 

income, assets, or expenses, the family’s file must be 

documented to explain why third-party verification was not 

available. 
 

CHA Policy 

When information cannot be verified by a third party 

or by review of documents, family members will be 

required to submit self-certifications attesting to the 

accuracy of the information they have provided to the 

CHA. 
 

The CHA may require a family to certify that a 

family member does not receive a particular type 

of income or benefit. 
 

The self-certification must be made in a format 

acceptable to the CHA and must be signed by the 
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family member whose information or status is being 

verified. All self-certifications must be signed in the 

presence of a CHA representative. 

 
7-9-10 A. VERIFICATION OF LEGAL IDENTITY 

 
CHA Policy 

 
The CHA will require families to furnish verification of legal identity for each 

household member. 
 

Verification of Legal Identity 

for Adults 

 
Verification of Legal Identity for Children 

Certificate of birth, naturalization Certificate of birth 

papers Adoption papers 

Church issued baptismal certificate Custody agreement 

Current, valid driver's license or Health and Human Services ID 

Department of Motor Vehicles 

identification card 

 
School records 

U.S. military discharge (DD 214) 

U.S. passport 

Employer identification card 

 

If a document submitted by a family is illegible or 

otherwise questionable, more than one of these 

documents may be required. 

If none of these documents can be provided and at the 

CHA’s discretion, a third party who knows the person 

may attest to the person’s identity. The certification 

must be provided in a format acceptable to the CHA. 

and be signed in the presence of a CHA representative 

or CHA notary public. 
 

Legal identity will be verified on an as needed basis. 
 
 

Removed the 
need for a 
witness or 
notary 

7-15 7-II.F. DOCUMENTATION OF DISABILITY 
 

The PHA must verify the existence of a disability in order to 

allow certain income disallowances and deductions from 

income. The PHA is not permitted to inquire about the nature 

or extent of a person’s disability [24 CFR 100.202(c)]. The 

Added 
missing 
letters 
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PHA may not inquire about a person’s diagnosis or details of 

treatment for a disability or medical condition. If the PHA 

receives a verification document that provides such 

information, the PHA will not place this information in the 

tenant file. Under no circumstances will the PHA request a 

participant’s medical record(s). For more information on health 

care privacy laws, see the Department of Health and Human 

Services’ website at www.os.dhhs.gov. 
 

The above cited regulation does not prohibit the following 

inquiries, provided these inquiries are made of all 

applicants, whether or not they are persons with disabilities 

[HCV GB, p. 24]: 

 
 Chapter 8         Uniform Physical Condition Standards and Rent 

Reasonableness 
 

8-9 Windows 

Window sashes must be in good condition, solid 

and intact, and properly fitted to the window 

frame. Damaged or deteriorated sashes 
must be replaced. Windows must be weather-stripped as 
needed to ensure a 

weather tight seal. There should be no cutting hazards, 

missing, loose or broken panes. 
 

Thermopane/dual-glazed window seals must be intact .and 

have no 

foggy appearance. If present, window screens must be in 

good condition with no tears and fit properly within the 

frame. 

 

 

 

8-15 Types of Inspections 

The PHA conducts the following types of inspections 

as needed. Each type of inspection is discussed in the 

paragraphs that follow. 

¶ Initial  Inspections. The PHA conducts initial 

inspections in response to a request from the family 
to approve a unit for participation in the HCV program. 

The unit must pass the HQS/UPCS inspection before 

 

http://www.os.dhhs.gov/
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the effective date of the HAP Contract.or as 

prescribed by HUD and CHA policy. 

 
8-16 Notice and Scheduling 

The family must allow the PHA to inspect the unit at 

reasonable times with reasonable notice [24 CFR 

982.55 1(d)]. 
 

CHA Policy 
 

Both the family and the housing provider will be 

given reasonable notice of all inspections. Except in 

the case of a life threatening emergency, special 

inspection or second reinspection, reasonable notice 

is considered to be not less than five (5) business 

days. Inspections may be scheduled between 8:00 

a.m. and 2:00 p.m. Generally, inspections will be 

conducted on business days only. In the case of a 

life threatening emergency or a second reinspection, 

the PHA will provide as much notice as possible, 

given the nature of the inspection. Notice may be 

provided by mail, telephone, or through other 

electronic means. 

