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KCDC’S ADMINISTRATIVE PLAN FOR SECTION 8 8

SECTION 8 ADMINISTRATIVE PLAN

The purpose of the Administrative Plan is to establish policies for carrying out the program in a manner consistent with HUD 
requirements and KCDC policy. The Plan covers both admission and continued occupancy for KCDC’s Section 8 Programs. 
KCDC is presently authorized to provide Section 8 Rental Assistance in Knoxville, Tennessee.

1. Equal Opportunity
1.1 Fair Housing/Nondiscrimination

It is the policy of Knoxville’s Community Development Corporation (KCDC) to comply fully with all federal, state, and local 
nondiscrimination laws; the Americans with Disabilities Act; and the U.S. Department of Housing and Urban Development 
regulations governing Fair Housing and Equal Opportunity.

KCDC will administer the Section 8 Rental Assistance Programs in accordance with the nondiscrimination and fair housing 
requirements set forth in 24 CFR, part 5, including the prohibition on inquiries regarding sexual orientation or gender identity 
set forth in 24 CFR, 5.105(a) (2) and the affirmative fair housing marketing requirements in 24 CFR, part 200, subpart M and 24 
CFR part 1.

No person shall, on the grounds of creed, race, color, sex, religion, national or ethnic origin, familial status, or disability be 
excluded from participation in, be denied the benefits of, or be otherwise subjected to discrimination under KCDC’s Section 
8 Rental Assistance Programs. Accommodations in the application process will be made for individuals who have a disability. 
Accessibility for the hearing impaired is provided by the Tennessee Relay System.

To further its commitment to full compliance with applicable civil rights laws, KCDC will provide federal/state/local information 
to applicants for, and participants in, the Section 8 Rental Assistance Programs regarding discrimination and any recourse 
available to them if they believe they may be victims of discrimination. Such information will be made available with the 
application, and all applicable Fair Housing information and Discrimination Complaint Forms will be made available at the 
KCDC office. In addition, all appropriate written information and advertisements will contain the applicable Equal Opportunity 
language and logo.

1.2 Reasonable Accommodation 

Sometimes people with disabilities may need a reasonable accommodation to take full advantage of KCDC’s housing programs 
and related services. According to Title II of the Americans with Disabilities Act (ADA), a reasonable accommodation will be 
provided for disabled persons if a medical professional, a peer support group, a non-medical service agency, or a reliable third 
party who is in a position to know about the individual’s disability verifies the disability and if the request has a direct relationship 
to the disability, unless KCDC can demonstrate it would result in a fundamental alteration in the nature of the program , activity 
or  undue financial and administrative burdens. Persons requesting a reasonable accommodation may make a reasonable 
accommodation request in any format so long as the participant or applicant  makes clear  that he/she is requesting an 
exception, change, or adjustment to a rule, policy, practice or service because of his/her disability. The Fair Housing Act does 
not require that a request be made in a particular manner or at a particular time. Although a reasonable accommodation request 
can be made orally or in writing, it is usually helpful for both the participant and KCDC if the request is made in writing. KCDC 
will give appropriate consideration to a reasonable accommodation request even if the requester makes the request orally 
or does not use KCDC’s preferred forms or procedures for making such request. When such accommodations are granted, 
they do not confer special treatment or advantage for the person with a disability; rather, the accommodation would make 
the unit accessible and usable by the person with a disability. Because disabilities are not always apparent, KCDC will inform 
applicants/residents of the opportunity to request a reasonable accommodation.

The applicant or participant will make their request to the Rental Assistance office. The Rental Assistance office will send the 
request to the KCDC ADA Coordinator for processing. The ADA Coordinator will forward the request to the medical professional, 
a peer support group, a non-medical service agency, or a reliable third party who is in a position to know about the individual’s 
disability . Once the request has been returned to KCDC, the Coordinator will notify the participant/applicant in writing and allow 
an opportunity to dispute (if applicable) the decision within ten (10) days from the date of the denial letter.

If the participant requests (as a reasonable accommodation) that he or she be permitted to make physical modifications to 
their dwelling unit (at their own expense), the request should be made to the property owner/manager. KCDC does not have 
responsibility for the owner’s unit and does not have responsibility to make the unit accessible.

Any request for an accommodation that would enable a participant to materially violate family obligations will not be approved. 
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1.3 Services For Non-English Speaking Applicants And Participants

KCDC will endeavor to have bilingual staff or access to people who speak languages other than English to assist non-English 
speaking or limited English proficient (LEP) persons. In determining whether it is feasible to provide translation of documents 
written in English into other languages, the HA will consider the number or proportion of applicants eligible to be served or 
participants in the jurisdiction who do not speak English (or LEP persons) and speak the other language and the estimated cost 
to the HA per client. The HA will refer to census data to determine the number or percentage of the population eligible to be 
serviced for each limited English proficiency (LEP) language group.

1.4 Family/Owner Outreach

KCDC will publicize the availability and nature of the Section 8 Housing Choice Voucher Program for extremely low-income, 
very low, and low-income families in the local newspaper, minority media, and by other suitable means. Written announcements 
of program availability, along with housing eligibility factors and guidelines, will be sent to social service providers and other 
agencies in the community so proper referral of their clients can be made to the program. KCDC will also try to utilize public 
service announcements.

To deconcentrate poverty and expand housing and economic opportunities KCDC will encourage families to seek housing 
outside the areas of low income and minority concentration. Maps are included in the Briefing Packet that show areas with 
housing opportunities outside areas of low income and minority concentration within KCDC’s jurisdiction and neighboring 
jurisdictions. The areas that have Low Income census tracts  and Minority concentration census tracts are: 8, 14, 17, 19, 20, 
21,29, 32, 67, 68, 69, and 70. All other census tracts are areas outside minority and low income concentration. 

Outreach in the community for property owners participating in the Section 8 Housing Choice Voucher Program will be achieved 
through brochures, news media, group meetings, and personal contact. An “Interested Owners” information packet compiled 
by KCDC is available to prospective owners. Emphasis will be placed on securing owners with properties outside areas of low 
income and minority concentration or racial concentration. The information packet will:

A.	 Explain the program;

B.	 Explain how the program benefits owners; and 

C.	 Explain owners’ responsibilities under the program. Emphasis is placed on quality screening and ways KCDC helps owners 
screen more effectively.

To help Section 8 participants find accessible units, KCDC will provide an Internet Web Based Program and toll free telephone 
number that provides a list of available properties or other properties including other subsidized housing known to KCDC that 
may be available to lease to the family or who may help the family find a unit. The information regarding the Internet Web Based 
Program or toll free phone number is provided at Section 8 briefings and available in the lobby of the Section 8 department. 
Units that are handicapped accessible are indicated as such on the Internet Web Based resource list. If a tenant or prospective 
tenant cannot locate a unit using the Internet Web Based list provided or need help finding a unit that is handicapped 
accessible, they will be referred to other community agencies.

1.5 Right To Privacy

All adult members of both applicant and participant households are required to sign HUD form 9886, Authorization for Release 
of Information and Privacy Act Notice. The Authorization for Release of Information and Privacy Act Notice states how family 
information will be released and includes the Federal Privacy Act Statement. Any request for applicant or participant information 
will be released unless there is a signed release of information request from the applicant or participant. Failure to sign the 9886 
HUD form by applicant or participant will result in termination of assistance or denial of admission.

1.6 Required Postings

KCDC will post in the Rental Assistance office in a conspicuous place and at a height easily read by all persons including 
persons with mobility disabilities, the following information:

A.	 The Section 8 Administrative Plan (located at Receptionist desk)

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

C.	 Address of all KCDC offices, office hours, and telephone numbers

D.	 Income Limits for Admission
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E.	 Informal Review and Informal Hearing Procedures (in Administrative Plan)

F.	 Fair Housing Poster

G.	 Equal Opportunity in Employment Poster

2. KCDC/Owner Responsibility/Obligation Of The Family
This Section outlines the responsibilities and obligations of KCDC, the Section 8 Owners/Landlords, and the participating families. 
Also, the responsibilities and obligations of the Owners/Landlords and participating families are in the briefing packet.

2.1 KCDC Responsibilities

A.	 KCDC will comply with the consolidated ACC, the KCDC Section 8 Program Administrative Plan, HUD regulations and 
other requirements.

B.	 In administrating the program, KCDC will:

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 low income and minority 
concentration;

4.	 Encourage owners to make units available for leasing in the program, including owners of suitable units located 
outside areas of low income and minority concentration. KCDC will provide maps that show various areas and 
information about facilities and services outside areas of low income and minority concentration within KCDC 
jurisdiction and in other neighboring jurisdictions. These will be distributed during family briefings. KCDC will make 
available an Internet Web Based Program that provides lists with owner names who accept rental assistance in non-
concentrated areas. A toll free telephone number will also be provided. KCDC will also distribute a list of neighboring 
housing agencies with names, addresses, and phone numbers;

5.	 Affirmatively further fair housing goals and comply with equal opportunity requirements;

6.	 Make efforts to help persons with disabilities find satisfactory housing;

7.	 Receive applications from families, determine eligibility, maintain the waiting list, select applicants, issue a voucher (if 
applicable) 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 family’s participation in the program;

9.	 Obtain and verify evidence of citizenship and eligible immigration status according to 24 CFR Part 5;

10.	 Review the family’s Request for Tenancy Approval 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. A unit must 
be available for inspection within thirty (30) days from the date of submitted Request for Tenancy Approval. Once 
inspected, the unit must pass inspection within thirty (30) days;

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 according to the HAP contract;

15.	 Examine family income, size, and composition at admission and during the family’s participation in the program. The 
examination includes verification of income and other family information;

16.	 Adjust KCDC utility allowances annually when applicable.

17.	 Administer and enforce the Housing Assistance Payments Contract with an owner, including taking appropriate action 
as determined by KCDC, if the owner defaults;

18.	 Determine whether to terminate assistance to a participant family for violation of family obligations;
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19.	 Conduct informal reviews of certain KCDC decisions concerning applicants for participation in the program;

20.	 Conduct informal hearings on certain KCDC decisions concerning participant families;

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

22.	 Administer the mandatory FSS program.

2.2 Owner Responsibilities

This Section states the obligations of an owner participating in the program.

A.	 The owner is responsible for performing all of the owner’s 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 tenant/family to lease the 
unit, and deciding if the family is suitable for tenancy of the unit.

2.	 Maintaining the unit according to HQS or NSPIRE if applicable, including performance of ordinary and extraordinary 
maintenance.

3.	 Complying with equal opportunity requirements.

4.	 Providing information regarding direct deposit to bank; warranty deed or tax notice; Tax Identification Number and state 
issued picture id or Social Security Number.

5.	 Preparing and furnishing to KCDC information required under the HAP contract.

6.	 Collecting from the family:
a.	 Any security deposit required under the lease.
b.	 The tenant’s contribution (the part of rent to owner not covered by the housing assistance payment).
c.	 Any charges for unit damage by the family.

7.	 Enforcing tenant obligations under the lease.

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

9.	 Providing property tax information to KCDC for unit to be leased. An owner cannot owe on property taxes, fine or 
assessments. A one year grace period will be permitted. (Example: owner may owe on current taxes but not over one 
year in delinquent taxes).

C.	 For provisions on modifications to a dwelling unit occupied or to be occupied by a person with disabilities see 24 CFR 
100.203.

D.	 The owner is responsible for notifying KCDC sixty (60) days prior to any rent increase. Only one increase per year will 
be permitted. KCDC reserves the right to not allow an increase, if there is insufficient funding at time of increase request. 
Insufficient funding is determined when all of the Housing Choice Voucher budget authority has been depleted as well as 
any HAP reserves for housing assistance payments. If there is sufficient funding at the time the owner request an annual 
rent increase, a rent increase of up to 5% of the contract rent may be considered. 

E.	 The owner is responsible for notifying KCDC simultaneous with tenant notification when an eviction, non-renewal of lease 
or foreclosure occurs.

F.	 The owner may not issue an eviction or non-renewal of the lease to the assisted family for the purpose of re-leasing the 
same unit to that family at a higher contract rent. Any adjustment to the contract rent must be processed in accordance with 
the terms of the current lease agreement and all applicable program rules and requirements.

2.3 Obligations Of The Participant

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

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

2.	 The family must supply any information requested by KCDC or HUD for use in a regularly scheduled reexamination or 
interim reexamination of family income and composition according to HUD requirements.

3.	 The family must disclose and verify Social Security numbers and must sign and submit consent forms for obtaining 
information.

4.	 Any information supplied by the family must be true and complete.

B.	 HQS or NSPIRE if applicable, breach caused by the Family:

The family is responsible for any HQS or NSPIRE if applicable, breach caused by the family or its guests.

C.	 Allowing KCDC inspection:

The family must allow KCDC to inspect the unit at reasonable times and after at least two (2) days notice. If the family 
misses the scheduled inspection and fails to reschedule the inspection, KCDC will consider the family to have violated 
a Family Obligation and their assistance may be terminated. KCDC reserves the right to charge a missed appointment 
fee. If the family calls to dispute the termination, one more chance will be given and the family will be obligated to sign a 
statement of understanding stating if they ever miss another appointment for inspection, they may lose their assistance.

D.	 Violation of Lease:

A family who causes $500 in damages to a unit or commits serious or repeated violations of the lease may be terminated 
from KCDC’s Section 8 Housing Choice Voucher Program(s) and may be ineligible for KCDC assisted housing for three 
years from the date of termination. After three years, the family must demonstrate they have lived in the community without 
damaging property or eviction for serious or repeated violations of a lease to establish eligibility for KCDC assisted housing.

The proof of the $500 damages will be derived from court documentation provided by the property owner. The damage 
documentation must be provided within 30 days of move-out. During court negotiations, the family’s assistance may not 
be terminated. After the final outcome is determined and it is determined the family owes more than $500 in damages, the 
family assistance may be terminated.

If the family receives an agreement through the court procedure to repay the owner for damages, the family assistance 
may not be terminated. If the family defaults on the repay agreement through the courts and the owner provides 
documentation within 30 days the assistance may be terminated at that time. If there are no court negotiations necessary to 
determine damages and the family and owner negotiate a repay agreement, the family assistance may not be terminated; 
however, if the family defaults and the owner can provide documentation of default, the family assistance may terminate at 
that time. The owner is required to supply KCDC with a copy of the court judgment within 30 days of the date awarded.

A family who is evicted through court procedures for non-payment of rent or other serious or repeated violations of the 
lease may be terminated from the program. However, if the family who is evicted through court procedures receives an 
agreement through court procedures to repay the owner for rent, or the court procedure is dismissed, the family assistance 
may not be terminated through KCDC. If the family defaults on the repay agreement through the courts  and the owner 
provides documentation within 30 days of the default , the assistance may be terminated at that time. The family may 
be ineligible for three years, to establish eligibility for KCDC assisted housing; the family must demonstrate they have 
lived in the community without eviction for non-payment of rent or other serious or repeated violations of the lease. Per 
HUD regulations, all housing terminations and debts owed will be added in the Debts Owed and Termination section of 
Enterprise Income Verification (EIV) system. 

At each leasing and recertification each year, families will be asked to sign a statement of understanding regarding 
damages, non-payment of rent, and other serious or repeated violations of the lease.

E.	 Family Notice of Move or Lease Termination:

The family must notify KCDC and the owner before the family moves out of the unit or terminates the lease by a notice to 
the owner. When KCDC receives a 30-day notice, if the notice was received on the first day of the month the notice will 
end the last day of that month.  If the notice is signed after the first day of the month the notice will end the last day of the 
next month. The family may not submit a 30-day notice for the purpose of re-renting their current assisted unit at a higher 
contract rent. Any changes to the contract rent must be processed in accordance with the terms of the existing lease and 
applicable program requirements.
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F.	 Owner Eviction Notice

The family must promptly give KCDC a copy of any owner eviction notice they receive. Owner must provide a Police report 
for a three day eviction notice.

G.	 Use and Occupancy of the Unit:

1.	 The family must use the assisted unit for a residence by the family. The unit must be the family’s only residence.

2.	 KCDC must approve the composition of the assisted family residing in the unit. The family must promptly inform KCDC 
of the birth, adoption or court-awarded custody of a child. The family must request approval from KCDC to add any 
other family member (family is defined as a group of people related by blood, marriage, adoption, or affinity that live 
together in a stable family relationship) as an occupant of the unit. No other person except members of the assisted 
family, foster child/foster adult, or live-in aide (if approved by KCDC) may reside in the unit.

In order for a child to be considered a dependent member of a household, the child must be living, at least fifty-one 
(51%) percent of the time, with the parent applying for or receiving assistance.
a.	 Fifty-one percent is defined as at least one hundred eighty-three (183) days of the year and the days do not have to 

run consecutively. 
b.	 Only one parent may claim a child under any of the HUD housing programs at one time, even if both parents are 

seeking or receiving assistance and share joint custody. Therefore, if both parents are trying to claim a child and 
the 51% rule cannot be determined, the parent whose address is listed in the school or other official record will be 
allowed to claim the child. 

c.	 Children subject to a joint custody agreement that live with both parents an equal percent of time, will be 
considered members of applicant or participant households as long as the other parent is not applying or receiving 
assistance under any HUD housing program. 

3.	 The family must promptly notify KCDC if any family member no longer resides in the unit.

4.	 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 
have approval of the owner, comply with zoning requirements, and the affected household member must obtain all 
appropriate licenses.

5.	 The family must not sublease the unit.

6.	 The family must not assign the lease or transfer the unit.

H.	 Absence from the Unit:

The family must supply any information or certification requested by KCDC to verify that the family is living in the unit, 
or relating to family absence from the unit, including any KCDC requested information or certification on the purposes 
of family absences. The family must cooperate with KCDC for this purpose. The family must promptly notify KCDC of its 
absence from the unit for more than seven (7) days.

Absence means that no member of the family is residing in the unit. The family may be absent from the unit for up to 30 
days. The family must request permission from KCDC for absences exceeding 30 days. KCDC will make a determination 
within five (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

2.	 Absences beyond the control of the family (i.e., death in the family, other family member illness)

3.	 Other absences that are deemed necessary by KCDC

4.	 Military personnel being deployed

I.	 Interest in the Unit:

The family may not own nor have any interests in the unit (except for owners of manufactured housing renting the 
manufactured home space).
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J.	 Fraud and Other Program Violations:

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

K.	 Crime by Family Members:

The members of the family may not engage in drug-related or violent criminal activity.

L.	 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.

3. Project-Based Voucher Program
This Section outlines KCDC’s policies for administration of its Project-Based Voucher (PBV) Program. In the PBV Program, rental 
assistance is paid by KCDC for families who live in specific rental units, subject to compliance with the PBV Program.

KCDC may project base up to 50 percent of its authorized voucher units. An additional 10 percent may be project based if units 
are serving homeless, veterans, (A veteran is defined as a person who served in the active military, naval, or air service and 
who was discharged or released therefrom under conditions other than dishonorable), provide supportive housing for elderly or 
disabled or located in areas where vouchers are difficult to use. An area where a voucher is difficult to use is described as: 

A.	 A zip code area where the rental vacancy rate is less than 4 percent; or 

B.	 A zip code area where 90 percent of the Small Area FMR is more that 110 percent of the metropolitan area FMR. A veteran 
is defined as a person who served in the active military, naval, or air service and who was discharged or released therefrom 
under conditions other than dishonorable.

3.1 Submission And Selection Of PBV Proposals

A.	 KCDC selects PBV proposals for project basing vouchers  that promote and enhance the development and /or 
maintenance of an adequate supply of safe, decent and affordable housing that  assure, where applicable, that persons 
who are chronically homeless (as defined in the Knoxville/Knox County Ten year plan to End Chronic Homelessness) with 
supportive service needs have access to appropriate services and accessible housing options, consistent with HUD’s site 
selection regulations. KCDC may utilize Project Based Vouchers if the appropriate opportunity should arise, to include 
selecting PBV proposals for project basing vouchers not connected with chronically homeless. KCDC may utilize Project 
Based Vouchers if it so chooses for units that it owns, controls or manages. 

B.	 KCDC will select PBV proposals in accordance with 24 CFR Section 983.51 pursuant to one or both of the following 
methods.

1.	 KCDC may request PBV proposals as provided in 24 CFR Section 983.51(b) (1). This selection method will not limit 
the proposals to a single site or impose restrictions that explicitly or practically preclude owner submission of proposals 
for PBV housing on different sites. In the event KCDC uses this method to select PBV proposals, KCDC may include 
posting on KCDC’s website at www.KCDC.org, newspaper publication, dissemination of program guides, and other 
means of notice, and will provide detailed application and selection information upon request.

2.	 KCDC may request PBV proposals as provided in 24 CFR Section 983.51(b) (2). This selection method is limited to 
proposals for housing assisted under a federal, state or local governmental housing assistance program that funds 
proposals based on competitive selection requirements. In the event KCDC uses this method to select PBV proposals, 
the selected proposal must have received competitive funding within three years of the PBV proposal selection date 
and the earlier competitive selection did not involve any consideration that the projects would receive PBV assistance. 

KCDC will not enter into an Agreement to Enter Into a HAP Contract or a HAP contract for any new or rehabbed 
housing until HUD or an independent entity approved by HUD has conducted any required subsidy layering review 
and determined that the PBV assistance is in accordance with HUD subsidy requirements. A subsidy layering review is 
not required for Existing Housing. An environmental review must be conducted before any New, Rehabbed or Existing 
Housing will be approved for project based vouchers. Existing housing is exempt only if the project has previously 
received federal assistance and has undergone a federal environmental review under the applicable federal program. 
The owner must provide KCDC with a certification that the project has not received and will not receive (before or 
during the term of the HAP contract), any public assistance for acquisition, development, or operation of the housing 
other than the assistance disclosed in the subsidy layering review.
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C.	 KCDC will follow regulations at 24CFR 983.57 for Site Selection Standards for Existing, Rehabilitation and New 
Construction PBV units.

D.	 Types of Project -Based Voucher Housing :  

1.	 New Construction:  Housing Units that do not exist on the proposal selection date and are developed after the date of 
selection for use under the PBV program. 

2.	 Rehabilitated Housing:  Housing units that exist on the proporal selection date, but do not substantially comply with the 
HQS on that date, and are developed for use under the PBV program. 

3.	 Existing housing:  Housing in which all the proposed PBV units either fully comply or substantially comply with 
the HQS or NSPIRE if applicable, on the proposal selection date. (The units must comply with the initial pre-HAP 
inspection requirements in accordance with § 983.103(b) and (c) before execution of the HAP contract.) A unit 
substantially complies with the HQS or NSPIRE if applicable, if it has HQS or NSPIRE if applicable, deficiencies 
that require only minor repairs to correct (repairs that are minor in nature and could reasonably be expected to be 
completed within 48 hours of notification of the deficiency.) To qualify as existing housing, the project is ready to be 
placed under HAP contract with minimal delay - after the unit inspections are complete, all proposed PBV units not 
meeting HQS or NSPIRE if applicable, can be brought into compliance to allow PBV HAP contract execution within 48 
hours.

3.2 Cap On Number Of PBV Units In Each Building

A.	 In accordance with 24 CFR Section 983.54 the project cap is the greater of 25 units or 25 percent of units (assisted 
or unassisted) in the project. This means that a project with 25 or fewer units may be fully assisted with project-based 
vouchers, provided all other requirements are met.  

B.	 KCDC may provide PBV assistance to the greater of 25 units or 40 percent of the number of dwelling units (assisted or 
unassisted) in the project if:

1.	 The project is located in a census tract with a poverty rate of 20 percent or less, as determined by HUD, or

2.	 The project is located in an area where vouchers are difficult to use (see page 14 for description). 

3.3 Set-Aside Of Excepted Units For Qualifying Families

A.	 Qualifying Families:

KCDC May set aside one or more excepted units in buildings receiving PBV assistance for occupancy by qualifying 
families. A qualifying family may be an Elderly Family, or a Disabled Family, Disabled is no longer a qualified exception 
for purposes of Excepted unit qualifications. (for projects before 10-30-2017) or a family receiving Qualifying Supportive 
Services. For Excepted units in a PBV contract signed after 10-30-2017, the project must make supportive services 
available to all assisted families in the project and the family must be eligible for one or more of the services. The family 
may, but is not required to participate in the services. 

B.	 Supportive Service Requirements:

1.	 In the event KCDC sets aside one or more excepted units in a qualifying building receiving PBV assistance for 
occupancy by a Qualifying Family, KCDC will require that services targeted to the needs of the Qualifying Family be 
provided on a regular basis by qualified providers. At least one qualified case manager must be located onsite or 
partner with a social service organization to provide at least twenty (20) hours per week of dedicated on-site case 
management services to residents.  A qualified provider must be available to respond to emergency supportive 
services needs twenty-four hours per day, seven days per week. This requirement can be met through a partnership 
with another organization. For PBV contracts signed after 10-30-2017, the supportive services do not need to 
be provided by the owner or on-site, but the services must be reasonably available to the families receiving PBV 
assistance in the project and designed to help the families in the project achieve self-sufficiency or live in the 
community as independently as possible.

2.	 If a family occupying an excepted unit set aside for Qualifying Families no longer meets the definition of Qualifying 
Family, KCDC will terminate rental assistance for the family, including all remaining family members, and the family will 
be required to vacate the excepted unit within the time established by KCDC. For PBV contracts signed after 10-30-
2017 a tenant will not be terminated when they no longer qualify for the excepted unit, the unit will be removed from  
the PBV contract and the family will receive a tenant based voucher. Once the family has moved, the PBV unit will be 
added back to the contract for a new family that qualifies for supportive services.
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C.	 Other Units Excepted from the Program Cap and Project Cap:

For HAP Contracts entered into on or after April 18, 2017, KCDC may commit project -based assistance to units that meet 
the requirement for exclusion without the units counting against the program cap or project cap. Units covered by a PBV 
HAP contract will not count toward the project cap or program cap:

1.	 Requirement for exclusion of existing or rehabilitated units. 

Such units must, in the 5 years prior to the request for proposals (RFP) or selection without competition or selection 
based on a prior competition, fall into one of the following categories:
a.	 The units have received one of the following forms of HUD assistance: 

i.	 Public Housing Capital or Operating Funds (section 9 of the 1937 Act). 
ii.	 Project-Based Rental Assistance (section 8 of the 1937 Act). Project-based rental assistance under section 8 

includes the single-room occupancy (SRO) program.  
iii.	 Housing For the Elderly (section 202 of the Housing Act of 1959). 
iv.	 Housing for Persons With Disabilities (section 811 of the Cranston-Gonzalez National Affordable Housing Act). 
v.	 The Rent Supplement (Rent Supp) program (section 101 of the Housing and Urban Development Act of 1965). 
vi.	 Rental Assistance Program (RAP) (section 236(f)(2) of the National Housing Act). 
vii.	Flexible Subsidy Program (section 201 of the Housing and Community Development Amendments Act of 1978). 

b.	 The units have been subject to a federally required rent restriction under one of the following programs: 
i.	 The Low Income Housing Tax Credit program (26 U.S.C. 42) 
ii.	 Section 515 Rural Rental Housing Loans (42 U.S.C. 1485) 
iii.	 The following HUD programs: (A) Section 236. (B) Section 221(d)(3) or (d)(4) Below Market Interest Rate. 
iv.	 Housing For the Elderly (section 202 of the Housing Act of 1959). 
v.	 Housing for Persons With Disabilities (section 811 of the Cranston-Gonzalez National Affordable Housing Act). 
vi.	 Flexible Subsidy Program (section 201 of the Housing and Community Development Amendments Act of 1978).

2.	 Other Excluded Units. 

PBV units pursuant to a conversion of public housing assistance under HUD’s Rental Assistance Demonstration (RAD) 
program and HUD-VASH awarded vouchers specifically designated by HUD for project-based assistance are excluded 
from the PBV program and project caps. 

3.	 Replacement/Newly constructed Units

Newly constructed units developed under the PBV program may be excluded from the program cap and project 
cap provided the primary purpose of the newly constructed units is or was to replace units that meet the criteria of 
paragraph (1) or (2) of this section. The newly constructed unit must be located on the same site as the unit it is 
replacing; however, an expansion of or modification to the prior project’s site boundaries as a result of the design of 
new construction project is acceptable as long as a majority of the replacement units are built back on the site of the 
original public housing development and any replacement units that are not located on the existing site are part of a 
project that shares a common border with, are across a public right of way from, or touch that site. In addition, in order 
for the replacement units to be excluded from the program and project caps, one of the following must be true: 

i.	 Former residents of the original project must be provided with a selection preference that provides the residents 
with the right of first occupancy at the PBV new construction project when it is ready for occupancy. 

ii.	 Prior to the demolition of the original project, the PBV new construction project must have been identified as 
replacement housing for that original project as part of a documented plan for the redevelopment of the site. 

4.	 Unit size configuration and number of units for new construction and rehabilitation projects:

The unit size configuration of the PBV new construction or rehabilitation project may differ from the unit size 
configuration of the original project that the PBV units are replacing. In addition, the total number of PBV-assisted units 
may differ from the number of units in the original project. However, only the total number of units in the original project 
are excepted from the program limitation and the project cap. Units that exceed the total number of covered units in 
the original project are subject to the program limitation and the project cap. 



KCDC’S ADMINISTRATIVE PLAN FOR SECTION 8 17

3.4 Qualifying Supportive Services

A.	 In the event KCDC sets aside one or more excepted units in a building receiving PBV assistance for occupancy by families 
receiving Qualifying Supportive Services, at least one member of the family must receive at least one of the following 
Qualifying Supportive Services as agreed to in the family responsibility statement (Section 3, 3.4 B). KCDC will not require 
a Qualifying Family to participate in medical or disability-related services, other than drug and alcohol treatment in the case 
of current abusers, although the following services must be offered:

1.	 Case management services

2.	 Mental health services

3.	 Medical and Dental care

4.	 Substance abuse counseling and treatment

5.	 Household management training, such as housekeeping skills and money management

6.	 Job training and employment services, such as preparation and counseling, training, job development and placement, 
follow-up assistance after job placement

7.	 Education or vocational services, such as literacy courses, vocational training courses to complete secondary or post-
secondary school

8.	 Services pursuant to KCDC’s Family Self-Sufficiency Program established and administered pursuant to 24 CFR Part 
984.

B.	 Statement of Family Responsibility

At the time of initial lease execution, a family receiving Qualifying Supportive Services will be required to enter into a 
statement of family responsibility or other appropriate agreement with KCDC and the supportive service provider. The 
agreement must establish a minimum period of time of not less than one year in which the family is required to participate 
in one or more Qualifying Supportive Services and achieve certain goals specified in the agreement.

1.	 Monitoring:
KCDC will monitor a family’s continued receipt of Qualifying Supportive Services on an annual basis. Such monitoring 
may include agreements with owners and/or service providers that include record keeping and reporting obligations, 
personal interviews with owners and/or service providers and members of families receiving Qualifying Supportive 
Services, or other appropriate means of monitoring.

2.	 Completion of Services Obligation:
If a family receiving Qualifying Supportive Services fails, without good cause, to complete its supportive services 
obligation, KCDC will terminate rental assistance for the family and the family will be required to vacate the unit within 
the time established by KCDC and the owner may terminate the family’s lease. The unit will continue to count as an 
excepted unit provided the owner rents the unit to a Qualifying Family. For PBV contracts signed after 10-30-2017 a 
tenant will not be terminated when they no longer qualify for the excepted unit, the unit will be removed from  the PBV 
contract and the family will receive a tenant based voucher. Once the family has moved, the PBV unit will be added 
back to the contract for a new family that qualifies for supportive services.

3.5 Waiting List

A.	 Maintenance of Waiting List:

KCDC permits an owner to maintain a single waiting list across multiple Project-based voucher projects owned by the 
owner. A waiting list for occupancy of a unit assisted under the PBV Program will be maintained by owner-maintained 
waiting lists for projects receiving PBV assistance. The applicant may apply directly at the project or on the property’s 
online website depending on the owners preferred method of maintaining a waiting list, or the applicant may request that 
KCDC refer the applicant to the owner for placement on the project’s waiting list. KCDC must disclose to the applicant all 
the PBV projects available to the applicant, including the project’s contact information and other basic information about the 
project.

Under an owner-maintained waiting list, the owner is responsible for carrying out responsibilities including, but not limited 
to, processing changes in applicant information, removing an applicant’s name from the waiting list, opening and closing 
the waiting list. Owners can notify the applicants by the same means they use when opening their regular waiting list 
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under 24CFR982.206 (a) such as advertising through local or minority newspapers and the internet, local postings at post 
offices, libraries, community centers and outreach to social service agencies that may serve the same clientele that will be 
occupying the PBV unit. An applicant may choose to be simultaneously listed on the owner’s PBV waiting list as well as the 
KCDC tenant-based waiting list if eligible. Section 9 and 10 of this Administrative Plan also applies to managing the waiting 
list. Applicants who are already on KCDC’s waiting list must be permitted to place their names on the project’s waiting lists. 
All HCV waiting list administration requirements that apply to the PBV program apply to owner-maintained waiting lists.

B.	 Selection of Applicants from Waiting List:

The owner is responsible for developing written tenant selection procedures that are consistent with the purpose of 
improving housing opportunities for very low income families and reasonably related to program eligibility and an 
applicant’s ability to fulfill their obligations under the lease. During the term of the HAP contract, the owner must lease 
contract units to eligible families that are selected and approved by KCDC.

Once an owner selects the family from the waiting list, the owner refers the family to KCDC who then determines the 
family’s final program eligibility. The owner may not offer a unit to the family until KCDC determines that the family is eligible 
for the program.

Once the applicant is given a referral form by the owner, the referral form is taken to the KCDC Rental Assistance office 
to apply for a KCDC Section 8 Project Based Voucher. The family is required to complete an application at the Rental 
Assistance office Monday – Friday 8:00 a.m. – 4:00 p.m. With a referral form, a family will be required to update their 
information with KCDC by providing information regarding household members including name, address, telephone 
numbers, social security numbers, picture identification for all adult members, birth certificates, racial or ethnic designation, 
income verification, citizenship/eligible immigration for all members, bank information if applicable. The family must sign 
the Authorization to Release Records and Information and HUD’s Authorization for the Release of Information/Privacy Act 
Notice forms. Upon receipt of the family’s application, KCDC will make a preliminary determination of eligibility. KCDC will 
ensure that verifications, eligibility, and suitability selection factors are current to determine the family’s final eligibility for 
admission into a Section 8 project-based voucher property. Applications are sorted based on date and time of application.

Subject to HUD’s PBV regulations intended to minimize displacement of eligible families already residing in a unit selected 
for PBV assistance, selection of applicants from the waiting list to occupy PBV-assisted units will be by date and time of 
application.

C.	 KCDC permits a No-Trespass List (NTL) Override for Project-Based Voucher Permanent Supportive Housing (PSH) 
Program applicants. PSH staff are required to submit the form to KCDC requesting an override. The form overrides the 
current NTL designation to allow an applicant to become a participant of the Project-Based Voucher with Permanent 
Supportive Housing Program (PSH) only. The completion of this Override form does not remove someone from the NTL.

D.	 KCDC is responsible for oversight of owner-maintained waiting lists to ensure that they are administered properly and in 
accordance with program requirements, including but not limited to nondiscrimination and equal opportunity requirements 
under the authorities cited at 24 CFR 5.105(a). The owner is responsible for maintaining complete and accurate records as 
described in 24 CFR 982.158. The owner must give KCDC, HUD, and the Comptroller General full and free access to its 
offices and records concerning waiting list management.

3.6 HAP Contract Between KCDC And PBV Property Owner

In the absence of a current HAP Contract from HUD at the initial signing of a contract, an addendum will be created to address 
any updated regulations (ie. HOTMA regulations)  not currently listed in the contract. The addendum will become a part of the 
Initial Contract.

A.	 Term of HAP Contract

KCDC may enter into a HAP contract with a PBV owner for an initial term of 10-20 years subject to funding availability 
pursuant to 24 CFR Section 983.205 

B.	 Extension of HAP Contract

Within one year before expiration, KCDC may agree to extend the term of the HAP contract for an additional term of up to 
20 years, subject to funding availability. 

C.	 Termination of HAP Contract

1.	 Termination by KCDC
KCDC may terminate the HAP contract due to insufficient funds pursuant to 24 CFR Section 983.205.
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2.	 Termination by PBV Property Owner
The owner may terminate the HAP contract due to reduction below initial rent pursuant to 24 CFR Section 983.205.

D.	 Contract rents 

1.	 Initial Contract rents will be determined by following HUD regulations at 24CFR983.301 and 24CFR983.302 when  
determining and re-determining rents. 

2.	 KCDC may adopt, with HUD notification, Small Area Fair Market Rent (SAFMR) Exception Payment Standards by zip 
code area if deemed beneficial for the success of KCDC program participants locating affordable housing. Effective 
October 1, 2024, HUD will require KCDC to implement SAFMR’s for all zip code areas. As a Moving to Work (MTW) 
flexibility, KCDC requested a waiver to forgo the implementation of mandatory SAFMR’s for all zip code areas. The 
waiver was approved and KCDC will use payment standards and optional SAMFR zip code areas.

3.	 KCDC will use the same utility allowance schedule for PBV as it does for the tenant based voucher program.

4.	 KCDC has discretionary authority to check the box within the HAP contract to not decrease rents below the initial 
contract rents. 

E.	 Security Deposits

1.	 KCDC prohibits security deposits in excess of amounts charged to unassisted tenants. When the tenant moves out 
of the contract unit, the owner, subject to state and local law, may use the security deposit, including any interest on 
the deposit in accordance with the lease, as reimbursement for any unpaid tenant rent, damages to the unit, or other 
amounts owed by the tenant under the law. 

2.	 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 used to reimburse the owner, the owner must promptly refund the full amount of the 
balance to the tenant. 

3.	 If the security deposit does not cover the amount owed by the tenant under the lease, the owner may seek to collect 
the balance from the tenant. KCDC has no liability or responsibility for payment of any amount owed by the family to 
the owner. 

F.	 Rent Increases

1.	 An owner’s request for a rent increase must be submitted to KCDC 60 days prior to the anniversary date of the HAP 
contract, and must include the new rent amount the owner is proposing. All increases will not exceed more than 5 of 
the contract rent. KCDC will provide the owner with at least 30 days written notice of any change in the amount of rent 
to the owner. 

2.	 For KCDC owned PBV units, the initial rent to owner and the annual redetermination of rent at the anniversary of 
the HAP Contract are determined by the independent entity approved by HUD. KCDC must use the rent to owner 
established by the independent entity. Also the amount of the reasonable rent must be determined by an independent 
agency approved by HUD in accordance with PBV program requirements. The independent entity must provide a 
copy of the determination of reasonable rent for the KCDC owned units to KCDC and to the HUD field office where the 
project is located

G.	 Development Activity on Units Under HAP Contract:  

If an Owner request to undertake development activity on units under a HAP contract, the owner may undertake 
development activity on units currently under a HAP contract once  approved to do so by KCDC.  The owner may not 
request, and a KCDC may not approve, the owner’s request within the first five years of the effective date of the HAP 
contract except in extraordinary circumstances (e.g., the units were damaged by fire, natural disaster, etc.). The owner’s 
request must include a description of the development activity proposed to be undertaken and the length of time, if any, it 
is anticipated that the units will not meet HQS. If any of the units will not meet Housing Quality Standards during the period 
of the development activity, the owner’s request must include a description of how the families will be rehoused during the 
period the units will not meet Housing Quality Standards. Housing assistance payments may not be made during the time 
the units are not in compliance with Housing Quality Standards requirements during the development activity. KCDC may 
choose to temporarily remove units from the PBV HAP contract during the time the units will not meet Housing Quality 
Standards during the development activity. KCDC may from time to time, exercise the discretion afforded to PHA’s under 
Section 983.154 (f) where the PHA may sign an AHAP or HAP (as applicable) for projects after the new construction or 
rehabilitation work has already started so long as it meets the applicable requirements of 983.153.
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3.7 Overcrowded, Under-Occupied And Accessible Units

KCDC’s subsidy standards determine the appropriate unit size based on family size and composition. If KCDC finds that a 
family is occupying a wrong-sized unit, or a unit with accessibility features they do not require but that a different family does 
need, KCDC will promptly notify the family and the owner of this determination and inform the family of the opportunity to 
receive continued housing assistance in another unit in the same complex or public housing if available, or other comparable 
assistance. KCDC must offer continued assistance using a form of assistance allowable under 24 CFR 983.260(b) and must not 
offer continued assistance using a program that is not comparable (the tenant-based assistance program that cannot be used 
in any other PHA’s jurisdiction). The family will have 90 days to accept the PHA’s offer of continued assistance or move-out from 
the Project Based Voucher unit.

3.8 Family Right To Move:

The family may terminate the lease at any time after the first year of occupancy. The family must give advance written notice to 
the owner in accordance with the lease and provide a copy of such notice to KCDC. If the family wishes to move with continued 
tenant based assistance, the family would have to reside in the PBV unit for 2 years to be eligible for continued assistance. 

If the family terminates the lease after two years in accordance with these requirements, KCDC is required to offer the family 
the opportunity for continued tenant-based assistance, in the form of a voucher or other comparable tenant based rental 
assistance. If a voucher or other comparable tenant based assistance is not immediately available upon termination of the 
family’s lease in the PBV unit, KCDC must give the family priority to receive the next available opportunity for continued tenant 
based assistance. 

3.9 Vacancy Payments

If a family moves out of a Project Based Voucher unit, KCDC can make payments for the empty unit. This payment is called 
a vacancy payment. If an assisted family moves out of the unit, the owner may keep the housing assistance payment for the 
calendar month the family moves out of the unit unless KCDC determines the owner is at fault for the vacancy. KCDC will begin 
vacancy the first of the next month after the family moves out of the unit. The vacancy period will not exceed one full month 
following the move out month.

The vacancy payment cannot be higher than the monthly rent to owner minus any part of the rental payment the owner already 
received. This includes amounts available from the security deposit. Any vacancy payment may only cover the period the unit 
remains vacant.

3.10 Additional Administrative Plan Provisions Applicable To The PBV Program

The following sections of this Administrative Plan also apply to the PBV Program:

Section 1    Equal Opportunity

Section 2    KCDC/Owner Responsibility/Obligation of Family

Section 7    Eligibility for Admission, 4.2, B, C, D, E, F, and I

Section 13  Assignment of Bedroom Sizes (Occupancy Standards)

Section 13  Determination of Family Income

Section 14  Verification

Section 15  Rent and Housing Assistance Payment

Section 16   Inspection Policies and Housing Quality Standards-Note: All units in a single stage project must meet HQS before 
a PBV Housing Assistance Payment Contract can be executed. All units in the first stage of a multi stage project must meet 
HQS before a PBV Housing Assistance Payment Contract can be executed. 