 

A family may reschedule the first inspection in an annual 

inspection sequence, and must arrange for proper access at the 

final rescheduled  inspection. Notice to reschedule must be 

received by the CHA a minimum of two (2) business days 

prior to the inspection. Failure to allow access at the 

rescheduled inspection will result in a 

 

 

8-18 CHA Policy 

The CHA will attempt to complete the initial 

inspection, determine whether the unit satisfies 

HQS/UPCS, and notify the housing provider and the 

family of the determination within 15 days however, 

there may be circumstances when this process is not 

possible therefore, an inspection will be conducted 

within a reasonable time after the family submits a 

request for Tenancy Approval (RFTA). 
 

 

Added 
language for 
infestation 
and units 
where 
deficiencies 
cannot be 
determined 
 
 
Also 
removed 
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Initial inspections where the unit has less 

than 10 different types of deficiencies and 

the deficiencies are not, life threatening may 

be approved and commence HAP even if 

the unit fails. However, in units where 

infestation has been noted or an occupied 

unit in which a determination of the number 

of deficiencies cannot be made, a 

reinspection will be required and a HAP 

Contract will not be executed. 
 

 
 
 

Upon approval by HUD, Wwhen an initial inspection 

fails, and there are 10 or less non-life threatening 

deficiencies, a self-certification may would be accepted 

in lieu of a re-inspection. 
 

CHA proposes to allow certain properties to self-certify 

the unit meets the UPCS or HQS protocol in lieu of 

initial inspection. CHA will utilize a third party to 

identify units to be designated A and B properties. These 

properties will be eligible to self-certify the unit is move 

in ready. The owner will s9bmit the self certification 

with the completed HUD Request for Tenancy Approval  

paperwork. The lease up date will be the later of the 

two, the owner/tenant  signed self-certification or lease 

execution. 
 

A and B properties may be located in neighborhoods 

that have high performing schools, low concentration of 

poverty, low crime, are job central and provide public 

transportation. 
 

 

initiative 
language 
that was not 
approved 

8-19 Inspection Results and Reinspections 
 

CHA Policy 
 

If any HQS/UPCS violations are identified, the housing 

provider will be notified of the deficiencies and will be 

advised to provide the CHA self - certification when 

Corrected 15 
days to 30 
days 
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repairs are completed. The owner will be allowed one 

(1) reinspection for repair work to be completed. The 

timeframe for completing repairs is up to thirty 

(30)fifteen (15) calendar days from the date of the 

original inspection. If repairs are not completed in this 

time period, CHA may terminate the inspection process 

and advise the owner and participant that the unit has 

been rejected and that the family must search for another 

unit. The CHA may agree to conduct a second 

reinspection or allow additional time, for good cause, at 

the request of the family and owner. 
 

Following a failed reinspection, the family may submit 

a new Request for Tenancy Approval for the unit if the 

family has not found another unit by the time the 

owner completes all repairs and the family continues 

to wish to live in the unit. 

 
8-19 

Appliances 

CHA Policy 
 

CHA will allow the stove and refrigerator to be placed 

in the unit after the unit has met all other HQS/ UPCS 

requirements under the following conditions: 
 

If the housing provider is responsible for 

placement, the appliances must be in working 

condition and a receipt , work order or invoice 

noting their make/model number and date of 

placement will be acceptable to execute the 

HAP contract. 
 

If the participant is responsible for 

placement, the appliances must be in 

place before the HAP contract is 

executed by the CHA. The CHA 

will execute the HAP contract based 

upon a certification from the family 

that the appliances have been 

installed and are working. 

 
 

Clarified 
verification 
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8-22-23 
Extensions 

For conditions that are life-threatening, the PHA cannot grant 

an extension to the 24 hour corrective action period. For 

conditions that are not life-threatening, the PHA may grant an 

exception to the required time frames for correcting the 

violation, if the PHA determines that an extension is 

appropriate [24 CFR 982.404]. 
 

CHA Policy 
 

A request for an extension for repairs must be 

submitted to the CHA no  later than three (3) 

business days prior to the deadline for repairs for 

non- emergency items. Reasons may include, but 

are not limited to: 
 

A repair cannot be completed because required 

parts or services are not available. This type of 

request must include written documents provided by 

a third-party to support the claim that circumstances 
beyond the control of 
the requestor prevented the repair. 

 

A repair cannot be completed because of weather 

conditions. 

A reasonable accommodation is needed 

because the family includes a person with 

disabilities. 
 