Section 17   Recertification

Section 18  Termination of Assistance to the Family by KCDC

Section 19  Complaints, Informal Reviews for Applicants, Informal Hearings for Participants
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3.11 Special Housing Types Applicable To The PBV Program

Special housing types that are eligible to be assisted under the PBV program are single room occupancy units, congregate 
housing, group homes and cooperative housing. These units are subject to the same inspection requirements and 
exceptions as any other PBV units. Of the special housing types, shared housing, manufactured home space rentals and the 
homeownership option are ineligible to be assisted under the PBV program. Under 24CFR983.53 it states PBV assistance 
cannot be attached to Transitional Housing, however there is a HUD waiver process for requesting a waiver to that regulation. If 
a Transitional housing project that is otherwise competitive under an RFP and also offers housing opportunities for residents of 
at least two years, KCDC would consider submitting a waiver request to HUD to waive the prohibition.

3.12 Supportive Housing (VASH) Project Based Vouchers, Family Unification Program (FUP) Project Based 
Vouchers, and Mainstream (MS) Project Based Vouchers 

Through HOTMA provision section 106(a)(9) KCDC is authorized to project-base Veterans Affairs Supportive Housing (VASH) 
vouchers, Family Unification Program (FUP) vouchers, and Mainstream vouchers without requiring additional HUD approval. 
HUD has determined that no modifications are needed to 24 CFR part 983 to codify these statutory changes. Any VASH 
vouchers, FUP vouchers, and Mainstream vouchers project-based pursuant to this authority must comply with the requirements 
of 24 CFR part 983. 

4. VETERAN’S ADMINISTRATIVE SUPPORTIVE HOUSING (HUD-VASH) 
HUD-VASH is a collaborative program that pairs HUD’s Housing Choice Voucher (HCV) rental assistance with VA case 
management and supportive services. KCDC is allocated HUD-VASH vouchers to serve homeless veterans in partnership with 
the Veterans Administration. KCDC will administer the HUD-VASH vouchers, in compliance with Federal Regulations and this 
Administrative Plan. KCDC reserves the right to continue to administer VASH vouchers, dependent on available and adequate 
HUD funding, including the right to project-base.

A.	 Eligibility and Selection

HUD-VASH eligible families are homeless veterans. Veteran Affairs (VA) screens all families in accordance with its 
screening criteria. Specifically, under the HUD-VASH Program, KCDC does not have the authority to screen potentially 
eligible families or deny assistance for any grounds permitted under 24 C.F.R. 982.552 (broad denial for violations of HCV 
program requirements) and 982.553 (specific denial for criminals and alcohol abusers), with one exception. PHAs will still 
be required to prohibit admission if any member of the household is subject to a lifetime registration requirement under a 
state sex offender registration program. 

B.	 Income Eligibility

 KCDC must determine income eligibility for HUD-VASH families in accordance with 24 C.F.R. 982.201. 

C.	 Initial Term

HUD-VASH vouchers have an initial search term of at least 120 days.  

D.	 Portability of HUD-VASH Vouchers

An eligible family issued a HUD-VASH voucher must receive case management services provided by the VA. Therefore, 
special portability procedures must be established. HUD-VASH participant families may reside only in those jurisdictional 
areas that are accessible to case management services as determined by the partnering VA.

E.	 Portability within Initial VA’s area

The family must be able to continue with case management services provided by the VA to port the voucher. The receiving 
PHA must process the move in accordance with portability procedures. If the receiving PHA administers a HUD-VASH 
program, it can either bill the initial PHA or absorb the family. If the receiving PHA does not administer a VASH program, it 
must bill the initial PHA. 

F.	 Portability outside of the Initial VA’s area 

If a family wants to move to another jurisdiction where it will not be possible for the initial PHA’s partnering VA to provide 
case management services, the initial VA must determine that the family could be served by another VA that is partnering 
in the HUD-VASH Program and that the receiving PHA has an available HUD-VASH voucher. The family must be absorbed 
by the receiving PHA either as a new admission or as a portability move-in. Upon absorption, the initial PHA’s HUD-VASH 
voucher will be available to lease to a new HUD VASH eligible family and the absorbed family will count toward the number 
of HUD-VASH vouchers awarded to the receiving PHA. 
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G.	 Case Management Requirements

1.	  The VA responsibilities include:
a.	  Screening of homeless veterans to determine whether they meet the HUD-VASH program participation criteria 

established by the VA national office; 
b.	 Providing appropriate treatment and supportive services to potential HUD- VASH program participants, if needed, 

prior to PHA issuance of rental vouchers; 
c.	 Providing housing search assistance to HUD-VASH participants with rental vouchers; 
d.	 Identifying the social service and medical needs of HUD-VASH participants and providing, or ensuring the provision 

of, regular ongoing case management, outpatient health services, hospitalization, and other supportive services as 
needed throughout this initiative; and 

e.	 Maintaining records and providing information for evaluation purposes, as required by HUD and the VA. 
f.	 The HUD-VASH participant must comply with case management requirements administered by the VA. If the 

participant fails to comply with the case management requirement, the HUD-VASH assistance will be terminated. 

H.	 Denials of Admission and Termination of Assistance

1.	 Denials

The only reasons for denial of assistance by KCDC are failure to meet the income eligibility requirements and a family 
member that is subject to a lifetime registration requirement under a state sex offender registration program. 

2.	 Termination of Assistance

VASH clients are no different than regular HCV participants in terms of the requirements of the family obligations. 
Therefore, the termination policies outlined within this Administrative Plan apply. 

5. FAMILY UNIFICATION VOUCHERS (FUP)
KCDC applied for and obtained FUP vouchers in 2018. The definition for the FUP voucher family or youth is:

5.1 FUP-Eligible Family 

FUP-Eligible Family is defined as a family that the Department of Children Services (DCS) has certified as a family for whom 
the lack of adequate housing is a primary factor in the imminent placement of the family’s child, or children, in out-of-home care, 
or in the delay of discharge of a child, or children, to the family from out-of-home care, and that KCDC has determined is eligible 
for a Housing Choice Voucher (HCV).

5.2 FUP-Eligible Youth 

FUP-Eligible Youth is defined as a youth that DCS has certified to be at least 18 years old and not more than 24 years of age 
(has not reached their 25th birthday) who left foster care, or will leave foster care within 90 days, in accordance with a transition 
plan described in section 475(5)(H) of the Social Security Act, and is homeless or is At Risk of Becoming Homeless at age 16 or 
older.

5.3 Homeless

Homeless refers to the population included in the definition of this term at 24 CFR 578.3.

5.4 Lack of Adequate Housing

A.	 A family or youth is living in dilapidated housing

B.	 A family or youth is homeless;

C.	 A family or youth is living in an overcrowded unit;

D.	 A family or youth is living in a unit where the presence of a household member with certain characteristics (i.e., conviction 
for certain criminal activities) would result in the imminent placement of the family’s child, or children, in out-of-home care; 
or the delay in the discharge of the child, or children, to the family from out-of-home care; or
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E.	 A family or youth is living in housing not accessible to the family’s disabled child or children, or to the youth, due to the 
nature of the disability.

5.5 Living in Overcrowded Housing. 

A family or youth is considered to be living in an overcrowded unit if it meets the following separate criteria for a family or youth 
as follows:

A.	 The family is separated from its child (or children) and the parent(s) are living in an otherwise standard housing unit, but, 
after the family is re-united, the parents’ housing unit would be overcrowded for the entire family and would be considered 
substandard; or

B.	 The family is living with its child (or children) in a unit that is overcrowded for the entire family and this overcrowded 
condition may result in the imminent placement of its child (or children) in out-of-home care; or

C.	 The youth is living in a unit that is overcrowded.

For purposes of the above paragraph, the PHA may determine whether the unit is “overcrowded” in accordance with PHA 
subsidy standards. (See Subsidy Standards as outlined in this Administrative Plan) 

5.6 KCDC’s responsibilities under the Family Unification Voucher Program:

A.	 Accept families and youth certified by DCS as eligible for the FUP. KCDC, upon receipt of the DCS list of families and 
youth, must compare the names with those of families and youth already on KCDC’s HCV waiting list. Any family or youth 
on the KCDC’s HCV waiting list that matches with the DCS list must be assisted in order of theirposition on the waiting list 
in accordance with KCDC admission policies. Any family or youth certified by DCS as eligible and not on the HCV waiting 
list must be placed on the waiting list (pending HCV eligibility determination). If KCDC has a closed HCV waiting list, it must 
reopen the waiting list and place on the waiting list a FUP applicant family or youth who is not currently on KCDC’s HCV 
waiting list. KCDC may reopen the waiting list to accept a FUP applicant family or youth without opening the waiting list for 
other applicants;

B.	 Determine if families with children, or youth age 18 through 24 referred by DCS are eligible for HCV assistance.

C.	 Determine if any families with children, or youth age 18 through 24 on its HCV waiting list are living in temporary shelters or 
otherwise meet the definition of homeless and may qualify for the FUP, and refer such applicants to DCS;

D.	 Administer the vouchers in accordance with applicable program regulations and requirements;

E.	 Comply with the provisions of the Memorandum of Understanding (MOU) signed with all the agencies listed in the MOU;

F.	 Train DCS and Continuum of Care (CoC) agencies involved on KCDC’s HCV procedures; and

G.	 Conduct regular meetings (at least quarterly) with DCS and the CoC agencies involved.

H.	 Family Unification Program (FUP) Vouchers Waiting List Selection:

1.	 FUP vouchers shall not be issued based on placement on the general Housing Choice Voucher (HCV) waiting list. 
Applicants shall be selected through a direct referral process from the Department of Children’s Services (DCS) in 
accordance with the Memorandum of Understanding (MOU) between the KCDC and the DCS.

2.	 Referrals shall be processed in the order received, with the date and time of referral serving as the basis for selection 
priority, subject to funding availability and program requirements. KCDC may coordinate with DCS to manage the 
timing and number of referrals to align with available vouchers.

3.	 All referred applicants must meet HCV program eligibility requirements as well as FUP-specific eligibility criteria, 
including family eligibility or youth eligibility as defined by HUD and the MOU.

4.	 KCDC will maintain a separate FUP waiting list for referred applicants. Applicants shall be placed on the list based on 
the date and time of referral and selected as vouchers become available.

5.	 Applicants are required to respond to KCDC requests for information, documentation, and eligibility determination 
within specified time frames. Failure to comply with such requirements may result in denial of assistance or removal 
from the FUP waiting list.
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6.	 KCDC may update, maintain, or purge the FUP waiting list or referral log as necessary to ensure accuracy and 
compliance with HUD requirements.

7.	 Issuance of FUP vouchers is subject to funding availability and HUD program guidelines.KCDC requests for 
information, documentation, and eligibility determination within specified time frames. Failure to comply with such 
requirements may result in denial of assistance or removal from the FUP waiting list.

8.	 KCDC may update, maintain, or purge the FUP waiting list or referral log as necessary to ensure accuracy and 
compliance with HUD requirements.

9.	 Issuance of FUP vouchers is subject to funding availability and HUD program guidelines.

5.7 DCS’s Responsibilities as outlined in the Memorandum of Understanding (MOU)

DCS’s Responsibilities as outlined in the Memorandum of Understanding (MOU) are listed in (A) through (H) below:

A.	 They must establish and implement a system to identify FUP-eligible families and FUP-eligible youth within the agency’s 
caseload and to review referrals from KCDC and the CoC agencies involved. For families, the system should prioritize 
families with an open case with a substantiated report of child abuse and neglect and whose children are at high risk 
for out-of-home placement or, for families whose children are already in out-of-home care, at high risk for experiencing 
additional negative child welfare outcomes (e.g., long-term open cases, reentry to the child welfare system in the form of 
re-reports of abuse or neglect, and repeat open cases) and where housing assistance could help the parent(s) to stabilize 
and participate in any other services necessary for subsequent reunification. The MOU clarifies that referrals should 
be made for priority families as soon as they are identified and not only upon successful completion of other aspects of 
families’ case management plans.

B.	 Establish and implement a system to identify FUP-eligible youth not currently within the agency’s caseload in cooperation 
with the CoC agencies involved, including integrating the prioritization and referral process for FUP-eligible youth into the 
local CoCs’ coordinated entry process.

C.	 Provide written certification to KCDC that a family qualifies as a FUP-eligible family, or that a youth qualifies as a FUP-
eligible youth, based upon the criteria established in Section 8(x) of the United States Housing Act of 1937;

D.	 Commit sufficient staff resources to ensure that eligible families and youth are identified and determined eligible in a timely 
manner. This commitment must include a process to ensure that DCS’s active caseload is reviewed at least once a month 
(when the KCDC has FUP vouchers available) to identify FUP-eligible families and FUP-eligible youth and refer them to the 
KCDC. Additionally, DCS must be prepared to provide referrals to the KCDC within 30 working days of receiving notification 
from the PHA about voucher availability;

E.	 Commit sufficient staff resources to provide follow-up supportive services after the youth leases a unit, documenting 
the source of funding for these services. DCS is encouraged to leverage non-federal fund sources such as: State,local, 
philanthropic, and faith-based organizations;

F.	 Comply with the provisions of the MOU;

G.	 Train KCDC and CoC agencies involved on DCS’s referral procedures; and

H.	 Conduct regular meetings (at least quarterly) with KCDC and CoC agencies involved.

5.8 The Continuum of Care Agencies Responsibilities Are Outlined Below:

A.	 Integrate the prioritization and referral process for FUP-eligible youth into the local CoC(s)’ coordinated entry process;

B.	 Identify services, if any, to be provided using CoC program funds to FUP-eligible families and/or youth who qualify for CoC 
program assistance;

C.	 Participate in regular meetings conducted by KCDC and DCS (at least quarterly); and

D.	 Comply with the provisions of the MOU.
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5.9 The MOU signed by DCS and the COC agencies clearly addresses, at a minimum, the following:

A.	 KCDC and DCS’s commitment to administering the program.

B.	 The CoC’s commitment to integrate the prioritization and referral process for FUP-eligible youth into the local CoC’s 
coordinated entry process.

C.	 KCDC and DCS’s goals and standards of success in administering the program.

D.	 KCDC, DCS and CoC(s)  each identied a staff position that will serve as the lead FUP liaison.

E.	 KCDC and DCS agree to cooperate with any program evaluation efforts undertaken by HUD, or a HUD-approved 
contractor, including compliance with HUD approved evaluation protocols and data sharing requests.

F.	 Assistance will be provided to FUP families and youth in locating housing units and working with landlords to secure 
appropriate eligible units.

G.	 The services to be provided to FUP-eligible youth by DCS or by another agency/organization under agreement/contract 
with DCS. All of the services in (1) through (5) below will be provided for a period of at least 18 months to FUP-eligible 
youth receiving rental assistance through the use of a FUP voucher regardless of age (e.g., FUP-eligible youth enters the 
program at age 24 and 10 months, DCS or another agency/organization under agreement/contract with DCS must still 
provide 18 months of service, even though after two months the youth no longer meets the initial age of eligibility for FUP 
youth).

1.	 Basic life skills information/counseling on money management, use of credit, housekeeping, proper nutrition/meal 
preparation; and access to health care (e.g., doctors, medication, and mental and behavioral health services).

2.	 Counseling on compliance with rental lease requirements and with HCV program participant requirements, including 
assistance/referrals for assistance on security deposits, utility hook-up fees, and utility deposits.

3.	 Providing such assurances to owners of rental property as are reasonable and necessary to assist a FUP-eligible 
youth to rent a unit with a FUP voucher.

4.	 Job preparation and attainment counseling (where to look/how to apply, dress, grooming, and relationships with 
supervisory personnel, etc.).

5.	 Educational and career advancement counseling regarding attainment of general equivalency diploma (GED); 
attendance/financing of education at a technical school, trade school or college; including successful work ethic and 
attitude models.

KCDC will administer the FUP vouchers in accordance with applicable program regulations and requirements. 

KCDC will encourage participation in the Family Self- Sufficiency Program for FUP eligible Families and FUP eligible 
Youth as referenced in the Housing Choice Voucher Family Self-Sufficiency Action Plan. 

6. FOSTERING YOUTH TO INDEPENDENCE INITIATIVE (FYI)
KCDC applied for FYI vouchers in 2021. Through the FYI initiative HUD will provide TPVs for youth eligible under the FUP, subject 
to availability. Per the Consolidated Appropriations Act, 2019 (2019 Appropriations Act) (Public Law 116-6, approved February 15, 
2019), TPV appropriated funds may be used for FUP under Section 8(x) of the U.S. Housing Act of 1937 (42 U.S.C. 1437f(x)).

6.1 Youth Eligibility

A.	 The population eligible to be assisted with funding under this notice are youth certified by a Public Child Welfare Agency 
(PCWA) identified as DCS for KCDC’s FYI vouchers, and youth are certified by DCS as meeting the following conditions:

1.	 Has attained at least 18 years and not more than 24 years of age;

2.	 Left foster care, or will leave foster care within 90 days, in accordance with a transition plan described in section 475(5)
(H) of the Social Security Act at age 16 or older; and

3.	 Is homeless or is at risk of becoming homeless
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6.2 Partnership Agreement

A.	 KCDC’s Responsibilities Under FYI

1.	 KCDC must accept referrals of youth certified by the PCWA as eligible for assistance under this notice.

2.	 KCDC must determine if youth referred by the PCWA are eligible for HCV assistance.

3.	 KCDC must amend the administrative plan in accordance with applicable program regulations and requirements, if 
needed.

B.	 DCS’s Responsibilities Under FYI

1.	 DCS must have a system for identifying FUP-eligible youth within the agency’s caseload and review referrals from the 
PHA and CoC.

2.	 DCS must have a system for prioritization of referrals to ensure that youth are prioritized for a FYI TPV based upon 
level of need and appropriateness of the intervention.

3.	 DCS must provide written certification to the PHA that a youth is FUP eligible.

4.	 DCS must provide or secure a commitment for the provision of required supportive services.

C.	 CoC’s Responsibilities Under FYI

1.	 Integrate the prioritization and referral process for FUP-eligible youth into the CoC’s coordinated entry process.

2.	 Identify services, if any, to be provided using CoC program funds to youth who qualify for CoC program assistance.

3.	 Make referrals of FUP-eligible youth to the DCS

6.3 Additional Program Requirements

A.	 Turnover. These vouchers “sunset” when the youth leaves the program. This means that KCDC cannot reissue the HCV 
assistance issued under this notice when the youth exits the HCV program. When the youth exits the HCV program, HUD 
will reduce KCDC’s HCV assistance to account for the removal of the FYI TPV assistance from KCDC’s HCV baseline 
inventory.

B.	 Youth Failure to Use Voucher. Should a youth fail to use the voucher, KCDC must notify HUD, and HUD will reduce the 
KCDC’s HCV assistance to account for the removal of the FYI TPV assistance from KCDC’s HCV baseline inventory.

C.	 KCDC reserves the right to Project Base Foster Youth Independence (FYI) vouchers.

D.	 Reporting. KCDCs must maintain a special program code for FYI TPV participants in line 2n of the Family Report (form 
HUD- 50058) or line 2p of the MTW Family Report (form HUD-50058), as applicable. The special program code is 
“FYITPV.” KCDCs must also properly record the date KCDC issues the voucher to the youth, the date of admittance to the 
program, and expiration of said voucher in line 2a.

E.	 Waiting List Administration. The funding is targeted to a specific person. As a result, KCDC must use the assistance for 
that person. KCDC may admit the youth that is not on KCDC’s waiting list, or without considering the family’s waiting list 
position. KCDC must maintain records showing the family was admitted with HUD-targeted assistance.

F.	 Length of Assistance. As required by statute, a FYI TPV may only be used to provide housing assistance for youth for a 
maximum of 36 months.

G.	 Administrative Plan. KCDC administrative plan must be amended in accordance with applicable program regulations and 
requirements, if needed.

H.	 FYI Vouchers- Waiting List Selection

1.	 KCDC shall administer the selection of applicants for Foster Youth to Independence (FYI) vouchers in accordance with 
HUD Public and Indian Housing (PIH) program requirements and this Administrative Plan.

2.	 FYI vouchers shall not be issued based on placement on the general Housing Choice Voucher (HCV) waiting list. 
Instead, applicants shall be selected through a direct referral process from the Department of Children’s Services 
(DCS).
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3.	 Upon receipt of a valid referral, the KCDC shall process applicants in the order in which referrals are received, subject 
to funding availability and program eligibility requirements. The date and time of referral shall serve as the basis for 
selection priority, unless otherwise required by HUD guidance.

4.	 All referred applicants must meet HCV program eligibility criteria as well as FYI-specific eligibility requirements, 
including age, foster care status, and any other conditions established by HUD.

5.	 KCDC will maintain a separate FYI waiting list for referred applicants applicants. Applicants shall be placed on the list 
based on the date and time of referral and selected as vouchers become available.

6.	 Applicants must respond to all KCDC requests for information, documentation, and intake scheduling within specified 
timeframes. Failure to comply with such requests may result in denial of assistance or removal from the FYI waiting 
list.

7.	 KCDC may update, maintain, or purge the FYI waiting list or referral log as necessary to ensure accuracy and 
compliance with HUD requirements. FYI vouchers shall be subject to funding availability and HUD program guidance.

7. Emergency Housing Vouchers (EHV)
The EHV program ended on September 30, 2023. No further referrals will be accepted for this program. However, existing 
voucher recipients in good standing will continue to receive rental assistance.

7.1 Introduction

KCDC and the CoC are committed to administering the EHVs in accordance with all program requirements. KCDC’s goals are 
to reduce the barriers to housing that many EHV participants currently face on a daily basis. In partnership with the CoC and 
the community service providers which make up the CoC alongside the City, through its Office on Homeless, as collaborative 
applicant, KCDC will strive to achieve sustainable housing for the participants of the EHV program. Successful administration 
will be achieved when all 63 vouchers which HUD has allocated to KCDC are utilized with identified EHV participants.

7.2 Eligibility

A.	 In order to be eligible for an EHV, an individual or family must meet one of four eligibility categories as the same are 
defined as follows:

1.	 Homeless

2.	 At risk of homelessness

3.	 Fleeing, or attempting to flee, domestic violence, dating violence, sexual assault, stalking, or human trafficking; or

4.	 Recently homeless and for whom providing rental assistance will prevent the family’s homelessness or having high risk 
of housing instability

B.	 The CoC or partnering service provider is responsible for verifying at the individual or family meets one of the four 
aforementioned eligibility categories. The CoC or partnering service provider must provide supporting documentation to the 
KCDC of the verification that the family meets one of the four aforementioned eligibility categories.

7.3 Service Provided to Eligible Families

A.	 Support individuals and families in completing applications and obtaining necessary supporting documentation to support 
referrals and applications for assistance while aiding households in addressing barriers.

B.	 Support KCDC in ensuring appointment notifications to eligible individuals and families and will assist eligible households in 
getting to meetings with KCDC.

C.	 Provide housing search assistance for eligible individuals and families.

D.	 Provide counseling on compliance with lease requirements.

E.	 Assess individuals and families who may require referrals for assistance on security deposits, utility hook-up fees, and 
utility deposits.

F.	 Assess and refer individuals and families to benefits and supportive services, where applicable.
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7.4 Roles and Responsibilities

A.	 KCDC’s Roles and Responsibility under EHV

1.	 Coordinate and consult with the CoC in developing the services and assistance to be offered under the EHV services 
fee.

2.	 Accept direct referrals for eligible individuals and families through the CoC Coordinated Entry System (“CES”).

3.	 Provide an established and reasonable dollar amount to be paid for essential household items.

4.	 Allow for pre-inspections of Housing Quality Standards  (“HQS”) or NSPIRE if applicable, units to expedite the leasing 
process.

5.	 Provide retention payments to owners who agree to renew the lease of an EHV family.

6.	 Provide an established and reasonable dollar amount for moving expenses when an EHV family initially leases a unit.

7.	 Commit a sufficient number of staff and necessary resources to ensure that the application, certification, and voucher 
issuance processes are completed in a timely manner

8.	 Commit a sufficient number of staff and resources to ensure that inspections of units are completed in a timely manner.

9.	 Designate a staff to serve as the lead EHV liaison.

B.	 CoC & Partnering Service Provider Roles and Responsibilities

1.	 Designate and maintain a lead EHV liaison to communicate with KCDC.

2.	 Refer eligible individuals and families to KCDC using the community’s  CES.

3.	 Support eligible individuals and households in completing and applying for supportive documentation to accompany 
admissions application to KCDC.

4.	 Attend EHV participant briefings when needed.

5.	 Assess all households referred for EHV for mainstream benefits and supportive services available to support eligible 
individuals and families through their transition.

Identify and provide supportive services to EHV families, including, as applicable and available, housing search assistance, 
security deposit assistance, utility deposit assistance/utility arrearage assistance, and/or assistance with fees or rents currently 
owed to housing owners. (While EHV participants are not required to participate in services, the CoC will assure that services 
are available and accessible.)

8. Mainstream Vouchers (MS)
  8.1 Introduction

Mainstream vouchers are tenant-based vouchers that assist non-elderly persons with disabilities and their families. The 
vouchers are a part of the Housing Choice Voucher (HCV) program and follow the same regulations and program policies as 
the PHA’s regular HCV program except that these vouchers assist a special population. 

8.2 Eligibility and Selection

A.	 Vouchers must assist non-elderly persons (at least 18 and less than 62 years of age) who have disabilities and their 
families.

1.	 The eligible household member does not need to be the head of household.

2.	 Non-elderly persons with disabilities who turn 62 after admission can continue with their rental assistance.

3.	 Assisted households must meet all HCV eligibility requirements such as those related to income, citizenship or 
immigration  status, and mandatory screening.
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9. Moving to Work
9.1 Introduction

Moving to Work- The Moving to Work (MTW) demonstration permits participating state and local housing agencies to obtain 
broad waivers of federal rules governing the public housing and Housing Choice Voucher programs so they can test alternative 
policies related to work and other areas.

Pursuant to HUD approval the following will be implemented:

A.	 Payment Standards – Small Area Fair Market Rents 

KCDC is authorized to adopt and implement any reasonable policy to establish payment standards based upon Small Area 
Fair Market Rents (SAFMR). In lieu of establishing a unique payment standard for each ZIP code area within its jurisdiction, 
KCDC may use this flexibility to establish payment standards for “grouped” ZIP code areas. KCDC will have the ability to 
have a larger range to go beyond FMR or SAFMR, providing KCDC the opportunity to evaluate which area or zip code will 
be increased higher than the regular 150%.

B.	 Payment Standards – Fair Market Rents 

KCDC is authorized to adopt and implement any reasonable policy to establish payment standards based upon Fair 
Market Rents (FMR). KCDC will adopt a payment standard that is between 80% to 150% of the Fair Market Rents (FMR). 
Payment standards will be reviewed on an annual basis when the new FMR is published, and at other times as determined 
necessary.

C.	 Alternative Inspection Schedule 

KCDC is authorized to establish a local inspection schedule for all or a portion of its HCV units. KCDC will adopt a 
36-month schedule for HQS or NSPIRE (if applicable) inspections. This will update the current inspection schedule for 
designated program types from biannually to triennially.

D.	 Project-Based Voucher Program Flexibilities 

KCDC is authorized to increase the program cap to 50% for which KCDC could award Project-Based Voucher contracts. 

E.	 Project-Based Voucher Program Flexibilities 

KCDC is authorized to implement a project cap of up to 100% of the units for a Project-based voucher project. 

F.	 Elimination of PBV Selection Process for PHA-owned Projects Without Improvement, Development, or Replacement

KCDC is authorized to award project-based voucher units to properties owned by KCDC, or a single-asset entity of KCDC 
without engaging in a competitive selection process.

G.	 Limit Portability for PBV Units

KCDC is authorized to limit PBV households the ability to request portability to a tenant-based voucher to 24 months 
versus 12 months. 

H.	 Housing Development Programs

Programs that use MTW Funding to acquire, renovate and/or build affordable units for low-income families that are 
not public housing units. Eligible activities may include gap financing for non-PHA development of affordable housing, 
development of project-based voucher units or tax credit partnerships. KCDC is authorized to the flexibility to allocate up to 
10% of its HAP budget to the acquisition, renovation, or building affordable rental units (non-public housing) for low-income 
families. 

I.	 Damage Claims (HCV—Tenant-Based Assistance) —To incentive a landlord’s continued participation in the HCV program, 
the agency may provide landlords with compensation. KCDC may implement a damage claim process to allow landlords 
to submit claims for tenant damages where the amount of damage claims must not exceed the lesser of the cost of 
repairs minus the tenant’s security deposit or two months of contract rent minus the tenant’s security deposit. Landlords 
will provide a court ordered judgment to include the amount owed by the tenant for damages. PHA staff reserve the right 
to have a third-party physically inspect the unit for damages and obtain a counter-quote for the repairs from a reputable 
company.  
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J.	 Vacancy Payments – If a family moves out of a unit, KCDC can make payments for the empty unit, unless KCDC 
determines the owner is at fault for the vacancy. This payment is called a vacancy payment. KCDC will begin vacancy the 
day after the family moves out of the unit. The vacancy period will not exceed one full month following the move out month. 
The owner will have 5 days from the date of move out to request vacancy loss. 

The vacancy payment cannot be higher than the monthly rent to owner minus any part of the rental payment the owner 
already received. This includes amounts available from the security deposit. Any vacancy payment may only cover the 
period the unit remains vacant.

K.	 Other Landlord Incentives (HCV—Tenant-Based Assistance) —In order to incentivize new landlords to join the HCV 
program, the agency may provide incentive payments. Agencies may target incentive payments to landlords leasing 
properties in high opportunity neighborhoods or in areas located where vouchers are difficult to use as defined in an 
agency’s Administrative Plan. In an effort to recruit and retain landlords in the HCV program, KCDC may implement the  
following incentives:

1.	 A sign-on bonus for new landlords (A new landlord is defined as a landlord who has not held an active HAP contract in 
the past 5 years from the date of signing.)

2.	 A referral bonus for existing landlords (Referral bonus will be paid to a landlord with an existing HAP contract for up to 
5 referrals in a fiscal year. A referral is complete once a HAP contract is signed.)

10. Eligibility For Admission
10.1 Introduction

There are five eligibility requirements for admission to Section 8:  Qualifies as a family, has an income within the limits, meets 
citizenship/eligible immigrant criteria, provides documentation of Social Security numbers, and signs consent authorization 
documents. In addition to the eligibility criteria, families must also meet KCDC screening criteria to be admitted to  Section 8 
Housing Assistance Programs.

10.2 Eligibility Criteria

A.	 Family Type:

1.	 Family: as defined by HUD includes, but is not limited to the following, regardless of actual or perceived sexual  
orientation, gender identity, or marital status.
a.	 A single person, who may be an elderly person, displaced person, disabled person, an otherwise eligible youth who 

has attained at least 18 years of age and not more than 24 years of age and who has left foster care, or will leave 
foster care within 90 days, in accordance with a transition plan described in section 475(5)(H) of the Social Security 
Act (42 U.S.C. 675(5)(H)), and is homeless or is at risk of becoming homeless at age 16 or older; or a group of 
persons residing together. 

b.	 A group of persons residing together, and such group includes, but is not limited to:
i.	 A family with or without children (a child who is temporarily away from home because of placement in foster 

care is considered a member of the family);
ii.	 Unborn children and children in the process of being adopted are considered family members for the purposes 

of determining bedroom size but not considered family members for determining income limit.

2.	 An elderly family, which is:
a.	 A family whose head, spouse, cohead or sole member is a person who is at least 62 years of age;
b.	 Two or more persons who are at least 62 years of age living together; or
c.	 One or more persons who are at least 62 years of age living with one or more live-in aides.

3.	 A near-elderly family (if applicable), which is:
a.	 �A family whose head, spouse, cohead or sole member  is a person who is at least 50 years of age but below the 

age of 62;
b.	 Two or more persons who are at least 50 years of age but below the ages of 62 living together; or
c.	 One or more persons who are at least 50 years of age but below the ages of 62 living with one or more live-in 

aides.
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4.	 A disabled family, which is:
a.	 A family whose head, spouse, or cohead is a person with disabilities;
b.	 Two or more persons with disabilities living together; or 
c.	 One or more persons with disabilities living with one or more live-in aides.

5.	 A non-elderly disabled family which is:  
a.	 A household composed of one or more non-elderly persons with disabilities which may include additional 

household members who are not non-elderly person with disabilities. A household where the sole member is an 
emancipated minor is not an eligible household. 

b.	 The non-elderly person with disabilities is a person who is 18 years of age or older and less than 62 years of age 
and 
i.	 Has a disability as defined in 42 U.S.C 423; 
ii.	 Is determined, pursuant to HUD regulations, to have a physical, mental, or emotional impairment that: 

1.)	 Is expected to be of long-continued and indefinite duration; 
2.)	 Substantially impedes his or her ability to live independently, and 
3.)	 Is of such a nature that the ability to live independently could be improved by more suitable housing 

conditions; or 
iii.	 Has a developmental disability as defined in 42 U.S.C. 6001.�

6.	 A displaced family is a family in which each member, or whose sole member has been displaced by governmental 
action, or whose dwelling has been extensively damaged or destroyed as a result of a disaster declared or otherwise 
formally recognized pursuant to federal disaster relief laws.

7.	 A remaining member of a tenant family, providing they meet all other eligibility criteria.

8.	 A single person who is not elderly or displaced person, a person with disabilities or the remaining member of a family.

B.	 Income eligibility

1.	 To be eligible to receive assistance, a family shall  be:
a.	 Very low-income;
b.	 A low-income family continuously assisted under the public housing, Section 23, or Section 8 programs;
c.	 A low-income family that is a non-purchasing tenant in certain home ownership programs;
d.	 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.
e.	 Extremely Low-income family. A very low-income family  whose income does not exceed the higher of:  

vi.	 The poverty guidelines established by the Department of Health and Human Services applicable to the family 
size involved;  or  

vii.	30 percent of the median income for the area, as determined by HUD, with adjustments for smaller and larger 
families. HUD may establish income ceilings higher or lower than 30 percent of the area median income for the 
area if HUD finds that such variations are necessary because of unusually high or low family incomes. 

2.	 Income limits apply only at admission and are not applicable for continued occupancy; however, as income rises the 
assistance will decrease.

3.	 The applicable income limit for issuance of a voucher is the highest income limit for the family size for areas within 
KCDC’s jurisdiction. The applicable income limit for admission to the program is the income limit for the area in which 
the family is initially assisted in the program. The family may only use the voucher to rent a unit in an area where the 
family is income eligible at admission to the program.

4.	 Families who are moving into KCDC’s jurisdiction under portability and have not used their voucher to receive 
assistance at their initial housing agency must meet the income limit for the area where they were initially assisted 
under the program.

5.	 Families who are moving into KCDC’s jurisdiction under portability and are already program participants at their initial 
housing agency do not have to meet the income eligibility requirements for KCDC’s program.
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6.	 Income limit restrictions do not apply to families transferring units within KCDC’s Section 8 Housing Choice Voucher 
Program.

Pursuant to the United States Housing Act of 1937 Section 16 subsection (a) (42 U.S.C 1437n(a)) which was amended 
with the issuance of the Housing Opportunity Through Modernization Act (HOTMA) of 2016, KCDC will implement the 
revised regulations related to income and assets in HOTMA Sections 102 and 104 as early as July 1, 2024, but no 
later than July 1, 2025, based on when KCDC’s software is able to submit to the Housing Information Portal (HIP). 
a.	 Asset Limitation: HOTMA imposes a $100,000 asset limit for eligibility and continued assistance. Families are also 

ineligible for assistance if they own real property suitable for occupancy.
b.	 Adjustments for Inflation: Deductions and the asset limitation will be adjusted for inflation annually, ensuring that 

deductions do not lose value over time and that families are able to build more wealth without losing program 
assistance.  The current deduction amounts have never been adjusted.

C.	 Citizenship/Eligible Immigration Status

To be eligible, each member of the family must be a U.S. citizen, U.S. national, or a noncitizen that has eligible immigration 
status. At least one family member must be a citizen, national or noncitizen with eligible immigration status in order for the 
family to qualify for any level of assistance. 

All new applicants and family members will be required to provide the following documentation before an application can be 
approved. 

1.	 Birth Certificate, Naturalization papers

2.	 Current U.S. Passport

3.	 Church issued baptismal certificate

4.	 U.S. Military discharge paperwork (DD 214)

5.	 Current employer identification card

6.	 For Children:  Birth certificate, adoption papers, custody agreement, Health and Human Services ID or Certified school 
records.

7.	 Picture ID for all adult members in the household.

Family eligibility for assistance:

1.	 A family shall not be eligible for assistance unless every member of the family residing in the unit is determined to have 
eligible status, with the exception noted below.

2.	 Despite the ineligibility of one or more family members, a mixed family may be eligible for one of three types of 
assistance. (See Section 18.4(F) for calculating rents under the noncitizen rule).

3.	 A family without any eligible members and receiving assistance on June 19, 1995, may be eligible for temporary 
deferral of termination of assistance.

D.	 Social Security Number Documentation

Prior to admission to any Section 8 Rental Assisted Program, each family member must provide verification of their Social 
Security number. If a member of an applicant family indicates they have a Social Security number, but cannot readily 
verify it, the members must provide a letter from the Social Security Administration or other federal or state government 
agency. The application will retain its position on the waiting list while the required documentation is being obtained. If 
the documentation is not provided within the allotted time, the application will be denied. If the Social Security card name 
and picture ID name do not match, KCDC will use the Social Security name and require proof of name change such as 
marriage license, court documentation, etc.

Social Security cards cannot be a photo copied card, it must be an original.

New family members must provide Social Security card or Social Security letter prior to being added to the lease. All 
children must have a Social Security card or Social Security letter prior to being added to the lease. If a child under the 
age of six (6) years of age was added to the assistance applicant household within the six (6) month period prior to the 
household’s  date of voucher issuance , the assistance applicant may become a participant, so  long as the documentation 
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required is presented to KCDC within 90 days from date of admission into the program which means  by the effective date 
of the Housing Assistance Payment Contract. KCDC will grant an additional 90 day period if  it is determined the assistance 
applicant’s failure to comply was due to circumstances beyond their control. Failure to provide the social security card 
within these timeframes may result in withdrawal of application or termination of assistance .

E.	 Signing Consent Forms

1.	 To be eligible, each member of the family who is at least 18 years of age, and each family head and spouse, 
regardless of age, shall sign one or more consent forms.

2.	 The consent form must contain, at a minimum, the following:
a.	 A provision authorizing HUD and KCDC to obtain from State Wage Information Collection Agencies (SWICAS) 

any information or materials necessary to complete or verify the application for participation or for eligibility for 
continued occupancy;

b.	 A provision authorizing HUD or KCDC to verify, with previous or current employers, income information pertinent to 
the family’s eligibility for, or level of, assistance;

c.	 A provision authorizing HUD or KCDC to request income verifying information pertinent to the family’s eligibility or 
level of benefits; and 

d.	 A statement that the authorization to release the information requested by the consent form remains effective until 
the earliest of 
i.	 the rendering of a final adverse decision for an assistance applicant; 
ii.	 the cessation of a participant’s eligibility for assistance from HUD and the PHA; or 
iii.	 The express revocation by the assistance applicant or recipient (or applicable family member) of the 

authorization, in a written notification to HUD or the PHA.

F.	 Suitability for Tenancy

KCDC determines eligibility for participation and will also conduct criminal background investigations on all adult household 
members, including live-in aides. KCDC will deny assistance to a family because of drug-related or violent criminal activity 
by family members. This investigation will be made through state or local law enforcement or court records in those cases 
where the household member has lived in the local jurisdiction for the last three years. If the individual has lived outside the 
local area, KCDC may contact law enforcement agencies where the individual had lived or request an investigation through 
the FBI’s National Crime Information Center (NCIC).

No applicant who had been a victim of domestic violence, sexual assault, dating violence, or stalking will be denied 
admission if they are otherwise qualified. KCDC will give applicant who claims victim status 14 business days after written 
request to certify either by (1) completing the HUD form 5382 (which is available at the Rental Assistance office); or (2) 
providing KCDC with documentation signed by an employee, agent, or volunteer of a victim service provider, an attorney, 
or a medical professional from whom the victim applicant or another member of applicant family has sought assistance in 
addressing the domestic violence, sexual assault, dating violence, or stalking or the effects of the abuse (this certification 
must be sworn under penalty of perjury); or (3) producing a Federal, State, or Local police or court record.

Once the assistance is approved and a tenant lease has been completed, the abuser may not be permitted to reside with 
the tenant during the first year of the tenancy. If the abuser is found to be residing with the tenant after the lease is signed, 
the tenant’s assistance will be terminated.

KCDC will ban for life any family member who has been convicted of manufacturing or producing methamphetamine 
(speed) in a public housing development or in a Section 8 assisted property.

KCDC will check with the Federal Sex Offender Registration Program and will ban for life any individual who is registered 
as a sex offender.

Additional screening is the responsibility of the owner. Upon request of a prospective owner, KCDC will provide any factual 
information or third party written information it has relevant to a tenant’s history of, or ability to, comply with material 
standard leasing terms or any history of drug trafficking.

G.	 Abandonment

If an applicant previously abandoned a Section 8 unit, they must prove they have lived in good standing and without 
abandonment of any property for the past two (2) years before they can apply.
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H.	 New restrictions on eligibility of certain students (both part and full time) who are enrolled in institutions of higher education 
are as  follows:

Applicants seeking assistance on their own separate from their parents and are enrolled at an institution of higher 
education, are under 24 years of age, not a veteran, not married and do not have a dependent child are subject to a two 
part income eligibility test. Both the student and the student’s parent must be income eligible in order for the student to be 
eligible to receive Section 8 assistance. 

Parents for purposes of the student eligibility restriction mean the biological or adoptive parents or guardian (e.g. 
grandparents, aunt/uncle, godparents, etc.). However, if a student can determine to be independent from his/her parents 
in accordance with KCDC policy; KCDC does not need to consider the income of the student’s parents in determining the 
student’s eligibility.

KCDC policy will consider as an independent student a student who meets one or more of the following criteria:

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

2.	 Be an orphan or ward of the court through age 18;

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

4.	 Have legal dependents other than a spouse (for example, dependent children or elderly dependent parent);

5.	 Be a graduate or professional student; or, 

6.	 Be married.

11. Managing The Waiting List
11.1 Opening and Closing the Waiting List

Opening of the waiting list will be announced via public notice that applications for the Section 8 Housing Choice Voucher 
Program will again be accepted. The public notice will state where, when, and how to apply. The notice will be published in a 
local newspaper of general circulation, on KCDC’s official website, and in available minority media.

The notice will state that applicants already on waiting lists for other housing programs must apply separately for this program, 
and that such applicants will not lose their place on other waiting lists when they apply for the Section 8 Housing Choice 
Voucher Program. The notice will include the Fair Housing logo and slogan and otherwise be in compliance with Fair Housing 
requirements.

KCDC reserves the right to close the waiting list at it’s discretion. Closing of the waiting list will be announced via public notice. 
The public notice will state the date the waiting list will be closed. The public notice will be published in a local newspaper of 
general circulation and also by other available media sources such as the KCDC web page, e-mail to agency partners, etc. The 
waiting list closing dates may also be listed in the waiting list  opening announcement.

11.2 Taking Applications

When funding available, families wishing to apply for a KCDC Section 8 Housing Choice Voucher are required to complete an 
online pre-application the second Wednesday of the month, during the hours of 8:00 A.M. and 3:00 P.M.

As a reasonable accommodation, KCDC’s online applicant portal is available to applicants the second Wednesday of each 
month between the hours of 8:00 a.m and 3:00 p.m. Anyone who cannot complete an online pre-application through the 
applicant portal may come to the office in person to complete their pre-application at the Family Justice Center KCDC office 
located at 400 Harriet Tubman Street, Knoxville, Tennessee 37915. Pre-applications will only be accepted during the hours of 
8:00 a.m. and 3:00 p.m., the second Weds of the month.

Portable applicants wishing to port their Housing Choice Voucher into KCDC will be seen Monday through Friday from the hours 
of 8:00-2:00.  Any portable applicant who wishes to port into KCDC must have at least 30 days remaining on their Housing 
Choice voucher.

Once an online pre-application is completed, the online pre- application must be converted to a full application. The family will 
be required to update their information with KCDC  by providing information about all household members, including name, 
address, telephone number, composition, Social Security number, picture identification for all adult household members, 
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racial or ethnic designation, income verification, citizenship/eligible immigration information, and information establishing any 
preferences to which the family may be entitled. The family must sign the Authorization to Release Records and Information and 
HUD’s Authorization for the Release of Information/Privacy Act Notice forms. KCDC reserves the right to require online updates.

Upon receipt of the family’s application, KCDC will make a preliminary determination of eligibility. If KCDC determines the family 
to be ineligible, KCDC will notify the family and state the reason(s). KCDC will offer the family the opportunity for an informal 
review of the determination.

KCDC will ensure that verification of all preferences, eligibility, suitability selection factors are current to determine the family’s 
final eligibility for admission into a KCDC Section 8 Housing Choice Voucher Program.

11.3 Organization Of The Waiting List

The waiting list will be maintained according to the following guidelines:

A.	 Applications will be sorted based on the highest weighted preference assigned to an application followed by the date and 
time. Highest weighted preference means the application with the most preference points. Weighed preferences include:  
30 points for Government Action Displacement, 20 points for Involuntarily Displaced, 17 points for Limited Homeless CES, 
15 points for Substandard Housing plus working/disabled/handicapped or elderly, 10 points for substandard housing, 5 
points for Disabled/handicapped/elderly, 1 additional preference point is given if the applicant is a resident of Knox County.

B.	 The application will be a permanent file document. 

C.	 The waiting list cannot be maintained by bedroom size under HUD regulations.

11.4 Families Nearing The Top Of The Waiting List

When KCDC has vouchers available and is prepared to offer the vouchers to eligible applicants, the family whose application 
is more than two months old must update household composition, preferences, and income. KCDC will re-verify the family’s 
eligibility. If the family is no longer eligible for the Section 8 Housing Choice Voucher Program, KCDC must notify the family in 
writing of this determination and give the family the opportunity for an informal review.

11.5 Missed Appointments

All applicants who fail to keep a scheduled appointment will be sent a notice of denial.

KCDC will allow the family to reschedule appointments for good cause. When a good cause exists and applicant can provide 
proof of an acceptable reason for missing their appointment, KCDC will work closely with the family to find a more suitable time. 
Any applicant whose name is being removed from the waiting list will be notified by KCDC, in writing, that they have ten (10) 
working days from the date of the written correspondence to request an informal review. The letter will also indicate that their 
name will be removed from the waiting list if they fail to respond within the time frame specified.

Applicants will be offered the right to an informal review before being removed from the waiting list.

11.6 Purging The Waiting List

KCDC will update and purge its waiting list as necessary to ensure that the pool of applicants reasonably represents interested 
families. Purging also enables KCDC to update the information regarding address, family composition, income category, and 
preferences. KCDC will maintain an application for three years after it has been withdrawn. After three  years, the application 
will be destroyed.

11.7 Removal Of Applicants From The Waiting List

KCDC will not remove an applicant’s name from the waiting list unless:

A.	 The applicant request that the name be removed;

B.	 The applicant fails to respond to a written request for information, a request to declare their continued interest in the 
program or misses scheduled appointments; or

C.	 The applicant does not meet either the eligibility or screening criteria for the program.



KCDC’S ADMINISTRATIVE PLAN FOR SECTION 8 36

11.8 Grounds For Denial

No applicant who has been a victim of domestic violence, sexual assault, dating violence, or stalking will be denied admission if 
they are otherwise qualified. KCDC will give applicant who claims victim status 14 business days after written request to certify 
either by:

A.	 Completing HUD form 5382 (which is available at the KCDC Rental Assistance office);

B.	 Providing KCDC with documentation signed by an employee, agent, or volunteer of a victim service provider, an attorney, 
or a medical professional from whom the victim (applicant or another member of applicant family) has sought assistance in 
addressing domestic violence, sexual assault, dating violence, or stalking or the effects of abuse (this certification must be 
sworn under penalty of perjury);

C.	 Producing Federal, State, or Local police or court record.

KCDC will deny assistance to applicants who:

A.	 Do not meet any one or more of the eligibility criteria;

B.	 Do not supply information or documentation required by the application process within the time frame allotted;

C.	 Fail to respond to a written request for information or a request to declare their continued interest in the program;

D.	 Fail to complete any aspect of the application or lease-up process;

E.	 Have a history of criminal activity by any household member involving physical violence against persons or property, drug-
related criminal activity (e.g., illegal manufacture, sale, distribution, use of or pattern of abuse of alcohol), and any other 
criminal activity that would adversely affect the health, safety, or well-being of other tenants or staff, or cause damage to 
the property. 

Consideration may be given to applicants:

1.	 With records of violent criminal activity who have had no arrests or convictions within a three-year, unsupervised 
period;

2.	 With records of drug-related criminal activity that have had no arrests or convictions within a three-year, unsupervised 
period.

F.	 Currently owes rent or other amounts to KCDC or any other housing agency in connection with the public housing or 
Section 8 Rental Assistance Programs;

G.	 Have committed fraud, bribery, or any other corruption in connection with any federal housing assistance program, 
including the intentional misrepresentation of information related to their housing application or benefits derived therefrom;

H.	 Have a family member who was evicted from federally assisted housing within the last five years;

I.	 Have a family member who was evicted from assisted housing within five years of the projected date of admission 
because of drug-related criminal activity involving the illegal manufacture, sale, distribution, or possession with the intent to 
manufacture, sell, distribute a controlled substance as defined in Section 102 of the Controlled Substances Act, 21 U.S.C. 
802;

J.	 Have a family member who illegally used a controlled substance or abused alcohol in a way that interfere with the health, 
safety, or right to peaceful enjoyment of the premises by other residents. KCDC may waive this requirement if:

1.	 The person demonstrates to KCDC’s satisfaction that the person is no longer engaging in drug-related criminal activity 
or abuse alcohol;

2.	 The person has successfully completed a supervised drug or alcohol rehabilitation program as evidenced by at least a 
One(1)year, unsupervised period of no arrests or convictions for drug-related activities; or

3.	 The person has otherwise been rehabilitated successfully.

K.	 Have engaged in threatened, abusive or violent behavior toward any KCDC staff member or resident;

L.	 Have a family household member who has been terminated under the Voucher Program during (but not limited to) the last 
three years;
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M.	Anyone who has been added to the KCDC “NO Trespass” list will be denied housing unless they are approved to be 
removed from the “No Trespass list.”

N.	 Denied for Life: If a family member has been convicted of manufacturing or producing methamphetamine (speed) in a 
public housing development or in a Section 8 assisted property;

O.	 Denied for Life: If a family member has a registration under a sex offender registration program.

11.9 Notification Of Negative Actions

Any applicant whose name is being removed from the waiting list will be notified by KCDC in writing. They have ten (10) days 
from the date of the written correspondence to present mitigating circumstances or request an informal review. The letter will 
also indicate that their name will be removed from the waiting list if they fail to respond within the time frame specified.

11.10 Informal Review

If KCDC determines that an applicant does not meet the criteria for receiving Section 8 rental assistance, KCDC will promptly 
provide the applicant with written notice of the determination. The notice will 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 10 days of the denial notice. KCDC 
will describe how to obtain the informal review. The informal review process is described in Section 20.4 of this Plan.

12. Selecting Families To Receive Assistance
Applicants will be selected to receive Section 8 rental assistance either as a special admission or as a waiting list admission.

12.1 Special Admission (non-waiting list): Assistance targeted by HUD.

A.	 If HUD awards a KCDC program funding that is targeted for families living in specified units: 

1.	 KCDC must use the assistance for the families living in these units. 

2.	 KCDC may admit a family that is not on KCDC’s waiting list, or without considering the family’s waiting list position. 
KCDC must maintain records showing that the family was admitted with HUD-targeted assistance. 

B.	 The following are examples of types of program funding that may be targeted for a family living in a specified unit: 

1.	 A family displaced because of demolition or disposition of a public housing project; 

2.	 A family residing in a multifamily rental housing project when HUD sells, forecloses or demolishes the project; 

3.	 For housing covered by the Low Income Housing Preservation and Resident Homeownership Act of 1990 (41 U.S.C. 
4101 et seq.): 
a.	 A non-purchasing family residing in a project subject to a homeownership program (under 24 CFR 248.173); or 
b.	 A family displaced because of mortgage prepayment or voluntary termination of a mortgage insurance contract (as 

provided in 24 CFR 248.165); 

4.	 A family residing in a project covered by a project-based Section 8 HAP contract at or near the end of the HAP contract 
term; and 

5.	 A non-purchasing family residing in a HOPE 1 or HOPE 2 project.

6.	  Enhanced Vouchers are special admissions under 24CFR 982.203 and therefore do not have to be selected from 
KCDC’s waiting list.

A special admission permits selecting a family for assistance that is not on the Section 8 waiting list or without considering the 
family’s waiting list position. Records are maintained that show the family was selected for HUD-targeted assistance.

12.2 Waiting List Admission

Except for special admissions, applicants must be selected from the Section 8 waiting list. KCDC will adopt a limited preference 
for a Continuum of Care designated collaborative applicant. Applicant must be a current CHAMP participant and identified as 
most vulnerable through the Coordinated Entry system. This preference will be our third and limited to 100 qualified applicants 
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picked from the Coordinated Entry system annually. KCDC reserves the right to select applications through a randomly selected 
lottery pull. If KCDC decides to use the lottery pull, applications will be ranked in order of preference from preferences listed 
below. 

In order for a pre-application to be completed, a pre-applicant must have one of the following preferences:

A.	 First Preference: (Displaced by Government Action, 30 points)

An applicant family who is displaced by government action or an applicant whose dwelling has been extensively damaged 
or destroyed as a result of disaster, declared or otherwise formally recognized pursuant to federal relief laws.

B.	 Second Preference: (Involuntary Displacement, 20 points)

An applicant family who is in need of immediate shelter by reason of extreme hardship, such as disaster. For example: 
an action by a housing owner that is beyond the applicant’s control and that occurs despite the applicant having met all 
previous conditions of occupancy, and is other than a rent increase; a disaster or catastrophe, such as fire, flood or storm 
that has caused the unit to be uninhabitable.

The hardship will be governed by the position that preference will not be given to a family who is, or is expected to be, 
without housing for failure to pay rent or carry out other normal obligations of residency.

An applicant family who is in need of immediate shelter by reason of extreme hardship such as individuals who are fleeing, 
or attempting to flee domestic violence, dating violence, sexual assault or stalking and victims of reprisals or hate crimes. 
Victims of recent hate crimes, where a hate crime is defined as actual or threatened physical violence or intimidation that 
is directed against a person or their property and is based on the person’s race, color, religion, sex, (perceived or actual 
sexual orientation) or gender identity, national origin, handicap, or familial status. It must have occurred recently or be of 
a continuing nature; or Police informants for whom the law enforcement agency has recommended rehousing  in order to 
avoid or minimize the risk of violence against family members.

It is the responsibility of the applicant to document to the satisfaction of KCDC that the housing condition is caused by 
circumstances beyond the family’s control. Written verification from the appropriate unit or agency of government, the 
property owner, or social services agency is required.

C.	 Third Preference: (Limited Homeless CES preference, 17 points)

An applicant family who is homeless as defined in category 1 of the definition of “homeless” under federal regulation 24 
CFR § 578.3, which means without a fixed nighttime residence or staying in a supervised shelter designed to provide 
temporary living arrangements, including congregate shelters, transitional housing, and hotels and motels paid for by public 
or private funds. To be eligible for the Limited Homeless CES preference, applicant must be a current Coordinated Housing 
Assessment and Match Plan (CHAMP) participant and prioritized through the Coordinated Entry system. For purposes of 
this preference, “homeless” means:

An individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning:

1.	 An individual or family with a primary nighttime residence that is a public or private place not designed for or ordinarily 
used as a regular sleeping accommodation for human beings, including a car, park, abandoned building, bus or train 
station, airport, or camping ground;

2.	 An individual or family living in a supervised publicly or privately operated shelter designated to provide temporary 
living arrangements (including congregate shelters, transitional housing, and hotels and motels paid for by charitable 
organizations or by federal, State, or local government programs for low-income individuals); or

3.	 An individual who is exiting an institution where he or she resided for 90 days or less and who resided in an 
emergency shelter or place not meant for human habitation immediately before entering that institution;

D.	 Fourth Preference: (Substandard Housing, 10 points  ** 15 points if substandard and working/disabled/handicapped/elderly)

An applicant family who currently resides in substandard housing or who is homeless without a fixed nighttime residence 
or staying in a supervised shelter. For purposes of this preference, substandard housing is defined as any dwelling that is 
unsafe, unsanitary, or overcrowded due to its location, structural condition or lack of utilities. For example:

1.	 A unit that an agency or unit of government has declared unfit for habitation;

2.	 A unit is dilapidated and endangers health and safety;
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3.	 A unit that is overcrowded (to be determined by KCDC’s subsidy standards in Section 10) or without one or more of the 
following for the exclusive use of the applicant family: operable plumbing; usable flush toilet; usable bathtub or shower; 
adequate safe electricity; safe or adequate heat; kitchen, if designed for one.
 Third preference also includes applicants who lack a fixed, regular and adequate nighttime residence

4.	 A Non-Elderly persons with disabilities transitioning out of institutional and other segregated settings, at serious risk of 
institutionalization, homeless  or at risk of becoming homeless.

E.	 Fifth Preference: (Disability, 5 Points)

1.	 An elderly family as defined herein that has a member(s) with disabilities;

2.	 A non-elderly disabled family as defined on page 31 of this Administrative Plan  

F.	 1 additional preference point is given if the applicant is a resident of Knox County.

12.3 Selection From The Waiting List

Based on the above preferences, all families in preference A will be offered housing before any families in preference B, and 
preference B families will be offered housing before any families in preference C, and so forth. HUD targeted allocations will be 
offered to families that meet the target specifications with offers based on priority and then by the sequence within the above-
prescribed preferences. 

Notwithstanding the above, families who are elderly, disabled, or displaced will be offered housing before other single persons. 

Notwithstanding the above, if necessary to meet the statutory requirements that 75% of newly admitted families in any fiscal 
year be families who are extremely low-income (unless a different target is agreed to by HUD), KCDC retains the right to skip 
higher income families on the waiting list to reach extremely low-income families. This measure will be taken only if it appears 
the goal will not otherwise be met. To ensure this goal is met, KCDC will monitor incomes of newly admitted families and the 
income of the families on the waiting list. 

If there are not enough extremely low-income families on the waiting list, KCDC will conduct outreach on a non-discriminatory 
basis to attract extremely low-income families to reach the statutory requirement

13. Voucher Distribution
13.1 Assignment Of Bedroom Sizes (Occupancy Standards)

KCDC will provide assistance for a particular bedroom size – the bedroom size is a factor in determining the family’s level of 
assistance. The following guidelines will determine each family’s unit size without overcrowding or over housing:

NUMBER OF BEDROOMS NUMBER OF PERSONS
Minimum Maximum

0 1 1

1 1 2

2 2 4

3 3 6

4 4 8

These standards are based on the assumption that each bedroom will accommodate no more than two (2) persons. Two adults 
will not share a bedroom unless they are a couple. KCDC will review, if applicable, on a case by case basis.

In determining bedroom size, KCDC will include the presence of children to be born to a pregnant woman, children who are 
in the process of being adopted, children whose custody is being obtained, and children who are temporarily away for school, 
temporarily in foster care, or temporarily removed from the home for a period of time. The child may be out of the home for six 
months and if not back in the home after six months, the assistance size will decrease unless there is court documentation 
justifying the reason the child has not been returned to the home. Project based voucher families are required to have 
residential custody of children in order to determine the correct bedroom size.
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Bedroom size will also be determined using the following guidelines:

A.	 Children of the opposite sex will not share a bedroom. Children of the same gender will share a bedroom until 18 years of 
age or until the oldest child is within two months of turning 18.  

B.	 Children of the opposite sex (both under the age of two (2) will share a bedroom. If the child turns two (2) within two months 
of a tenant move, KCDC will increase the bedroom size allowance at next recertification.

C.	 When there is a change in custody, the parent who receives residential custody will receive the appropriate voucher size. 
KCDC will not permit anyone to add a child to the lease that is not born to tenant, unless they have residential custody of 
the child or guardianship. Under extenuating circumstances notarized statement will be permitted;

D.	 Adults and children (unless under age two) will not be required to share a bedroom. If a mother is pregnant and has a child 
under two, the child under two will be eligible for it’s own bedroom or if the same gender as another child, may share the 
bedroom with that child and the mother will have a bedroom of her own. KCDC will give the larger bedroom size if within 60 
days of having the new child.

E.	 Foster adults and foster children will not be required to share a bedroom with family members;

F.	 Live-In Aides will be allowed a separate bedroom. To qualify as a live-in aide, the tenant’s medical professional, a peer 
support group, a non-medical service agency, or a reliable third party who is in a position to know about the individual’s 
disability must document  the tenant needs a live-in aide. KCDC will screen and add the live-in aide to the tenant’s 
assistance. (See Glossary for complete definition of live-in aide.)

G.	 Additional Member of Household may be added once they are deemed eligible through the screening process, however, 
If a tenant wants to add an adult member to the lease, they must have the approval of owner/ landlord of the property and 
a lease addendum must be signed. Once the addendum is signed  and the other adult member is added, they cannot be 
removed from the lease unless the owner/landlord permits the removal from the lease.

KCDC will grant exceptions to normal occupancy standards when a family requests a larger bedroom-size voucher than the 
guidelines allow and documents a medical reason why the larger size is necessary (see Section 1.2 on requesting a reasonable 
accommodation). When a reasonable accommodation request is granted for a live in aide or for an extra bedroom for medical 
equipment,  the independent contract inspection company will validate at each inspection if the additional bedroom is still being 
used for the approved accommodation.

The family unit size will be determined by KCDC according to the above guidelines and will determine the maximum rent 
subsidy for the family; however, an HCV family may select a unit that may be larger or smaller than the family unit size 
allocated. If the family selects a smaller unit, the payment standard for the smaller size will be used to calculate the subsidy. If 
the family selects a larger size, the payment standard for the family’s voucher size will determine the maximum subsidy.

The voucher holders utility allowance will be based on the bedroom size of the voucher for which a household qualifies 
regardless of the size of the unit leased. KCDC will approve a utility allowance that is higher than the applicable utility schedule 
if needed as a reasonable accommodation.

13.2 Voucher Briefing

As the family’s name reaches the top of the waiting list, the family will be invited to attend a briefing explaining how the program 
works. 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. If the family fails to attend two briefings without good cause, their voucher will be withdrawn. 
KCDC reserves the right to conduct briefings telephonically, via video-teleconferencing, web cast or through other virtual 
platforms absent a request by a party for an in-person briefing. Briefing packets will be mailed. KCDC will ensure that electronic 
information stored or transmitted is secure and meets the requirements for accessibility for persons with disabilities and persons 
with LEP. KCDC will follow guidance outlined in PIH notice 2020-32. 

The briefing will cover at least the following subjects:

A.	 A description of the program;

B.	 Family and owner responsibilities;

C.	 Where the family may rent a unit, including inside and outside KCDC’s jurisdiction;
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D.	 Types of eligible housing;

E.	 For families qualified to lease a unit outside KCDC’s jurisdiction under portability, an explanation of how portability works;

F.	 An explanation of the advantages of living outside an area of low income and minority concentration; and 

G.	 An explanation that the family share of rent may not exceed 40% of the family’s monthly adjusted income if the gross rent 
exceeds the applicable payment standard.

13.3 Packet

During the briefing, KCDC will give the family a packet covering at least the following subjects:

A.	 The term of the voucher and KCDC’s 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 KCDC determines the housing assistance payment and total tenant payment for the family;

C.	 Information on the payment standard and the utility allowance schedule;

D.	 How KCDC determines the maximum rent for an assisted unit;

E.	 Where the family may lease a unit. For families qualified to lease outside KCDC’s jurisdiction, the packet includes an 
explanation of portability;

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 and an explanation of how to request KCDC approval of a unit;

H.	 Tenant /Owner Inspection Checklist. 

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

J.	 KCDC’s subsidy standards, including when KCDC will consider granting exceptions to the standards (Example: medical 
reasons);

K.	 The HUD brochure on how to select a unit (“A Good Place to Live”);

L.	 The HUD-required lead-based paint booklet is included. The family will be asked to sign an acknowledgement of receipt of 
the booklet.

M.	 Information on federal, state, and local equal opportunity laws; brochure on Fair Housing; and a copy of the housing 
discrimination complaint form;

N.	 Information regarding landlords, or other parties known to KCDC, who may be willing to lease a unit to the family or help 
the family find a unit;

O.	 Notice that if the family includes a person with disabilities, the family may request a current list of accessible units known to 
KCDC that may be available through the internet web based program or through a toll free number that may provide a list 
of landlords;

P.	 The family’s obligations under the program;

Q.	 The grounds upon which KCDC may terminate assistance because of the family’s action or inaction;

R.	 KCDC’s informal hearing procedures, including when KCDC is required to provide the opportunity for an informal hearing 
and information on how to request a hearing;

S.	 KCDC owner information brochure. This brochure can be given by the applicant to a prospective owner to help explain the 
program.
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T.	 To deconcentrate poverty and expand housing and economic opportunities KCDC will encourage participants to locate 
housing outside areas of low income and minority concentrated areas. KCDC provides maps that show areas with housing 
opportunities outside areas of low income or minority concentration within KCDC’s jurisdiction and neighboring jurisdictions. 
The areas that have Low Income census tracts  and Minority concentration census tracts are:  8, 14, 17,19, 20, 21, 29, 
32,67, 68, 69,and 70. All other census tracts are areas outside minority and low income concentration. 

U.	 Information regarding “How to Request a Reasonable Accommodation”.

13.4 Issuance Of Voucher; Request For Tenancy Approval

As of August 12, 1999, KCDC began issuing only vouchers.

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

When the family finds a unit that the owner is willing to lease under the program, the family or the owner will submit to KCDC a 
completed Request for Tenancy Approval (RFTA), the Tenant/Owner Inspection Checklist and the Disclosure of Information on 
Lead-Based Paint or Lead-Based Paint Hazard form. KCDC will permit the family to submit only one RFTA unless the unit was 
in noncompliance with Housing Quality Standards (HQS), the rent amount would exceed 40% of the family’s adjusted income, 
or other circumstances beyond the family’s control. A family has seven (7) days to pick up their voucher if they were not present 
at the briefing due to unforeseen circumstances.

The terms of the HUD tenancy addendum shall prevail over any other provisions of the lease. KCDC will review the Request 
for Tenancy Approval, the lease and the HUD-required tenancy addendum and make an initial determination of approval of 
tenancy. KCDC may assist the family in negotiating changes that may be required for the tenancy to be approvable. Once it 
appears the tenancy is approvable, KCDC will schedule an appointment to inspect the unit within 15 days after the receipt of 
inspection request from the family and the owner. The 15-day period is suspended during any period the unit is unavailable 
for inspection, however, a unit must be available for inspection within thirty (30) days from the date of submitted Request for 
Tenancy Approval. Once inspected, the unit must pass inspection within thirty (30) days.

KCDC will promptly notify the owner and the family whether the unit and tenancy are approved.

Additional screening is the responsibility of the owner, however, upon request by a prospective owner, KCDC will provide 
factual information or third-party written information they have relevant to a voucher holder’s history of, or ability to, comply with 
standard material lease terms.

If KCDC finds that the applicant/voucher holder had Utilities on 60 days prior to receiving the voucher, and the preference that 
was used was Displaced or Homeless, the voucher will be automatically withdrawn.

13.5 Term Of The Voucher

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

The initial term of the voucher will be 120 days and will be stated on the VASH Voucher.

The initial term of the voucher will be 120 days and will be stated on the Mainstream Voucher.

KCDC may grant one or more extensions of the term, but the initial term (plus any extensions) should not exceed 120 calendar 
days from the initial date of issuance. To obtain an extension, the family must make a request in writing prior to the expiration 
date or call to request an extension. A sample extension request form will be included in family’s briefing packet. If the family 
requests an extension and additional time can reasonably be expected to result in success, KCDC will grant the length of 
request (sought by family) or an additional 60 days, whichever is less and additional 30 days if required as a reasonable 
accommodation. 

If the family includes a person with disabilities, and the family requires an extension due to the disability, KCDC will grant an 
extension allowing the family the full 120 days search time as a reasonable accommodation. A disabled family may request a 
reasonable accommodation to receive 30 additional days on the search time provided the request is submitted no later than 10 
days after the full 120 day search time.

Tolling: Upon submittal of a completed Request for Tenancy form, KCDC will suspend the term of the voucher. The term will be 
in suspension until the date KCDC provides notice that the request has been approved or denied. This policy allows families the 
full term (60 days, or more with extensions) to find a unit, not penalizing them for the period during which KCDC is taking action 
on their request. Additional extensions may be granted up to 60 days. This is called a tolling extension. With the exception 
of VASH and Mainstream voucher time which may not exceed 180 calendar days, total voucher time may not exceed 120 
calendar days.
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13.6 Approval To Lease A Unit

A.	 KCDC will approve a unit to be leased if all of the following conditions are met:

1.	 The unit is eligible;

2.	 The unit is inspected by KCDC, or an independent agency, and passes Housing Quality Standards (HQS). (If the 
property is owned by KCDC, it will be inspected by an independent agency).

Pursuant to the United States Housing Act of 1937 Section 16 subsection (a) (42 U.S.C 1437n(a)) which was amended 
with the issuance of the Housing Opportunity Through Modernization Act (HOTMA) of 2016, KCDC will implement the 
revised regulations related to income and assets in HOTMA Sections 102 and 104 as early as July 1, 2024, but no 
later than July 1, 2025, based on when KCDC’s software is able to submit to the Housing Information Portal (HIP). 

Once implemented by HUD, KCDC will utilize NSPIRE Inspection Standards which will replace Housing Quality 
Standards (HQS).  

3.	 The lease is approvable and includes the following language of the tenancy addendum:
a.	 The names of the owner and the tenant;
b.	 The address of the unit rented;
c.	 The term of the lease (initial term and provisions for renewal)

The lease term will be for one year for the initial lease term and if an addendum is signed for the following year, the 
term will be one year.

d.	 The amount of the monthly rent to owner;
e.	 A specification of what utilities and appliances are to be supplied by the owner, and what utilities and appliances 

are to be supplied the family; and 
f.	 The required HUD tenancy addendum;

4.	 The rent to owner is reasonable;

5.	 The family’s share of rent does not exceed 40% of their monthly adjusted income if the gross rent exceeds the 
applicable payment standard;

6.	 The owner has not been found to be debarred, suspended, or subject to a limited denial of participation by HUD or 
KCDC; 

7.	 If the family received a preference for displacement through the Rapid Rehousing Assistance and was in a unit for the 
previous six months through Rapid Rehousing, they will be considered as leasing in place and it will be permitted for 
them to lease the unit they were living in. Rapid Rehousing funds are temporary and clients are displaced once these 
funds are exhausted (six months). If the family is in the unit more than six months, they are not considered to be a 
displaced family under Rapid Rehousing funding and their voucher will be withdrawn.

8.	 The family continues to meet all eligibility and screening criteria; and 

9.	 The owner does not owe property taxes fines or assessments more than one year delinquent.

B.	 The lease term may begin only after all of the following conditions are met:

1.	 The landlord and tenant sign the lease to include the HUD-required addendum; (this will be done simultaneously with 
the Housing Assistance Payment Contract);

2.	 KCDC approved the leasing of the unit; and

3.	 Utilities are turned on in the tenant’s name (if tenant is responsible for utilities). The unit address should correlate with 
The Utility Service Provider, the Metropolitan Planning Commission (MPC) and the United States Postal Service.

KCDC will prepare the Housing Assistance Payment Contract when the unit is approved for tenancy. The contract will be 
executed and become effective simultaneously with the signing of the lease and the HUD required tenancy addendum. 
KCDC will not pay any housing assistance to the owner until the contract is executed. New owners must provide a warranty 
deed or tax notice, tax Identification number or social security number, and direct deposit bank information. Additionally, 
owners must provide a warranty deed or tax statement for units that have not previously been on the program.
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If a voucher family moves with continued assistance, the term of the new assisted unit may begin during the month the 
family moves out of the old assisted unit. Overlap of the housing assistance payment for the old unit for the month when 
the family moves out and the first housing assistance payment for the new unit is not considered duplicative subsidy. 
KCDC will overlap up to ten days of the housing assistance payment. If a family remains in the unit more than 10 days after 
signing the lease, the family will be responsible for the HAP as well as their portion of rent. KCDC will pay the HAP and 
charge the tenant for not moving in a timely manner.

13.7 KCDC Disapproval Of Owner

KCDC will deny participation by an owner at the direction of HUD. KCDC will also deny the owner’s participation for any of the 
following reasons:

A.	 The owner has violated any obligations under a Section 8 Housing Assistance Payment Contract;

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

C.	 The owner has engaged in drug-related criminal activity or any violent criminal activity;

D.	 The owner has a history or practice of noncompliance with HQS or NSPIRE if applicable 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;

E.	 The owner has a history or practice of renting units that fail to meet state or local codes;

F.	 The owner has not paid property taxes, fines, or assessments. KCDC will allow a one year grace period for delinquent 
taxes.

G.	 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:

1.	 Premises by tenants, KCDC employees, or owner employees; or

2.	 Residences of neighbors.

H.	 If the owner is the parent, child, grandparent, grandchild, sister or brother, or any member of the family of an applicant/
resident seeking to lease a unit or use a voucher (currently shopping), unless KCDC determines that approving the unit 
would provide a reasonable accommodation for a family member who is a person with disabilities.

I.	 The owner refuses Direct Deposit;

J.	 Owners who accept payments above Contract rent will have their property removed from the KCDC Rental Assistance 
program.  

K.	 Other conflicts of interest under federal, state, or local law.

13.8 Security Deposit

The owner may collect a security deposit from the tenant in an amount not in excess of amounts charged by the owner to 
unassisted tenants. Monthly cleaning fees are not permitted unless an owner chooses to do a monthly cleaning that would 
justify the monthly cleaning fee. 

When the tenant moves from the dwelling unit, the owner, subject to state or local law, may use the security deposit (including 
any interest on the deposit) according to 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.

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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13.9 Ineligible/Eligible Housing

The following types of housing cannot be assisted under the Section 8 Tenant Based Housing Choice Voucher Program:

A.	 A public housing or Indian housing unit;

B.	 A unit receiving project-based assistance under a Section 8 program;

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

D.	 College or other dormitories;

E.	 Units on the grounds of penal, reformatory, medical, mental, and similar public or private institutions; and

F.	 A unit receiving any duplicate federal, state, or local housing subsidy. This does not prohibit renting a unit that has a 
reduced rent because of a tax credit.

KCDC will not approve a lease for any of the following special housing types, except as a reasonable accommodation for a 
family with disabilities:

A.	 Congregate housing

B.	 Group homes

C.	 Shared housing

D.	 Cooperative housing

E.	 Single room occupancy housing

KCDC will approve leases for the following housing types:

A.	 Single family dwellings

B.	 Apartments

C.	 Duplexes

D.	 Townhouses

E.	 Manufactured housing

F.	 Manufactured home space rentals

G.	 Modular homes

H.	 Home ownership option (if applicable)

14. Moves With Continued Assistance
Participating families are allowed to move to another unit after the initial 12 months has expired or if KCDC has terminated the 
HAP contract. KCDC will issue the family another voucher if the family does not owe KCDC money,  has not violated a Family 
Obligation, has not committed serious or repeated violations of the lease and if KCDC has sufficient funding for continued 
assistance. Families participating in the Housing Choice Voucher Program will not be allowed to move more than once in 
any 12-month period and under no circumstances will KCDC allow a participant to improperly break a lease except under 
extraordinary circumstances such as medical reasons, police reports stating participant’s life is in danger, inspection issues or 
other extraordinary circumstances.

14.1 When A Family May Move

For families already participating in the Voucher Program, KCDC will allow the family to move to a new unit if:

A.	 The assisted lease for the old unit has terminated;

B.	 The owner has given the tenant a notice to vacate, has commenced an action to evict the tenant, has obtained a court 
judgment or other process allowing the owner to evict the tenant; a non-renewal of lease or foreclosure occurs, or;
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C.	 The tenant has given notice of lease termination (if the tenant has a right to terminate the lease on notice to the owner).

If a family is evicted through court procedures due to repeated violations of the lease, the tenant may not be eligible to use 
voucher to relocate depending on the circumstances of the eviction.

Families are required to give proper written notice of their intent to terminate the lease. According to HUD regulations, 
no notice requirement may exceed 60 days. During the initial term, families may not end the lease unless they and the 
owner mutually agree to end the lease for extraordinary circumstances such as medical reasons, police reports stating 
participant’s life is in danger, inspection issues. If tenant moves during the initial lease term without KCDC and the owner’s 
approval, it will be considered a serious lease violation and subject the family to termination from the program.

After the initial lease term (12 months), the family is required to give KCDC a copy of the notice to terminate the lease at 
the same time as it gives the notice to the landlord. A family’s failure to provide a copy of the lease termination notice to 
KCDC will be considered a violation of family obligations and may cause the family to be terminated from the program.

The owner is responsible for notifying KCDC simultaneous with tenant notification when an eviction, non–renewal of lease 
or foreclosure occurs.

If a landlord discovers a unit is abandoned, the landlord cannot enter the unit for 30 days, therefore, KCDC will pay the 
Housing Assistance Payment through the thirty (30) day abandonment period.

14.2 Vacancy Payments 
KCDC reserves the right to implement vacancy payments to owners. If a family moves out of a Voucher unit, KCDC can make 
payments for the empty unit. This payment is called a vacancy payment. If an assisted family moves out of the unit, the owner has 
five days from the date the family moves out of the unit to request vacancy payment unless KCDC determines the owner is at fault 
for the vacancy. KCDC will begin vacancy the first day after the family moves out of the unit. The vacancy period will not exceed 
one full month following the move-out month. 

The vacancy payment cannot be higher than the monthly rent to owner minus any part of the rental payment the owner already 
received. This includes amounts available from the security deposit. Any vacancy payment may only cover the period the unit 
remains vacant.

15. Portability
15.1 General Policies Of KCDC

A family whose head or spouse has a legal residence (or works) in the jurisdiction of KCDC at the time the family first submits 
its application for participation in the KCDC program, may lease a unit anywhere in the jurisdiction of KCDC or outside KCDC 
jurisdiction as long as there is another entity operating a tenant-based Section 8 program covering the location of the proposed 
unit. Any family wishing to port their voucher into the KCDC jurisdiction must have at least 30 days remaining on their initial 
voucher they are porting with.  

If the head or spouse of the assisted family does not have a legal residence or work in the jurisdiction of KCDC at the time of its 
application, the family may not lease a unit outside of KCDC jurisdiction for a 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 KCDC.

Families may only move to a jurisdiction where a Section 8 Program is being administered.

For income targeting purposes, the family will count toward the Initial Housing Agency’s goals unless the Receiving Housing 
Agency absorbs the family if absorbed, the admission will count toward the Receiving Housing Agency’s goals.

If a family has moved from their assisted unit in violation of the lease, KCDC will not issue a voucher and will terminate 
assistance in compliance with Section 18.0, Termination of Assistance to the Family by KCDC.

If a family caused damage to the unit they previously vacated and has an agreement with the previous landlord to pay for the 
damages, the tenant must have signed permission from the previous landlord for the tenant to port from KCDC to another 
agency.

15.2 Income Eligibility

A.	 A family must be income-eligible in the area where the family first leases a unit with assistance in the Voucher Program;
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B.	 If a porting family is already a participant in the Initial Housing Agency’s Voucher Program, income eligibility is not 
recalculated.

15.3 Portability: Administration By Receiving Housing Agency

A.	 When a family utilizes portability to move to an area outside the Initial Housing Agency jurisdiction, another Housing 
Agency (the Receiving Housing Agency) must administer assistance for the family if that Housing Agency has a tenant-
based program covering the area where the unit is located. The Voucher holder porting their voucher must have 30 days 
remaining on their voucher when they port in to KCDC or out of KCDC.

B.	 A Housing Agency with jurisdiction in the area where the family wants to lease a unit must issue the family a voucher. If 
there is more than one such Housing Agency, the Initial Housing Agency may choose which Housing Agency shall become 
the Receiving Housing Agency.

15.4 Portability Procedures

A.	 When KCDC is the Initial Housing Agency:

1.	 KCDC will brief the family on the process that must take place to exercise portability. The family will be required to 
attend an applicant or movers briefing;

2.	 KCDC will determine whether the family is income-eligible in the area where the family wants to lease a unit (if 
applicable);

3.	 KCDC will advise the family how to contact and request assistance from the Receiving Housing Agency;

4.	 KCDC will, within ten (10) calendar days, notify the Receiving Housing Agency to expect the family;

5.	 KCDC will mail to the Receiving Housing Agency the most recent HUD form 50058 (Family Report) for the family, and  
related verification information;

6.	 If the Housing Choice Voucher holder has 30 days remaining on their voucher time, the KCDC portable Housing 
Choice Voucher will be processed.  If an additional time to find a unit is required, the Receiving Housing Authority may 
extend the KCDC portable Housing Choice voucher per HUD regulations.  

7.	 In accordance with 24CFR 982.314(e),  KCDC may deny a portability request to a client that is requesting portability to 
a higher cost area due to insufficient funding. 
Insufficient funding means KCDC would be unable to avoid terminations of housing choice voucher assistance for 
current participants during the calendar year due to insufficient budgetary allocations (including any available HAP 
reserves) for housing assistance payments. 
KCDC will provide written request to HUD when it is deemed necessary to deny moves to a higher cost unit or area 
based on insufficient funding. 
If KCDC must deny portable moves due to insufficient funding, KCDC will post notices on the KCDC website and in the 
lobby located at 400 Harriet Tubman Street, Knoxville, Tennessee, 37915 to inform tenants. When a tenant requests 
portability, KCDC will also send a letter to the tenant explaining the policy. The tenant will be instructed that KCDC will 
contact them within six months to let them know whether funding is available. If funding is available, the tenant will be 
permitted to port their assistance at that time. If funding is not available during that six month time frame, KCDC will 
inform the tenant by letter when funding is available for portable moves. 

B.	 When KCDC is the Receiving Housing Agency:

1.	 If funding is available under the consolidated ACC for KCDC’s Voucher Program when the porting family is received, 
KCDC will absorb the family into its Voucher Program. After absorption, the family is assisted with funds available 
under the consolidated ACC for KCDC’s Tenant-Based Program. When funding is unavailable to absorb the voucher, 
KCDC will bill the initial housing authority.

2.	 If the port-in Housing Choice Voucher holder has 30 days remaining on their port Housing Choice Voucher, KCDC 
will issue a voucher to the porting family. The term of KCDC’s voucher will not expire before the expiration date of any 
Initial Housing Agency’s voucher. KCDC will determine whether to extend the voucher . An additional 30 day extension 
will be given for a  voucher holder who experiences domestic violation during the term of the voucher issuance. 
Documentation will be required to determine the validity of the domestic violence situation. Also KCDC will give an 
additional 30 days if needed as a reasonable accommodation for a disability. A reasonable accommodation request 
form will be required  to be completed to determine the need for the accommodation and extension. 
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3.	 KCDC will determine the family unit size for the porting family. The family unit size is determined according to KCDC’s 
subsidy standards.

4.	 KCDC will notify the Initial Housing Agency if the family has leased an eligible unit under the program or if the family 
fails to submit a Request for Tenancy Approval for an eligible unit within the terms of the voucher.

5.	 If KCDC opts to conduct a new reexamination, KCDC will not delay issuing the family a voucher or otherwise delay 
approval of a unit unless the recertification is necessary to determine eligibility.

6.	 To provide tenant-based assistance for porting families, KCDC will perform Housing Agency program functions, such 
as reexaminations of family income and composition. At any time, either the Initial Housing Agency or KCDC may 
make a determination to deny or terminate assistance to the family.

7.	 KCDC will conduct a new income reexamination and background screening for portable applicants/participants in 
accordance with (Section 4.0, of this Administrative Plan) and may deny or terminate assistance for family action or 
inaction according to 24 CFR 982.552 and 24 CFR 982.553.

C.	 Portability Billing:

To cover assistance for a porting family, the Receiving Housing Agency may bill the Initial Housing Agency for housing 
assistance payments and administrative fees. The billing procedure will be as follows:

1.	 The receiving PHA must submit an initial billing notice (1) no later than 10 working days following the date the HAP 
contract was executed and (2) in time that it will be received no later than 60 days following expiration of the family’s 
voucher issued by the initial PHA.

2.	 As the Initial Housing Agency, KCDC will make payment within 30 days of receipt of Part II of the Form 52665 
indicating billing amount. The amount of the housing assistance payment for a porting family in the Receiving Housing 
Agency’s program is determined in the same manner as for other families in the Receiving Housing Agency’s program. 
The Receiving Housing Agency’s Payment Standard is used.

3.	 The Initial Housing Agency will promptly reimburse the Receiving Housing Agency for ongoing administrative fees for 
each unit month that the family receives assistance under the tenant-based program  and is assisted by the Receiving 
Housing Agency.

4.	 The receiving PHA must notify KCDC of any change in the billing amount as soon as possible (preferably before the 
effective date to avoid retroactive adjustments) but in no circumstances any later than 10 working days following the 
effective date of the change.

5.	 KCDC will ensure that subsequent billing amounts are received no later than the fifth working day of each month for 
which the monthly billing amount is due.

6.	 Direct Deposit is required. The billing Housing Agency is required to submit Direct Deposit information so that KCDC 
may deposit HAP into their bank account.