The length of the extension will be determined on 

a case by case basis, but will not exceed 60 days, 

except in the case of delays caused by weather 

conditions. In the case of weather conditions, 

extensions may be continued until the weather has 

improved sufficiently to make repairs possible. 

The necessary repairs must be made within 15 

calendar days, once the weather conditions have 

subsided. 

 

When a third party contractor is being utilized 

for the repair additional extensions may be 

provided to accommodate the service. 

 

Provided 
language for 
additional 
reasons for 
extensions 
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Owner may be provided an extension when the 

owner has evidence, such as emails, letters, or 

texts that the tenant will not provide access by 

the owner, property maintenance, or contractors 

for repairs.   

 
 

Chapter 9                         General Leasing Policies 
 

9-2 The PHA must provide the owner with the family’s current 

and prior address (as shown in the PHA records) and the 

name and address (if known to the PHA) of the landlord at 

the family’s current and prior address [24 CFR 

982.307(b)(1)]. 
 

The PHA is permitted, but not required, to offer the owner other 

information in the PHA’s possession about the family’s 

tenancy [24 CFR 982.307(b)(2)]. 
 

The PHA’s policy on providing information to the owner 

must be included in the family’s briefing packet [24 CFR 

982.3 07(b)(3)]. 
 

The PHA may not disclose to the owner any confidential 

information provided in response to a PHA request for 

documentation of domestic violence, dating violence, or 

stalking except at the written request or with the written 

consent of the individual providing the documentation [24 

CFR 5.2007(c)(1)b) (4)]. 

CHA Policy 
 

The CHA will conduct annual and biennial criminal 

background checks during a participant’s regularly scheduled 

reexamination to ensure applicants and participants meet 

our criminal background criteria 
 

The CHA will not screen applicants for family behavior 

or suitability for tenancy. 
 

The CHA will not provide additional screening information to the owner 

CFR Citation 
number 
change and 
changed 
language to 
cover timing 
of 
recertificatio
ns 

9-13 Where the owner is changing the amount of rent, the owner 

must notify the PHA of any changes in the amount of the rent 

to owner at least 60 days before any such changes go into 

effect [24 CFR 982.308(g)(4)]. The PHA will agree to such 

an increase only if the amount of the rent to owner is 
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considered reasonable according to the rent reasonableness 

standards discussed in Chapter 8. If the requested rent is not 

found to be reasonable, the owner must either reduce the 

requested rent increase., or is permitted during the initial 

term of the lease. 
 

 
 

Chapter 10                   Moving With Continued Assistance and   Portability 
 

10-4 Restrictions on Elective Moves [24 CFR 982.314(c)] 

HUD regulations permit the PHA to prohibit any elective 

move by a participant family during the family’s initial 

lease term. They also permit the PHA to prohibit more than 

one elective move by a participant family during any 12-

month period. However, such prohibitions, if adopted, do 

not apply when the family or a member of the family is or 

has been the victim of domestic violence, dating violence, 

or stalking and the move is needed to protect the health or 

safety of the family or family member. (For the policy on 

documentation of abuse, see section 1 0-I.A.) 
 

CHA Policy 
 

The CHA will deny a participant permission to make 

an elective move during any 18-month period unless 

the situation involves a mandatory or permissible 

move. 

Mandatory: 
 

¶ Abatement (if there are no outstanding participant 

violations) 

¶ Breach of contract by owner 

¶ Domestic Violence 

¶ Transfer of ownership where new owner is not 

participating in the HCV program 

¶ Notice of Pending Foreclosure 

¶ Underhoused 

¶ Natural disasters or accidents at no fault of the 

participant family that make the unit uninhabitable 

¶ Decrease in the Payment Standard 

Moved some 
mandatory 
reasons to 
move to 
permissive, 
added no 
fault 
language for 
disasters, 



22 | P a g e  
 

 

 

 
10-5 Permissible: 

¶ Domestic 

Violence 

¶ Reasonable 

Accommodations 

¶ Health or safety of a family member (e.g. 

lead-based paint hazards, domestic violence, 

and witness protection programs), or to 

address an emergency situation over which a 

family has no control. 

¶ Notice of pending foreclosure 

¶ Decrease in payment standard 

¶ Educational opportunities 

¶ Employment opportunities 
 

The CHA will also deny a participant permission to 

make an elective move if : 

¶ Tthe family is currently in a repayment 

agreement with CHA and will be denied until 

they are paid in full and will be denied if 

pending termination. 