16. Determination Of Family Income
16.1 Income, Exclusions From Income, Deductions From Income

To determine annual income, KCDC counts the income of all family members, excluding the types and sources of income that 
are specifically excluded. Once the annual income is determined, KCDC subtracts all allowable deductions (allowances) as the 
next step in determining the Total Tenant Payment. KCDC will revise what is included in Annual Income set forth in 5.609 and 
5.611 for Adjusted income once Section 102 of HOTMA  and Section 104 of HOTMA become effective. Also changes to family 
assets will be implemented once HOTMA is finalized. 

16.2 Income

A.	 Annual income means all amounts, monetary or not, that:

1.	 Annual income is Gross Income minus income exclusions. Adjusted income is annual income minus deductions. 

2.	 Go to (or on behalf of) the family head or spouse (even if temporarily absent) or to any other family member, or
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3.	 Are anticipated to be received from a source outside the family during the 12-month period following admission or 
annual reexamination effective date; and

4.	 Are not specifically excluded from annual income.

B.	 Annual income includes, but is not limited to:

1.	 The full amount, before any payroll deductions, of wages and salaries, overtime pay, commissions, fees, tips and 
bonuses, and other compensation for personal services.

2.	 The net income from the operation of a business or profession. Expenditures for business expansion or amortization 
of capital indebtedness are not used as deductions in determining net income. An allowance for depreciation of 
assets used in a business or profession may be deducted, based on straight-line depreciation, as provided in Internal 
Revenue Service regulations. Any withdrawal of cash or assets from the operation of a business or profession is 
included in income, except to the extent the withdrawal is reimbursement of cash or assets invested in the operation 
by the family.

3.	 Net family assets are defined as the net cash value of all assets owned by the family, after deducting reasonable costs 
that would be incurred in disposing of real property, savings, stocks, bonds, and other forms of investment. 

During reexaminations, KCDC will obtain each family’s certification that it has not disposed of assets for less than fair 
market value. 

If the family certifies that it has disposed of assets for less than fair market value the certification must show: (a) 
all assets disposed of for less than fair market value, (b) the date they were disposed of, (c) the amount the family 
received for each asset, and (d) the market value of each asset at the time of disposition. Third-party verification will be 
obtained for assets more than $5,000. 
a.	 Assets with negative equity. The cash value of real property or other assets with negative equity would be 

considered $0 for the purposes of calculating net family assets. Negative equity in real property or other 
investments does not prohibit the family from selling the property or other investments, so negative equity alone 
would not justify excluding the property or other investments from family assets. 

b.	 Assets disposed of for less than fair market value. In determining the value of net family assets, KCDC must 
include the value of any business or family assets disposed of by an applicant or tenant for less than fair market 
value (including a disposition in trust, but not in a foreclosure or bankruptcy sale) during the two years preceding 
the date of application for the program or reexamination, as applicable, in excess of the consideration received. 

c.	 An asset moved to a retirement account held by a member of the family is not considered to be an asset disposed 
of for less than fair market value. In the case of a disposition as part of a separation or divorce settlement, the 
disposition will not be considered less than fair market value if the applicant or tenant receives consideration not 
measurable in dollar terms. 

d.	 Asset owned by business entity. If a business entity (e.g., limited liability company or limited partnership) owns the 
asset, then the family’s asset is their ownership stake in the business, not some portion of the business’s assets. 
However, if the family holds the assets in their own name rather than in the name of a business entity, then the 
percentage value of the asset owned by the family is what is counted toward net family assets. 

e.	 Jointly owned assets. For assets jointly owned by the family and one or more individuals outside of the assisted 
family, KCDC  must include the total value of the asset in the calculation of net family assets, unless the asset is 
otherwise excluded, or unless the assisted family can demonstrate that the asset is inaccessible to them, or that 
they cannot dispose of any portion of the asset without the consent of another owner who refuses to comply. If the 
family demonstrates that they can only access a portion of an asset, then only that portion’s value shall be included 
in the calculation of net family assets for the family. Likewise, any income from a jointly owned asset must be 
included in annual income, unless that income is specifically excluded, or unless the family demonstrates that they 
do not have access to the income from that asset, or that they only have access to a portion of the income from 
that asset.

4.	 The value of net family assets that exceeds $50,000 and the actual returns from a given asset cannot be calculated, 
imputed returns on the asset based on the current passbook savings rate, as determined by HUD.

5.	 The full amount of periodic amounts received from Social Security, annuities, insurance policies, retirement funds, 
pensions, disability or death benefits, and other similar types of periodic receipts, including lump-sum amount or 
prospective monthly amounts for the delayed start of a periodic amount. (However, deferred periodic amounts from 
supplemental security income and Social Security benefits that are received in lump sum amount or in prospective 
monthly amounts are excluded).
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KCDC may conduct streamlined annual reexaminations for any fixed-income source, irrespective of whether an 
individual or a family also has a non-fixed source of income.  If the family receives income from social security, 
Supplemental Security Income (SSI) and Supplemental Security Disability Income (SSDI), federal, state, local and 
private pension plans, annuities, other retirement benefit programs, insurance policies, disability or death benefits,  or 
other similar types of periodic receipts  from any of these sources and the income consists solely of periodic payment 
at reasonably predictable levels then these are considered to be “fixed.”
In a streamlined  annual reexamination, upon admission to the  program, third party verification must be obtained 
for all family members and a full reexamination of income and redetermination must likewise be performed every 
three years. A streamlined income determination may be performed for a family member with a fixed income source 
of income by applying to a previously determined or verified source of income a cost of living adjustment (COLA) or 
interest rate adjustment specific to each source of fixed income. The COLA or current interest rate applicable to each 
source of fixed income must be obtained either from a public source or from tenant provided, third party generated 
documentation. In the absence of such verification for any source of fixed income, third party verification of income 
amounts must be obtained. 
Under streamlined annual reexaminations, KCDC reserves the right to conduct annual reviews of low income families’ 
income for eligibility requirements every three years. After the initial review of any family with a fixed income as defined 
by the HUD Secretary and consistent with HUD regulation (ie. Federal register and PIH notices), KCDC may conduct 
subsequent reexaminations every three years as opposed to every year. Family will certify that income consists of 
fixed income at a level defined by the HUD regulations. KCDC reserves the right to require online re-certifications. 

6.	 Payment in lieu of earnings, such as unemployment and disability compensation, workers compensation, and 
severance pay. (However, lump sum additions such as insurance payments from workers’ compensation are 
excluded).

7.	 Periodic and determinable allowances, such as alimony and child support payments, and regular contributions or gifts 
received from organizations or from persons not residing in the dwelling. A lump sum payment for child support will be 
calculated by taking the annual amount and dividing by 12. A family will pay based on the average for the 12 month 
period. Sporadic child support will be calculated the same way. If a tenant states child support has stopped for 60 days 
and information from child support offices verifies this, we will remove the child support and make the tenant a special 
reporter.

8.	 All regular pay, special pay, and allowances of a member of the Armed Forces. (Special pay to a member exposed to 
hostile fire is excluded);

9.	 Student financial assistance, Student financial assistance, other than the cost of tuition and mandatory student service 
fees as described by HUD,  must be included in income if the full/part time student:
a.	 Is enrolled in an institution of higher education, as defined under the Higher Education Act (HEA) of 1965;
b.	 Seeking or receiving Section 8 assistance separately from their parents; or 
c.	 They are either under 24 years of age or they have no dependent children.

9.	 Comprehensive Work Therapy (CWT) – Veterans Health Administration (VHA) treatment program income will be 
determined on a case by case basis whether it will be included or excluded as temporary, nonrecurring or sporadic 
income.

10.	 Imputed welfare income resulting from sanctions imposed by welfare agency.
Families whose welfare assistance (Families First) is reduced specifically because of fraud or failure to participate 
in an economic self-sufficiency program or comply with a work activities requirement must not have their Section 8 
contribution to rent reduced based on the Families First benefit reduction. The exclusion on reduction of Section 8 rent 
contribution does not apply when the family has complied with their Families First Program requirements but cannot 
obtain employment (i.e., the family has complied but loses welfare benefits because of a durational time limit, such as 
the five-year time limit for receipt of Families First benefits).
At all times when a request for an income reexamination and rent reduction due to a reduction of Families First income 
is received, KCDC will verify with the local division of the Department of Human Services (DHS) that the family’s 
benefits have been reduced because of noncompliance with economic self-sufficiency requirements, work activities 
requirements, or because of fraud. Verification may be obtained, in written form, directly from the local DHS office, or 
through the ACCENT computer system. The verification will be maintained in the tenant file.
If verification is obtained from DHS that the family’s benefits have been reduced because of noncompliance with 
economic self-sufficiency requirements, work activities requirements, or because of fraud, the family’s income must not 
be reduced for purposes of calculating the family’s TTP. Instead, the family’s welfare income must be “imputed” during 
the term of the welfare benefits sanction.
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KCDC will verify with DHS the term of the sanction.

To impute welfare reduction:
a.	 Determine the amount of welfare income received prior to the sanction.
b.	 Determine the term of the sanction.
c.	 Offset the amount of additional income the family receives that starts after the welfare sanction. If additional income 

received after the welfare sanction begins is equal to the amount of welfare income received prior to the sanction, 
the imputed welfare income is equal to $0.

Example: A family receives $142 in welfare benefits prior to sanction for noncompliance. DHS identifies the term of the 
sanction as three (3) years. The family begins receiving $100 income per month from the head of household’s baby 
sitting job. The imputed welfare income is $42. The $100 employment income per month would be counted and $42 
per month is imputed welfare income during the three year sanction period (or until a change in income is reported).
KCDC will not include imputed welfare income in annual income if the family was not an assisted resident at the time 
of the sanction. If a resident is not satisfied that KCDC has calculated the amount of imputed welfare income according 
to HUD requirements, and if KCDC denies the family’s request to modify such amount, then KCDC shall give the 
resident written notice of such denial, with a brief explanation of the basis for KCDC’s determination of the amount of 
imputed welfare income. KCDC’s notice shall also state that if the resident does not agree with the determination, the 
resident may dispute the decision according to our informal hearing policies. 
Such welfare agency determinations are the responsibility of the welfare agency, and the family may seek appeal of 
such determinations through welfare agency’s normal due process procedures. KCDC shall rely on the welfare agency 
notice to KCDC of the welfare agency’s determination of a specified welfare benefits reduction.

11.	 When a family provides a notarized statement they are receiving support from another party as their source of income, 
the family is also required to provide a notarized statement from the other party regarding the support. The statement 
the participant provides must state they understand the income from the support will be counted for six months. The 
statement from the provider of the income must state they understand they are responsible to provide this income for 
at least six months. 

Pursuant to the United States Housing Act of 1937 Section 16 subsection (a) (42 U.S.C 1437n(a)) which was amended 
with the issuance of the Housing Opportunity Through Modernization Act (HOTMA) of 2016, KCDC will implement the 
revised regulations related to income and assets in HOTMA Sections 102 and 104 as early as January 1, 2024, but no 
later than January 1, 2025, based on when KCDC’s software is able to submit to the Housing Information Portal (HIP). 
a.	 Higher Threshold for Imputing Asset Income: HOTMA raises the imputed asset threshold from $5,000 to $50,000, 

incentivizing families to build wealth without imputing income on those assets. 
b.	 Asset Limitation: HOTMA imposes a $100,000 asset limit for eligibility and continued assistance. Families are 

also ineligible for assistance if they own real property suitable for occupancy. PHAs have the option of delaying 
enforcement/termination for up to six months if the family is over the asset threshold at the time of annual 
reexamination.

c.	 Exclusion of Retirement and Educational Savings Accounts: Retirement accounts and educational savings 
accounts will not be considered a net family asset.  This is a major benefit to families, incentivizing savings for 
important life milestones and opportunities.  This will also provide significant administrative relief to KCDC by 
allowing them to stop verifying and calculating these assets altogether. • Adjustments for Inflation: Deductions and 
the asset limitation will be adjusted for inflation annually, ensuring that deductions do not lose value over time and 
that families are able to build more wealth without losing program assistance.  The current deduction amounts have 
never been adjusted.

12.	 Day Laborer is defined as an individual hired and paid one day at a time without an agreement that the individual will 
be hired or work again in the future. Income earned as a day laborer is not considered nonrecurring income under 24 
CFR § 5.609 and must be included, unless specifically excluded in 24 CFR § 5.609(b).

13.	 An independent contractor is an individual who qualifies as an independent contractor instead of an employee in 
accordance with the Internal Revenue Code federal income tax requirements and whose earnings are consequently 
subject to the self-employment tax. Income earned as an independent contractor is not considered nonrecurring 
income and must be included unless specifically excluded in 24 CFR § 5.609(b). 

14.	 A seasonal worker is defined as an individual who is: 1) hired into a short-term position (e.g., for which the customary 
employment period for the position is 6 months or fewer); and 2) the employment begins about the same time each 
year (such as summer or winter).  Income earned as a seasonal worker is not considered nonrecurring income and 
must be included unless specifically excluded in 24 CFR § 5.609(b).
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16.3 Exclusions From Income

Annual income does not include the following:

A.	 Any imputed return on an asset when net family assets total $50,000 or less (which amount HUD will adjust annually in 
accordance with the Consumer Price Index for Urban Wage Earners and Clerical Workers) and no actual income from the 
net family assets can be determined.

B.	 The following types of trust distributions: 

1.	 For an irrevocable trust or a revocable trust outside the control of the family or household excluded from the definition 
of net family assets under § 5.603(b): 
a.	 Distributions of the principal or corpus of the trust; and 
b.	 Distributions of income from the trust when the distributions are used to pay the costs of health and medical care 

expenses for a minor. 
i.	 For a revocable trust under the control of the family or household, any distribution from the trust; except that 

any actual income earned by the trust, regardless of whether it is distributed, shall be considered income to the 
family at the time it is received by the trust. 

C.	 Earned income of children under 18 years of age.

D.	 Payments received for the care of foster children or foster adults, or State or Tribal kinship or guardianship care payments.

E.	 Insurance payments and settlements for personal or property losses, including but not limited to payments through health 
insurance, motor vehicle insurance, and workers’ compensation. 

F.	 Amounts received by the family that are specifically for, or in reimbursement of, the cost of health and medical care 
expenses for any family member. 

G.	 Any amounts recovered in any civil action or settlement based on a claim of malpractice, negligence, or other breach of 
duty owed to a family member arising out of law, that resulted in a member of the family becoming disabled. 

H.	 Income of a live-in aide, foster child, or foster adult as defined in §§ 5.403 and 5.603, respectively. 

I.	 Any assistance that section 479B of the Higher Education Act of 1965, as amended (20 U.S.C. 1087uu), requires be 
excluded from a family’s income; and Student financial assistance for tuition, books, and supplies (including supplies and 
equipment to support students with learning disabilities or other disabilities), room and board, and other fees required and 
charged to a student by an institution of higher education (as defined under Section 102 of the Higher Education Act of 
1965 (20 U.S.C. 1002)) and, for a student who is not the head of household or spouse, the reasonable and actual costs of 
housing while attending the institution of higher education and not residing in an assisted unit. 

J.	 The special pay to a family member serving in the Armed Forces who is exposed to hostile fire.

K.	 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); 
Amounts received by a participant in other publicly assisted programs which are specifically for or in reimbursement of out-
of-pocket expenses incurred (e.g., special equipment, clothing, transportation, child care, etc.) and which are made solely 
to allow participation in a specific program;  Amounts received under a resident service stipend not to exceed $200 per 
month. A resident service stipend is a modest amount received by a resident for performing a service for the PHA or owner, 
on a part-time basis, that enhances the quality of life in the development. Incremental earnings and benefits resulting to 
any family member from participation in training programs funded by HUD or in qualifying Federal, State, Tribal, 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.

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

M.	Earned income of dependent full-time students more than the amount of deduction for a dependent.

N.	 Adoption assistance payments for a child more than the amount of deduction for a dependent. Once the child is adopted, 
the income will no longer be excluded. 
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O.	 Deferred periodic amounts from Supplemental Security Income and Social Security benefits that are received in a lump 
sum amount or in prospective monthly amounts, or any deferred Department of Veterans Affairs disability benefits that are 
received in a lump sum amount or in prospective monthly amounts. 

P.	 Payments related to aid and attendance under 38 U.S.C. 1521 to veterans in need of regular aid and attendance. 

Q.	 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. 

R.	 Payments made by or authorized by a State Medicaid agency (including through a managed care entity) or other State or 
Federal agency to a family to enable a family member who has a disability to reside in the family’s assisted unit. Authorized 
payments may include payments to a member of the assisted family through the State Medicaid agency (including through 
a managed care entity) or other State or Federal agency for caregiving services the family member provides to enable a 
family member who has a disability to reside in the family’s assisted unit. 

S.	 Loan proceeds (the net amount disbursed by a lender to or on behalf of a borrower, under the terms of a loan agreement) 
received by the family or a third party (e.g., proceeds received by the family from a private loan to enable attendance at an 
educational institution or to finance the purchase of a car).

T.	 Payments received by Tribal members as a result of claims relating to the mismanagement of assets held in trust by the 
United States, to the extent such payments are also excluded from gross income under the Internal Revenue Code or other 
Federal law. 

U.	 Amounts that HUD is required by Federal statute to exclude from consideration as income for purposes of determining 
eligibility or benefits under a category of assistance programs that includes assistance under any program to which the 
exclusions set forth. HUD will publish a notice in the Federal Register to identify the benefits that qualify for this exclusion. 
Updates will be published when necessary. 

V.	 Replacement housing “gap” payments made in accordance with 49 CFR part 24 that offset increased out of pocket costs 
of displaced persons that move from one federally subsidized housing unit to another Federally subsidized housing unit. 
Such replacement housing “gap” payments are not excluded from annual income if the increased cost of rent and utilities 
is subsequently reduced or eliminated, and the displaced person retains or continues to receive the replacement housing 
“gap” payments. 

W.	Nonrecurring income, which is income that will not be repeated in the coming year based on information provided by the 
family. Income received as an independent contractor, day laborer, or seasonal worker is not excluded from income under 
this paragraph, even if the source, date, or amount of the income varies. Nonrecurring income includes: Payments from the 
U.S. Census Bureau for employment (relating to decennial census or the American Community Survey) lasting no longer 
than 180 days and not culminating in permanent employment. Direct Federal or State payments intended for economic 
stimulus or recovery.  Amounts directly received by the family as a result of State refundable tax credits or State tax refunds 
at the time they are received. Amounts directly received by the family as a result of Federal refundable tax credits and 
Federal tax refunds at the time they are received. Gifts for holidays, birthdays, or other significant life events or milestones 
(e.g., wedding gifts, baby showers, anniversaries). Non-monetary, in-kind donations, such as food, clothing, or toiletries, 
received from a food bank or similar organization. Lump-sum additions to net family assets, including but not limited to 
lottery or other contest winnings. 

X.	 Civil rights settlements or judgments, including settlements or judgments for back pay. 

Y.	 Income received from any account under a retirement plan recognized as such by the Internal Revenue Service, including 
individual retirement arrangements (IRAs), employer retirement plans, and retirement plans for self-employed individuals; 
except that any distribution of periodic payments from such accounts shall be income at the time they are received by the 
family.

Z.	 Income earned on amounts placed in a family’s Family Self Sufficiency Account.

AA.	 Gross income a family member receives through self-employment or operation of a business; except that the following shall 
be considered income to a family member: Net income from the operation of a business or profession. Expenditures for 
business expansion or amortization of capital indebtedness shall not be used as deductions in determining net income. An 
allowance for depreciation of assets used in a business or profession may be deducted, based on straight line depreciation, 
as provided in Internal Revenue Service regulations; and  Any withdrawal of cash or assets from the operation of a 
business or profession will be included in income, except to the extent the withdrawal is reimbursement of cash or assets 
invested in the operation by the family.
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16.4 Deductions From Annual Income

The following deductions will be made from annual income:

A.	 $480 for each dependent;

B.	 $400 for any elderly family or disabled family;

C.	 To qualify for a deduction under a VA pension for disability, the tenant must be 51% or higher disabled;

D.	 Allowance for disability assistance expenses that are anticipated for attendant care and auxiliary apparatus for a disabled 
family member and that is necessary to enable a family member (including  the disabled member) to be employed, 
provided that the expenses are not paid to a family member or reimbursed by an outside source. The amount to be 
deducted cannot exceed the amount earned by a family member 18 years old or older who is enabled to work because of 
the disability assistance. 

For non-elderly families, the disability assistance allowance is the lessor of:

1.	 The amount by which total expenses for disability assistance exceeds 3 percent of annual income; or

2.	 What a family is able to earn because the disability assistance allowance is available.

For elderly families, the 3 percent of annual income must first be deducted from disability assistance expenses and then 
any remainder deducted from medical expenses.

If a family has both medical and disability assistance expenses, first deduct 3 percent of annual income from the disability 
assistance expenses; any remainder is then deducted from total medical expenses.

E.	 Medical expenses, for households whose head or spouse is at least 62 years of age or disabled that are not covered by 
insurance and are in excess of 3 percent of annual income:

1.	 That has an allowance for medical expenses equal to the amount by which the medical expenses exceed 3 percent of 
annual income;

2.	 That has disability expenses greater than or equal to 3 percent of annual income, an allowance for disability assistance 
expenses computed in accordance with paragraph D, plus an allowance for medical expenses that equal the family’s 
medical expenses;

3.	 That has disability assistance expenses that are less than 3 percent of annual income, an allowance for combined 
disability assistance expenses and medical expenses that are equal to the total of these expenses less 3 percent of 
annual income.

Medical expenses include the costs of diagnosis, cure, mitigation, treatment, or the prevention of disease, and the costs for 
treatment affecting any part or function of the body. They include the costs of equipment, supplies and diagnostic devices 
needed for these purposes. They also include dental expenses. Medical expenses include the premiums paid for insurance 
that covers the expenses of medical care and the amounts paid for transportation to get medical care. Medical expenses 
also include amounts paid for qualified long-term care services and limited amounts paid for any qualified long-term care 
insurance contract.

F.	 Child care expenses (for which the family is not reimbursed) for the care of children less than 13 years of age to the extent 
necessary to enable a family member to be gainfully employed, to further their education or seek employment. If child 
care is necessary to permit employment, the amount deducted shall not exceed the amount of employment income that is 
included in annual income. The expense must be anticipated, that is, it must be for costs that a family expects to pay during 
a 12-month period following certification or recertification.

The earning cap on child care expenses applies only when the expenses enable a family member to work. It does not 
apply if the expenses enable a family member to seek work or to further his/her education.

If more than one family member works, the child care expenses will enable the lowest paid individual to work.

If a family member works and goes to school, KCDC will prorate the child care expenses so the portion that corresponds to 
the hours the family member works can be compared with the amount earned during those hours.

In cases where child care and disability assistance expenses are necessary to enable a family member to work, the sum of 
both child care and disability assistance expense cannot exceed the employment income of the family member enabled to 
work.
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KCDC cannot decide who will provide the child care for the family’s children or what type of care the children receive. 
KCDC cannot refuse to give a family the child care expense deduction because there is an unemployed adult family 
member in the household that may be available to provide the child care.

Pursuant to the United States Housing Act of 1937 Section 16 subsection (a) (42 U.S.C 1437n(a)) which was amended 
with the issuance of the Housing Opportunity Through Modernization Act (HOTMA) of 2016, KCDC will implement the 
revised regulations related to income and assets in HOTMA Sections 102 and 104 as early as January 1, 2024, but no later 
than July 1, 2025, based on when KCDC’s software is able to submit to the Housing Information Portal (HIP). 

a.	 Increased Standard Deduction for Elderly/Disabled Households: HOTMA increases standard  deductions for 
families with a head, co-head, or spouse who is elderly or a person with a disability. A. $480 for each dependent; B. 
$525 for any elderly family or disabled family  

b.	 Threshold for Claiming Medical/Disability Expenses Increased: HOTMA increases the allowance for unreimbursed 
health and medical care expenses from 3% of annual income to 10%, phased-in over two years.   

c.	 Hardship Relief: HOTMA provides hardship relief for expense deductions, lessening the impact of the increased 
threshold for medical expenses. HOTMA permits KCDC to grant hardship relief to families unable to pay rent 
because of unanticipated medical/disability expenses and families who are no longer eligible for the childcare 
expense deduction.

d.	 Adjustments for Inflation: Deductions and the asset limitation will be adjusted for inflation annually, ensuring that 
deductions do not lose value over time and that families are able to build more wealth without losing program 
assistance.  The current deduction amounts have never been adjusted.

16.5 Cooperating With Welfare Agencies

KCDC and the local welfare agency agree:

A.	 To target public assistance, benefits, and services to families receiving assistance in the public housing program and the 
Section 8 tenant-based assistance program to achieve self-sufficiency;

B.	 To provide written verification to KCDC concerning welfare benefits for families applying for or receiving assistance in these 
housing assistance programs.

17. Verification
KCDC will verify information related to waiting list preferences, eligibility, admission, and level of benefits prior to admission. 
Before KCDC issues a voucher, information must be updated (if more than sixty (60) days old) to verify that an applicant is 
eligible. Periodically during occupancy, items related to eligibility and rent determination shall also be reviewed and verified. 
Income, assets, and expenses will be verified, as well as disability status, need for a live-in aide and other reasonable 
accommodations, part-time/full-time student status of family member 18 years of age and older, Social Security numbers, 
citizenship/eligible noncitizen status. Age and relationship will only be verified in those instances where needed to make a 
determination of level of assistance.

KCDC will use Up front Income Verification (UIV) tools, to the extent that tools/systems are available to KCDC, to verify income 
information before or during a family’s reexamination of household income. UIV tools to be used include, but are not limited to, the 
following:

Department of Human Services (DHS) Accent system -  Internet-based welfare benefit tool that allows KCDC to validate 
the accuracy of tenant-welfare assistance from an independent source that systematically and uniformly maintains tenant-
welfare information in a computerized form for a large number of individuals.

Enterprise Income Verification (EIV) System – A HUD-provided Internet-based wage and benefit tool that allows KCDC to 
validate the accuracy of tenant-reported income from an independent source that systematically and uniformly maintains 
income information in computerized form for a large number of individuals and also matches Social Security (SS) and 
Supplemental Security Income (SSI) to comparable tenant data from PIC and TRACS databases.

Due to the sensitive nature of UIV data, KCDC will restrict access to and safeguard the information in accordance with 
guidance on security procedures, as issued and made available by HUD and DHS. Verification documents will be kept in 
the applicant/tenant file, when needed, and shredded/destroyed when no longer needed. Files will be kept in a secure area 
that requires electronic key entry by KCDC staff.

A.	 The following types of income may be verified using the UIV systems:

1.	 Gross Wages and Salaries (including overtime pay, commission, fees, tips, bonuses, and other compensation for 
personal services)
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2.	 Unemployment Compensation

3.	 Welfare Benefits (DHS)

4.	 Social Security Benefits
a.	 Social Security (SS)
b.	 Supplemental Security Income (SSI)

B.	 How KCDC Uses UIV Tools:

1.	 Enterprise Income Verification (EIV) Exceeds Threshold Report – KCDC will use the EIV system to generate the 
“Exceeds Threshold Report” periodically to compare the information with information provided by the family. 

2.	 Using EIV to Project Income – KCDC will follow “HUD Guidelines for Projecting Annual Income When EIV Data is 
Available” in handling differences between EIV and family-provided and/or other verified income information. The 
guidelines establish criteria on whether a difference is substantial or not. HUD defines substantial difference as a 
difference of $200 or more per month.
a.	 No Substantial Difference – If EIV information for a particular income source differs from the information provided 

by a family by less than $200 per month, KCDC will follow these guidelines:
i.	 If the EIV figure is less than current family-provided information, KCDC will use the family’s information to 

calculate anticipated annual income.
ii.	 If the EIV figure is more than the family’s figure, KCDC will use the EIV data to calculate anticipated annual 

income unless the family provides documentation of a change in circumstances (i.e., change in employment, 
reduction in hours, etc.) to explain the discrepancy. Upon receipt of acceptable family-provided documentation 
of a change in circumstances KCDC will use the family-provided information.

iii.	 KCDC will not require use of the EIV during interim reexaminations. 
b.	 Substantial Difference – If EIV information for a particular income source differs from the information provided by a 

family by $200 or more per month, KCDC will follow these guidelines:
i.	 KCDC will request written third-party verification from the discrepant income source in accordance with 24 CFR 

5.236(b)(3)(i).
ii.	 When KCDC cannot readily anticipate income (i.e., in cases of seasonal employment, unstable working hours, 

or suspected fraud), KCDC will review historical income data for patterns of employment, paid benefits, and/or 
receipt of other income.

iii.	 KCDC will analyze all EIV, third-party, and family-provided data and attempt to resolve the income discrepancy.
iv.	 KCDC will use the most current verified income data (and historical income data, if appropriate) to calculate 

anticipated annual income.

3.	 Verification of SS/SSI Benefits of Participants and Household Member – KCDC will obtain verification of SS/SSI 
benefits of participants and household members through HUD’s Enterprise Income Verification (EIV) System. If benefit 
information is not available in HUD Systems or if the tenant disputes EIV benefit data, KCDC will request a current, 
original SSA notice or benefit verification letter from each household member that receives Social Security benefits 
within 10 business days of KCDC’s interview date. If the participant and/or household member(s) are unable to provide 
the requested document, KCDC will ask the participant/household member(s) to call the SSA or visit the local SSA 
office to request a benefit verification letter. The request for a benefit Verification letter can also be made at the SSA 
Internet Website. The participant/household member(s) should provide KCDC with the original benefit verification 
letter. KCDC will make a photocopy of the original benefit verification letter, return the original benefit verification letter 
to the participant/household member, and maintain the photocopy of the benefit verification letter in the tenant file. 
(This same process can be used when third-party verification of SS/SSI benefits is not available for applicants and/or 
household members.)
KCDC may conduct streamlined reexaminations for families on fixed incomes when 100% of their income comes from 
social security, Supplemental Security Income (SSI) and Supplemental Security Disability Income (SSDI), federal, 
state, local and private pension plans, other periodic payments received from annuities, insurance policies, retirement 
funds, disability or death benefits and other similar types of periodic receipts that are of substantially the same 
amounts from year to year. 
In a streamlined reexamination, KCDC will recalculate family incomes by applying any published cost of living 
adjustments to the previously verified income amount. 

4.	 Documentation of Unavailability of Third-Party Verification of SS/SSI Benefits – In the event that third-party verification 
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is not available, KCDC will document the tenant file as to why third-party verification was not available. Below are 
some examples of acceptable file documentation:
a.	 New admission, information not available in EIV Tools;
b.	 New tenant, information not available in EIV Tools;
c.	 Current tenant, information not available in EIV Tools due to change in re-examination date;
d.	 Current tenant, information not available in EIV Tools due to discrepancy with name, date of birth, or social security 

number in SSA file; and
e.	 Current tenant, information not available in EIV Tools, reason unknown.

C.	 Methods of Verification and Time Allowed – KCDC will verify family information through the five methods of verification 
authorized by HUD. HUD requires KCDC to use the most reliable form of verification that is available and to document in 
the file the reasons when KCDC uses a lesser form of verification. In order of priority, forms of verification that may be used 
are:

1.	 Up-front Income Verification tools/systems (UIV), whenever available

2.	 Third-party Written

3.	 Third-party Oral

4.	 Six consecutive check stubs

5.	 Review of Documents

6.	 Self-Certification/Declaration

KCDC will allow four (4) weeks for return of third-party verifications and ten (10) days to obtain other types of verifications 
before going to the next method.

The notification letter will provide the items needed for the application to be complete. The notification letter will be sent 
to the applicant and required to be returned, with all requested information, within 14 days. Failure to do so will result in 
the applicant being withdrawn from the waiting list in which they applied for. At applicant request, KCDC may e-mail the 
notification letter to the applicant with the stipulation the requested information must be returned within 14 days from the 
sent e-mail date. KCDC has the option to send the notification letter by the United States Postal Service.

Verifications may not be more than 60 days old at the time of voucher issuance. For participants, verifications must be 
dated within 60 days of reexamination.

There may be legitimate differences between the information provided by the family and UIV-generated information. No 
adverse action will be taken against a family until KCDC independently verified the UIV information and the family has been 
granted an opportunity to contest any adverse findings through the informal hearing process of KCDC.

Pursuant to the United States Housing Act of 1937 Section 16 subsection (a) (42 U.S.C 1437n(a)) which was amended 
with the issuance of the Housing Opportunity Through Modernization Act (HOTMA) of 2016, KCDC will implement the 
revised regulations related to income and assets in HOTMA Sections 102 and 104 as early as January 1, 2024, but no later 
than January 1, 2025, based on when KCDC’s software is able to submit to the Housing Information Portal (HIP). 

17.1 Acceptable Methods Of Verification

Age, relationship, U.S. citizenship, and Social Security numbers will generally be verified with documentation provided by the 
family.

A.	 Third-party written verification will be used to verify information directly with the source. Third-party written verification forms 
will be sent directly to, and received directly from (via first-class mail), the source and not passed through the hands of the 
family. However, KCDC may request and receive directly from the source verifications electronically (fax or e-mail) or hand 
delivered. The family will be required to sign an authorization for the information source to release the specified information.

B.	 Third-party oral verification will be used when written third-party verification is delayed or not possible. When third-party oral 
verification is used (either by contacting source by telephone or in-person visit), staff will be required to note the name of 
the person contacted and telephone number, the date of the conversation, and the facts provided. If provided by telephone, 
KCDC will originate the call.
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C.	 Review of Documents: When third-party written or oral verification cannot be obtained, or the information has not been 
verified by the third party within a four week period of time, KCDC will note in the file why third-party verification is not 
available and utilize hand-carried documents provided by the applicant/participant family as the primary source if the 
documents provide complete information. Original documents must be provided by the family and should be dated within 
60 days of the interview. Photocopies of the documents will be made and maintained in the file. The chart in the Appendix 
gives common examples of verifications.

Below is a list of some acceptable family-provided documents:

1.	 Consecutive and original pay stubs. Six weeks of current pay stubs are requested;

2.	 Social Security Administration award letter;

3.	 Bank statements;

4.	 Pension benefit statements;

5.	 TANF award letter;

6.	 Periodic and determinable allowances, such as alimony and child support payments, and regular contributions or gifts 
received from organizations or from persons not residing in the dwelling may be obtained by court ordered documents, 
verification from Child Support office/Human Services office or a notarized statement from the source of the child/
family support.

7.	 Other official and authentic documents from a Federal, State, or local agency.

If third-party verification is received after documents have been accepted as temporary verification and there is a discrepancy, 
KCDC will utilize the third-party verification.

D.	 Self-Certification/Self-Declaration: When verification cannot be made by third-party verification or review of documents, 
families will be required to submit a self-certification. Self-certifications must be signed in the presence of a KCDC 
representative or KCDC notary public and KCDC will document the file why third-party verification was not available.

E.	 Exceptions to Third-party Verification Requirements: When third-party  verification of income, assets, and/or expenses is 
unavailable, an exception may be made to the third-party verification requirement if:

1.	 KCDC made at least two documented attempts to obtain third-party verification;

2.	 The source does not have the capability to provide written or oral third-party verification;

3.	 The asset or expenses to be verified is an insignificant amount, thus it is not cost effective or reasonable to obtain 
third-party verification;

4.	 Food stamps may be self-certified. 

F.	 Actions KCDC May Take:

1.	 KCDC may exercise any of the following options if the family has not reported accurate income information:
a.	 Require repayment agreement up to $2,400 with no more than 24 months to repay;
b.	 Revise current and future rent payments; and 
c.	 Initiate termination proceedings.

2.	 Action to be Taken When Tenant Agrees with Discrepancy:
An appointment will be scheduled for the family to meet with KCDC staff to discuss the income discrepancy. If the 
tenant agrees with the discrepancy, and retroactive charges accessed do not exceed $2400, the family will be given 
the opportunity to sign a repayment agreement for the retro charge owed with up to 24 months to repay as long as 
another promissory agreement does not exist. If tenant fails to show to sign the promissory agreement, the assistance 
will be terminated. If the amount owed to KCDC exceeds $2400, the family’s assistance will be terminated. The 
family will be given an opportunity to contest any adverse findings through KCDC’s informal hearing process. If a 
tenant is terminated for failing to pay on the promissory and wants to reapply, the amount must be paid in full and the 
family must prove they have lived in the community for three (3) years in good standing before an application can be 
submitted for any KCDC Section 8 program. If the applicant files a bankruptcy to dismiss the amount owed to KCDC, 
the applicant must provide proof they have lived in the community in good standing for three (3) years.
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3.	 Action to be Taken When Tenant Disagrees with Discrepancy:
If the tenant disagrees with the discrepancy, the burden of proof will be placed on the tenant to show why a 
discrepancy does not exist. When the discrepancy involves wages, the tenant must contact and resolve the issue 
with the employer. The tenant will be given a reasonable amount of time, but not to exceed 4 weeks, to resolve the 
matter. If the family cannot provide proof that the discrepancy is in error and if retroactive charges accessed exceed 
$2400, the family’s assistance will be terminated with charges added to their move-out balance. At this time the 
family will have a right to an informal hearing. If the tenant can provide proof that the discrepancy was in error, the 
retroactive charges will be dismissed. If a discrepancy does exist and retroactive charges are accessed but do not 
exceed $2400, the family will be given the opportunity to sign a repayment agreement for a period of not more than 24 
months to repay as long as another promissory agreement does not exist. If tenant fails to show to sign promissory, 
the assistance will be terminated. 
If tenant acquires another retroactive charge, the assistance will be terminated. 

G.	 File Documentation: KCDC will document in the file how the figures used in income and rent calculations were determined. 
All verification attempts, information obtained, and decisions reached during the verification process will be recorded in 
the family’s file in sufficient detail to demonstrate that KCDC has followed all of the verification policies set forth in this 
plan. The record should be sufficient to enable a staff member or HUD reviewer to understand the process followed and 
conclusions reached. 

H.	 File Retention: Once a participant leaves the Section 8 program the applicant/participant records will be retained by KCDC 
for a period of not less than three (3) years. Due to the increase in paperwork in a current tenant file, KCDC may scan 
paperwork in a file when the paperwork is over three years. Certain items in the file will be retained in hard copy such as 
the original application, social security cards, picture Identification, and the  Citizenship form for each household member, 
current lease and  supporting documents. The HUD  form 50058 will be maintained  for three years during the term of the 
lease and for a period of 3 years from the end of participation date (EOP). The 50058’s that are not printed for the file are 
available on the computer  to print for  audit purposes. 

17.2 Verification Of Medical Expenses

To verify medical expenses, KCDC will attempt third-party verification of medical expenses from appropriate sources. If third-
party verification is not available, KCDC will request the tenant to provide documents such as receipts, cancelled checks, or 
paycheck stubs for verifying medical insurance premiums. Also the tenant will be asked to provide receipts for payments to 
physicians to verify medical costs. Previous medical bills that have been paid in full will not be included.

17.3 Verification Of Deduction For Child Care Expenses

To adequately verify child care expenses, KCDC must verify the family qualifies for the deduction. After verifying the age of 
the child/children receiving child care, KCDC must verify the qualifying activity in which the family is taking part and that the 
expenses are not reimbursed by another source.

17.3.1  Verification Of Qualifying Activity:

A.	 Gainfully Employed – For family members who are gainfully employed, KCDC will use employment verification to confirm 
the family’s eligibility for the child care expense.

B.	 Actively Seeking Employment – To verify that an individual is actively seeking employment, KCDC will first attempt third-
party verification which could include information that the individual is fulfilling the requirements for receiving unemployment 
compensation or verification from a local or state government agency that oversees work related activities. If third-party 
verification is impossible to obtain, KCDC will verify that a family member is actively seeking employment by obtaining a 
certification from the family member attesting to his or her efforts to find employment.

C.	 Furthering his/her education – KCDC must verify that the family member is a student. The information provided by the 
student or the institution should confirm that the student is, in fact, enrolled; and specify details about the timing of classes 
in which the student is enrolled.

D.	 Verification that Expenses not reimbursed by another source – KCDC may use documents supplied by the family such as 
bills, receipts or cancelled checks. If such verification is not available, KCDC will request a written third-party verification 
form from the child care provider.

Only reasonable expenses are deductible. Reasonable means reasonable for the care provided. (See item 10.4 (F) for 
reasonable expenses).
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17.4 Verification Of Citizenship Or Eligible Noncitizen Status

The citizenship/eligible noncitizen status of each family member regardless of age must be determined. Citizenship/eligible 
noncitizen status will be verified only once. This verification will be obtained prior to admission and prior to a new member 
joining the resident family.

Prior to being admitted, 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 Social Security card, birth certificate, military ID or military DD 214 
Form.)

Prior to being admitted, all eligible noncitizens 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.

Prior to being admitted, all eligible noncitizens must sign a declaration of their status and a verification consent form and provide 
their original INS documentation. KCDC will make a copy of the individual’s INS documentation and place the copy in the file. 
KCDC also will verify their status through the INS SAVE system. If the INS SAVE system cannot confirm eligibility, KCDC will 
mail information to INS so a manual check can be made of INS records.

Family members, who do not claim to be citizens, nationals, or eligible noncitizens, must be listed on a statement of non-eligible 
members, and the list must be signed by the head of the household.

Noncitizen students on student visas, though in the country legally, are not eligible to be admitted to the Section 8 Program.

Any family member who does not choose to declare their status must be listed on the statement of non-eligible members.

If no family member is determined to be eligible under this Section, the family’s admission will be denied.

The family’s 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.

If KCDC determines that a family member has knowingly permitted an ineligible noncitizen (other than any ineligible noncitizen 
listed on the lease) to permanently reside in their Section 8 unit, the family’s 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.

17.5 Verification Of Social Security Numbers

New family members and children must have social security documentation prior to being added to a lease. Prior to being 
added to the lease to any Section 8 Rental Assistance Program, all members must have verification of their Social Security 
number. If a member  indicates that they have a Social Security number, but cannot readily verify it, the member must provide 
a letter from the Social Security Administration or other federal or state government agency. All children must have a Social 
Security card or Social Security letter prior to being added to the lease. If a child under the age of six (6) years of age was 
added to the assistance applicant household within the six (6) month period prior to the household’s  date of voucher issuance, 
the assistance applicant may become a participant, so  long as the documentation required is presented to KCDC within 
90 days from date of admission into the program which means  by the effective date of the Housing Assistance Payment 
Contract. KCDC will grant an additional 90 day period if  it is determined the assistance applicant’s failure to comply was due to 
circumstances beyond their control. Failure to provide the social security card within these timeframes may result in withdrawal 
of application or termination of assistance . If the documentation is not provided within the allotted time, the admission will be 
denied. Verification of the Social Security number will be obtained only once. The verification of the Social Security number 
must be the original Social Security card. If the name on the Social Security card and the picture ID do not match, KCDC will 
use the Social Security card name and require proof of the change of name. The proof will be derived from marriage license or 
other court documentation.

17.6 Timing Of Verification

Information must be updated (if more than sixty (60) days old) to verify that an applicant is eligible. Verification information for 
tenants must be dated within sixty (60) days of their reexamination. If the verification is older than sixty (60) days, the source 
will be contacted and asked to provide information regarding any changes. When an interim reexamination is conducted, KCDC 
will verify and update all information related to family circumstances and level of assistance.
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18. Rent And Housing Assistance Payment
18.1 Rent Reasonableness

Program regulation requires KCDC to certify that the rent charged to the housing choice tenant is not more than the rent 
charged for other unassisted comparable units. KCDC 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. Rent reasonableness is determined prior to the initial 
lease and at the following times:

A.	 Before any increase in rent to owner is approved, owner must make the request in writing 60 days prior to the end of the 
lease period which is usually the annual recertification month. If the rent increase is requested after recertification, the 
owner may be required to wait until the next recertification date to increase the rent. If owner is eligible for a rent increase, 
only one increase per year is permitted. KCDC reserves the right to only allow a 5% increase in a one year period without 
substantial upgrades to the property since the last inspection.

B.	 If sixty (60) days before the contract anniversary date there is a 10 percent decrease in the published Fair Market Rents as 
compared to the previous FMR; and If KCDC or HUD directs that rent reasonableness be redetermined.

C.	 For KCDC owned Units under the Project Based Voucher Program, the amount of the reasonable rent must be determined 
by an independent agency approved by HUD in accordance with PBV program requirements. The independent entity must 
provide a copy of the determination of reasonable rent for the KCDC owned units to KCDC and to the HUD field office 
where the project is located.

18.2 Rent Reasonableness Comparability

Each unit inspected will be certified by an independent entity that the approved contract rent is reasonable in relation to 
rents charged for comparable units in the private unassisted market. A lease of an unassisted unit may be requested when 
determining rent reasonableness. Factors taken into account will be: 

A.	 Bedroom Size

B.	 Unit Type

C.	 Square Footage

D.	 Location

E.	 Unit

F.	 Age

G.	 Amenities

H.	 Housing Services/Maintenance

I.	 Utilities provided by Owner

1.	 Rent Reasonableness Methodology
The KCDC rent reasonableness system is based on unit comparison per the criteria listed above. KCDC will use the 
Third-party vendor’s methodology for rent comp verification. KCDC currently requires a minimum of two comparable 
units in order for the unit to pass the rent reasonableness test. Information on unassisted units are maintained in our 
automated database and are updated or purged biennially. Rent Reasonableness Scope of service if Third-party 
vendor does not do inspections.
a.	 Initials

KCDC will provide Initial inspection report on subject property by email with the following information:
i.	 Landlord name and phone number
ii.	 Property address
iii.	 Tenant name if applicable
iv.	 Requested rent if applicable
v.	 Year Built
vi.	 Number of bedrooms and baths
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vii.	Structure type
viii.	Square footage
ix.	 Utilities and who is responsible
x.	 Amenities (ex: Washer/Dryer, Dishwasher, Parking, etc.) 
Third-party vendor will provide an Initial Rent Reasonableness report (PDF) with 3 comparable properties and 
return to KCDC by email to KCDC designated contact person within 24 hours from time the initial inspection report 
was received by the Third-party vendor.  If a rent roll is needed from landlord, Third-party vendor will email KCDC 
contact person regarding the request.

b.	 Annuals
i.	 KCDC will provide Rent Increase request forms and/or Annual inspection report by email with the same 

information above. Third-party vendor’s may use an Annual Increase Template spreadsheet.
ii.	 Third-party vendor will provide an Annual Rent Reasonableness report (PDF) with 3 comparable properties 

and return to KCDC by email to KCDC designated contact person within 5 business days from time the annual 
increase is received by the Third-party vendor.  If a rent roll is needed from landlord, the Third-party vendor will 
email the KCDC contact person regarding the request.

iii.	 The Third-party vendor will save KCDC PDF Rent Reports up to 2 years or as long as they remain as the Third-
party vendor. 

iv.	 Third-party vendor shall follow HUD’s guidelines for Rent Reasonableness and update their comparable 
database annually.  

2.	 Units that Must Not be Used as Comparables
Comparable units must represent unrestricted market rents. Therefore, units that receive some form of federal, 
state, or local assistance that imposes rent restrictions cannot be considered comparable units. These include units 
assisted by HUD through any of the following programs: Section 8 project-based assistance, Section 236 and Section 
221(d)(3) Below Market Interest Rate (BMIR) projects, HOME or Community Development Block Grant (CDBG) 
program-assisted units in which the rents are subsidized; units subsidized through federal, state, or local tax credits; 
units subsidized by the Department of Agriculture rural housing programs, and units that are rent controlled by local 
ordinance.

3.	 Rents Charged for Other Units on the Premises
The Request for Tenancy Approval (HUD-52517) requires owners to provide information, on the form itself, about the 
rent charged for other unassisted comparable units if the premises include more than 4 units. By accepting the KCDC 
payment each month the owner certifies that the rent is not more than the rent charged for comparable unassisted 
units on the premises. If asked to do so, the owner must give KCDC information regarding rents charged for other units 
on the premises. Owners are invited to submit information at any time. Owners may review the determination made of 
their unit and may submit additional information or make improvements to the unit that will enable KCDC to establish a 
higher rental value market.

18.3 Maximum Subsidy

The Fair Market Rent (FMR) published by HUD and the payment standard established by KCDC, or, if applicable, the exception 
payment standard rent determines the maximum subsidy for a family. KCDC may grant exceptions to payment standards up to 
120% of Fair Market Rent when a family requests it as a reasonable accommodation due to their disability and can verify why 
they are requesting the exception/increased payment standard (see Section 1.2 on requesting a reasonable accommodation). 
This approval for an increased payment standard as a reasonable accommodation does not need HUD approval.

For the Housing Choice Voucher Program, the minimum payment standard will be 90 percent of the FMR and the maximum 
payment standard will be up to 110 percent of the FMR, or the exception payment standard (if applicable).

For a voucher tenancy in an insured or non-insured 236 project, a 515 project of the Rural Development Administration, or a 
Section 221(d)(3) below market interest rate project, the payment standard may not exceed the basic rent charged including the 
cost of tenant-paid utilities. 

KCDC may adopt, with HUD notification, Small Area Fair Market Rent (SAFMR) Exception Payment Standards by zip code 
area if deemed beneficial for the success of KCDC program participants locating affordable housing. Effective October 1, 2024, 
HUD will require KCDC to implement SAFMR’s for all zip code areas. As a Moving to Work (MTW) flexibility, KCDC requested 
a waiver to forego the implementation of mandatory SAFMR’s for all zip codes. The waiver was approved and KCDC will use 
payment standards and optional SAFMR areas.
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For manufactured home space rental, the maximum subsidy under any form of assistance is the Fair Market Rent for the space 
as outlined in 24 CFR 982.888.

18.3.1 Setting the Payment Standard

The Statute requires that the payment standard be set by KCDC between 90 and 110 percent of the FMR without HUD 
approval. KCDC will review its determination of the payment standard annually after publication of the FMRs. KCDC will 
consider vacancy rates and rents in the market area, 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 Housing Choice Voucher Program. 
If it is determined that success rates will suffer or that families are being made to pay over 40 percent of income for rent, the 
payment standard may be raised to the level judged necessary to alleviate hardships.

Before increasing any payment standard, KCDC will conduct a financial feasibility test to ensure that in using the higher 
standard, adequate funds will continue to be available to assist families in the program.

If success levels are projected to be extremely high and rents are projected to be at or below 30 percent of income, KCDC 
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. 

KCDC may opt to lower payment standards. A lower payment standard applies immediately to all new admissions, all movers, 
and stayers with a new HAP contract (i.e., when the owner offers or requires a new lease). KCDC will not reduce the payment 
standard applied to a family as a result of a reduction in the fair market rent (FMR). For all other voucher participants, 
decreased payment standard amounts are not applied until the second regular reexamination after the payment standard is 
lowered. KCDC may request HUD to waive the requirement for good cause. 

KCDC may approve a higher payment standard (if not more than 120% of fair market rent) as a reasonable accommodation for 
a disabled family. Mandatory reasonable accommodation request forms must be completed and returned to KCDC for this to be 
considered. (See Section 1.2 on requesting a reasonable accommodation)

KCDC may adopt, with HUD notification, Small Area Fair Market Rent (SAFMR) Exception Payment Standards by zip code 
area if deemed beneficial for the success of KCDC program participants locating affordable housing. Effective October 1, 2024, 
HUD will require KCDC to implement SAFMR’s for all zip code areas. As a Moving to Work (MTW) flexibility, KCDC requested a 
waiver to forgo the implementation of mandatory SAFMR’s for all zip code areas. The waiver was approved and KCDC will use 
payment standards and optional SAMFR zip code areas.

18.3.2 Area Exception Rents (If Applicable)

To help families find housing outside areas of high poverty or when voucher holders are having trouble finding housing for 
lease under the program, KCDC 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. KCDC may request one such 
exemption 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 KCDC requests (and HUD approves) a higher exception payment standard rent. If the FMR decreases, the 
exception payment standard rent authority automatically expires.

18.4 Assistance And Rent Formulas

A.	 Section 8 Vouchers

1.	 Section 8 Vouchers The payment standard is set by KCDC between 90 percent and 110 percent of the FMR or higher 
(if applicable). KCDC reserves the right to use Small Area Fair Market Rent (SAFMR) exception payment standards 
for specified zip code areas if deemed beneficial for the success of KCDC program participants locating affordable 
housing. Effective October 1, 2024, HUD will require KCDC to implement SAFMR’s for all zip code areas. As a Moving 
to Work (MTW) flexibility, KCDC requested a waiver to forgo the implementation of mandatory SAFMR’s for all zip 
code areas. The waiver was approved and KCDC will use payment standards and optional SAMFR zip code areas.

2.	 The participant pays the greater of the Total Tenant Payment or the minimum rent, plus the amount by which the gross 
rent exceeds the payment standard.

3.	 No participant when initially receiving tenant-based assistance on a unit shall pay more than 40 percent of their 
monthly-adjusted income if the gross rent exceeds the applicable payment standard. 
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B.	 Total Tenant Payment

The total tenant payment is equal to the highest of:

1.	 10 percent of monthly income;

2.	 30 percent of adjusted monthly income; or

3.	 Minimum rent.

C.	 Minimum Rent

KCDC has set the minimum rent as $50.00 for the Section 8 Rental Assisted programs. If the family requests a hardship 
exemption, KCDC will suspend the minimum rent for the family beginning the month following the family’s hardship 
request. The suspension will continue until KCDC can determine whether hardship exists and whether the hardship is of a 
temporary or long-term nature. During suspension, the family will not be required to pay a minimum rent and the housing 
assistance payment will be increased accordingly.

1.	 A hardship exists in the following circumstances:
a.	 When the family has lost eligibility for (or is awaiting an eligibility determination for) a federal, state, or local 

assistance program;
b.	 When the family would be evicted as a result of the imposition of the minimum rent requirement;
c.	 When the income of the family has decreased due to changed circumstances, including loss of employment;
d.	 When the family has an increase in expenses because of changed circumstances, for medical costs, child care, 

transportation, education, or similar items;
e.	 When a death has occurred in the family.

2.	 No hardship. If KCDC determines there is no qualifying hardship, the minimum rent will be reinstated, including 
requiring back payment of minimum rent to KCDC for the time suspension.

3.	 Temporary hardship. If KCDC determines there is a qualifying hardship, but that it is of a temporary nature, the 
minimum rent will not be imposed for a period of 90 days from the date of the family’s request. At the end of the 90 
day period, the minimum rent will be imposed retroactively to the time of suspension. KCDC will offer a reasonable 
repayment agreement for any minimum rent back payment paid by KCDC on the family’s behalf during the period of 
suspension.

4.	 Long-term hardship. If KCDC determines there is a long-term hardship, the family will be exempt from the minimum 
rent requirement until the hardship no longer exists. 

5.	 Appeals. The family may use the informal hearing procedure to appeal KCDC’s determination regarding the hardship. 

D.	 Section 8 Preservation Vouchers/Enhanced Vouchers

1.	 Payment Standard
a.	 The payment standard for a family that stays in the same unit and receives enhanced voucher assistance will 

receive a special payment standard:
ii.	 If the gross rent exceeds the PHA’s payment standard, the payment standard used to calculate the voucher 

housing assistance payment is the gross rent of the unit. (New rent to owner plus the applicable PHA utility 
allowance);

iii.	 If the gross rent is less than the PHA’s payment standard, the regular payment standard rules apply.
b.	 If the dwelling unit is in an exception area, KCDC will use the appropriate payment standard for the exception area.

2.	 HAP equals the gross rent for the unit minus the greatest of:
a.	 30 % of adjusted monthly income; or
b.	 10 % of gross monthly income; or
c.	 Applicable enhanced voucher minimum rent; or
d.	 Other minimum rent established by the PHA as authorized by Federal Law.
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E.	 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 KCDC:
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 family-owned manufactured home is located.

F.	 Rent for Families under the Noncitizen Rule

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 18) of the head or 
spouse.

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 years. 
If granted after that date, the maximum period of time for assistance under the provision is 18 months. KCDC will grant 
each family a period of 6 months to find suitable affordable housing. If the family cannot find suitable affordable housing, 
KCDC will provide additional search periods up to the maximum time allowable.

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 and utilities.

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

1.	 Find the prorated housing assistance payment (HAP) by dividing the HAP by the total number of family members, and 
then multiplying the result by the number of eligible family members.

2.	 Obtain the prorated family share by subtracting the prorated HAP from the gross rent (contract rent plus utility 
allowance).

3.	 The prorated tenant rent equals the prorated family share minus the full utility allowance.

18.5 Utility Allowance

KCDC maintains a utility allowance schedule for all tenant-paid utilities (except telephone and cable), for cost of tenant-supplied 
refrigerators and ranges, and for other tenant-paid housing services.

The utility allowance schedule is determined based on the typical cost of utilities and services paid by energy-conservative 
households that occupy housing of similar size and type in the same locality. In developing the schedule, normal patterns of 
consumption for the whole community and current utility rates are used.

Utility allowance schedules are reviewed annually by the state of Tennessee’s housing agency, Tennessee Housing 
Development Agency (THDA), and revised if any allowance for a utility category had a change of 10 percent or more in the 
utility rate since the last time the utility allowance schedule was revised. THDA maintains information supporting the annual 
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review of utility allowances and any revisions made in its utility allowance schedule. Participants may review this information at 
any time by contacting THDA.

A voucher holder’s utility allowance is based on the bedroom size of the voucher for which the household qualifies regardless of 
the size of the unit leased. KCDC may approve a utility allowance that is higher than the applicable utility schedule if needed as 
a reasonable accommodation.

At each reexamination, KCDC applies the utility allowance from the most current utility allowance schedule.

The utility allowance is subtracted from the family’s share to determine the amount of the tenant rent. The tenant rent is the 
amount the family owes to the owner each month. The amount of the utility allowance is still available to the family to pay the 
cost of their utilities. Any utility cost above the allowance is the responsibility of the tenant. Any savings resulting from utility 
costs below the amount of the allowance belongs to the tenant and will be sent to the utility company for the tenant.

Tenant-supplied utilities must be in the name of the head of household, unless a reasonable accommodation must be made for 
a person with disabilities. 

18.6 Distribution Of Housing Assistance Payment

KCDC pays the owner the lesser of the housing assistance payment or the rent to owner. If payments are not made when due, 
the owner may charge KCDC a late payment, agreed to in the Contract and according to generally accepted practices in the 
KCDC jurisdiction.

A.	 It is the owner’s practice to charge such penalties for assisted and unassisted tenants; and

B.	 The owner also charges such penalties against the tenant for late payment of family rent to the owner. Late charges will not 
be paid when the reason for the lateness is attributable to factors beyond the control of KCDC.

18.7 Change Of Ownership Or New Ownership

KCDC requires a written request by the owner who executed the HAP contract to make changes regarding who is to receive 
KCDC’s rent payment or the address where the rent payment should be sent.

In addition, KCDC requires a written request from the new owner to process a change of ownership. The following documents 
must accompany the written request:

A.	 Property Tax Notice, Settlement Statement, or Deed of Trust showing the transfer of title address,

B.	 Tax identification Number or Social Security Number,

C.	 Direct Deposit information:

Once KCDC receives account information for the direct deposit, payments will be deposited in the bank the first of the 
next month for the housing assistance payment unless it is after the 20th of the month when direct deposit information is 
received. If after the 20th of the month, the direct deposit payment for housing assistance will be deposited the second 
month after KCDC receives the direct deposit information.

When setting up an owner deposit account for Section 8 Housing Assistance Payments (HAP), KCDC requires the 
“Change to Landlord forms packet”, including a voided check, filled out completely. If a voided check is not available, a 
statement from the bank on letterhead with the routing number and account number will be acceptable. An owner/manager 
may only set up one bank account at a time for receiving Section 8 HAP.

New Ownership

New owners will be required to execute IRS form W-9. KCDC may withhold the rent payment until the Taxpayer 
Identification Number is received. The following documents are required from the owner:

A.	 Property Tax Notice, Settlement Statement, or Deed of Trust showing proof of ownership.

B.	 Tax Identification Number or Social Security Number, and

C.	 Direct Deposit information:

Once KCDC receives account information for the direct deposit, payments will be deposited in the bank the first of the 
next month for the housing assistance payment unless it is after the 15th of the month when direct deposit information is 
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received. If after the 15th of the month, the direct deposit payment for housing assistance will be deposited the second 
month after KCDC receives the direct deposit information.

If any direct deposit is returned to KCDC, once the direct deposit information is updated, the redeposit will be made on the  
first business day of the following month.

When setting up an owner deposit account for Section 8 Housing Assistance Payments (HAP), KCDC requires the 
“Change to Landlord forms packet”, including a voided check, filled out completely. If a voided check is not available, a 
statement from the bank on letterhead with the routing number and account number will be acceptable. An owner/manager 
may only set up one bank account at a time for receiving Section 8 HAP.

At initial leasing or recontracts, all owners will be required to provide proof  that property taxes are not over one year in 
arrears.

19. Inspection Policies and Housing Quality Standards or Inspire if applicable.
KCDC or (an independent inspection agency), will inspect all units, with the exception of KCDC-owned property, to ensure that 
they meet the Housing Quality Standards (HQS), or NSPIRE if applicable.  Once implemented by HUD, KCDC will utilize NSPIRE 
Inspection Standards which will replace Housing Quality Standards (HQS). 

KCDC-owned properties will be inspected by an independent inspection agency at no charge to the family. No unit will be initially 
placed on Section 8 unless the HQS or NSPIRE if applicable is met. Once Moving to Work (MTW) cohorts and/ or The Housing 
Opportunity Through Modernization Act (HOTMA) of 2016 are approved by HUD, KCDC will utilize triennial inspections depending 
on a property’s previous inspection score. Units will be inspected at least biennially. For each assisted dwelling unit, KCDC may 
make inspections not less often than biennially during the term of the HAP contract for a unit to determine whether the unit is 
maintained in accordance with Housing Quality Standards (HQS) or NSPIRE if applicable. KCDC may inspect units at other times 
as needed to determine if the unit meets HQS or NSPIRE if applicable. 

KCDC or (an independent inspection agency) will use the HUD-52580-A Long Form for inspections with the exception of the 
following pages: 2, 4, 6, 8, 13, 15, 17, and 20. All of these pages, except 20, are instructional pages. Page 20 is an optional page. 
Although the pages will be removed from the inspection form, the inspectors will have them in their possession for informational 
purposes for owners. If an owner chooses to review the inspection form, the inspector will provide them the entire inspection 
form. The purpose of removing the instructional pages is to make the inspection form more manageable – 12 pages instead of 20 
pages. KCDC or (an independent inspection agency) may also use NSPIRE if applicable. for performing inspections. 

KCDC or (an independent inspection agency) 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 24 hours before the inspection or make arrangements 
to enable KCDC or (an independent inspection agency) to enter the unit and complete the inspection.

If the family misses the scheduled inspection and fails to reschedule the inspection, KCDC or (an independent inspection 
agency) will consider the family to have violated a Family Obligation and their assistance may be terminated. If the family calls 
to request an informal hearing to dispute the termination, one more chance may be given and the family may be obligated to 
sign a statement of understanding stating if they miss another appointment for inspection, they will lose their assistance. Once a 
statement of understanding is signed, it will remain in effect for 24 months.

Owners and families are obligated to sign the “Disclosure of Information on Lead-Based Paint and Lead-Based Paint Hazards” at 
each initial lease signing. Owners with units built before 1978 that are occupied or will be occupied with a child or children under 
six years of age, (excluding zero bedroom dwellings) must comply with HUD Lead Based Paint regulations at 24 CFR Part 35 and 
982.401

19.1 Types of Inspections

KCDC or an independent inspection group will perform seven types of inspections:

A.	 Initial Inspection – An inspection that must take place to insure that the unit passes HQS or NSPIRE if applicable. before 
assistance can begin. A unit must be available for inspection within thirty (30) days from the date of submitted Request for 
Tenancy Approval.

1.	 If more than 10 deficiencies are found on an initial inspection, the unit will be considered not ready and the inspection 
will be rescheduled.

2.	 If the owner supplied appliances are not in the unit on an initial inspection, the unit will be considered not ready and 
the inspection will be rescheduled.
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3.	 If all utilities are not on at an initial inspection, the unit will be considered not ready and the inspection will be 
rescheduled.
Once inspected, the unit must pass inspection within thirty (30) days. Once unit passes inspection, the inspection is 
valid for 60 days. 

B.	 Annual/Biennial/Triennial – Triennial Inspections- An inspection conducted every three years to determine the unit 
continues to meet HQS or NSPIRE if applicable. Biennial Inspections- An inspection conducted every two years to 
determine the unit continues to meet HQS or NSPIRE if applicable. Annual Inspections- An inspection conducted every 
year to determine the unit continues to meet HQS or NSPIRE if applicable. 

C.	 Complaint Inspection – An inspection caused by the housing agency receiving a complaint on the unit by anyone. If KCDC 
receives more than three complaints on the same property within a five year period, the property will be removed from the 
Section 8 program.

D.	 Special Inspection – An inspection caused by a third party, i.e., HUD, needing to view the unit.

E.	 Emergency – An inspection that takes place in the event of a perceived emergency. These will take precedence over all 
other inspections.

F.	 Quality Control Inspection – Quality Control Inspection: KCDC or the Third party vendor will conduct Quality Control 
Inspections. The records will be drawn in an unbiased manner and reviewed by a KCDC or an independent inspector’s 
supervisor. The supervisor’s reinspected sample will be drawn from recently completed HQS inspections and will be drawn 
to represent a cross section of neighborhoods and the work of a cross section of inspectors.

G.	 Reinspection – KCDC may elect to do a reinspection to comply with 982.404(a) (3) to verify that all HQS deficiencies have 
been corrected. However, a reinspection is not necessary if KCDC can obtain verification through other means such an 
owner’s certification that required repairs were made and then KCDC will verify that action at the next on site inspection. 
KCDC may elect to accept a self-certification signed by the owner and the tenant the repairs have been completed, 
except on initial inspections, life threatening inspections or if an inspection has more than ten deficiencies. If Independent 
Inspection Company or KCDC receive the completed self-certification form by the deadline date, the unit will pass 
inspection as of the date the completed form is received and the scheduled physical re-inspection will be cancelled.

H.	 Remote Video Inspections (RVI’s)-KCDC or an Independent Inspection Group reserves the right to conduct Remote Video 
Inspections as needed. KCDC or an independent inspection group will follow the procedures laid out in PHI Notice 2020-31 
to conduct the RVI. 

I.	 KCDC will not print inspection copies; these will be stored in the Third-party vendor’s database.

19.2 Owner And Family Responsibility

A.	 Owner Compliance Enforcement with HQS or NSPIRE if applicable.

1.	 The owner must maintain the unit according to HQS or NSPIRE if applicable. Detailed information regarding HQS is 
included in the participant’s briefing packet and the owner’s packet.

2.	 If the owner fails to maintain the dwelling unit according to HQS or NSPIRE if applicable, KCDC will take prompt and 
necessary action to enforce the owner’s obligations. KCDC’s remedies for such breach of the HQS or NSPIRE if 
applicable include termination, suspension, or reduction of housing assistance payments and termination of the HAP 
contract.

3.	 KCDC will not make any housing assistance payments for a dwelling unit that fails to meet the HQS or NSPIRE if 
applicable, unless the owner corrects the defect within the period specified by KCDC and KCDC verifies the correction. 
If a defect is life threatening, the owner must correct the defect within no more than 24 hours or the HAP payment 
will cease. For other defects, the owner must correct the defect within no more than 30 calendar days (or any KCDC-
approved extension). Owners and tenants must call to ask for extensions or extensions will not be granted.

4.	 If an owner fails to correct HQS or NSPIRE if applicable deficiencies by the time specified, KCDC will abate housing 
assistance payments no later than the first of the month following the repair deadline date. KCDC will notify the 
family and the owner when abating the payments and will inform them of the abatement and the timeframe of non-
compliance. If the owner makes the repairs and the unit complies with the HQS or NSPIRE if applicable within the 
required timeframe, KCDC will resume payment to the owner. KCDC will not make payments to the owner for the 
period of time the payments were abated. No retroactive payments will be made to the owner for the period of time the 
rent was abated for failed inspections that did not meet HQS or NSPIRE if applicable.
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5.	 If KCDC or an independent inspection agency is unable to gain access to the unit to clear the deficiencies, the owner’s 
Housing Assistance Payment will be abated.

6.	 KCDC will not make Housing Assistance Payments on a new construction unit without a certificate of occupancy or a 
certificate of completion for a rehabilitated unit.

7.	 KCDC may terminate assistance to a family because of any HQS or NSPIRE if applicable breach caused by the family.

8.	 During any abatement period, the family continues to be responsible for their share of the rent. The owner must not 
seek payment from the family for abated amounts and may not use the abatement as cause for eviction. KCDC or an 
independent inspection agency, will inspect abated units upon notification the work has been completed.

9.	 Pest Control Policy: The dwelling unit and its equipment must be free of vermin and rodent infestation. The unit is 
inspected before a tenant moves in and at least biennially.  The independent inspector will determine owner and tenant 
responsibility for any cited deficiency.

10.	 Bed Bug Policy: If owner has prior bed bug clearance initially, the tenant will be responsible for the bed bug clearance.

11.	 Pool Policy: KCDC will provide an addendum for both tenant and owner stating that no specific HQS or NSPIRE if 
applicable requirements are included for the pool other than failure to maintain the pool according to county/city/health 
department codes will result in an HQS or NSPIRE if applicable fail and no expressed liability will be construed from 
the HQS or NSPIRE if applicable inspection of the pool by KCDC or any subcontracted inspection company and the 
owner /resident will not hold KCDC liable in any way.

12.	 When  a structure type Mobile Home is installed on a solid foundation, the structure type will be changed to a house. 

13.	 Owners with units built before 1978 that are occupied or will be occupied with a child or children under six years of 
age, (excluding zero bedroom dwellings) must comply with HUD Lead Based Paint regulations at 24 CFR Part 35 and 
982.401.

B.	 Tenant Compliance enforcement with HQS or NSPIRE if applicable:

1.	 The family is responsible for a breach of the HQS or NSPIRE if applicable 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, but which are to be paid by the tenant;
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 or NSPIRE if applicable breach caused by the family is life threatening, the family must correct the defect 
within no more than 24 hours. KCDC may give a short extension (not more than 48 hours) whenever the responsible 
party cannot be notified or it is impossible to eliminate the problem or execute the repair within a 24 hour period. In 
those cases where there is leaking gas or a potential fire or other threat to public safety, and the responsible party 
cannot be notified or it is impossible to make the repair, proper authorities will be notified by KCDC. If the emergency 
repair item(s) are not corrected in the time period required, KCDC will take prompt and vigorous action to terminate 
assistance.
For other family-caused defects, the family must correct the defect within no more than 30 calendar days (or any 
KCDC-approved extension).

3.	 If KCDC or an independent inspection agency is unable to determine a unit’s deficiencies have been completed, 
KCDC will abate the owner’s payment until the deficiencies are cleared and take prompt action to enforce family 
obligations following the program requirements.

19.3 Exceptions To The HQS or NSPIRE if applicable Acceptability Criteria

KCDC has the following HQS requirements in addition to the minimum standards set by HUD:

A.	 At least one window screen per room is required unless the unit has central air conditioning, or the room has an air 
conditioner;

B.	 Fire extinguishers are required in unsprinklered multi-family dwellings;

C.	 Written verification from a qualified electrical or mechanical personnel if problems are found or suspected;
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D.	 Doors are required for bedroom entrances;

E.	 All bathroom doors must have locks;

F.	 Ample closet space must be available in all units;

G.	 Appliances must be reasonably clean;

H.	 Painting required if walls are heavily marred or soiled;

I.	 One dumpster per building for each building containing over four apartments and if refuse disposal facilities are determined 
inadequate;

J.	 The heating system must be capable of maintaining a minimum of 70 degrees  during cold weather;

K.	 Storm door, if present, must be in good condition (closer, handles, glass, screen);

L.	 Storm windows cannot be used as primary windows;

M.	No bars on at least one window per room if bars are present and there is no other egress;

N.	 Minimum bedroom size of 70 square feet (7 X 10);

19.4 Time Frames And Corrections Of HQS or NSPIRE if applicable Fail Items

A.	 Correcting Initial HQS or NSPIRE if applicable Fail Items:

KCDC, or an independent inspection agency, will conduct an initial inspection of the unit within a reasonable period after 
the family submits a Request for Tenancy Approval and the owner and family indicate the unit is ready for inspection. 
The owner and participant will be notified of the results of the inspection. If the unit fails HQS or NSPIRE if applicable the 
owner and the participant will be advised to notify KCDC or an independent inspection agency, to schedule a re-inspection 
when the repairs have been properly completed. Once the unit passes the inspection, KCDC or an independent inspection 
agency will notify the owner and participant of the results.

B.	 HQS or NSPIRE if applicable Fail Items for Units under Contract:

The owner or participant will be given time to correct the failed items cited on the inspection report for a unit already under 
contract. If the failed items endanger the family’s health or safety (using the emergency item list below), the owner or 
participant will be given 24 hours to correct the violations. For less serious failures, the owner or participant will be given 
up to 30 days to correct the failed item(s). If the unit fails HQS or NSPIRE if applicable, the owner and the participant will 
be advised to notify KCDC or an independent inspection agency to reschedule a re-inspection when the repairs have been 
properly completed.

For re-inspections that are not for an initial inspection, a life threatening inspection or an inspection that has more than 
ten deficiencies, KCDC may accept an owner certification of completed repairs signed by the owner and the tenant. If 
Independent Inspection Company or KCDC receive the completed self-certification form by the deadline date, the unit will 
pass inspection as of the date the completed form is received and the scheduled physical re-inspection will be cancelled.

If the owner fails to correct the items that failed HQS or NSPIRE if applicable after proper notification has been given, 
KCDC will abate payment and terminate the contract. If KCDC abates the payment and terminates the contract, the owner 
cannot rent the unit to the same tenant or a new tenant until the HQS or NSPIRE if applicable violation has been corrected.

If the participant fails to correct HQS or NSPIRE if applicable failed items that are family caused after proper notification 
has been given, KCDC will terminate assistance for the family.

C.	 Time frames for Corrections:

1.	 Emergency repair items must be abated within 24 hours.

2.	 Refrigerator, range and oven, or a major plumbing fixture supplied by the owner that is not serviceable must be done 
within 72 hours.

3.	 Extermination of rodent infestation must be done within 72 hours.

4.	 Non-emergency items must be completed within (30) days of the initial inspection.
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D.	 Extensions:

At the sole discretion of KCDC, extensions of up to 30 days may be granted to permit an owner to complete repairs 
if the owner has made a good faith effort to initiate repairs. Owner must call to ask for extension. If repairs are not 
completed within 60 days after the initial inspection date, KCDC will abate the rent and cancel the HAP contract for owner 
noncompliance. Appropriate extensions will be granted if a severe weather condition exists for such items as exterior 
painting and outside work for porches, steps, and sidewalks. Extensions may be granted for up to 120 days. Owners and 
tenants must call to ask for extensions or extensions will not be granted.

E.	 KCDC reserves the right to charge owners reasonable re-inspection fees if an owner notifies KCDC a repair has been 
made or the allotted time for repairs has elapsed and a re-inspection reveals that any deficiency cited in the previous 
inspection that the owner is responsible for was not corrected. The owner may not pass this fee on to the family.

19.5 Life Threatening Deficiencies/Emergency Fail Items

Life-threatening or emergency fail items are conditions which must be cured within 24 hours after written notice of the defects 
has been provided. Failure to do so may result in termination, suspension, or reduction of housing assistance payments and 
termination of the HAP contract. 

Life-threatening conditions/emergency fail items are defined as: 

A.	 Gas (natural or liquid petroleum) leak or fumes. A life-threatening condition under this standard is one of the following: 

1.	 A fuel storage vessel, fluid line, valve, or connection that supplies fuel to a HVAC unit is leaking; or 

2.	 A strong gas odor detected with potential for explosion or fire, or that results in health risk if inhaled. 

B.	 Electrical hazards that could result in shock or fire. A life-threatening condition under this standard is one of the following: 

1.	 A light fixture is readily accessible, is not securely mounted to the ceiling or wall, and electrical connections or wires 
are exposed; 

2.	 A light fixture is hanging by its wires; 

3.	 A light fixture has a missing or broken bulb, and the open socket is readily accessible to the tenant during the day to 
day use of the unit; 

4.	 A receptacle (outlet) or switch is missing or broken and electrical connections or wires are exposed; 

5.	 A receptacle (outlet) or switch has a missing or damaged cover plate and electrical connections or wires are exposed; 

6.	 An open circuit breaker position is not appropriately blanked off in a panel board, main panel board, or other electrical 
box that contains circuit breakers or fuses; 

7.	 A cover is missing from any electrical device box, panel box, switch gear box, control panel, etc., and there are 
exposed electrical connections; 

8.	 Any nicks, abrasions, or fraying of the insulation that expose conducting wire; 

9.	 Exposed bare wires or electrical connections; 

10.	Any condition that results in openings in electrical panels or electrical control device enclosures; 

11.	Water leaking or ponding near any electrical device; or 

12.	Any condition that poses a serious risk of electrocution or fire and poses an immediate life-threatening condition. 

13.	Electrical outlet smoking or sparking

C.	 Inoperable or missing smoke detector. A life-threatening condition under this standard is one of the following: 

1.	 The smoke detector is missing; or 

2.	 The smoke detector does not function as it should. 

3.	 Where there is not at least one working smoke alarm on each floor.
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4.	 The smoke detector is not hardwired or a 10-year non-rechargeable, sealed, tamper-resistant battery-powered smoke 
alarm device.

D.	 Interior air quality. A life-threatening condition under this standard is one of the following: 

1.	 The carbon monoxide detector is missing; or 

2.	 The carbon monoxide detector does not function as it should. 

E.	 Gas/oil fired water heater or heating, ventilation, or cooling system with missing, damaged, improper, or misaligned 
chimney or venting. A life-threatening condition under this standard is one of the following: 

1.	 The chimney or venting system on a fuel fired water heater is misaligned, negatively pitched, or damaged, which may 
cause improper or dangerous venting of gases; 

2.	 A gas dryer vent is missing, damaged, or is visually determined to be inoperable, or the dryer exhaust is not vented to 
the outside; 

3.	 A fuel fired space heater is not properly vented or lacks available combustion air; 

4.	 A non-vented space heater is present; 

5.	 Safety devices on a fuel fired space heater are missing or damaged; or 

6.	 The chimney or venting system on a fuel fired heating, ventilation, or cooling system is misaligned, negatively pitched, 
or damaged which may cause improper or dangerous venting of gases. 

F.	 Lack of alternative means of exit in case of fire or blocked egress. A life-threatening condition under this standard is one of 
the following: 

1.	 Any of the components that affect the function of the fire escape are missing or damaged; 

2.	 Stored items or other barriers restrict or prevent the use of the fire escape in the event of an emergency; or 

3.	 The building’s emergency exit is blocked or impeded, thus limiting the ability of occupants to exit in a fire or other 
emergency. 

G.	 Other interior hazards. A life-threatening condition under this standard is a fire extinguisher (where required) that is missing, 
damaged, discharged, overcharged, or expired. 

H.	 Deteriorated paint, as defined by 24 CFR 35.110, in a unit built before 1978 that is to be occupied by a family with a child 
under 6 years of age. This is a life-threatening condition only for the purpose of a condition that would prevent a family 
from moving into the unit. All other lead hazards reduction requirements, including the timeline for lead hazard reduction 
procedures, still apply including units where a child under the age of six has a confirmed Elevated Blood Lead Level (EBLL) 
that has been identified. 

I.	 No hot or cold Water

J.	 Owner provided Utilities

K.	 Inability to maintain adequate heat at 70 degrees

L.	 Major plumbing leak

M.	Broken Lock(s) on first floor doors or windows

N.	 Broken windows that allow weather elements into the unit

O.	 Unusable commode when only one commode is present in a unit

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

Q.	 Other conditions that pose an immediate threat to health and safety
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19.6 Abatement

When a unit fails to meet HQS or NSPIRE if applicable and the owner has been given an opportunity to correct the deficiencies, 
but has failed to do so within the required time frame, the rent for the dwelling unit will be abated.

For tenant-caused HQS or NSPIRE if applicable deficiencies, the owner will not be held accountable for tenant related repairs. 
The tenant is held to the same standard and time frames for correction of deficiencies as owners. If repairs are not completed 
by the deadline, KCDC will send a notice of termination to both the tenant and the owner. The tenant will be given the 
opportunity to request an informal hearing.

20. Reexamination
20.1 Changes In Lease Or Rent

If the participant and owner agree to any changes in the lease after the initial lease term (1 year), the owner must make the 
request 60 days prior to the end of the lease period which is usually the reexamination date. The lease, including any changes, 
must be according to this Administrative Plan. Owners must notify KCDC and the tenant of any changes in the amount of the 
rent at least sixty (60) days before the changes go into effect (reexamination date). If the owner is eligible for a   rent increase, 
only one increase per year will be permitted. If the rent increase is requested after reexamination, the owner may be required 
to wait until the next reexamination date to increase the rent. Any such changes are subject to KCDC determining them to 
be reasonable. KCDC reserves the right to only allow a 5% increase in a one year period without substantial upgrades to the 
property since the last inspection. If an owner has failed to request a rent increase in three (3) or more consecutive years from 
the initial lease signing date, a rent increase of up to 15% of the current contract rent may be considered. Assistance shall not 
be continued unless KCDC has approved a new tenancy in accordance with program requirements and has executed a new 
HAP contract with the owner if any of the following changes are made:

A.	 Requirements governing participant or owner responsibilities for utilities or appliances;

B.	 In the lease terms governing the term of the lease;

C.	 If the participant moves to a new unit, even if the unit is in the same building or complex.

D.	 If a new owner purchases the property where the tenant lives

KCDC reserves the right to mail the Tenancy addendum (form 52641-A) and the Housing Assistance Payments Contract 
(form 52641) to owners for signature as needed.

20.2 Annual Reexamination

At least annually, KCDC will conduct a reexamination of family income and circumstances. The results of the reexamination 
determine (1) the rent the family will pay, and (2) whether the family subsidy is correct based on the family unit size.

KCDC will send a notification letter to the family stating that it is time for their annual reexamination, which will include a 
scheduled date of when this is to be completed by. KCDC reserves to right to require online reexaminations. The reexamination 
notification letter will be sent to the tenant via United States Postal Service and required to be completed online, with all the 
required documents, within 14 days. The family may request reasonable accommodation if needed. 

The family will provide all information regarding income, assets, expenses and other information necessary to determine 
the family’s share of rent. If the household claims they have zero income, all adult members will be required to fill out the 
zero income questionnaire excluding the spouse of the head of household if they are also reporting no income. If one adult 
members of the family has income and the other adult does not, the other adult member will be required to fill out the income 
questionnaire.

KCDC reserves the right  to conduct annual  reviews of low income families’ income for eligibility requirements  every three 
years. After the initial review of any family with a  fixed income as defined by the HUD Secretary, KCDC  may  conduct 
subsequent reexaminations every three years as opposed to every year. Family will certify that income consists of fixed income 
at a level defined by the HUD Secretary.

The family will sign a HUD consent form and other consent forms that later will be mailed to the sources that will verify  family 
circumstances. Upon receipt of verification, KCDC will determine the family’s annual income and will calculate their family 
share. 
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NOTE: KCDC will revise what is included in Annual Income set forth in 5.609 and 5.611 for Adjusted income once 
Section 102 of HOTMA and Section 104 of HOTMA become effective. Also 982.516  family assets will be implemented  
once HOTMA is finalized.

20.2.1 Effective Date of Rent Changes for Annual Reexamination

The revised family share will generally be effective upon the anniversary date with 30-day notice of any rent increase to the 
family. If the rent determination is delayed due to a reason beyond the control of the family, any rent increase will be effective 
the first of the month after the month in which the family receives a 30 day notice of the amount. If the family caused the delay, 
then an increase will be effective on the anniversary date. If the revised rent is a reduction, the reduction will be effective as 
scheduled on the anniversary date. 

20.2.2 Missed Appointments

If the family misses the scheduled reexamination appointment and fails to reschedule the appointment, KCDC will consider 
the family to have violated a Family Obligation and their assistance may be terminated. If a second appointment is scheduled 
and the family misses the second appointment, the tenant must request an informal hearing. The hearing officer may allow 
the tenant to sign a statement of understanding that states if they miss another appointment, the assistance will automatically 
terminate.

If the assistance is terminated due to tenant not showing for appointment and the family contacts KCDC to dispute the 
termination, one more chance may be given, if the family can provide proof of an acceptable reason she/he missed the 
appointment. 

20.3 Interim Reexaminations

Interim reexaminations of the tenant’s portion of rent will be made at the request of the tenant due to changes in family income 
or other relative circumstances. Families may request an interim based on a decrease in income for any reason. The decrease 
must be in effect 30 days or more before the change can be made. Once a family requests a rent change that results in a 
reduction in the tenant portion of rent, the family may be reclassified as a Special Reporter as defined in Section 14.4 and 
all subsequent changes occurring prior to the next annual reexamination must be reported to KCDC within ten (10) days of 
occurrence. KCDC will adjust the housing assistance payments according to these verified changes. At each interim, when 
there is a reduction in income, KCDC will access the EIV system to run the New Hires Report.

Tenants are required to report all changes in family composition at the time of occurrence, even if the tenant portion of rent is 
not affected. When warranted, adjustments will be according to regulations. If the unit size is affected by the change in family 
composition, a voucher for the appropriate size unit will be issued at the time of the annual reexamination.

During an interim reexamination, only the information affected by the changes reported will be reviewed and verified. KCDC will 
not re-verify the income of other family members.

Any increase in family income due to employment must be from employment lasting more than thirty (30) days.