¶ The family has violated a program 

obligation 

¶ The family has outstanding HQS issues or 

recertifications 

¶ The family has failed to provide the current 

landlord and the CHA notice unless 

permitted by law in accordance to the terms 

of the lease agreement. 

 

The CHA may delay a family’s request to move if : 

¶ The CHA receives a notice of standing from 

the current landlord stating that there is an 

unsettled debt.   The debt must be settled 

prior to issuance of a transfer voucher. 

¶ If the participant has moved out of the unit 

and their previous provider receives a 
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judgment, the participant will be expected to 

settle the debt prior to contracting in a new 

unit, or if already in a new unit, will be 

recommended for program termination. 

 

 
10-7 Voucher Issuance and Briefing 

 

 

 

CHA Policy 

For families approved to move to a new unit within 

the CHA’s jurisdiction, the CHA will issue a new 

voucher within 10 business days of the CHA’s 

written approval to move. Transfer briefings 

information sessions are providedmay be required 

for these families. The CHA will follow the policies 

set forth in Chapter 5 on voucher term, extension, 

and expiration.  

For current CHA port-ins or participants 

transferring to a new unit.   The voucher may be 

issued up to 180 days .   If a family does not locate a 

new unit within the term of the voucher and any 

extensions, the family may remain in its current unit 

with continued voucher assistance if the owner agrees 

and the CHA approves. Otherwise, the family will 

lose its assistance if they have been unassisted for 

more than 180 days. 
 

For families moving into or families approved to 

move out of the CHA’s jurisdiction under 

portability, the CHA will follow the policies set 

forth in Part II of this chapter. 

 

Clarified 
language for 
current 
voucher 
holders 

10-9 Determining Income Eligibility 
 

Applicant Famil ies 
 

An applicant family may lease a unit in a particular area 

under portability only if the family is income eligible for 

admission to the voucher program in that area [24 CFR 

982.353(d)(3)]. The family must specify the area to which 
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the family wishes to move [Notice 2016-092012-42(HA)]. 

 
10-10 

Briefing 

The regulations and policies on briefings set forth in 

Chapter 5 of this plan require the PHA to provide 

information on portability to all applicant families that 

qualify to lease a unit outside the PHA’s jurisdiction under 

the portability procedures. 

Therefore, no special briefing is 

required for these families. 
 

CHA Policy 
 

Transfer information sessions briefings for 

participants wishing to move outside of the CHA’s 

jurisdiction may be required. However, participants 

that ported to CHA will not be required to attend a 

transfer briefing to return to their initial PHA. The 

CHA will provide the name, address, and phone of 

the contact for the PHA in the jurisdiction to which 

they wish to move. The CHA will advise the family 

that they will be under the CHA’s policies and 

procedures, including subsidy standards and voucher 

extension policies. 

 

 

10-12 CHA Policy 
 

Because the portability process is time-sensitive], Tthe 

CHA will notify the receiving PHA by mailphone, fax, 

or e-mail to expect the family. The CHA will also ask 

the receiving PHA to provide any information the 

family may need upon arrival, including the name, fax, 

email and telephone number of the staff person 

responsible for business with incoming portable 

families and procedures related to appointments for 

voucher issuance. The CHA will pass this information 

along to the family. The CHA will also ask for the 

name, address, telephone number, fax and email of the 

person responsible for processing the billing 

information. 

 

Deleted 
telephone 
notification 
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10-14 CHA Policy 
 

If the CHA has not received an initial billing notice 

from the receiving PHA by the deadline specified on 

form HUD-52665, it will contact the receiving PHA by 

phone, fax, or e-mail on the next business day. If the 

receiving PHA reports that the family is not yet under 

HAP contract, the CHA will inform the receiving 

PHA that it will not honor a late billing submission 

and will return any subsequent billings that it receives 

on behalf of the family. The CHA will send the 

receiving PHA a written confirmation of its decision by 

mail. 

 

 

10-18 CHA Policy 
 

When a family ports into its jurisdiction, the CHA 

will issue the family a voucher based on the 

paperwork provided by the initial PHA unless the 

family’s paperwork from the initial PHA is 

incomplete, the family’s voucher from the initial 

PHA has expired, or the family does not comply 

with the CHA’s procedures including meeting 

the CHA’s work requirement. The CHA will 

update the family’s information when verification 

has been completed. 
 
 

 

Added work 
requirement 

 Chapter 11                    Reexaminations          

11-2 11-I.B. SCHEDULING ANNUAL REEXAMINATIONS 
 

The PHA must establish a policy to ensure that the annual 

reexamination for each family is completed within a 12-

month period, and may require reexaminations more 

frequently [HCV GB p. 12-1]. 
 

CHA Policy 
 

The CHA will perform triennial reexaminations for 

elderly/disabled families with fixed incomes and 

biennial reexaminations for all other families. When 

a family is due, the CHA will begin the regularly 

scheduled reexamination process 120 days in 

Changed 
language to 
tie to MTW 
initiative 
language 
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advance of its scheduled effective date. 
 

 
11-5 If the family causes a delay in processing the 

reexamination, increases in the family share of the 

rent will be applied retroactively, to the scheduled 

effective date of the regularly scheduled biennial 

reexamination. The family will be responsible for 

any overpaid subsidy and may be offered a 

repayment agreement in accordance with the policies 

in Chapter 16. 

 

 

11-10 
Interims may be performed to assist participants that are 

enrolled in Traditional FSS to encourage escrow. 

 

Initiative 
required 

11-10 Required Reporting 
 

HUD regulations give the PHA the freedom to determine 

the circumstances under which families will be required 

to report changes affecting income. 
 

CHA Policy 

Families will not be required to report increases in 

income, including new employment, within 10 

calendar business days of the date the change takes 

effect unless they are a minimum renter. The CHA 

will only conduct interim reexaminations for 

families paying minimum rent and only when the 

family’s rent will change as a result of the increase. 

 

Changed 
calendar to 
business for 
consistency 

11-12 11-III.A. OVERVIEW 

 

After gathering and verifying required information for a 

biennial or interim reexamination, the PHA must 

recalculate the family share of the rent and the subsidy 

amount, and notify the family and owner of the changes 

[24 CFR 982.516(d)(2), HCV GB 12-6 and 12-10]. While 

the basic policies that govern these calculations are 

provided in Chapter 6, this part lays out policies that affect 

these calculations during a reexamination. 
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11-13 Payment Standards [24 CFR 982.505] 

The family share of the rent and HAP calculations must use the 

correct payment standard for the family, taking into 

consideration the family unit size, the size of unit, and the 

area in which the unit is located [HCV GB, p. 12-5]. See 

Chapter 6 for information on how to select the appropriate 

payment standard. 
 

When the PHA changes its payment standards or the 

family’s situation changes, new payment standards are 

applied at the following times: 
 

¶ If the PHA’s payment standard amount changes during 

the term of the HAP contract, the date on which the new 

standard is applied depends on whether the standard has 

increased or decreased: 
 

- If the payment standard amount has increased, 

the increased payment standard will be applied 

at the regularly scheduled 

biennialreexamination. 
 

- If the payment standard amount has decreased, 

the decreased payment standard will be applied 

at the second regularly scheduled 

biennialreexamination. 
 

¶ If the family moves to a new unit, or anew HAP contract 

is executed due to changes in the lease (even if the family 

remains in place) the current payment standard applicable 
to the family will be used when the new HAP contract is 

processed. 

Subsidy Standards [24 CFR 982.505(c)(4)] 

If there is a change in the family unit size that would apply to 

a family during the HAP contract term, either due to a 

change in family composition, or a change in the PHA’s 

subsidy standards (see Chapter 5), the new family unit 

size must be used to determine the payment standard 

amount for the family at the family’s biennialregularly 

scheduled reexamination following the change in family 

unit size. 

 

Clarified 
timing of 
payment 
standard 
changes 
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Chapter 12                    Termination of Assistance And Tenancy  

12-7 Other Authorized Reasons for Termination of 

Assistance [24 CFR 982.552(c), 24 CFR 

5.2005(c)] 

HUD permits the PHA to terminate assistance under a 

number of other circumstances. It is left to the discretion of 

the PHA whether such circumstances in general warrant 

consideration for the termination of assistance. As 

discussed further in section 12-II.E, the Violence against 

Women Act of 2005 explicitly prohibits PHAs from 

considering incidents of, or criminal activity directly 

related to, domestic violence, dating violence, or stalking as 

reasons for terminating the assistance of a victim of such 

abuse. 
 

CHA Policy 
 

The CHA must deny assistance to families if one 

hundred eighty (180) days have elapsed since the 

CHA’s last housing assistance payment was made. 
 