Families will not be required to report any increase in income or decreases in allowable expenses between annual 
reexaminations unless they are on special reporting as defined in Section 14.4.

Families are required to report the following changes to KCDC between regular reexaminations. These changes will trigger an 
interim reexamination.

A.	 A member has been added to the family through birth, adoption or court-awarded custody;

B.	 A household member is leaving or has left the family unit;

If the family member is an adult, the tenant must have proof where the moving adult will reside. Proof may include a picture 
ID that matches the new address,  a change of address form, a lease or bills showing the new address. If a child is being 
removed, KCDC requires proof where the child will reside such as school documentation or custody papers, food stamp 
(if applicable) verification the child has been removed from the food stamp case, or as a last resort, a notarized statement 
who will have custody of the child.

C.	 Family breakup;

In circumstances of a family break-up, KCDC will make a determination of which family member will retain the voucher, 
taking into consideration the following factors:
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1.	 To whom the voucher was issued;

2.	 The interest of the minor children or of ill, elderly, or disabled family members;

3.	 In regards to custody of the child when there is a family split, the person who receives residential custody will be the 
person considered to have custody of the child when determining voucher size. Under extenuating circumstances 
notarized statement will be permitted.

4.	 Whether the assistance should remain with the family members remaining in the unit; or 

5.	 Whether the family members were forced to leave the unit as a result of actual or threatened physical violence by a 
spouse or other member(s) of the household.

If a court determines the disposition of property between members of the assisted family in a divorce or separation under a 
settlement of judicial decree, KCDC will be bound by the court’s determination of which family members continue to receive 
assistance in the program.

Because of the number of possible different circumstances in which a determination will have to be made, KCDC will make 
determinations on a case-by-case basis.

KCDC will issue a determination within ten (10) business days of the request for a determination. The family member requesting 
the determination may request an informal hearing in compliance with the informal hearings in Section 19.

If an adult is added to the lease, they will be required to sign a lease addendum with the owner of the property  to be added to 
the lease. To add a household member other than through birth or adoption, the family must request that the new member be 
added to the lease. Before adding the new member to the lease, the individual must complete an application form stating their 
income, assets, and all other information required of an applicant. The individual must provide their original Social Security 
card within ten (10) days and must verify their citizenship/eligible immigrant status (Their housing will not be delayed due to 
delays in verifying eligible immigrant status other than delays caused by the family). The new family member will go through the 
screening process similar to the process for applicants. KCDC will determine the eligibility of the new member before allowing 
the person(s) to be added to the lease. The person will not be added until the eligibility is determined and the original Social 
Security card is obtained. If the individual is found to be ineligible or does not pass the screening criteria, they will be advised in 
writing and given the opportunity for an informal review. If they are found to be eligible and do pass the screening criteria, KCDC 
will grant approval to add their name to the lease. The tenant must provide documentation from the owner that the person to 
be added can be added to the lease. At the same time, the family’s annual income will be recalculated taking into account the 
income and circumstances of the new family member. The effective date of the new rent will be according to paragraph below 
17.4.1.

D.	 Earned Income Disallowance families:

Tenants whose disabled family member’s income is being disallowed under the Earned Income Disallowance provision 
must attend an interim reexamination at the end of the 12 cumulative month’s 100% disallowance and again at the end of 
the next 12 month cumulative month’s 50% disallowance.

Effective January 1, 2024, HOTMA properly and correctly removed the statutory authority for Earned Income Disallowance 
(EID), so HUD cannot retain the disallowance once the statutory change is in effect, which will be upon the effective date of 
this final rule. However, HUD agrees that if a family is receiving a disallowance of increase in annual income in accordance 
with §§ 5.617(c) and 960.255(b) on this final rule’s effective date, participants should be able to benefit from EID for the full 
24 months. Therefore, this final rule retains the regulations for EID for this time period. However, the EID will be available 
only to families that are eligible for and participating in the program on the effective date of the final rule; no new families 
may be added.

E.	 Death of a Participant:

In regards to the death of a participant – HAP will cease at the end of the month that the Head of House deceased. If there 
are minor children in the house, the voucher may be obtained by an eligible guardian of the minors or if there is another 
adult on the lease, the voucher may be obtained by the adult, except in the case of a live-in aide. The live-in aide cannot 
obtain the voucher to remain in the unit.

For Deceased Head of Household transfers, the process will be as follows:

1.	 In order to transfer the voucher to another adult household member, the transfer must be completed within 30 days 
from the date of the deceased head of household’s death or the voucher automatically terminates.

2.	 In order to transfer the voucher to a person who gains guardianship of any minor children in the household, the 
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transfer must be completed within 90 days from the date of the deceased head of household’s death or the voucher 
automatically terminates.

F.	 Online Reexaminations and Interim Reexaminations – KCDC reserves the right to require online Annual Reexaminations 
and online Interim Reexaminations

20.4 Special Reexaminations

KCDC will make a determination if a tenant should be classified as a special reporter. Unstable income is defined as income 
that is expected to change or end in the next 12 months. If a family’s income is too unstable to project for 12 months, including 
families that temporarily have no income or have a temporary decrease in income, KCDC will require their status to be a special 
reporter. When one member of the family has stable income but the other adult member of the family does not, the family will 
be a special reporter until both adult members of the household have stable income. If a family has income over $14,500 or 
if a family head of house has income from SS, SSI or Pension regardless whether the family has a spouse or other co-head 
without income, they will be an annual and not a special reporter. Any new or additional income must be reported within ten 
days to KCDC. If a tenant fails to report their change of income during their special reporter status, they will be charged with a 
retroactive back-charge and may risk losing their assistance. If the household claims they have zero income, all adult members 
will be required to fill out the zero income questionnaire excluding the spouse of the head of household if they are also reporting 
no income. If one adult members of the family has income and the other adult does not, the other adult member will be required 
to fill out the income questionnaire. 

20.4.1 Effective Date of Rent Changes Due to Interim or Special Reexaminations

Families are not required to, but may at any time, request an interim reexamination based on a decrease in income, an increase 
in allowable expenses, or other changes in family circumstances. Families may request an interim based on a decrease in 
income for any reason. The decrease must be in effect for 30 days or more before the change can be made. Upon such 
request, KCDC will take timely action to process the interim reexamination and recalculate the family share. In the  case of a  
newly sign lease, no income change can be made for 30 days from the lease sign date. 

Unless there is a delay in reexamination processing caused by the family, any rent increase will be effective the first of the 
second month after the month in which the family receives notice of the new rent amount. If the family causes a delay, the 
rent increase will be effective on the date it would have been effective had the process not been delayed (even if this means 
retroactive increase).

If the new rent is a reduction and any delay is beyond the control of the family, the reduction will be effective the first of the 
month after the interim reexamination should have been completed. This may cause a back payment to the owner for the 
tenant’s reduction in tenant share of rent. 

If the new rent is a reduction and the family caused the delay or did not report the change timely, the change will be effective 
the first of the month after the rent amount is determined. KCDC will run a New Hires report from EIV system when there is a 
request for a reduction in rent.

20.5 Retroactive Charges

Retroactive charges will be assessed in all cases where the proper rent or monthly payment has not been charged for whatever 
reason, except KCDC error. Retroactive charges shall be assessed for the total amount that should have been paid had the 
proper information been received by KCDC and/or the proper rent or monthly payment charges made. The tenant will be 
terminated from the program in cases of misrepresentation. If the amount of the retroactive charge is more than $2400, a 
repayment agreement will not be executed and the tenant will be terminated. If the amount of the retroactive charge is more 
than $2400, the tenant will be terminated. 

In cases of termination, a tenant will have a right to an informal hearing. At this time, they can agree to pay the full amount 
owed if there is not a current active repay agreement or pay the amount down to $2,400. Anyone with charges of $2,400 or less 
may be allowed to enter into an agreement to pay, if there is not a current repay agreement, and depending upon the amount 
owed, may have up to 24 months to pay. If a tenant signs a repay agreement and defaults, the assistance will be terminated. 
The tenant may request a hearing. The hearing officer may allow them to enter into a statement of understanding stating if they 
ever miss another payment, their assistance will terminate automatically with no opportunity for a hearing. Failure to enter into 
the agreement will result in termination of assistance. Failure to show for the appointment to sign the promissory agreement will 
result in termination of assistance. 

The household may not enter into more than one (1) repay agreements during program participation. If a tenant is terminated 
for failing to sign or pay on a promissory and wants to reapply, the amount must be paid in full and the family must prove they 
have lived in the community for three (3) years in good standing before an application can be submitted for any KCDC Section 
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8 program. If the applicant files a bankruptcy to dismiss the amount owed to KCDC, the applicant must provide proof they have 
lived in the community in good standing for three (3) years.

If a family’s income wasn’t reported and the unreported income would have caused KCDC to stop housing assistance payments 
and the family to pay all their own rent for six months, KCDC will calculate the rent, calculate a back charge and terminate 
assistance after a 30 day notice since the HAP should have stopped six months after the last housing assistance payment to 
owner.

Participants requesting to exercise portability (outside KCDC’s jurisdiction) must pay any monies owed in full prior to being 
issued a portability voucher

21. Termination Of Assistance To The Family By KCDC
KCDC may at any time terminate program assistance for a participant because of any of the following actions or inactions by the 
household:

A.	 If the family or any family member violates any family obligations under the program;

B.	 If the family or a family member fails to sign and submit consent forms;

C.	 If the family or a family member fails to establish citizenship or eligible immigration status and is not eligible for or does not 
elect continuation of assistance, proration of assistance, or temporary deferral of assistance. If KCDC determines that a 
family member has knowingly permitted an ineligible noncitizen (other than any ineligible noncitizen listed on the lease) to 
permanently reside in their Section 8 unit, the family’s 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 family member has ever been evicted from public housing;

E.	 If KCDC has ever terminated assistance under the Voucher Program for any family member;

F.	 If any family member or guest of the resident as well as any person under the resident’s control commits or engages in 
drug-related or violent criminal activity on or near the premises; has weapons or illegal drugs seized by a law enforcement 
officer; or manufactures methamphetamine on the premises; For three day evictions a police report is required from the 
owner.

G.	 If any family member commits fraud, bribery, or any other corrupt or criminal act in connection with any federal housing 
program. If a family is terminated for fraud, they cannot reapply for assistance until they pay (if applicable) what they owe 
and they have lived in the community for a period of three years without fraud or any corrupt or criminal activity.

H.	 If any family member  currently owes rent or other amounts to KCDC or to another housing agency in connection with 
Section 8 or public housing assistance under the 1937 Act;

I.	 If the family or any family member has not reimbursed any housing agency 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;

J.	 If the family breaches an agreement with KCDC to pay amounts owed to a housing agency or amounts paid to an owner by 
a housing agency. 

K.	 If any family member has engaged in or threatened abusive or violent behavior toward housing agency personnel;

L.	 If any household member is registered under a sex offender registration program;

M.	 If a household member’s illegal use (or pattern of illegal use) of a controlled substance, or whose abuse (or pattern of 
abuse) of alcohol, is determined by KCDC to interfere with the health, safety, or right to peaceful enjoyment of the premises 
by other residents;

N.	 A family may be terminated if the family commits any serious or repeated violation of the lease. A family who causes 
$500 in damages to a unit or commits any serious or repeated violations of the lease may be terminated from the Section 
8 Housing Choice Voucher Program and will be ineligible for KCDC assisted housing for three years from the date of 
termination. After three years, the family must demonstrate they have lived in the community without damaging property 
or without eviction for any serious or repeated violations of a lease to establish eligibility for KCDC assisted housing. The 
proof of the $500 in damages will be derived from court documentation provided by the property owners. The damage 
documentation must be provided to KCDC within 30 days of move-out. During court negotiations, the family’s assistance 
may not be terminated.
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If the final outcome determines the family owes more than $500 in damages, the family assistance may be terminated. If 
the family receives an agreement through court proceedings to repay the owner for damages, the family assistance may  
not be terminated. If the family defaults on the repay agreement through the courts and the owner provides documentation 
within 30 days, the assistance may be terminated at that time. If no court negotiations are necessary to determine damages 
and the family and owner negotiate a repay agreement, the family assistance may not be terminated; however, if the family 
defaults on the repay agreement and the owner can provide documentation of the default, the family assistance may  
terminate at that time.

A family who is evicted through court procedures for non-payment of rent or other serious or repeated violations of the 
lease may be terminated from the program. However, if the family who is evicted through court procedures receives an 
agreement through court procedures to repay the owner for rent or the court procedure is dismissed, the family assistance 
may not be terminated through KCDC. If the family defaults on the repay agreement through the courts  and the owner 
provides documentation of the default within 30 days, the assistance may be terminated at that time. The family may be 
ineligible for KCDC assisted housing for three years from the date of termination. After three years, to establish eligibility for 
KCDC assisted housing, the family must demonstrate they have lived in the community without eviction for non-payment of 
rent or other serious or repeated violations of the lease.

Per HUD regulations, all housing terminations and debts owed will be added in the Debts Owed and Termination section of 
Enterprise Income Verification (EIV) system.

O.	 If the family misses the scheduled inspection and fails to reschedule the inspection, KCDC will consider the family to 
have violated a family obligation and their assistance may be terminated. If the family calls to request an informal hearing 
to dispute the termination, one more chance may be given and the family may be obligated to sign a statement of 
understanding stating if they ever miss another appointment for inspection, they may lose their assistance. KCDC reserves 
the right to charge a missed appointment fee.

P.	 If the family misses their scheduled recertification appointment and fails to reschedule the appointment, KCDC will 
consider the family to have violated a family obligation and their assistance may be terminated. If a second appointment is 
scheduled and the family misses the second appointment, the tenant must request an informal hearing. The hearing officer 
may allow the tenant to sign a statement of understanding that states if they miss another appointment, the assistance will 
terminate. Once a statement of understanding is signed, it will remain in effect for 24 months.

If the assistance is terminated due to the tenant not showing for their appointment and the family contacts KCDC to dispute 
the termination, one more chance may be given, if the family can provide proof of an acceptable reason she/he missed the 
appointment. 

Q.	 Misrepresentation: if, at any time, KCDC learns that a tenant made any misrepresentation to be eligible for assistance, 
the tenant’s assistance may be terminated. A tenant’s misrepresentation that results in a lower portion of tenant rent than 
should have been paid will result in the tenant being required to pay the difference between that amount and the amount 
that should have been paid. In justifiable cases, KCDC may take such action as it deems reasonable.

21.1 Victim of Domestic Violence, Economic Abuse, or Technological Abuse

In accordance with the Violence Against Women Act (VAWA), KCDC will not terminate a tenant’s assistance who is a certified 
victim of an actual or threatened incident of domestic abuse as defined by the Act. Also, KCDC will not terminate a tenant’s 
assistance who is a certified victim for criminal activity that is directly related to domestic abuse. KCDC may terminate a tenant’s 
assistance who is a victim if there is an actual and immediate threat of harm to others or for other lease violations not based on 
domestic, economic, or technological abuse. KCDC may terminate assistance if, after the tenant removes the abuser from the 
lease, the tenant allows the abuser to move back in. 

KCDC will give a tenant 14 business days after written request to certify victim status either by:

1.	 Completing and submitting to KCDC the HUD certification form 5382 (which is available at the Rental Assistance 
office); or 

2.	 Providing KCDC with documentation 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, economic, 
and/or technological abuse or the effects of the abuse (this certification must be sworn under penalty of perjury); or

3.	 Producing a Federal, State, or local police or court record. 

Definitions as used in this Policy:

A.	 Domestic Violence - The term ‘domestic violence’ includes felony or misdemeanor crimes committed by a current or former 
spouse or intimate partner of the victim under the family or domestic violence laws of the jurisdiction receiving grant funding 
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and, in the case of victim services, includes the use or attempted use of physical abuse or sexual abuse, or a pattern of 
any other coercive behavior committed, enabled, or solicited to gain or maintain power and control over a victim, including 
verbal, psychological, economic, or technological abuse that may or may not constitute criminal behavior, by a person who;

1.	 is a current or former spouse or intimate partner of the victim, or person similarly situated to a spouse of the victim;

2.	 is cohabitating, or has cohabitated, with the victim as a spouse or intimate partner;

3.	 shares a child in common with the victim; or

4.	 commits acts against a youth or adult victim who is protected from those acts under the family or domestic violence 
laws of the jurisdiction.

B.	 Economic Abuse:

The term ‘economic abuse’, in the context of domestic violence, dating violence, and abuse in later life, means behavior 
that is coercive, deceptive, or unreasonably controls or restrains a person’s ability to acquire, use, or maintain economic 
resources to which they are entitled, including using coercion, fraud, or manipulation to—

1.	 restrict a person’s access to money, assets, credit, or financial information; 

2.	 unfairly use a person’s personal economic resources, including money, assets, and credit, for one’s own advantage; or 

3.	 exert undue influence over a person’s financial and economic behavior or decisions, including forcing default on joint 
or other financial obligations, exploiting powers of attorney, guardianship, or conservatorship, or failing or neglecting to 
act in the best interests of a person to whom one has a fiduciary duty.

C.	 Technological Abuse:

The term ‘technological abuse’ means an act or pattern of behavior that occurs within domestic violence, sexual assault, 
dating violence or stalking and is intended to harm, threaten, intimidate, control, stalk, harass, impersonate, exploit, extort, 
or monitor, except as otherwise permitted by law, another person, that occurs using any form of technology, including but 
not limited to: internet enabled devices, online spaces and platforms, computers, mobile devices, cameras and imaging 
programs, apps, location tracking devices, or communication technologies, or any other emerging technologies.

KCDC will provide the following documents at the time of leasing for new tenants, when a Notice to Vacate/Termination of 
Assistance has been issued and/or when an applicant has been denied housing assistance: 

1.	 Notice of Occupancy Rights (HUD-5380), 

2.	 Certification of Domestic Violence, Dating Violence, Sexual Assault or Stalking, and Alternate Documentation form 
(HUD-5382), and a 

3.	 Comprehensive listing of assistance providers within the Knoxville area. 

D.	 Dating violence means violence committed by a person: 

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

2.	 Where the existence of such a relationship shall be determined based on a consideration of the following factors: 
a.	 The length of the relationship;
b.	 The type of relationship; and
c.	 The frequency of interaction between the persons involved in the relationship

E.	 Domestic violence includes: 

1.	 felony or misdemeanor crimes of violence committed by a current or former spouse or intimate partner of the victim, by 
a person with whom the victim shares a child in common, by a person who is cohabitating with or has cohabitated with 
the victim as a spouse or intimate partner, by a person similarly situated to a spouse of the victim under the domestic 
or family violence laws of the jurisdiction receiving grant monies, or by any other person against an adult or youth 
victim who is protected from that person’s acts under the domestic or family violence laws of the jurisdiction. 

2.	 The term “spouse or intimate partner of the victim” includes a person who is or has been in a social relationship of a 
romantic or intimate nature with the victim, as determined by the length of the relationship, the type of the relationship, 
and the frequency of interaction between the persons involved in the relationship.
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F.	 Sexual assault means:

1.	 any nonconsensual sexual act proscribed by Federal, tribal, or State law, including when the victim lacks capacity to 
consent. 

E.	 Stalking means:

1.	 engaging in a course of conduct directed at a specific person that would cause a reasonable person to: 
a.	 Fear for the person’s individual safety or the safety of others; or 
b.	 Suffer substantial emotional distress. 

KCDC maintains an Emergency Transfer Plan and an Emergency Transfer Request form for existing tenants. Additionally, 
KCDC actively refers victims of domestic violence to the Knoxville Family Justice Center which houses multiple agencies 
that provide coordinated services to victims of domestic, economic, or technological abuse. 

Any current tenant who is a victim of domestic, economic, or technological abuse will be allowed the opportunity for an 
emergency relocation upon completing the Relocation Request Form HUD-5383. A domestic, economic, or technological 
abuse victim will have 60 days to use the voucher for relocation and may be permitted an extension of 60 additional days 
upon request.

C.	 Additional VAWA Protections:

1.	 Prohibition on Retaliation:  

It is illegal for a public housing agency (PHA) or owner or manager of covered housing to discriminate against any 
person because that person has opposed any act or practice made unlawful by VAWA’s housing provisions, or 
because that person testified, assisted, or participated in any related matter. It is illegal for a PHA or owner or manager 
of covered housing to coerce, intimidate, threaten, interfere with, or retaliate against any person who exercises or 
assists or encourages a person to exercise any rights or protections under VAWA’s housing provisions.

2.	 Right to Report Crime and Emergencies: 

Landlords, homeowners, tenants, residents, occupants, and guests of, and applicants for, housing shall have the 
right to seek law enforcement or emergency assistance on their own behalf or on behalf of another person in need of 
assistance. This also prohibits penalizing or threatening to penalize persons because they request assistance or report 
criminal activity of which they are a victim or otherwise not at fault under the laws or policies adopted or enforced by 
“covered governmental entities.” 

3.	 This provision further requires that covered governmental entities report on their laws or policies, or their subgrantees’ 
laws or policies, that penalize protected persons based on requests for law enforcement or emergency assistance 
or based on criminal activity that occurred at a property.’8 These entities must also certify compliance with these 
protections or explain how they will come into compliance or ensure compliance among subgrantees within 180 days 
of submitting the report to HUD.

KCDC maintains an Emergency Transfer Plan and an Emergency Transfer Request form for existing tenants. Additionally, 
KCDC actively refers victims of domestic violence to the Knoxville Family Justice Center which houses multiple agencies 
that provide coordinated services to victims of domestic, economic, or technological abuse. 

Any current tenant who is a victim of domestic, economic, or technological abuse will be allowed the opportunity for an 
emergency relocation upon completing the Relocation Request Form HUD-5383. A domestic, economic, or technological 
abuse victim will have 60 days to use the voucher for relocation and may be permitted an extension of 60 additional days 
upon request.

22. Complaints, Informal Reviews For Applicants, Informal Hearings For Participants
22.1 Complaints

KCDC will investigate and respond to complaints by participant families, owners, and the public. KCDC may require that 
complaints be put in writing. Anonymous complaints are investigated to the extent possible.

If a family has an HQS or NSPIRE if applicable complaint, they must call the owner. For non-emergencies, the family should 
send the complaint in writing to the owner and KCDC.



KCDC’S ADMINISTRATIVE PLAN FOR SECTION 8 81

22.2 Informal Review For Applicant

A.	 Informal Review for the Applicant:

KCDC will give an applicant for participation in the Section 8 Program prompt notice of a decision denying assistance to 
the applicant. The notice will contain a brief statement of the reasons for KCDC’s decision. The notice will state that the 
applicant may request an informal review with a KCDC hearing officer within ten (10) business days of the denial and will 
explain who to contact and how to obtain the informal review.

B.	 When an Informal Review is Not Required:

KCDC will not provide the applicant an opportunity for an informal review for any of the following reasons:

1.	 A determination of the family unit size under KCDC subsidy standards;

2.	 A determination not to approve an extension or suspension of a voucher term;

3.	 A determination not to grant approval to lease a unit under the program or to approve a proposed lease;

4.	 A determination that a unit selected by the applicant is not in compliance with HQS or NSPIRE if applicable;

5.	 A determination that the unit is not in compliance with HQS or NSPIRE if applicable because of family size or 
composition;

6.	 General policy issues or class grievances;

7.	 Discretionary administrative determinations by KCDC; or

8.	 If an applicant fails to show for their appointment for an informal review, they cannot reschedule after the missed 
appointment date. If they try to come in after the missed appointment date, they will not be seen and the denial of 
assistance will be upheld. Rescheduled appointments may be approved due to unforeseen circumstances only. 

C.	 Informal Review Process:

KCDC will grant an applicant an opportunity for an informal review of KCDC decisions denying assistance to the applicant. 
The procedure is as follows:

1.	 The review will be conducted by any person or persons designated by KCDC other than the person who made or 
approved the decision under review or a subordinate of this person;

2.	 The applicant will be given an opportunity to present written or oral objections to KCDC’s decision; and

3.	 KCDC will notify the applicant of KCDC’s decision after the informal review within 14 calendar days. The notification 
will include a brief statement of the reasons for the final decision.

D.	 Informal Review Procedures for Denial of Assistance on the Basis of Ineligible Immigration Status:

The applicant family may request that KCDC provide for an informal review after the family has notification of the INS 
decision on appeal, or in lieu of request of appeal to the INS. This request must be made by the applicant family within 30 
days of receipt of the Notice of Denial or Termination of Assistance or within 30 days of receipt of the INS appeal decision.

For the applicant family, the Informal Hearing Process above will be utilized with the exception that the applicant family will 
have up to 30 days of receipt of the Notice of Denial or Termination of Assistance or of the INS appeal decision to request 
the review..

E.	 Informal Review Procedures for Denial of Assistance on the Basis of Drug Activity:

In determining whether to provide assistance, KCDC will consider verifiable evidence of whether the household member(s):

1.	 Has successfully completed a supervised drug or alcohol rehabilitation program (as applicable) and is no longer 
engaging in the illegal use of a controlled substance or abuse of alcohol;

2.	 Has otherwise been rehabilitated successfully and is no longer engaging in the illegal use of a controlled substance or 
abuse of alcohol; or

3.	 Is participating in a supervised drug or alcohol rehabilitation program and is no longer engaging in the illegal use of a 
controlled substance or abuse of alcohol.
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F.	 KCDC may make an adverse housing decision based on the conduct underlying an arrest if the conduct indicates the 
individual is not suitable for tenancy and KCDC has sufficient evidence other than the fact of arrest that the individual 
engaged in the conduct. The conduct, not the arrest, is what is relevant for admission and tenancy decisions.

G.	 In the cases described in paragraphs 16.2(C)(D)(E) and (F) of this Section, KCDC will notify the family that the family may 
ask for an explanation of the basis of KCDC’s determination.

22.3 Informal Hearings For Participants

A.	 When a Hearing is Required:

1.	 KCDC will give a participant family an opportunity for an informal hearing to consider whether the following KCDC 
decisions relating to the individual circumstances of a participant family are according to the law, HUD regulations, and 
KCDC policies:
a.	 A determination of the family’s annual or adjusted income and the use of such income to compute the housing 

assistance payment;
b.	 A determination of the appropriate utility allowance (if any) for tenant-paid utilities from KCDC’s utility allowance 

schedule;
c.	 A determination of the family unit size under KCDC subsidy standards;
d.	 A determination that a Housing Choice Voucher Program family is residing in a unit with a larger number of 

bedrooms than appropriate for the family unit size under KCDC occupancy standards, or KCDC determination to 
deny the family’s request for an exception from the standards;

e.	 A determination to terminate assistance for a participant family because of the family’s action or failure to act;
f.	 A determination to terminate the rental assistance because the participant family has been absent from the assisted 

unit for longer than the maximum period permitted under KCDC policy and HUD rules.

2.	 In cases described in paragraph 16/3(A) of this Section, KCDC will give the opportunity for an informal hearing before 
KCDC terminates housing assistance payments for the family..

3.	 If a tenant fails to show for their appointment for an informal hearing, they cannot reschedule after the missed 
appointment date. If they try to come in after the missed appointment date, they will not be seen and the termination 
will be upheld. A tenant may be rescheduled due to unforeseen circumstances only. 

NOTE:  KCDC  reserves the right to conduct Informal Hearings for Participants telephonically, via video-
teleconferencing, web cast or through other virtual platforms absent a request by a party for an in-person 
hearing. KCDC will ensure that electronic information stored or transmitted is secure and meets the 
requirements for accessibility for persons with disabilities and persons with LEP.  KCDC will follow guidance 
outlined in PIH notice 2020-32. 

B.	 When a Hearing is Not Required:

KCDC will not provide a participant family an opportunity for an informal hearing for any of the following reasons:

1.	 Discretionary administrative determinations by KCDC;

2.	 General policy issues or class grievances;

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

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

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

6.	 A determination that an assisted unit is not in compliance with HQS or NSPIRE if applicable. (However, KCDC may 
provide the opportunity for an informal hearing for a decision to terminate assistance for a breach of the HQS or 
NSPIRE if applicable caused by the family);

7.	 A determination that the unit is not in compliance with HQS or NSPIRE if applicable because of the family size;

8.	 A determination by KCDC to exercise or not exercise any right  or remedy against the owner under a HAP contract;

9.	 An existing tenant has signed a statement of understanding for missed appointments or missed inspections.
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C.	 Notice to the Family:

1.	 In the cases described in paragraph 16/3(A) of this Section, KCDC will give the family prompt written notice that the 
family may request a hearing within ten (10) business days of the notification. The notice will:
a.	 Contain a brief statement of the reasons for the decision; and 
b.	 State if the family does not agree with the decision, the family may request an informal hearing on the decision 

within ten (10) business days of the notification. The letter will instruct the tenant how to ask for a hearing and who 
to contact

22.4 Informal Hearing/Review Procedures

KCDC, applicants and participants will adhere to the following procedures:

A.	 Discovery:

1.	 The family will be given the opportunity to examine before the review/hearing any KCDC documents that are directly 
relevant to the review/hearing. The family will be allowed to copy any such document at the family’s expense. If 
KCDC does not make the document(s) available for examination on request of the family, KCDC may not rely on the 
document at the review/hearing.

2.	 KCDC will be given the opportunity to examine, at KCDC’s offices before the review/hearing, any family documents 
that are directly relevant to the review/hearing. KCDC will be allowed to copy any such document at KCDC’s expense. 
If the family does not make the document(s) available for examination on request of KCDC, the family may not rely on 
the document(s) at the review/hearing.
Note: The term document includes records and regulations.

3.	 If review/hearing had previously been decided through another review/hearing officer for the same violation, the tenant 
is not required to have another review/hearing.

B.	 Representation of the Family:

At its own expense, a lawyer or other representative may represent the family. Applicant/Tenant must provide a list of any 
representative or witness they will have at the review/hearing.

C.	 Review/Hearing Officer:

1.	 The review/hearing will be conducted by any person or persons designated by KCDC, other than a person who made 
or approved the decision under review or a subordinate of this person.

2.	 The person who conducts the review/ hearing will regulate the conduct of the review/hearing according to KCDC 
hearing procedures.

D.	 Evidence:

KCDC and the family must have the opportunity to present evidence and may question any witnesses. Evidence may be 
considered without regard to admissibility under the rules of evidence applicable to judicial proceedings.

When reviewing evidence, KCDC will take into consideration how many arrests in a certain period of time, if convicted, 
how long ago, the preponderance of evidence meaning 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 the fact sought to be proved is more 
probable than not and credible evidence which would be provided by the police or court system such as drug raids, drugs 
found in dwelling units, evidence which is tied to the activity, arrest warrant issued, etc. 

E.	 Issuance of Decision:

The person who conducts the review/hearing must issue a written decision within 14 calendar days from the date of the 
review/hearing, stating briefly the reasons for the decision. Factual determinations relating to the individual circumstances 
of the family shall be based on a preponderance of the evidence presented at the review/hearing.

F.	 Effect of the Decision:

KCDC is not bound by a review/hearing decision:
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1.	 Concerning a matter for which KCDC is not required to provide an opportunity for an informal review/hearing under this 
Section or that otherwise exceeds the authority of the person conducting the review or hearing under KCDC review/
hearing procedures;

2.	 Contrary to HUD regulations or requirements or otherwise contrary to federal, state, or local law; or

3.	 If KCDC determines that it is not bound by a review/hearing decision, KCDC will notify the family within 14 calendar 
days of the determination and of the reasons for the determination.

G.	 Considering Circumstances in informal hearing:

In deciding whether to terminate assistance because of action or inaction by members of the family, KCDC may consider 
all circumstances in each case, including the seriousness of the case, the extent of participation or culpability of individual 
family members, and the effects of denial or termination of assistance on other family member who were not involved in the 
action or failure. KCDC will also consider the effect on the community of the termination, or of KCDC’s failure to terminate 
assistance, the effect of KCDC’s decision on the integrity of the Section 8 program, the demand for housing by eligible 
families who will adhere to tenant responsibilities, the extent to which the tenant has shown personal responsibility and 
whether they have taken all reasonable steps to prevent or mitigate the offending action and the length of time since the 
violation occurred, the family’s recent history and the likelihood of favorable conduct in the future.

KCDC may impose, as a condition of continued assistance for other family members, a requirement that family members 
who participated in or were culpable for the action or failure will not reside in the unit. KCDC may permit the other members 
of a participant family to continue receiving assistance.

If KCDC seeks to terminate assistance because of illegal use, or possession for personal use, of a controlled substance, 
or pattern of abuse of alcohol, such use or possession or pattern of abuse must have occurred within one year before the 
date that KCDC provides notice to the family of KCDC’s decision to deny or terminate assistance. If violation was older 
than one year, assistance may not be terminated but will be addressed on a case by case basis. In determining whether to 
terminate assistance for these reasons KCDC will consider evidence of whether the household member:

1.	 Has successfully completed a supervised drug or alcohol rehabilitation program (as applicable) and is no longer 
engaging in the illegal use of a controlled substance or abuse of alcohol;

2.	 Has otherwise been rehabilitated successfully and is no longer engaging in the illegal use of a controlled substance or 
abuse of alcohol; or

3.	 Is participating in a supervised drug or alcohol rehabilitation program and is no longer engaging in the illegal use of a 
controlled substance or abuse of alcohol.

H.	 Informal Hearing Procedures for Denial of Assistance on the Basis of Ineligible Immigration Status

The participant family may request that KCDC 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. This request must be made by the participant family within 30 
days of receipt of the Notice of Denial or Termination of Assistance or within 30 days of receipt of the INS appeal decision.

For the participant families, the Informal Hearing Process above will be utilized with the exception that the participant family 
will have up to 30 days of receipt of the Notice of Denial or Termination of Assistance or of the INS appeal decision to 
request the hearing.

23. Termination Of The Lease And Contract
The term of the lease and the term of the HAP contract are the same. They begin on the same date, and they end on the same 
date. The lease may be terminated by the owner, the tenant, or by the mutual agreement for extenuating circumstances. The 
owner may only terminate the contract by terminating the lease. The HAP contract may be terminated by KCDC. Under some 
circumstances the contract automatically terminates.

KCDC may terminate the HAP contract if  it is determined there is insufficient funding. KCDC may terminate a HAP contract with 
a 30-day notice to the landlord and tenant after the date it is determined there is insufficient funding to continue the HAP contract. 
KCDC will terminate the tenants who have been on the program the shortest period of time, first. Homeownership participants,  
HUD VASH and Project Based Voucher participants will be the last terminated. KCDC will add the families being terminated back 
to the top of the waiting list starting with the Homeownership participants, Project Based Voucher participants, VASH participants, 
and the families terminated who had been on the program the shortest period of time will follow them on the waiting list. Once 
funding resumes, the families will be offered a voucher based on the above status of  the waiting list. KCDC will not terminate any 
vouchers until it has exhausted all other funding shortfall measures to avoid terminations. 
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A.	 Termination of the Lease

1.	 By the family:
a.	 The family may terminate the lease without cause upon proper notice to the owner and to KCDC after the initial 

lease term. The length of the notice that is required is stated in the lease (generally 30 days).
b.	 When KCDC receives a 30-day notice, if the notice was received on the first day of the month the notice will end 

the last day of that month.  If the notice is signed after the first day of the month the notice will end the last day of 
the next month.

2.	 By the owner:
a.	 The owner may terminate the lease during its term on the following grounds:

i.	 Serious or repeated violations of the terms or conditions of the lease;
ii.	 Violation of federal, state, or local law that imposes obligations on the tenant in connection with the occupancy 

or use of the unit and its premises;
iii.	 Criminal activity by the household, a guest, or another person under the control of the household that threatens 

the health, safety, or right to peaceful enjoyment of the premises by other persons residing in the immediate 
vicinity of the premises; For a three day eviction/termination of the lease, the landlord must provide a police 
report to go with the three day eviction/termination of the lease. 

iv.	 Any drug-related or violent criminal activity on or near the premises;
v.	 Other good cause. Other good cause may include, but is not limited to:

1.)	 Failure by the family to accept the offer of a new lease;
2.)	 Family history of disturbances of neighbors or destruction of property; living or housekeeping habits 

resulting in damage to the property or unit;
3.)	 The owner’s desire to utilize the unit for personal or family use or for a purpose other than use as a 

residential rental unit;
4.)	 A business or economic reason, such as sale of the property (after the initial lease term),   or extensive 

renovation of the unit.
b.	 During the initial first year of the lease,  the owner may not terminate tenancy except for other good cause as stated 

previously, unless the tenant has violated the lease;
c.	 The owner may only evict the tenant by instituting court action after or simultaneously providing written notice to the 

participant specifying the grounds for termination. The owner must give KCDC a copy of any vacate notice to the 
tenant at the same time the owner gives the notice to the tenant.

d.	 The owner may terminate the contract at the end of the initial lease term or any extension of the lease term without 
cause by providing notice to the family that the lease term will not be renewed.

e.	 An owner /manager may bifurcate a lease in order to evict any individual who is a tenant or lawful occupant of 
the unit who engages in criminal activities directly related to domestic violence, dating violence, sexual assault or 
stalking against an affiliated individual or other individual. The VAWA law mandates that if such bifurcation occurs, 
and the removed tenant or lawful occupant was the sole tenant eligible to receive Section 8 assistance, KCDC , the 
owner, manager shall provide any remaining tenant the opportunity to establish eligibility for the Section 8 program. 
If the remaining tenant cannot establish eligibility, KCDC, the owner or manager is required to provide a tenant 
reasonable time   (usually 30 days) to find new housing or to establish eligibility under other housing.

3.	 By Mutual Agreement:
The family and the owner may at any time mutually agree to terminate for extraordinary circumstances. The 
extraordinary circumstances must be approved by a supervisor.

B.	 Termination of the Contract:

1.	 Automatic termination of the contract:
a.	 If KCDC terminates assistance to the family, the contract terminates automatically;
b.	 If the family moves out of the unit, the contract terminates automatically;
c.	 If 180 calendar days after the last housing assistance payment to the owner has passed; and  
d.	 HAP terminates the month the tenant becomes deceased.
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2.	 Termination of the contract by owner:
The owner may only terminate tenancy according to the lease and state and local law.

3.	 Termination of the HAP contract by KCDC:
KCDC may terminate the HAP contract because:
a.	 The unit does not meet HQS space standards because of an increase in family size or change in family 

composition;
b.	 The unit is larger than appropriate for the family size or composition under the regular Housing Choice Voucher 

Program;
c.	 When the family breaks up and KCDC determines that the family members who remain in the unit are not eligible 

to receive the assistance; or 
d.	 The owner has breached the contract in any of the following ways:

i.	 If the owner has violated any obligation under the HAP contract for the dwelling unit, including the owner’s 
obligation to maintain the unit according to HQS or NSPIRE if applicable. Multiple violations on the same 
program unit may result in termination of the HAP contract.

ii.	 If the owner has violated any obligation under any other housing assistance payments contract under Section 8 
of the 1937 Act;

iii.	 If the owner has committed fraud, bribery, or any other corrupt or criminal act in connection with any federal 
housing program;

iv.	 For projects with mortgages insured by HUD or loans made by HUD, if the owner has failed to comply with the 
regulations for the applicable mortgage insurance or loan program, with the mortgage or mortgage note, or with 
the regulatory agreement;

v.	 If the owner has engaged in drug-related criminal activity, drug trafficking, or any violent criminal activity. This 
includes conviction of manufacturing or producing methamphetamine (speed). 

vi.	 If the owner is registered under a sex offender registration program.
vii.	Failure of an owner to report a deceased tenant is a breach of the HAP contract; or
viii.	If KCDC finds at an initial lease or recontract of a unit that the owner is more than one year in arrears on his/her 

state or local property taxes.
e.	 KCDC may terminate the HAP contract if it is determined there is insufficient funding. Insufficient funding means 

KCDC would be unable to avoid terminations of housing choice voucher assistance for current participants during 
the calendar year due to insufficient budgetary allocations (including any available HAP reserves) for housing 
assistance payments. 
KCDC may terminate the HAP contract if  it is determined there is insufficient funding. KCDC may terminate a 
HAP contract with a 30-day notice to the landlord and tenant after the date it is determined there is insufficient 
funding to continue the HAP contract. KCDC will terminate the tenants who have been on the program the shortest 
period of time,  first. Homeownership participants, HUD VASH and project based voucher participants will be the 
last terminated. KCDC will add the families being terminated back to the top of the waiting list starting with the 
Homeownership participants, the VASH participants and the project based voucher participants. The families 
terminated who had been on the program the shortest period of time will follow them on the waiting list. Once 
funding resumes, the families will be offered a voucher based on the above status of  the waiting list. KCDC will not 
terminate any vouchers until it has exhausted all other funding shortfall measures to avoid terminations.

4.	 Final HAP payment to owner:
The HAP payment stops when the lease terminates. The owner may keep the payment for the month in which the 
family moves out. If the owner has begun eviction proceedings and the family continues to occupy the unit, KCDC will 
continue to make payments until the owner obtains a judgment or the family moves out. The owner must file a detainer 
warrant within five (5) days of the move-out date stated in the eviction notice. 
If a tenant gives an owner a 30 day notice and does not move out, the owner may file a detainer warrant to remove the 
tenant from the property. If the owner does the proper court procedure and KCDC is required to pay the owner, KCDC 
will charge the days the tenant remained in the unit back to the tenant. If tenant does not pay KCDC, the tenant will be 
terminated from the rental assistance program.

5.	 Abandonment:
If a landlord discovers a unit is abandoned, the landlord cannot enter the unit for 30 days, therefore, KCDC will pay the 
Housing Assistance Payment through the thirty (30) day abandonment period. 



KCDC’S ADMINISTRATIVE PLAN FOR SECTION 8 87

24. Choice-Mobility Rights
 Under RAD PBRA residents have the right to move with tenant-based assistance after the later of 24 months from date of 
execution of the RAD PBRA HAP Contract or 24 months after the move-in date. 

HUD allows PHAs to limit the number of Choice-Mobility moves under the PBRA program in two ways: 

1.	 KCDC will not provide no more than one-third of its turnover vouchers to residents of RAD properties in any one year; 
and 

2.	 KCDC will limit Choice-Mobility moves to no more than 15 percent of assisted units in each RAD property.

25. Operating Reserve Expenditures
Expenditures from the Operating Reserve Account for purposes other than Section 8 Housing Choice Voucher Program operation 
will require specific Board approval for individual expenditures exceeding $84,000.

26. Operating Expenditures
KCDC’s policy on access to public records is available online and include rules for inspection and duplication of records. The 
Schedule of Reasonable Charges (including production and labor charges) and the Frequent and Multiple Requests for Copies 
Policy promulgated by the Tennessee Comptroller of the Treasury, Office of Open Records Counsel, have been adopted by 
KCDC. 

27. Non-sufficient Fund Charge
KCDC reserves the right to charge for any payment returned for non-sufficient funds. This will be considered non-payment for 
retro- rent or other charges, and a $25 fee will be charged.