The CHA will not terminate a family’s assistance 

because of the family’s failure to meet its obligations 

under the Family Self-Sufficiency program. 
 

The CHA may terminate a family’s assistance if: 
 

The family has failed to comply with any 

family obligations under the program. See 

Exhibit 12-1 for a listing of family 

obligations and related CHA policies. 
 

Any family member has been evicted from 

federally-assisted housing in the last seven years. 
 

Any PHA has ever terminated assistance under the 

program for any member of the family. 
 

Any family member has committed 

fraud, bribery, or any other corrupt or 

criminal act in connection with any 

federal housing program. 
 

The family currently owes rent or other 

amounts to any PHA in connection with 

Added 
language for 
participant 
termination 
for 
erroneous 
admission 
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the HCV, Certificate, Moderate 

Rehabilitation or public housing programs. 
 

The family has not reimbursed any PHA for 

amounts the PHA paid to an owner under a HAP 

contract for rent, damages to the unit, or other 

amounts owed by the family under the lease. 
 

The family has breached the terms of a 

repayment agreement entered into with the 

PHA.A family member has engaged in or 

threatened violent or abusive behavior toward 

CHA personnel. 

 

The CHA shall terminate participation of a 

family if CHA discovers that an adult 

household member  was admitted based on 

falsification or erroneously for negative 

background information. The CHA will  

immediately pursue eviction or termination  

of assistance for the household member .  

 
 Chapter 13                      Owners  

 
 
 

No Changes 
 

 
Chapter 14                    Program Integrity  

 

 

14-2 The CHA will encourage require first-time owners (or 

their agents) to participate in a briefing session on 

HAP contract requirements. 
 

Owners 

 

 

Chapter 15                          Special Housing Types 

 

15-13 CHA Policy 

Based on the market the CHA has established a minimum 

income standard for families of $25,000. 

 

 

 
Chapter 16                     Program Administration 

 

 
No Changes 
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 Chapter   17                            Project Based Vouchers  

17-5 & 6 PBV Request for Proposals. The CHA may solicit 
proposals by using a request for proposals (RFP) 
process. The RFP process will select proposals on 
a competitive basis. The CHA will not limit proposals 
to a single site or impose restrictions that explicitly 
or practically preclude owner housing provider 
submission of proposals for project-based housing 
on different sites. 

Special Needs 
Units 

 

1. Category includes units for homeless, disabled, 

domestic violence, transitional youth and other 

special needs. 
 

2. Services must be being provided onsite or in 

coordination with the housing provider. Higher 

levels of service provision will be given first 

priority. 

 

Added the 
words 
provider 
instead of 
owner and 
partnership 
throughout 

17-7 Senior Units 
 

1. Must be located in a permissible area which meet 

CHA’s goals and objectives including but not limited 

to deconcentrating poverty, expanding housing and 

economic opportunities. 
 

2. Developments in Uptown Charlotte or in neighborhoods 

within a mile of one of Charlotte’s new transportation 

corridors, including light rail, will be given second priority. 
 

3. Services must be provided onsite or in coordination with the 

housing provider. Higher levels of service provision will be 

given priority if the locational criteria rank equally. 

 

 

17-12 & 
13 

CHA Policy 
 

 

The CHA will provide project-based assistance for 
excepted units in a multifamily building that are 

specifically made available for elderly or disabled 

families or families receiving supportive services on a 
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project- by-project basis with MTW and/or HUD 

approval. (CHA-Interim MTW Agreement) 
 

 

In supportive housing developments and 

partnerships (homeless, disabled, domestic violence, 

transitional youth, and/or special needs), CHA will 

provide project-based assistance up to 100% of the 

units in the project. Services must be provided in the 

coordination of housing for supportive housing 

developments and partnerships. The types of services 

offered to families for a project to qualify for the 

exception will be determined on a projectcase-by-case 

project basis depending on the target population. 

Supportive Housing Developments and partners may 

use the McKinney Act definition of disabled and/or 

homeless for the purposes of determining eligibility 

for exempted units. 

The CHA will require reports to be submitted at 

least quarterly for supportive housing 

developments and partnerships (excluding 

elderly and disabled developments) to ensure 

proper monitoring. 

 

17-13  
CHA Policy 

The CHA will provide project-based assistance for 

excepted units in a 
multifamily building that are specifically made 

available for elderly or disabled families or families 

receiving supportive services. The percentage 

established will be determined on a projectcase-by-

caseproject basis. 