28. KCDC-Owned Housing
Units owned by KCDC and not receiving subsidy under any other program are eligible housing units for Housing Choice Voucher 
holders. To comply with federal regulation, KCDC will make available through the briefing process both orally and in writing the 
availability of KCDC-owned units (notification will also include other properties owned/managed by the private sector available to 
Housing Choice Voucher holders).

29. Employee Code Of Conduct
All employees of KCDC must abide by the KCDC employee Code of Conduct that is a supporting document to KCDC’s Public 
Housing Agency Plan and is available in each KCDC location. The code of conduct is also available on the KCDC intranet and in 
each supervisor’s office for each employee to view. 

30. Document Authority
Requirements and procedures set forth in this document are applicable to the Section 8 Tenant-Based Voucher program and the 
Project Based Voucher program administered by KCDC as specified herein. All the terms and conditions of this document shall be 
governed by the United States Housing Act of 1937, as amended; the Department of Housing and Urban Development’s (HUD) 
Section 8 Regulations (Code of Federal Regulation 24); the Tennessee Uniform Residential Landlord and Tenant Act, where 
applicable, as well as all applicable federal, state, and local laws. This document is automatically superseded by any applicable 
change in these laws and will be revised periodically to reflect such changes.

KCDC may use any and all streamlining and expedited processes as allowed by HUD.

31. KCDC Section 8 Rental Assistance Department Landlord Reimbursement Policy 
Pursuant to HUD approval the following may be implemented:

Purpose

This policy establishes guidelines for reimbursing landlords for tenant-caused damages that exceed normal wear and tear when 
the tenant was participating in the Housing Choice Voucher (HCV) Program or other rental assistance programs administered by 
Knoxville’s Community Development Corporation (KCDC) Rental Assistance Program.
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In addition to damage reimbursement, this policy includes a vacancy loss payment provision to help offset income loss between 
tenants. Landlords may be eligible for a one-month vacancy payment, beginning on the date the tenant vacates the unit. If the 
unit is re-rented before the 30-day period ends, the vacancy payment will be prorated based on the actual number of days the unit 
remained vacant prior to the new lease start date.

To promote landlord participation, KCDC also offers incentive payments to encourage new landlord enrollment and support 
continued engagement by existing landlords. These incentives may include sign-on bonuses for new property owners and referral 
bonuses for current landlords who successfully refer new owners to the program.

A.	 Eligibility Requirements

To be eligible for reimbursement for damages or vacancy loss, landlords must meet the following criteria:

1.	 Lease Compliance: A valid lease agreement must have been in place between the landlord and the Section 8 program 
participant.

2.	 Program Participation: The tenant must have been under an active Housing Assistance Payment (HAP) contract at the 
time the damages occurred.

3.	 Move-Out Inspection: The landlord must submit a move-out inspection report and documentation of tenant-caused 
damages beyond normal wear and tear, up to and including a court judgment for damages.

4.	 Security Deposit: If a security deposit was collected, it must be fully applied toward damages or vacancy loss before a 
reimbursement request is submitted.

B.	 Required Documentation

1.	 For Vacancy Loss – Submit within 5 days of tenant move-out:
a.	 Completed Landlord Vacancy Loss Claim Request Form

2.	 For Damages – Submit within 30–60 days of tenant move-out:
a.	 Completed Landlord Damage Claim Request Form
b.	 Invoices, receipts, professional repair estimates, or documentation of a court judgment awarding damages
c.	 Proof of efforts made to collect from the tenant
d.	 temized list of damages

C.	 Incentive Eligibility

New Owner Incentive

To be eligible for the New Owner Sign-On Incentive, you must:

1.	 Complete the New Owner/Owner Referral Incentive Request Form

2.	 Not currently own any properties participating in the KCDC Section 8 program (any owner or unit that has been part of 
the program within the past five years is not eligible for incentive)

3.	 Not appear on HUD’s list of debarred owners

4.	 Be the registered owner of the property

5.	 Select a tenant currently participating in the KCDC Section 8 program

6.	 Ensure the unit passes Housing Quality Standards (HQS)

7.	 Complete the new owner setup packet to accept payments via direct deposit

8.	 Enter into a signed Housing Assistance Payment (HAP) contract with KCDC

D.	 Owner Referral Incentive

To be eligible for the Owner Referral Incentive, you must:

1.	 Be listed on the referral form as the individual who referred the new owner
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2.	 Ensure the referral results in a new owner entering into a HAP contract with KCDC

3.	 Not have exceeded the referral incentive limit of five (5) new owner referrals

E.	 Reimbursement Limits

1.	 Vacancy Loss – Up to 1 month of contract rent, minus the security deposit

2.	 New Owner Sign-On Incentive – One-time payment of up to $500

3.	 Owner Referral Incentive – One-time payment of up to $250 per referral, for a maximum of five referrals

4.	 Damages – Up to 2 months of contract rent, minus the security deposit, per unit (subject to funding availability)

F.	 Eligible Costs for damages

1.	 Tenant-caused property damage exceeding normal wear and tear

G.	 Ineligible Costs for damages

1.	 Routine maintenance and cleaning

2.	 Normal wear and tear

3.	 Pre-existing conditions

H.	 Processing and Payment

1.	 KCDC will review requests within 30 days of receipt.

2.	 KCDC reserves the right to inspect the unit or request additional documentation as needed.

3.	 Approved reimbursements and incentives will be paid directly to the landlord via direct deposit.

4.	 All decisions by KCDC are final and not subject to appeal.

I.	 Funding Availability

Reimbursements and incentive payments are contingent upon the availability of KCDC funds. KCDC may suspend, 
revise, or limit this program at any time based on funding levels or internal policy changes.

32. Project Based Voucher Property On-site waiting list plans
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Completed by K Trame 2/3/2025 

Project Based Voucher (PBV) applicant process 

 
1. Applicant visit DGA property to be placed on the properties PBV waiting 

list 
2. When there is an anticipated PBV unit available, property management 

will select the first person on their waiting list that would be eligible for 
that bedroom size. If the first person fails to respond, property 
management will select the next person on their waiting list.  

3. Once selected and contact has been made, the applicant will be given 
appointment time and location by property management to complete 
their full application. The applicant will be informed of the required 
documentation to bring to their scheduled appointment.     

4. Once the application is completed, property management will conduct 
preliminary screening and if eligible, property management will give the 
applicant a copy of the referral to show to the Rental Assistance Office 
staff (this may help the applicant and RAO to avoid confusion).  

5. The applicant will bring the referral to the RAO office along with their 
required documents to complete the KCDC application to determine 
eligibility.  

6. Once the PBV application is received it will be reviewed, processed and 
screened. Once screening is complete, the RAO office will notify 
property management by returning the completed Referral form.   

7. Property management may proceed with a unit offer to the applicant.  
Property management will send Jennifer Bell (RAO) an acceptance letter 
for the prospective tenant once the unit is ready to be inspected.   
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The property for which you are applying is a Tax Credit property governed by the IRS Section 42 and The 
Tennessee Housing Development Agency (THDA); this property contains Low-Income Housing Tax Credit (LIHTC) 
units overseen by THDA and units with a Project-Based Voucher (PBV) administered by Knoxville's Community 
Development Corporation (KCDC) . To achieve our goal of providing the housing environment you desire, all 
prospective applicants are required to meet established criteria to be considered for residency. This community 
uses great care and will always abide by Federal, State, and Local Fair Housing Laws when processing all potential 
resident's applications. All items listed on this Tenant Selection Plan supersede any similar items located on the 
rental application. There is a supplement to this plan that addresses all additional requirements for the PBV 
units; applicants for PBV units must meet all criteria contained herein as well as all criteria contained in the PBV 
supplement. 
 

A VALID STATE OR FEDERALLY ISSUED PHOTO I.D. IS REQUIRED PRIOR TO SHOWING ANY RENTAL HOME 

 The standard maximum occupancy of a unit is two occupants per bedroom. However, special circumstances 
are taken into consideration regarding the number of occupants. 

 Each head, co-head or spouse must be of legal age to enter into a binding contract based on prevailing state 
law and must provide copy of Social Security card, Green card, Visa or valid Passport. Birth Certificates must 
be provided for all occupants 17 and younger. 

 All applicants' combined income must not exceed the maximum income requirements as specified by the 
Internal Revenue Service Section 42 LIHTC Program and Elmington Property Management. The current 
income limits are listed on the attached Manager’s Certification. These will also be posted in the onsite 
office on a bulletin board. A minimum income test of 2.5 times the rental amount is required to be met by 
all households not receiving rental assistance. The minimum income test may be waived for households 
applying through a Targeting Program or who will be receiving or are receiving rental assistance. 

 The source(s) of a household’s income are not considered when determining if a household qualifies. All 
sources of income must be able to be verified, and all sources of income are included when determining a 
household’s eligibility. 

 Applications for occupancy can be picked up at the onsite office during normal business hours. All 
communication with applicants will be by first class mail or by phone. Written applications will be accepted 
from anyone who wishes to apply. Every application must be completed and signed by the applicant. Onsite 
staff will be prepared to assist any applicants who might have trouble completing the application form. 
This assistance might take the form of answering questions about the application, helping applicants who 
might have literacy, vision, or language problems, in general, making it possible for interested parties to 
apply for assistance. All applications will be reviewed for a preliminary eligibility determination to ensure 
there are no obvious factors that would make an applicant ineligible. 

 All applicants must meet full-time student status requirements along with any other qualifications 
as required by Section 42 LIHTC Program (if applicable) and Elmington Property Management. 
Students include individuals attending public or private elementary, middle, junior high, or senior 
high schools, colleges, universities, technical, trade or mechanical schools. Students do not include 
individuals participating in on-the-job training. 

 A household where all members are full-time students is ineligible for residency unless the 
household meets one of the following exceptions: 

o All members are married and entitled to file a joint tax return. 

o The household is comprised of a single parent(s) with minor children where neither the parent nor at 
least one child is claimed as dependent on someone else’s tax return other than the absent parent of 
the children. 

IS THIS PROPERTY RIGHT FOR 
ME? 

Updated 5/20/2025 



KCDC’S ADMINISTRATIVE PLAN FOR SECTION 8 92

o The household received Temporary Assistance to Needy Families (TANF). 
o The student participates in a program receiving assistance under the Job Training 
o Partnership Act, Workforce Investment Act, or similar federal, state, or local program. 

o The student was previously in foster care. 

 A credit report will be processed on each applicant. An unsatisfactory report can result in the denial of the 
application. An unsatisfactory credit report is one that reflects past or current bad debts, late payments or 
unpaid bills, liens, judgments, or bankruptcies. If your application is denied for poor credit history, you will be 
given the name, address, and phone number of the credit reporting agency that provided the report, as required 
by the Fair Credit Reporting Act. Applicants with little or no credit history may be required to pay a security 
deposit in an amount equal to one month's rent. 

 Landlord history may be verified verbally or in writing. The application can be denied for a negative landlord 
reference. Delinquent payments more than 25% of the time over the last twelve (12) month will be 
considered derogatory landlord history. 

 Criminal history will be checked on all adult (18+) members of the household. Any denial of admission based on 
criminal screening results will be provided to the applicants in form of a written notice. The applicant(s) will have 8 
days to dispute accuracy of the criminal record report. Felony and misdemeanor convictions may result in denial of 
the application as follows: 

o Conviction of the sale or manufacture of a controlled substance and/or violent felony offense: 
- Within 5 years will result in denial 

- more than 5 years but less than 10 may result in denial 

- more than 10 years will not result in a denial. 
o Conviction of a nonviolent felony office: 

- Within 7 years may result in denial. 

- More than 7 years will not result in denial 
o Conviction of a violent misdemeanor: 

- Within 2 years will result in denial. 

- More than 2 years may result in denial. 
o Conviction of a nonviolent misdemeanor offense: 

- Within 5 years may result in denial. 

- More than 5 years will not result in denial. 

 Management may conduct individual assessments of the criminal records and their impact on the household’s 
suitability for admission. The assessment will include consideration of the following factors in determining 
whether to admit or deny the individual: 

o Seriousness of the criminal offense 

o Relationship between the criminal offense and the safety and security or residents, staff or property 

o Length of time since the offense, with weight being given to significant periods of good behavior. 

o Age of the household member at the time of the offense. 

o Number and nature of any other criminal convictions. 

o Evidence of rehabilitation, such as employment, participation in a job training program, education, 
participation in a drug or alcohol treatment program or recommendations from a parole or probation 
officer, employer, teacher, social worker or community leader. 

o Tenancy supports or other risk mitigation services the applicant will be receiving or have access to during 
tenancy. 
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 If the applicant’s criminal conviction was related to his or her disability, the management company will consider 
a reasonable accommodation. 

 Requests for reasonable accommodations from applicants/residents with disabilities, in order that they may 
benefit from the use and enjoyment of the dwelling units, are processed in a timely manner. The 
applicant/residents must be able to show that the requested accommodation is necessary, and that there is a 
strong, identifiable relationship between the requested accommodation and the individual’s disability. 

o If a household requests an accessible feature, policy modification, or other reasonable accommodation, the 
property will provide the requested accommodation unless doing so would result in a fundamental 
alteration in the nature of the program, or an undue financial and administrative burden. A fundamental 
alteration is a modification that is so significant that it alters the essential nature of the operations of the 
property. 

o Management will provide the applicant a Request for Accommodation form that they may use to make 
their request. However, the form cannot be required. Management will respond within 10 business 
days of receipt. The available unit will be held for an applicant requesting reasonable 
accommodation until management decide whether to approve or deny the request. If the request is 
denied, the applicant will be notified in writing and given 8 business days to appeal the decision. During 
which time the available unit will not be rented to another qualified applicant. 

 Anyone who wishes to be admitted or to be placed on the Waiting List must complete an application. The 
application must include a signature certifying the accuracy and completeness of information provided. If the 
applicant is placed on the Waiting List, the list will note the name of the applicant, the date and time of 
application, the type of income, the size of unit desired, and any other pertinent information. 

 Before putting any applicant on a waiting list, the property will make a preliminary eligibility determination to 
ensure that there are no obvious factors that would make an applicant ineligible. 

o If a preliminary screening indicates that a family is eligible for tenancy, but units of appropriate size are 
not vacant, the HH will be placed on a Waiting List according to the date and time the application was 
received in the rental office if requested by the family. The family will be notified when a suitable unit 
becomes available. 

o Families may request and be placed on more than one waiting list, if they are eligible for the 

appropriate bedroom size. For instance, a family of 3 that includes a parent, and a son and daughter is 
eligible for both a 2-bedroom unit and a 3-bedroom unit (where applicable). 

o Applicants have the opportunity, at any time, to supplement the information they already provided 
with their application. 

 There will be one waiting list subdivided by bedroom size. Preference for occupancy of units designed to 
accommodate persons with physical impairments (mobility, visual, and/or hearing) will be given to disabled 
individuals or families who require the accessibility features provided in the units. Once these two preferences 
have been satisfied, applicants are selected from the waiting list based on the date and time their applications 
were submitted. 

 The property will select names from the waiting lists in chronological order to fill vacancies. Preferences will be 
given for voucher holders and applicants with a reasonable accommodation. In such a case, a notation will be 
made on the waiting list to indicate why this applicant was skipped for a voucher holder or reasonable 
accommodation. Applicants are selected for various rent and income levels based on income and the date and 
time of their application. When a lower rent level becomes available, it will be assigned to the current 
household who is paying the highest percentage of income towards rent. This determination will be based on 
the most recently completed certification. 
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 The Waiting List will be updated semi-annually. Applicants must contact the property every six (6) months to 
stay on the Waiting List. The property will update the waiting list by removing the names of those who are no 
longer interested in, or who are no longer qualified for, assisted housing. The applicant is responsible for 
updating the application with any changes that may occur to remain active on the current waiting list. 

 The waitlist is never closed. All applications are processed, and approved applications are placed on the waiting list. 
As applicants get to the top of the waiting list and are contacted regarding their interest in a unit. If the applicant 
states they are no longer interested or do not respond within 8 days, they are removed from the waitlist and the 
unit will be offered to the next qualified applicant on the waiting list. 

 Applicants will be notified in writing that they have been approved for occupancy. They have 8 days from the date 
of the letter to respond. Once an applicant has accepted an offer for a unit, they will have 48 hours to pay the 
security deposit and schedule their move-in date. The move-in date must be scheduled within a maximum 30-day 
period. 

 If an applicant is determined to be not eligible, the applicant will be notified in writing immediately. The written 
notification will list the specific reasons for the denial, advise the applicant of their right to respond to the notice 
requesting a meeting with management within 10 business days of the notice, and advise the applicant of their 
right to request a reasonable accommodation if the applicant is disabled and feels they have grounds to be 
granted a reasonable accommodation. 

 Management will not deny admission for an applicant solely based on the person's status as a victim of 
domestic violence defined under VAWA. An applicant who certifies they were the victim of domestic violence 
may be admitted with poor credit and landlord screenings if they can show the cause of the negative factors 
were caused by domestic violence. Any information submitted to management regarding domestic violence 
defined under VAWA will be kept confidential. More information is available upon request to the Community 
Director. 

 Incomplete or falsified documentation will result in denial of the application. All documentation provided during 
processing your application must comply with all Federal and State LIHTC Program criteria (where applicable). 

 A security deposit will not be required or requested until a household is approved for move-in. Once a household is 
approved and a unit is available for rent, the approved household will be notified via phone to provide a security 
deposit. The security deposit amount will be between 0.5 and 1.5 times the monthly rent amount depending on 
credit history. 
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 THE RENTAL APPLICATION FEE IS NON-REFUNDABLE, REGARDLESS OF THE CIRCUMSTANCES. PLEASE REVIEW 
THESE POLICIES CARFULLY BEFORE SUBMITTING AN APPLICATION. WE WILL CONSIDER ALL APPLICANTS 
REGARDLESS OF RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN, DISABILITY, FAMILIAL STATUS, MARITAL 
STATUS, SOURCE OF INCOME, AGE, ANCESTRY, MEDICAL CONDITION, SEXUAL ORIENTATION, OR ANY OTHER 
ARBITRARY BASIS. WE WILL COMPLY WITH THE FAIR HOUSING ACT, THE 1988 FAIR HOUSING AMENDMENTS 
ACT, TITLE VI OF THE CIVIL RIGHTS ACT OF 1964, TITLE VIII AND SECTON 3 OF THE CIVIL RIGHTS ACT OF 1968(AS 
AMENDED BY THE COMMUNITY DEVELOPMENT ACT OF 1974), EXECUTIVE ORDER 11063, THE VIOLENCE AGAINST 
WOMEN ACT (VAWA), THE AGE DISCRIMINATION ACT OF 1975, AND ANY LEGISLATION PROTECTING THE 
INDIVIDUAL RIGHTS OF THE RESIDENTS, APPLICANTS, OR STAFF WHICH MAY SUBSEQUENTLY BE ENACTED. 
HOWEVER, IF THE RENTAL QUALIFICATIONS AS STATED IN THIS DOCUMENT ARE NOT MET, THE APPLICATION 
FEE WILL NOT BE REFUNDED. 

 WARNING: SECTION 1010 OF TITLE 18 OF THE U. S. CODE MAKES IT A CRIMINAL OFFENSE TO 
MAKE WILLFUL FALSE STATEMENTS OR MISREPRESENTATIONS TO ANY DEPARTMENT OR AGENCY OF 
THE UNITED STATES AS TO ANY MATTER WITHIN ITS JURISDICTION. THE SECTION 42 LIHTC PROGRAM 
IS REGULATED BY THE U.S. 
 INTERNAL REVENUE SERVICE. If any minimum requirement contained within this document 
conflicts with any Local, State or Federal rule or law, the appropriate Local, State or Federal rule or law will 
prevail. 
 Agreement & Understanding: 

 
 
 

 
Applicant Signature Date Applicant Signature 

 
 
 
 

THANK YOU FOR CHOOSING OUR COMMUNITY! 
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Supplement to the Tenant Selection Plan for Project-Based Vouchers (PBVs) 
The property for which you are submitting a rental application contains project-based vouchers that are administered by the Knoxville’s 
Community Development Corporation (KCDC). All households applying for these units must meet all criteria contained in the main tenant 
selection plan as well as all criteria contained in this supplemental tenant selection plan. 

 
Waitlist 
The property maintains a separate waitlist for PBV units subdivided by bedroom size. All in-house transfers are given preference over new 
admissions in the following order: 

1) Transfer to an accessible unit for a household that has indicated need for accessible features. 
2) Transfer due to VAWA reasons. 
3) Overhoused households and households occupying an accessible unit with no need for accessible features. 
4) Underhoused households. 

If there are no in-house transfers needing a unit that comes available, a household will be selected from the waitlist. Households will be 
selected in order based on date and time of application with the oldest application being given priority except in the following circumstance: 

1) If an accessible unit becomes available, households with need of accessible features will be offered the unit 
in order of date and time their applications are submitted. 

If a household on the waitlist declines a unit for other than good cause once, their name will be placed at the bottom of the waitlist. If a 
household declines a unit for other than good cause twice, their name will be removed from the waitlist. “Good cause” includes the 
following: a unit does not meet a household’s accessibility needs, a household cannot accept a unit due to circumstances beyond the 
household’s control (ex: hospitalization, natural disaster, etc.), or the household determines that the unit would pose a health or safety risk 
to a household member who is or has been a victim of stalking, domestic violence, dating violence, or sexual assault. 

 
Owner will provide public notice when the waitlist opens and is no longer full. The waitlist will be updated once every six (6) months. Each 
household on the waitlist will be contacted via phone call, text message, email, and mailed written correspondence. All households 
must respond within ten (10) calendar days of the date of the written correspondence to remain on the waitlist. By signing this 
tenant selection plan, you are indicating that you understand that all contact information changes must be communicated to the 
management office; inaccurate or out-of-date contact information may result in your household’s removal from the waitlist. 

 
Occupancy Guidelines 

 
Standard occupancy is two (2) persons per bedroom. Households may not request a smaller unit than the occupancy guidelines permit 
provided they do not exceed the standard occupancy guideline. Please note that final unit size is determined by KCDC; the guidelines listed 
below do not guarantee a unit of a specific size. 
 

 Adults (18+): 
o Married couples may be required to share a bedroom. 
o Unmarried adults will be permitted their own bedroom (if available); or will be permitted to share a bedroom. 

 Minors (Under 18): 
o Infants under 12 months of age will not be allotted their own bedroom and are not included in the standard occupancy 

guideline of two persons per bedroom. 
o Opposite-gender children may be required to share a bedroom until the older child reaches 5 years of age, at which time the 

household may be placed on the waitlist to transfer to a larger unit (if available). Same-gender children may be required to 
share a bedroom until the older child reaches 18 years of age, at which time the household may be placed on the waitlist to 
transfer to a larger unit (if available). 

 
Rent Calculation 
Rents for project-based voucher units are income-based. Rent amounts are calculated based on the household’s gross income as well as 
any deductions as permitted by HUD guidelines. Final income and unit size determination will be completed by KCDC; once a unit comes 
available, the household will be provided with a referral form for KCDC – this form permits KCDC to complete the final income and unit size 
determination before move-in. 

 
Because rent amounts are income-based, households receiving PBV assistance must notify the management office and KCDC of any changes 
to income or deductions. By signing below, you are indicating that you understand that all income and deduction changes must be reported 
to the management office and KCDC within one week of occurrence. Failure to do so could result in owing back rent. 

 
A household’s income, assets, and deductions will be reviewed on an annual basis at minimum, to coincide with the household’s LIHTC 
recertification. By signing below, you are indicating that you understand that your household must follow all annual recertification 
requirements to maintain tenancy after the first year of residency. 
 
 
 

 



KCDC’S ADMINISTRATIVE PLAN FOR SECTION 8 97

Timeline for Response 
 

Once a household is approved for occupancy and an appropriate unit comes available, the household will be provided with a period of two (2) 
weeks for which to respond. The household must respond within this 2 week period; if no response is received, the unit will be offered to the next 
qualified household on the waitlist, and the unresponsive household will be moved to the bottom of the waitlist. If a household fails to respond 
twice, the household will be removed from the waitlist. Please note that the 2 week period does include weekends and holidays. 

 
 
 
 
 
 
 

Applicant Signature  Date  Applicant Signature Date 
 

 

THANK YOU FOR CHOOSING OUR COMMUNITY! 
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PROGRAM POLICY & PROCEDURE
Helen Ross McNabb Center

Housing

SECTION: Screening and Access to Service Page 1of 1

SUBJECT: Waiting Lists

Effective Date: 01/31/02 Revision Date:

10/25/06,11-20-06, 3/10/09,
10/1/09; 2/25/11, 11/12/13,
12/4/13, 5/30/14, 9/23/14,
12/1/14; 4/9/18; 5/27/22

Approved By: Sr. Director of Adult Outpatient MH and Recovery Services

POLICY: Hamilton County housing sites and Dogwood Springs Senior Housing will 
maintain waiting lists for housing- differentiations based on eligibility 
criteria. Potential tenants are screened on a first-come, first-serve basis.

PROCEDURE:

1. The housing sites located in Hamilton County will maintain 3 separate waiting lists for 
housing based on the differing eligibility criteria:

a. Independent Living- Hamilton
b. Priority Supportive Living Facility- Hamilton
c. Community Supportive Living Facility- Hamilton

2. Dogwood Springs will maintain 1 waiting list for housing.

3. As requests for housing are received, the potential tenant’s name and contact information 
will be placed on the appropriate waiting list. Potential tenants will also be provided with 
alternative housing resources at this time.

4. As vacancies become available, the Property Manager will begin contacting potential 
tenants by going down the list in the order that the housing request was received.

5. Upon making contact with a potential tenant on the waiting list, the Property Manager will 
begin the application process. 

6. If a potential tenant is deemed ineligible for housing during the application process or 
cannot be contacted/located after repeated attempts, the Property Manager will attempt to 
make contact with the next person on the list. 

7. The Property Manager will note the disposition of each case on the waiting list and 
maintain in his/her files for future reference. 

8. The property manager will make a minimum of 3 attempts to contact potential applicants 
before moving the potential applicant off of the waiting list.
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PSH Waitlist Policy and Procedure 
Knoxville Leadership Foundation (KLF) is committed to affordable housing in Knox County.  
As of 2025, KLF is engaged through ownership and the provision of supportive services for 
106 permanent supportive housing (PSH) units located at two locations: Flenniken Landing 
and Callahan Flats.  These 106 individual units utilize project-based vouchers (PBV) in 
partnership with the Knoxville Community Development Corporation (KCDC).  With an 
ongoing commitment to utilize PBV units to house chronically homeless, single adults, KLF 
utilizes the joint community waitlist as mandated by the U.S. Department of Housing and 
Urban Development (HUD) for members of Continuums of Care (Knoxville is identified as 
COC TN-502).  The following policy details the TN-502 local waitlist policy for housing 
chronically homeless individuals into PBV-based permanent supportive communities and 
is implemented as standard practice for KLF’s Flenniken Landing and Callahan Flats PSH 
units. 

------------------------------------------------------------------------------------------------------------------ 

Waitlist Management for Permanent Supportive Housing 
(PSH) Units for Chronically Homeless Households 

 

The following guidelines apply to all Permanent Supportive Housing (PSH) units in CoC TN-
502 which are dedicated for chronically homeless individuals.  The purpose of these 
community standards is to shorten the amount of time between initial coordinated entry 
intake and permanent housing.  These standards will ensure that available PSH units are 
filled as quickly as possible with the households most in need of PSH. 
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The Coordinated Housing Assessment and Match Plan (CHAMP) is the coordinated entry 
system for CoC TN-502.  At CHAMP intake, the Head of Household (HoH) is assessed using 
a standardized vulnerability assessment which determines eligibility for housing case 
management and the most appropriate housing resource.  Upon connection to housing 
case management, the household receives a Housing Needs Assessment and the HoH is 
referred to the By-Name List which matches the housing need.  The CHAMP By-Name List 
for PSH is the community waiting list for PSH properties in CoC TN-502. 

The PSH By-Name List (PSH waitlist) will be managed by prioritizing those most in need 
based on the following prioritization guidelines:   

1. Chronically homeless individuals with high service needs will be selected 
in order of highest prioritization as described in the CHAMP prioritization 
guidelines. 

2. If there are two individuals with the same priority score, the person with 
the higher vulnerability score (as assessed using the CHAMP vulnerability 
assessment) will be selected. 

3. If there are two individuals with equal priority and vulnerability, the 
individual who has the longest total time homeless will be selected. 

4. If there are two individuals with equal priority, vulnerability, and time 
homeless, then the individual who has been engaged with the CHAMP 
process longer will be selected.  

In the event that there are no chronically homeless individuals able to accept a unit on the 
by-name list when a unit becomes available, CHAMP will select the individual as identified 
above from those individuals who are non-chronically homeless.  Specifically: 

Individuals with a disabling condition who do not yet meet chronic homeless criteria 
based on time homeless will be selected in order of highest priority, vulnerability, 
and length of homelessness as described above.  

To ensure that available PSH units are filled as quickly as possible, applicants prioritized 
through CHAMP must be deemed “Applicant Ready” by the PSH By-Name Workgroup. 
Individuals are “Applicant Ready” when they have the documentation needed to complete a 
housing application in a timely manner.  Specifically, the following documents must be 
uploaded into the Homeless Management Information System (HMIS):  
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• Valid State Issued Photo ID for all household members age 18 and older (this can 
be a photocopy when applying for KCDC). 

• Social Security Card for all household members (this can be a photocopy when 
applying). If the client is applying for a Social Security Card, a printout from the Social 
Security Administration explaining that the card has been ordered can be used while 
applying, but the physical card must be supplied at lease signing. 

• Birth Certificate for all household members or any other document that verifies 
citizenship (e.g. DD214, passport, Certificate of Naturalization, Certificate of 
Citizenship, Consular Report of Birth Abroad). Photocopies of the above documents 
can be used while applying through KCDC. 

• Homeless Verification 
o For those applying for PSH units intended for singles (no dependents in 

household), The CHAMP 3rd Party Chronic Homelessness Verification Packet 
must be completed. This form can be found on knoxhmis.org in the CHAMP 
tab labeled the same.  

o For those applying for Family PSH units, the housing case manager must 
acquire a Homeless Verification Form. 

• Disability Verification 
o An awards letter for SSI/SSDI or VA disability benefits can be used to verify 

disability. 
o Alternatively, the Disability Verification Form can be used. The Disability 

Verification Form must be completed by a person licensed to diagnose the 
disability that is being verified. This form can be found at knoxhmis.org in the 
CHAMP tab. 
 

As application documents are assembled, the housing case manager will upload all the 
above, necessary documents to the HoH’s HMIS file. Once all documents have been 
uploaded, the client will be determined “Applicant Ready.” 
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The Case Coordination Group attempting to fill vacant housing units will: 

Reference the CHAMP PSH By-Name list in the attempt to identify the top-priority client 
that is eligible for the vacancy in question.  Clients are able to identify which property they 
most prefer on the By-Name List, but will be offered any housing opportunity available.  
Once identified, a member of the group will review the head-of-household’s Client Profile 
in HMIS to ensure the client is “Applicant Ready.”  

• If the client is “Applicant Ready,” the client will be designated as the primary target 
for the housing vacancy and can start the application process for the vacancy. 
**Note: Being “Applicant Ready” does not guarantee eligibility for any housing 
vacancy.  

•  If the client is not “Applicant Ready,” the Case Coordination Group will return to the 
By-Name List to identify another potential applicant. In addition, the CHAMP 
Facilitator will contact the housing case manager assigned to the client who was not 
“Applicant Ready” to inform the case manager what information is needed to pursue 
future housing vacancies.  

 

Upon selection of a household during the By-Name Workgroup meeting, the housing case 
manager of the selected household will speak with the client about the housing 
opportunity.  It is recommended that the household arrange a tour at the PSH location.  If 
the household elects to pursue the housing opportunity, the housing case manager will 
reach out to the PSH provider who will provide a current application for the property and for 
the appropriate PBV.  The housing case manager and client will have no more than two (2) 
weeks from the date of selection to complete all needed applications and return them to 
the housing provider.  (If the household declines the offer or cannot complete the 
application within two (2) weeks, they will remain on the By-Name List until they are the 
priority for another housing offer or until they are exited from CHAMP.)  Individuals will be 
removed from the waiting list and exited from CHAMP if there has been no contact with the 
housing case manager after 90  days, if they are housed outside of a CHAMP PSH unit, or if 
the client requests to be removed from consideration.   

Upon receipt of both the property application and PBV application, the PSH provider will 
process the application to ensure that the household meets all eligibility requirements for 
the property.  The PSH provider will submit the PBV application and all supporting 
documentation to KCDC so that the processing of the property application and the PBV  
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application can occur simultaneously.  Supporting documentation will include verification 
that the applicant was selected from the CHAMP by-name list.  Because applicants to PSH 
are homeless and may not have a reliable means of contact, the PSH property will contact 
the client’s housing case manager regarding screening results.   Upon approval of both the 
property application and the PBV application, the unit inspection and lease signing will be 
scheduled.  If the household is denied by either the PSH property or KCDC due to failing the 
screening, the client and housing case manager may request an appeal by with the agency 
that issued the denial.  If a household is deemed ineligible for consideration for PSH based 
on their CHAMP score, they may request an appeal with the CHAMP facilitator. 
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4213 RSP HUD    

Resident Selection Policy 
MEADOWBROOK APARTMENTS (ROSEWOOD) 
3610 LYONS WAY 
KNOXVILLE, TN 37917 
Telephone Number:(865) 673-8314 
Telecommunications Statewide access dial 711 
 

05/01/2025      
 

This property has received an allocation of Low-Income Housing Credits (LIHTC) under Section 
42 of the Internal Revenue Code. The objectives of the Resident Selection and Occupancy 
Policy are to: 
 

1) Promote the overall goal of providing safe, decent, sanitary housing to: 
   

a. Establish high standards of qualification for occupancy, and  
b. Lawfully deny admission or continued occupancy to anyone whose presence in 

the apartment community could adversely affect the health, safety, or welfare of 
other residents or whose presence could adversely affect the physical environment 
of the community, and  

c. Ensure the fiscal stability of the community and of the owners.  
d. Comply in spirit and in practice with all applicable fair housing laws, specifically 

Title VI of the Civil Rights Act of 1964,  Title VIII, Section 804 of the Civil Rights 
Act of 1968, the Fair Housing Amendments Act of 1988, Executive Order 11063,  
Section 504 of the Rehabilitation Act of 1973,  Fair Housing Amendments Act of 
1988, Equal Access to Housing in HUD Programs - Regardless of actual or 
perceived Sexual Orientation or Gender Identity, Final Rule and any legislation 
protecting the individual rights of residents, applicants, or staff which may 
subsequently be enacted.    

 

2) Execute proper management activities through established and implemented 
management policies and procedures. 

 

Please contact the management office if you need help understanding this document. 
 

Rosewood L.P., doing business as Meadowbrook Apartments, has a PVA Housing Assistance 
Payment contract with Knoxville’s Community Development Corporation (KCDC). 
Applicants are subject to KCDC eligibility and income requirements in addition to meeting the 
owners Resident Selection Criteria.  
 

The property has three buildings containing 72 units. Twenty-nine 2- bedroom and forty-three 3-
bedroom units.  
 

INCOME LIMIT RESTRICTIONS  
 

A household’s income may not exceed the current Area Median Income (AMI) guidelines 
established by the Department of Housing and Urban Development (HUD) for the County of 
KNOX located in the State of TENNESSEE.  
 

 Yes    No  This property operated under the IRS Low Income Housing Credit 
  program. (IRC §42). Households’ annual income limit may not exceed  
  the 60% published program income limit. The current year LIHC Program  
  Income limits are in Appendix A of this document.   
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FAIR HOUSING  
 

The Owner is pledged to the letter and spirit of U.S. policy for the achievement of equal housing 
opportunity throughout the nation.  We encourage and support an affirmative advertising and 
marketing program in which there are no barriers to obtaining housing because of race, color, 
religion, sex, disability, familial status, national origin, and regardless of actual or perceived sexual 
orientation or gender identity or marital status of applicants and residents.    
 
The person named below has been designated to coordinate compliance with the 
nondiscrimination requirements contained in the Department of Housing and Urban 
Development’s regulations implementing Section 504. (24CFR, part 8 dated June 2, 1988). 
 
Michael Whitt, Section 504 Coordinator 
LHP Management 
Suite 2000, 900 S. Gay Street  
Knoxville, TN  37902 
Phone: (865) 244-4311, Telecommunication: Dial 711 (Nationwide Number) 
 
LHP Management, agent for Owner, does not discriminate against applicants based on their race, 
color, religion, sex, national origin, familial status, disability, actual or perceived sexual orientation, 
gender identity or marital status. In addition, we have a legal obligation to provide “reasonable 
accommodations” to applicants if they or any family members have a disability. Compliance 
actions may include reasonable accommodations, as well as structural modifications to the unit 
or premises.  A reasonable accommodation is some modification or change that we can make to 
our policies or procedures that will assist an otherwise eligible applicant with a disability to take 
advantage of the program.  
 
BUSINESS RELATIONSHIP 

 
The relationship between a landlord (owner/agent) and an applicant or resident is a business 
relationship. A courteous and businesslike attitude is required from both parties. The owner/agent 
reserves the right to refuse rental to anyone who is verbally abusive, swears, is disrespectful, 
makes threats, uses discriminatory language, or appears to be intoxicated or under the influence 
of alcohol or drugs. 

If the applicant or any member of the applicant’s family demonstrates unprofessional behavior in 
the presence of management teams or other resident/applicant, the applicant(s) will be required 
to leave the property, and the application will be rejected.  

If the applicant or any member of the applicant’s family exhibits threatening behavior, appears to 
be intoxicated or under the influence of alcohol or illegal drugs or attempts to intimidate the staff, 
the applicant(s) will be required to leave the property, and the application will be rejected.  

If the applicant or any member of the applicant’s family is inappropriately attired when visiting the 
management office, the applicant will be asked to leave. Appropriate attire includes shoes, shirt 
and pants, shorts, or skirt. Unacceptable attire includes but is not limited to:  

• Pajamas or bathing attire 
• Clothing that allows display of foundation garments (underwear)  
• Clothing with inappropriate language or pictures  
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Animals, other than assistance animals necessary to allow the applicant/resident to conduct 
business with the owner/agent, are not allowed in the management office.  

Aside from the standard property charges, the property staff is not permitted to accept any money, 
gifts, services, or favors connected with the application process or associated with any aspect of 
residency at this Community.  

SMOKING POLICY 
  
This property is a completely smoke-free facility. Due to increased risk of fire, the known health 
effects of secondhand smoke, and increased maintenance costs, the use of smoking products is 
not permitted anywhere in the building or on the property.  This includes, but is not limited to, 
individual living spaces, all common areas, hallways, stairs, elevators, restrooms, and other 
enclosed areas or anywhere on the property outside the building.  

This policy applies to all residents, guests, vendors, staff, and service persons.  Residents are 
responsible for ensuring that all household members and guests comply with this rule. The term 
“smoking” is defined as inhaling, exhaling, burning, or carrying any lighted cigarette, cigar, pipe, 
or other lighted tobacco product in any manner or any form. Smoking will only be allowed in a 
designated smoking area if one is provided.   Residents and their guests may use electronic 
cigarettes (e-cigs) inside individual living units or in a designated smoking area, (DSA) if provided. 
They may also use medically prescribed products when used in accordance with a current valid 
prescription.   

   
ELIGIBILITY OF STUDENTS LOW INCOME HOUSING TAX CREDIT HOUSING PROGAM 
 
The low-income housing tax credit program considers Kindergarten through 12th grade or a 
qualifying education organization for any time within any five months of the calendar year; the 
months do not have to be consecutive. A month is counted if the student attends or attended at 
least one day in that month. HUD and LIHTC accept a student as “full-time” of the student is 
considered full-time by the education institution.   
 
Households that are composed entirely of full-time students do not qualify for the low-income 
housing tax credit program unless at least one member of the household meets one of the 
exceptions under IRC §42(i) (3) (D).  individual who is: 

• A student receiving assistance under Title IV of the Social Security Act, (includes Public 
assistance, cash benefits, does not include food stamps)  

• A student who was previously under the care and placement responsibility of the State 
agency responsible for administering a plan under part B or part E of title IV of the Social 
Security Act (as added by the Housing Assistance Tax Act of 2008, and applicable to 
determinations made after July 30, 2008) (Foster Care), or 

• A student enrolled in a job training program receiving assistance under the Job Training 
Partnership Act or under other similar federal, state, or local laws. 

• Single parents who are a student, the student nor their dependents are claimed by 
another individual other than a parent of such children, or 

• married and file a joint return. A married couple that is entitled to file a joint tax return, 
but has not filed one, satisfies the exception. 
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Student status will be verified prior to initial occupancy and annually thereafter.  
 
Exclude all assistance received under 479B of the Higher Education Act (HEA). The HEA student 
assistance is made available through federal, state, or local programs financed with federal funds. 
 
Include “other” student financial assistance received by the student that, either by itself or in 
combination with HEA assistance, exceeds the actual covered costs. “Other” student financial 
assistance includes but is not limited to grants or scholarships paid directly to the student or to 
the educational institution on the student’s behalf. 
 
Households receiving Section 8 rental assistance: If the student is the head of household, 
cohead, or spouse and is 23 or younger or does not have dependent children, then 479B 
assistance will be part of the total equation 
 
If the household is considering a change in student status (any household member) or there 
is a change in student status for a household member, the head of household, and adult student 
if applicable is required to report those changes to the Management agent within 14 days to 
determine if the household remains qualified for the program. 
 
ACCEPTING APPLICATIONS 
 

Applicants visit the office at Meadowbrook Apartments to be placed on the property PBV 
waiting list. To be placed on the waiting list, applicants will complete a short pre-
Application form. Applicants who are already on the KCDC waiting list will be permitted 
to place their names on the property waiting list. 
 
It is the property’s policy to accept and process applications in accordance with program 
regulations. Each application constitutes the basic legal record of each family and supports the 
determinations of eligibility status, and size of the unit for which the applicant is qualified.  
 

Each applicant will be required to supply information as requested on the application and to sign 
the application attesting to the accuracy of the data provided. The application also constitutes 
the basis for determining the applicant’s priority status for selection. 
 

When an application is submitted: 
 

1) The application will be accepted either in person or by U.S. Mail.  
2) Each complete application will be date and time recorded upon receipt.  
3) If a proper size unit is not available, applicants will be placed on a waiting list at the initial 

time of application.  
4) Verification of application will take place at such time as applicant's name has  
 reached the top of the appropriate waiting list and a unit is expected to become available.  
5) Verification of the application will continue until there is a reason to determine the 

application is not eligible. The applicant will have (14) business days to provide additional 
verification to determine eligibility for occupancy unless otherwise noted herein.  