 

 

17-21 Annual Inspections [24 
CFR 983.103(d)] 
 

At least annually during the term of the HAP contract, the 

HA must inspect a random sample, consisting of at least 

20 percent of the contract units in each building to 

determine if the contract units and the premises are 

maintained in accordance with HQS/UPCS. Turnover 

Included 
annual 
inspection 
policy 
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inspections are not counted toward meeting this annual 

inspection requirement. 

If more than 20 percent of the annual sample of 

inspected contract units in a building fails the initial 

inspection, the HA must reinspect100 percent of the 

contract units in the building. 

 CHA Policy 

At least biennially during the term of the HAP 

contract, the CHA must inspect a random sample, 

consisting of at least 20 percent of the contract 

units in each building to determine if the contract 

units and the premises are maintained in 

accordance with HQS/UPCS. 

 

For RAD-PBV sites the CHA must inspect a random 

sample, consisting of at least 20 percent of all units no less 

than biennially.  (RAD Quick Reference Guide, October 

2014).  If a larger sample is requested by the owner of the 

property the 20 percent random sample pulled, will be 

utilized to determine if the contract unis and the premises 

are maintained in accordance with HQS/UPCS.  

 

Deficiencies noted in the 20 percent sample are required 

to be cured in accordance to the CHA’s Administrative 

Plan.   

 

If a larger sample is inspected, all life-threatening 

deficiencies must be repaired within 24 hours.  Other 

deficiencies noted need to be repaired prior to the HAP 

Contract anniversary date. 

 
 

17-35 CHA Policy 

 

The CHA will provide a selection preference 

when required by the regulation (e.g., eligible in-

place families, qualifying families for “excepted 

units,” mobility impaired persons for accessible 
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units). The CHA will offer additional preferences 

for the PBV program or for particular PBV projects 

or units partnerships on a project-by-project basis 

based on the site approved tenant selection plan. 

 
17-37 CHA Policy 

In PBV developments and supportive housing 

programs with site-based administration, the owner or 

agent is responsible for filling vacant units from 
 

the site-based waiting list. The housing provider 

must notify the CHA about any vacancies on the 

monthly HAP subsidy request or through the 

electronic database. 
 

Use Yardi for 
requests 

17-44 CHA Policy 

The CHA will provide project-based assistance for 
excepted units in a 

multifamily building that are specifically made 

available for elderly or disabled families or families 

receiving supportive services. The percentage 

established will be determined on a projectcase-by-

project case basis according to CHA’s MTW 

Supportive Housing Policy. 

 

 

17-47 CHA Policy 
 

 Determination of Rent to Housing provider Process for CBRA 
units 

 

I. Initial  and Redetermined Rents. The amount of the 
initial and 

Re-determined rent to housing provider is 

determined in accordance with this section. 

1. The amount of the initial rent to housing provider 

for CBRA units is established at the beginning of 

the HAP contract term according to this section. 

For rehabilitated or newly constructed housing, the 

Agreement states the estimated amount of the initial 

rent to housing provider, but the actual amount is 

established at the beginning of the HAP contract 
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term. 

2. The rent to housing provider is re-determined at the 

owner’s request for a rent increase in accordance 

with this section. The rent to housing provider is 

also re-determined at the housing provider request at 

such time when there 
is a five percent or greater decrease in the published 
FMR. 

 
17-49           CHA Policy 

 

A housing provider’s request for a rent increase 

must be submitted to the CHA 60 -120 days prior to 

the anniversary date of the HAP Contract 
 
 

 

17- Residents who were converted from the PH FSS program to 

the HCV FSS program through RAD may be not terminated 

from the HCV FSS program or have HCV assistance withheld 

due to the participant’s failure to comply with the contract 

of participation. RAD-PBV participants who exit from the 

HCV Traditional FSS program and occupied a RAD-PBV 

unit at conversion will be required to terminate their 

assistance upon exiting the program. 

 

 

 Chapter   17                            Project Based Vouchers 
 

 Glossary 
 

 

17-74 HOMELESS: Lack a fixed, regular and adequate nighttime 

residence; and Having a primary nighttime residence that is a 

supervised public or private shelter providing temporary 

accommodations (including welfare hotels, congregate 

shelters and transitional housing) or a public or private place 

not ordinarily used as a sleeping accommodation for human 

beings. Families who are residing with friends or relatives on 

a temporary basis will  not be included. 

 

Changed to 
be consistent 
with policy 
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