6) The applicant will be notified in writing of a determination. The notice will be mailed to the 
applicant within (30) business days from the date of the determination. The applicant will 
be informed of any review rights the applicant may wish to exercise. The reason(s) for 
rejection will be documented and the application filed for a minimum of three years. 
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An application will not be processed if during the application process an applicant exhibits 
acts of intimidation, harassment (including sexual harassment), verbal abuse, physical 
threat, violence, or social misconduct of, or to, any employee of this apartment property. 
Additionally, where applicable, such incidents will be reported to local law enforcement. 
 
APPLICATION PROCESSING 
 

Applications are accepted and processed by the management staff. All communication with 
applicants will be made in person, by phone or first-class mail.  Failure to respond may result in 
the withdrawal of an application from further processing.  Management may make an exception 
to the procedures described herein to consider circumstances beyond the applicant’s control, for 
example, medical emergencies or extreme weather conditions. 
 
Written applications for open waiting lists will be accepted by all applicants who apply.  
Subsequent review will eliminate applications of households that do not qualify for project or 
program eligibility. 
 
Every application must be completed, signed, and dated by the head of the household and by 
all other adult members of the household. The application must be completed with all questions 
answered or it will be rejected as an incomplete application.   
 
An application that is not signed or dated by all adult members of the household will be rejected 
as an incomplete application. The management staff will assist any applicant who may need 
assistance completing the application.  
 
Applicants with disabilities may be provided with an alternative method of having their 
application processed because of their disability. 
 
The applicant(s) must provide pertinent information and/or documentation to the management 
staff with the application so eligibility can be determined. 
 
The Owner/Agent Considers false information about any of the following to be grounds for 
rejecting an applicant: 

1) Identity 
2) Social Security Numbers/Information   
3) Income 
4) Assets/Income from Assets 
5) Failure to disclose assets disposed of for less than fair market value in the past two years.  
6) Household Composition 
7) Rental History   
8) Criminal History  

 
As applications approach the top of the waiting list, the family will be contacted to schedule an 
application interview. The interview will be conducted in accordance with regulatory guidelines. 
 
If, during the interview, it becomes apparent the family is ineligible, the family will be informed 
and given a reason(s) for the ineligibility. The application will be denied for the given reason(s) 
and retained for a minimum of three years from the date the application was denied. The waiting 
list will be documented accordingly. 
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The Owner reserves the right to determine specific times when applications will be accepted 
and when application interviews will be conducted. Acceptance of applications and application 
interviews may be scheduled “by appointment only”. Whenever possible, application interviews 
will be conducted in privacy. 
 
Applicants are responsible to report changes in income, family circumstances, elderly status, 
student status and other relevant changes that may affect the family’s eligibility status.  

 
Rejected Applicants are eligible to reapply no earlier than 6 months from the date of rejection. 

 
INCOME QUALIFICATIONS 

 
All applicants must provide the households income information to determine eligibility for 
residency.  Each applicant must provide information necessary to verify all income sources to 
determine the eligibility of the applicant prior to moving-in.   Investments, monetary contributions, 
interest income from all assets held by household members, and income from other sources must 
be claimed to determine eligibility. 
 
RENTAL HISTORY 

 
Once eligibility has been determined based on the criteria set forth by HUD regulations, 
management will evaluate each applicant to determine eligibility utilizing its resident screening 
criteria.  Management will deny admission to any otherwise eligible applicant whose habits, 
practices or conduct in present or prior housing has been such as would likely interfere with other 
residents as to diminish their enjoyment of the premises by adversely affecting the physical 
environment or financial stability of the property if the applicant were admitted to the property.   
 
Applicants including, but not limited to live-in aides, security/police officers or additional household 
members wishing to move-in after the initial move-in must provide information to verify acceptable 
rental history for the past three (3) years.  Verifiable Rental History will include a completed 
Landlord Verification Form or a copy of the applicant’s rental agreement showing a monthly 
amount that is due to rent along with copies of cancelled checks or payment receipts.  
 
Acceptable rental history in the past three (3) years must include: 

1) A history of no civil disturbances.  
2) A history of no physical abuse or damage to previous places of residence. 
3) A history of prompt, timely payments of rent, damages, or other charges.  
4) A history of compliance with all former lease terms. 
5) A history of no evictions from any other housing facility or moving to avoid eviction. 
6) A history of responsible personal and community behavior 
7) A history of responsible community behavior that does not cause irreparable   
 damage to the reputation of the apartment community.  
8)  A history that does not exhibit intimidation or threats of physical harm to management, 

maintenance personnel or other residents. 
 

Rental History screening will not apply to applicants renting for the first time; however, the 
applicants must meet all other screening criteria to qualify for occupancy. 
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CREDIT HISTORY 
 
A credit history check is required of each applicant eighteen (18) and older including additional 
household members wishing to move-in after the initial move-in.  The credit report will be obtained 
from a reputable credit-reporting agency. 
 

An unsatisfactory credit report could result in rejection of the application.   
An application will be rejected if:  

  
 Yes    No  Families/persons left a previous residence owing an outstanding balance  

    for rent, damages, or other charges that remain unpaid.  
 

 Yes    No  Families/persons owe an outstanding balance to a utility company (electric,  
     water, sewer, gas). 
 

In the case of credit references, the responsibility of management is limited to informing the 
applicant that eligibility has been rejected based on confidential information received from the 
reputable credit agency.  Management will reappraise a credit report forwarded to management 
by the credit agency on behalf of the applicant that encompasses certain corrections or additions 
made in that report because of action taken directly by the applicant with the credit agency. 
 

 

1) Failure to provide reasonable, acceptable explanations of the poor credit history that can 
be verified through a reliable, third-party source will cause rejection of the application.  
An acceptable explanation must be provided by an impartial third party in writing on 
company or agency letterhead stationery.  

2) The applicant(s) will have the opportunity to clear these matters from their credit record 
and/or discuss the matters with the management staff.  The name, mailing address and 
telephone number of the credit-reporting agency will be provided to the applicant(s).  

3) Failure of the applicant(s) to clear alleged erroneous reports from their credit history 
could result in the rejection of the application.  
 

An applicant with no credit history will be considered an applicant with good credit history. 
 

DRUG ABUSE, SEX OFFENDER AND OTHER CRIMINAL ACTIVITY   
A criminal background check will be completed on each applicant household member 18 and 
older, live-in aides, security/police officers or additional members 18 or older wishing to move-in 
after the initial move-in.  A general consent for the release of information for background checks 
will be signed by each member 18 and older with the application paperwork. Refusal to sign a 
consent form will result in rejection of the application. Only applicants with a satisfactory 
background check will be accepted for residency in this community. The criminal background 
report will be obtained from a reputable reporting agency. 
An application will be rejected if:  

• If the landlord has verifiable knowledge that any member gives reasonable cause to 
believe is currently engaging in illegal drug use, or pattern of illegal drug use that may 
interfere with the health, safety or right to peaceful enjoyment of the premises by other 
residents.  

• If the landlord has verifiable knowledge that any person listed on the application gives 
reasonable cause to believe a household member’s abuse or pattern of abuse of alcohol 
interferes with the health, safety, or right to peaceful enjoyment of the premises by other 
residents. 
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A. The Owner has established a reasonable time before the admission decision:  
 

 Yes    No  Violent Felony convictions less than six (6) years from the date of  
screening will be considered reason for denial. (AR, TN, KY, GA, VA) 
 

 Yes    No  Violent Felony convictions less than five (5) years from the date of  
screening will be considered reason for denial. (Louisiana) 

 

 Yes    No Non-Violent Felony convictions less than five (5) years from the date of  
screening will be considered reason for denial. (AR, TN, KY, GA, VA). 

 

 Yes    No Non-Violent Felony convictions less than three (3) years from the date of  
screening will be considered reason for denial. (Louisiana) 
 

 Yes    No  Violent Misdemeanor convictions less than three (3) years from the date  
of screening will be considered reason for denial. (All) 

 
Non-Violent Misdemeanor convictions will not be considered a reason for denial. 
 

C.   Charges that are pending at the time of screening may be considered subject to an  
        individualized assessment.  
D.   If a member of an applicant household has been convicted of a felony offense or violent  

misdemeanor offense during the applicable "further review period" (dated from the day of 
conviction), the housing provider may choose to consider that record in determining 
whether to accept or deny an applicant household based on the criteria listed under 
Individualized Assessment.  

E.    Individualized Assessment – mitigating circumstances Second Level Review 
 

If an application is rejected resulting from the criminal criteria search, the Owner/Agent will 
consider mitigating circumstances, by second level management on receipt of written 
request received within ten (10) days from the date of the application rejection notice. The 
following information will be considered.  
 

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

• The effects that denial of admission may have on other members of the family who were 
not involved in the action or failure. 

 

• The age of the household member at the time of the offense. 
 

• The extent of participation or culpability of individual family members, including whether 
the culpable family member is a minor or a person with disabilities, or a victim of 
domestic violence, dating violence, sexual assault, or stalking. 

 

• The length of time since the violation occurred, with weight being given to significant 
periods of good behavior, as well as the family’s recent history, and the likelihood of 
favorable conduct in the future. 

 

• Evidence of the applicant family’s participation in or willingness to participate in social 
service or other appropriate counseling service programs. 

 

• Evidence of rehabilitation, such as employment, participation in a job training program, 
education, participation in a drug or alcohol treatment program, or recommendations 
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from a parole or probation officer, employer, teacher, social worker, or community 
leader; and 

 

• Tenancy support or other risk mitigation services the applicant will be receiving during 
tenancy. 

  

F.   If the applicant’s criminal conviction was related to his or her disability, the  
      management company will consider reasonable accommodations.  
 

G.  The owner shall ensure that this policy is uniformly applied to all applicants in a non-  
      discriminatory manner and in accordance with applicable fair housing and civil rights law. 
 
 
 

Review of Applications for acceptance or rejection.  
 

1) If the applicant requests an appeal interview to determine whether mitigating 
circumstances or reasonable accommodations due to their disability would make it 
possible to accept their application, management will do so according to HUD regulations 
and Section 504 of the Rehabilitation Act of 1973. 
 

2) If you are a person with a disability, you have the right to request reasonable 
accommodations to participate in the informal hearing process. 
 

3) If an applicant is clearly eligible and passes the screening guidelines, admission shall be 
authorized.  Likewise, if the applicant is ineligible, rejection of the application shall be 
authorized. 
 

4) Management will follow the grievance process by enacting second level review as 
outlined in the property Grievance procedures as set forth in the HUD Handbook 
4350.3 Revision 1 which is the applicant’s right to respond to the owner in writing or 
request a meeting within 10 days after the occurrence of adverse action or a notice of 
intent to take adverse action.  

 
 

APPLICANTS WITH DISABILITIES   
 

Management must consider the appeal of an application rejection if the applicant has a disability 
and the reasons for the rejection could be overcome by management’s reasonable 
accommodation of the applicant’s disability. For reasonable accommodation, there are several 
requirements.  First, the applicant must make the request and have a verifiable disability [mental 
or physical impairment that substantially limits one or more major life activities].  The disability 
must have a direct nexus to the reason the application would be rejected.  The applicant must 
request reasonable accommodation and provide verification of the disability and the need for the 
accommodation.  Finally, for the accommodation to be reasonable it cannot result in an undue 
financial and administrative burden to the Property.   
 
In some situations, even with reasonable accommodations, applicants with disabilities cannot 
meet essential program requirements.  In these situations, the applicant is not eligible, and the 
application will be rejected.  Examples of such situations are where the behavior or performance 
in past housing caused a direct threat to the health or safety of persons or property; history or 
other information that shows the applicant’s inability to comply with the terms of the Property’s 
Lease; or an objective determination that the applicant would require services from management 
that represent an alteration in the fundamental nature of the Property’s program.  
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B. Criminal background checks during residency: 

Management reserves the right to require criminal background checks at any time during 
residency if in receipt of credible and verifiable information. Past criminal history of 
applicants/residents may be basis for rejection/eviction if information received from law 
enforcement authorities indicates that an applicant or resident or household member may pose a 
threat to the health, safety, or right to peaceful enjoyment by other residents, property 
management staff or persons residing in the immediate vicinity of the facility.   
 

Refusal to sign a Consent Form when requested will result in the rejection of the application or 
the termination of the lease agreement.   
 

Knowledge gained after moving in of any criminal activity resulting in conviction of a 
household member for any of the above stated activities will result in immediate 
termination of the lease agreement.  

 
VIOLENCE AGAINST WOMEN ACT 

 
PROTECTIONS PROVIDED UNDER THE VAWA: The Violence Against Women Act (VAWA) provides 
protections to women or men who are the victims of domestic violence, dating violence, sexual 
assault and/or stalking – collectively referred to as VAWA crimes.  The owner/agent understands 
that, regardless of whether state or local laws protect victims of VAWA crimes, people who have 
been victims of violence have certain rights under federal fair housing regulation.   
 
This policy is intended to support or assist victims of VAWA crimes and protect victims, as well 
as affiliated persons, from being denied housing or from losing their HUD assisted housing 
because of their status as a victim of VAWA crimes.   
 
Affiliated persons include:  
 
1. A spouse, parent, brother, sister, or child of the victim, or a person to whom the victim 

stands in the place of a parent or guardian (for example, the affiliated individual is a person 
in the care, custody, or control of the victim); or  
 

2. Any individual, resident/applicant, or lawful occupant living in the household of that 
individual. 

 
VAWA ensures that victims are not denied housing and housing assistance solely because the 
person is a victim of a VAWA crime.  However, being a victim of a VAWA crime is not a reason 
to change the eligibility or applicant screening requirements set forth in the Tenant Selection 
Plan unless such requirements interfere with protections provided under the VAWA.   
 
For example:  An owner/agent may waive the requirement to review landlord history for an 
applicant if the victim has provided necessary documentation to certify their status as a victim 
and if contacting a previous landlord would put the applicant’s location at risk of exposure to the 
accused perpetrator. 
 
CONFIDENTIALITY 

The Notice of Occupancy Rights under the Violence Against Women Act provides notice to 
the resident/applicant of the confidentiality of information about a person seeking to exercise 
VAWA protections and the limits thereof.  The identity of the victim and all information provided 
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to the owner/agent relating to the incident(s) of abuse covered under the VAWA will be retained 
in confidence.  Information will not be entered into any shared database nor provided to a 
related entity, except to the extent that the disclosure is  
 
1. Requested or consented to by the victim in writing; or 

2. Required for use in an eviction proceeding or termination of assistance; or  

3. Otherwise required by applicable law. 

 
The owner/agent will retain all documentation relating to an individual’s domestic violence, 
dating violence, sexual assault and/or stalking in a separate file that is kept in a separate secure 
location from other applicant or resident files. 
 

REQUESTS & CERTIFICATION 

When the owner/agent responds to a request to exercise protections provided under the VAWA 
The owner/agent will request that an individual complete, sign, and submit the VAWA 
certification form, within fourteen (14) business days of the request. This certification may be 
submitted in an equally effective manner, as reasonable accommodation, if there is the 
presence of a disability. 
 
If the applicant/resident has sought assistance in addressing domestic violence, dating violence, 
sexual assault and/or stalking from a federal, state, tribal, territorial jurisdiction, local police or 
court, the resident may submit written proof of this outreach in lieu of the certification form.  The 
owner/agent will accept the following. 
 

• A federal, state, tribal, territorial, or local police record or court record or  
• Documentation signed and attested to by a professional (employee, agent or volunteer of a 

victim service provider, an attorney, medical personnel, etc.) From whom the victim has 
sought assistance in addressing domestic violence, dating violence and/or stalking or the 
effects of the abuse.  The signatory attests under penalty of perjury (28 U.S.C. §1746) to 
his/her belief that the incident in question represents bona fide abuse, and the victim of 
domestic violence, dating violence and/or stalking has signed or attested to the 
documentation. 

 

The victim is not required to name his/her accused perpetrator if doing so would result in 
imminent threat or if the victim does not know the name of his/her accused perpetrator. 
 

LEASE BIFURCATION 
 

If the owner/agent determines that physical abuse caused by a resident is clear and present, the 
law provides the owner/agent the authority to bifurcate a lease i.e., remove, evict, or terminate 
housing assistance to any accused perpetrator, while allowing the victim, who lawfully occupies 
the home, to maintain tenancy.   
 

LEGAL ACTION 
 

Victims are encouraged to seek police/legal protection from their accused perpetrator.  In some 
cases, the owner/agent may file a restraining order against the accused perpetrator to prevent 
the accused perpetrator from entering the property.   
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EMERGENCY TRANSFER 
 

The owner/agent will consider an Emergency Transfer Request when a person seeking to 
exercise VAWA protections feels that there is: 
 

• In imminent danger 
• Was sexually assaulted on the property within 90 days of the request. 
  
ATTEMPTED FRAUD 

 
Any information provided by the applicant that verification proves to be untrue may be used to 
disqualify the applicant for admission based on attempted fraud. If any of the following are 
discovered during the application process may be grounds for rejecting an application: 

 

1) Income, assets, household composition 
2) Social Security Numbers 
3) Previous residence history 
4) Criminal history 
5) Student status, full or part time 

 

If the applicant or any member of the applicant household fails to disclose rental history 
fully and accurately, the application may be denied based on the applicant's “misrepresentation.” 
of information.  
 

Unintentional errors that do not cause preferential treatment will not be used as a basis to reject 
the application. 
 

 
ADDITIONAL REASONS FOR REJECTION OF APPLICATION 

 
1) If a household fails to move into the rent-ready unit on the agreed date, the application 

can be rejected, and the unit will be offered to the next qualified applicant on the Waiting 
List. 

 
OCCUPANCY STANDARDS 

 
Dwelling units are to be leased in accordance with the standards set forth below. If an 
applicant’s household qualifies for more than one unit size, the family may choose one unit type 
or the other or be placed on both waiting lists. 

 
Bedrooms  Minimum Occupants  Maximum Occupants 

2  2  5 
3  3  7 
4  4  9 

 
A live-in aide/attendant who is not a member of the family shall not be required to share a bedroom 
with another member of the household. 
 
Any family placed in a unit size different than that defined in these occupancy standards shall 
agree to transfer to an appropriate size unit when one becomes available at their own expense. 
Families temporarily assigned a larger unit size to achieve or sustain full occupancy will be 
transferred to the proper unit size when one becomes available.  If the resident is occupying a 
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unit that is larger than needed and there is no demand for that larger unit, the resident will not be 
required to move from the larger unit until there is a demand for that size unit and at their own 
expense. Children who are away at school who have established a residency at another address 
or location evidenced by a Lease Agreement are not counted in occupancy.  
 
COUNTING FAMILY MEMBERS FOR ASSIGNING BEDROOM SIZE 
 

To determine how many bedrooms a family/applicant may have, the following will be counted:  
 

1) All full-time members of the household  
2) Children who are away at school but live with the family during school recesses who have 

not established a residency at another address or location evidenced by a lease 
agreement are counted in occupancy. 

3) Children who are subject to a joint custody agreement but live in the unit at least 50% of 
the time.  

4) An unborn child. 
5) Children whose custody is being obtained by a household member.  
6) Children in the process of being adopted by a household member. 
7) Children temporarily in foster-care will return to the family. 
8) Foster children & foster adults.  
9) Live-in aide/attendants. 
  

Bedroom space will not be provided for others who are not members of the household (e.g., 
children on active military duty (unless their spouse and/or children still reside in the unit), 
permanently institutionalized family members, visitors, etc.). 
 
ACCESSIBLE UNITS 

 
For units accessible to persons with mobility, visual or hearing impairments, households 
containing at least one person with such impairment will be given priority for those designated 
accessible units.  
 
The accessible units will be filled as follows: 
 

1) A current household containing at least one person with such impairment who would 
benefit from the special features of the accessible unit.  
 

2) If no current household requires the special features of the accessible unit, the unit will be 
offered to the next qualified applicant on the Waiting List who requires the special features 
of the accessible unit.  
 

3) If no qualified applicant on the Waiting List requires the unit with the special features, the 
accessible unit will be offered to the next qualified applicant not requiring the special 
features.  Should the applicant accept the accessible unit, the applicant will execute a 
statement acknowledging agreement to vacate, relocate to a non-accessible unit when a 
person requiring the special features qualifies. The cost of transferring will be the 
responsibility of the person who moved into the accessible unit executing the transfer 
agreement.  No costs of the transfer shall be borne by the Owner or Owner’s Agent.   
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Priority will be given to those who require a unit transfer due to reasonable accommodation 
and for VAWA emergency transfers. This means that a resident transferring from one unit to 
another as a Reasonable Accommodation or VAWA emergency transfer will be offered a unit  
before an applicant. 
Management will give priority to current residents: 
 

 Residing in a unit that has been determined uninhabitable due to flood, fire, or other natural 
disaster. 

 When a unit is designated for rehabilitation or repair. 
 
These situations represent extenuating circumstances, and the normal selection order may be 
adjusted to address the needs of these residents. 
 
When a resident transfers to a new unit with all other household members, the security deposit 
and pet deposit (if applicable) will be transferred to the new unit providing that the original unit is 
left clean and with no damages beyond normal wear and tear and after the resident has met all 
the terms stated above.   
 
A new one-year lease will be executed unless the transfer is done during the initial one-year term, 
in which case the lease will be made effective on the date of the transfer and continue through 
the end of the one-year lease term.  
 
Depending upon the circumstances, all costs associated with the transfer will be the responsibility 
of the resident, i.e., utilities, phone, and related moving expenses. However, if a resident is 
transferred as a reasonable accommodation to a household member’s disability, the owner will 
be responsible for the moving expense only, unless doing so will be an undue financial and 
administrative burden.   
 
SECTION 504 STATEMENT OF OBJECTIVE 

 
It is the objective of the Owner to operate the housing program so the program, when viewed in 
its entirety, is readily accessible to and usable by individuals with disabilities.  To accomplish this 
objective, the property will review its policies and procedures and: 

• Modify those policies and procedures which impose barriers to full accessibility by 
individuals with disabilities; and  
 

• Adopt such new policies and procedures as are required to provide full accessibility for 
individuals with disabilities. 

 
The property will also evaluate its program and activities to determine if any physical barriers to 
full participation by individuals with disabilities exist, and will identify methods for eliminating the 
identified barriers by: 

• Nonstructural changes in the program or activities; and/or  
• Structural modifications needed to remove barriers so that the program is readily  
 accessible to and usable by individuals with disabilities. 
 
In selecting among available methods, the following guidelines will be used: 
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1) Priority will be given to methods that offer activities and facilities in the most integrated 
setting appropriate (i.e., so that disabled individuals may participate in the program in the 
manner which is most like the way individuals without disabilities participate). 
  

2) No action will be taken which would result in a fundamental alteration in the nature of the 
property's program or activities.  
 

3) No action will be taken, which would result in an undue financial/administrative burden on 
the property and the owner. 
  

4) With respect to actions that would result in a fundamental alteration or undue burden, the 
property will take such similar action, if any, which would ensure that individuals with 
disabilities receive the program's benefits and services without resulting in a fundamental 
alteration or undue burden.  
 

5) Priority will be given to methods that are requested by individuals with disabilities.    
 

WAITING LIST 
 
The Waiting List Procedures have been designed to take into consideration the needs of individual 
families for affordable housing. 

Equal Housing Opportunity Statement: Management shall not discriminate against any 
applicant because of race, color, sex, familial status, religion, disability, national origin, age, 
source of income, actual or perceived sexual orientation, gender identity or marital status in the 
leasing, rental, or other disposition of housing.  A disabled person shall be offered any vacant unit 
of the appropriate bedroom size. The applicant has the right to request reasonable 
accommodation at the owner’s expense.  The cost of the accommodation will be at the applicant’s 
expense if Management can prove undue financial burden.  The owner/owner’s agent will comply 
with Section 504 (covers federally assisted units) of the Rehabilitation Act of 1973, Title VI of the 
Civil Rights Act of 1964 and the Fair Housing Act. 

Assignment Plan: Each applicant household shall be assigned an appropriate place on the 
waiting list in sequence based upon the date and time of application, suitable type or size of unit, 
and any other factors as determined by the owner. The applicant first on the waiting list shall be 
offered a dwelling unit in accordance with the following plan: 
 

Waiting List Procedures 
 

1) There will be one master waiting list for each program type/ bedroom size.   Additional 
waiting lists may be maintained, such as Barrier Free, In-House Transfers and Subsidy 
Program Changes. 
 

2) When the owner/agent estimates a unit will become available within sixty (60) days due 
to eviction, notice to vacant or abandonment, the applicant at the top of the waiting list 
will be contacted by telephone, email, or U. S. Mail.  

• When there is an anticipated PBV unit available, property management will select the 
first person on their waiting list that would be eligible for that bedroom size. If the first 
person fails to respond, property management will select the next person on their waiting 
list 
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• Management will attempt to contact the applicant by telephone at least two times during 
the next 48-hour period.   

• If contact by telephone fails, documentation of the attempts to contact the applicant will 
be filed with the application. 

• If contact cannot be made by telephone or email, a letter will be sent through the U.S. 
mail by certificate of mailing process providing an estimated date that a unit will be 
available for occupancy and requesting a date and time for an interview.   

• If there is no response to the letter within (14) business days from the date of letter, the 
applicant will forfeit the opportunity to apply for the available unit but will remain at the 
top of the applicable waiting list.   

• When a second unit becomes available, the same process as outlined above will occur. 

• If the applicant does not respond to the second letter, the application will be placed in 
the inactive file.  A letter will be sent through the U.S. mail by certificate of mailing 
process to inform them the applicant household that they have been removed from the 
waiting list.  

 

3) Once selected and contact has been made, the applicant will be given appointment time 
and location by property management to complete their full application. The applicant 
will be informed of the required documentation to bring to their scheduled appointment. 
 

4) If the contacted person refuses an available unit or cannot move in within (14) days from 
the date a unit is ready for occupancy, the applicant will remain at the top of the 
applicable waiting list; however, a letter will be mailed immediately (within 48 hours) 
informing him/her that after the second refusal his/her name will be removed from the 
waiting list.  

5) When an interview is set up, but the applicant fails to show up and does not contact 
management within 24 hours of the appointment, the applicant will be removed from the 
waiting list and placed in the inactive file. 
 

6) Changes in family size and characteristics may result in moving the applicant to the 
appropriate unit size waiting list.  The application will assume the position of the new list 
based on the date and time of the initial application.  The decision to move an applicant 
to a more suitable waiting list rests entirely with management.  

 
7) All applicants are required to contact management by mail, email, or telephone at least 

once every 6 months to update contact information to remain active on the waitlist. 
Those applicants who fail to contact management at least once during each six-month 
period will be removed from the waiting list and placed in an inactive waiting list file.  
Applicants may reapply when the waiting list is open but will not assume their old 
position on the list.  They will be treated as new applicants.  

 
8) It is the responsibility of the applicant to notify management in writing of any changes in 

phone numbers, addresses, and household composition.  
 

9) An applicant may be on more than one unit type waiting list if the household qualifies for 
more than one unit type.  The date of the initial application will determine the place on 
lists. 
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10) Once the application is completed, property management will conduct preliminary 
screening and if eligible,  

• Property management will complete the Meadowbrook Project Based Voucher 
referral form.  

• Property Management will scan and email the Referral form and application to the 
assigned KCDC ROA. The owner may not offer a unit until KCDC (PHA) determines 
that the family is eligible for the program. 

• On receipt of the referral and application from Meadowbrook Apartments, RAO will 
complete the KCDC application to determine eligibility.  

• Once screening is complete, the RAO office will notify property management by 
returning the completed Referral form. 

• Property management may proceed with a unit offer to the applicant.  
• Property management will send Jennifer Bell (RAO) an acceptance letter for the 

prospective tenant once the unit is ready to be inspected.   

Removal From Waiting List  
 
The Owner/Agent will remove an applicant’s name from the waiting list when any of the 
following applies:  

1. Applicants request that the household be removed. 
2. The unit needed for the household size has changed and no appropriately sized units 

exist at the property.  
3. Applicant fails to meet eligibility requirements. 
4. Applicant fails to meet occupancy standards.  
5. Applicant fails to meet screening requirements. 
6. Applicants are rejected for any reason described in the Plan.  
7. Applicant cannot be contacted by US mail (letters returned or undeliverable) or phone 

(disconnected or changed).  
8. Applicant fails to keep application information updated based on requirements noted in 

Plan.    
9. The applicant was clearly advised, in writing, of the requirement to tell management of 

continued interest in housing by a particular time and failed to do so as described in the 
section above.   

10.  The applicant refused the 2nd offer of a unit.  
 
Closing/Re-opening the Waiting List  

 
• The waiting lists will be closed when the list of pre-applications has reached a number 

equal to the estimated annual turnover rate.  

• Potential applicants will be advised the waiting list is closed and that additional 
applications will not be accepted.  
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• A notice will be published in a local newspaper of general circulation and notice to 
outreach groups that are identified in the property Affirmative Fair Housing Marketing 
plan stating the reason the waiting list is closed and that no additional applications will 
be taken. 

• People calling the community will be informed that the waiting list is presently closed 
and that it is necessary to reopen the waiting list. 

1) The waiting list will be re-opened when the number of applications on file has been 
reduced to 30% of the estimated annual applications needed.  

• The waiting list may be opened for a specific floor plan.   
• The date on which the waiting list will be opened using the same method as when 

the waiting list is closed. 
o A date will be set for 30 days from the date of the decision to reopen the 

list, and  
o A notice will be posted in a popular, local publication as well as notice to 

outreach groups identified in the AFHMP. 

SECURITY DEPOSIT 
 

A security deposit is due and payable at the time of the initial lease execution (move in).   
The amount of the deposit to be collected is: 

• $100.00. 
 
PRIVACY POLICY 

 
It is our policy to guard the privacy of individuals conferred by the Federal Privacy Act of 1974, 
the Health Insurance Portability & Accountability Act of 1996 (HIPAA) Violence Against Women 
and Justice Department Reauthorization Act of 2013 (VAWA) to ensure the protection of such 
individuals' records maintained by our property.  
 
Therefore, neither the property owner nor its agents shall disclose any personal information 
contained in its records to any person or agency unless the individual about whom information is 
requested shall give written consent to such disclosure or information is being subpoenaed by a 
court of law. 
 
This Privacy Policy in no way limits the property’s ability to collect such information as it may need 
to determine eligibility, compute rent, or determine an applicant's suitability for tenancy.  
Consistent with the intent of Section 504 of the Rehabilitation Act of 1973, any information 
obtained on handicap or disability will be treated in a confidential manner.  
 
We are dedicated to protecting the privacy of your personal information that was used to 
determine your eligibility for rental assistance including Social Security, other governmental 
identification numbers and any other required information.  We have adopted a Privacy Policy for 
Personal Information of Applicants and Residents.  
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CONSENT AND VERIFICATION FORMS 
 

PBV applicant households, KCDC will complete the determination of bedroom size based 
on family composition and the Annual Household income. THDA, the Low-income Housing 
Tax Credit program administrator accepts the determination of household income provided by the 
PHA. 
 
The owner/agent shall obtain verifications in compliance with IRS Section 42 regulations, using 
the guidance in chapter 5 of the HUD Occupancy Handbook 4350.03. After the preliminary 
eligibility determination, no decision to accept or reject an application shall be made until 
information provided in the application form and subsequent interviews has been collected and 
any necessary follow-up interviews have been performed. All information relating to the following 
items will be verified as described in these procedures. The refusal to sign a General Consent for 
release of information will result in the rejection of the application. 

 
Information to be verified: The following information will be verified: 
 

1) Eligibility for Admission such as:  
 Income from all sources  
 Unearned income of minors 
 Assets and asset income ALL household members  
 Identification (all members 18 & older)  
 Age  
 Household Composition  
 Social Security Numbers  
 Student Status  

2) Resident Selection Criteria:  
 Criminal History including State Lifetime Sex Offender Registration  
 Credit History  
 Rental History    

 
3) The need for an Accessible Unit 

 Disability (if need not apparent) 
 

Methods of Verification: 
1) Third-party verification (as appropriate)   
2) In the absence of UIV or third- party verifications; self-certification or affidavits from 

household member    
  
Forms of Verification: Documentation required, as part of the verification process, may 
include: 
1) Checklists completed as part of the interview process (signed by the applicant) 
2) Verification forms completed and signed by third parties. 
3) Reports of interviews 
4) Documentation, ie, award letters, pay stubs, bank statements, IRS 1040, etc. 
5) Notes of telephone conversations with reliable sources 
6) Facsimile, email, and internet 
7) IRS tax returns  
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At a minimum, such reports will indicate the date and time of the conversation, source of the 
information, name and job title of the individual contacted, and a written summary of the 
information received. 
 
Management will be the final judge of the credibility of any verification submitted by an 
applicant. If the documentation is doubtful, it will be reviewed by Management, who will make 
a ruling about its acceptability.  Management will continue to pursue credible documentation 
until it is obtained, or the applicant’s application is rejected for failing to produce it. 

 
Sources of Information: Sources of information to be checked may include, but are not 
limited to:   
 

1. The applicant by means of interviews 
2. Present and former housing providers 
3. Present and former employers 
4. Credit checks and management record services 
5. Social workers, parole officers, court records, drug treatment centers, physician, clergy  
6. The Department of Health and Human Services (HHS) 
7. The Social Security Administration (SSA) 
8. Medicare/Medicaid 
9. Law enforcement – federal, state, or local 
10. Dru Sjodin National Sex Offender Public Website or other Vendor providing Sex 

Offender Screening  
11. “Institutes of higher learning” for student status 

 
Period of Verification: Verification must be received no less than 120 days from the date of 
the Certification or Re-certification. Verified information that is not subject to change (such as a 
person’s date of birth) will not be re-verified.  
 
Applicant and Resident income, and asset factors are Verified. 
 

Management agents are required by Tax Credit program administrators to determine the family’s 
eligibility for the program.  
 
All student status and income sources including income earned by assets will be verified prior to 
initial occupancy, at annual recertification and when changes are reported by the household.  The 
Management agent is required to obtain the applicable verifications to determine Gross Income 
for program eligibility.  
 
Income Includes: Income includes but is not limited to Wages, Temporary Employment 
Agencies, Day Labor Agencies, 1099 Self-Employment, Gig income, Social Security, SSI, 
Public Assistance, Pensions, Child Support, Alimony, Cash and Non-Cash in-kind contributions, 
VA Benefits, Military Pay, Employer paid Disability Benefits, Recurring Retirement Account 
distributions, Unearned income of minors and income earned from Asset holdings.   
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Assets include Real Property, Personal Property Necessary and non-necessary. 

• Real Property is categorized as land, homes, or personal property. Real Property is always 
counted as an asset regardless of value unless it is specifically excluded by HUD. 

• Non-necessary personal property includes bank accounts (checking, savings, CD’s) 
financial investments and luxury items. Luxury item examples include but are not limited 
to boats, car collections, Recreational vehicles, baseball card collections, stamp 
collections etc.  

o Non-necessary personal property will be listed on the Certification. 
o Non-necessary personal property will not be in the total included assets unless 

their combined net cash value exceeds $51,600 adjusted annually for inflation.   
o O/A must consider and include actual asset income even if the assets total is 

$51,600 or less.  
Necessary personal property includes items that are essential to the household for the 
maintenance, use and occupancy of the premises as a home or are necessary for employment, 
education, or health and wellness, or items that assist a disabled family member, or items that 
are convenient or useful to a reasonable existence or support daily life. These items are always 
excluded. 
 
Real Property Exceptions:  

• The property is jointly owned, where the other owner resides in the property, and the 
other family members do not reside in the property; or 

• The property is owned by a victim of domestic violence, dating violence, sexual assault, 
or stalking; or 

• Family receives assistance for the property under 24 CFR § 982.620 (manufactured 
home PHA assistance to lease space) home or 24 CFR Part 982 (Section 8 Tenant 
based assistance voucher program); or 

• The property is for sale. 

• Real Property is not suitable for occupancy.  
o Does not meet the disability-related needs of the family. 
o Not suitable for the family size. 
o The geographical location of the property presents a hardship for commuting to 

work or school.  
o Property is in poor physical condition/unsuitable for occupancy.  

Assets- Low Income Housing Tax Credit Program: Management Agents will follow the current 
LIHTC program Rules provided by State LIHTC Agencies.    

• THDA has adopted HOTMA changes to determine Income and Assets.   

• Assets with a value greater than $51,600 will be verified prior to initial occupancy and at 
Annual Recertification.  

• The Tax Credit program allows households to Self-certify the value of and income received 
from assets up to $51,600 using the state specific asset certification form.   
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LEASE AGREEMENT 
 

The Lease Agreement: A Lease Agreement shall be entered into between management and the 
head(s), co-head and all other members 18 and older of the household prior to the family's 
admission.  The initial lease term will be no less than one full year (12 months). One copy of the 
executed Lease will be given to the resident, and one executed copy will be filed in the permanent 
file established for the household. 
 
Term of Lease Agreement: During the term of the Lease, management shall be notified by 
resident in writing if: 
 

1) Guests of the household are expected to stay in the unit for no more than (14) 
consecutive calendar days.  

2) Residents have guests living in the units for more than a total of (14) calendar days for 
any (6) month period.  Any resident in violation of this policy shall be subject to lease 
termination or eviction unless the guest is processed and accepted for residency. 

 
Rent Adjustments: In the event of any rent adjustment, management will mail or deliver a notice 
of rent adjustment to the resident.  Notices of rent adjustment will be issued to amend the dwelling 
Lease.  Documentation will be included in the resident file to support proper notification as per 
4350.3 requirements. 
 
Changes in Family Composition: Changes in family composition shall become part of the 
existing Lease only upon the expressed approval of management.  Any change shall be reported 
by the resident within ten (10) days of said change. Any family member out of the household for 
more than 30 days, unless for shared custody, will be removed from the family household 
composition.   

 
ABANDONMENT OF DWELLING UNIT 
 
During the term of the Lease, a unit will be considered abandoned if it is unoccupied for more 
than sixty (60) consecutive days unless prior approval of management has been received.  A 
period of ninety (90) days will be allowed for vacation, and one hundred and eighty (180) days for 
medical reasons.    
 
A unit will be considered abandoned in the event management has evidence indicating the 
resident has permanently vacated the premises including, but not limited to,  

• the removal by the resident of substantially all the resident’s possessions and personal 
effects from the premises or  

• the resident’s voluntary termination of utility service to the premises. Management 
will provide written ten (10) day notice of Owner’s intent to take possession of unit unless 
additional notice is required by State or local law.  

 
 
 

SUBLEASING 
 
The dwelling unit shall be the only residence of the residents on the Lease Agreement.  The unit 
shall not be sublet and may not be used for any other purpose other than the private dwelling of 
the residents and family as specified in the Lease Agreement.  
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MOVE IN 
 
Prior to Move-In: 

1) The applicant and Management will inspect the unit and will sign and date the move-in 
inspection form. 
 

2) All adult members of the household will sign the Lease and related documents. 
 

3) The applicant will pay the security deposit (and, for communities with pet policies, etc., 
any other deposits called for under the Lease Agreement.) 
 

4) The applicant will pay the rent for the first month or partial month of occupancy as set forth 
in the lease. 

 
At the time of move-in, keys to the apartment and/or mailbox will be issued to the household. 
 
If the household fails to move in on the agreed date, the application will be declined, and the unit 
will be offered to the next household on the Waiting List. 

MOVE OUT 
 

Residents must provide a written notice of intent to vacate no less than thirty (30) days prior to 
moving out in accordance with the Lease Agreement. Written notice may be provided on property 
managements notice to vacate form which includes a helpful Move Out guide for our residents or 
a written or typed signed statement.  At move out, management will complete the move out 
inspection and the deposit accounting. A copy of the disposition listing charges against the deposit 
will be mailed to the address provided by the vacating household and a copy will be retained in 
the move out file.  
 
The move-out inspection process can be conducted with or without the resident, although having 
the resident present can help to eliminate any future misunderstanding of charges.  The Unit 
Inspection Report will be used to compare apartment conditions before and after the lease term 
along with the completion of an assessment of appropriate charges. 
 
ANNUAL RECERTIFICATION 
 

Annual recertifications shall be conducted in compliance with the following procedure: 
 

1) Annually, at least 120 days prior to each resident’s Lease Anniversary Date. 
 

a. Each household will be notified in writing of the requirement to file and sign a 
complete recertification update form. This form shall provide accurate information 
regarding annual income, employment, and family composition to determine rent 
and apartment size.  

b. Verifications shall be obtained in accordance with the procedure set forth in HUD 
Handbook 4350.3 and determinations shall be made accordingly or through the 
PHA providing rental assistance.    

c. In the event of failure, or refusal, of the resident to report the necessary information, 
management retains the right to terminate rental assistance on the last day prior 
to the AR effective date and/or terminate the Lease. If the resident is a person with 
disabilities, the owner must consider extenuating circumstances when this would 
be required as a matter of reasonable accommodation. 
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2) Recertification procedures are to begin at least one hundred twenty (120) days prior to the 
annual recertification date. Complete and accurate records shall be maintained to ensure 
each resident receives the recertification review within this time frame.  

 

3) Upon completion of interviews and verifications, each resident shall be notified of the results 
of the recertification adjustments to the tenant paid rent and rental assistance if applicable, 
no less than thirty (30) days prior to the effective date, unless the household waives right 
to a 30 day notice due to failure to comply with the recertification procedure in a timely 
manner.  

  
 

ANNUAL SEXUAL PREDATOR DATABASE SCREENING 
 

Management will complete a Sexual Predator Database Search for all household members 18 
and older and all live-in-aides at annual recertification.  Sexual Predator database searches are 
available to the public at large and do not require a consent form.  
 
Past criminal history of applicants and/or residents may be a basis for rejection or lease 
termination if information received from law enforcement authorities indicates that an applicant, 
resident, or household member may pose a present threat to the health, safety, or right to peaceful 
enjoyment by other residents, property management staff or persons residing in the immediate 
vicinity of the facility.  Any household member who is subject to any state sex offender registration 
requirement or is subject to lifetime inclusion on any state sex offender registration will be evicted.    
  
 

CHANGES TO THE RESIDENT SELECTION PLAN  
 

Applicants on the waiting list will be notified when changes have been made to the Resident 
Selection Plan.   
 

• Posting the revised Resident Selection Plan in the management office, and 
• by written notice. 

 
CHARGES OTHER THAN RENT  

 

The owner may charge for facilities or services provided by the apartment community. The 
charge for specific services or use of facilities is explained in other Policy documents that may 
include, but not be limited to:  
 
i)  Pet Policy-Pet Deposit if applicable.  
ii)  Rent Collection Policy. 
iii)  Return Check Policy.  
iv)  Damages – No more than the actual cost to repair or replace.  
 
Many of these charges are incorporated into the Lease Agreement. 
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RSP Appendix A 
 
Published LIHTC Income Limits for current year.  
 
 
LIHTC limits are determined by the Placed In-service date, County and  
State where the property is located.  
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The Restoration House (TRH) Waiting List Policy 
1. Overview 
This document outlines the waiting list management policy for The Restoration House (TRH), a 
project-based voucher (PBV) site in partnership with Knoxville’s Community Development 
Corporation (KCDC). The Restoration House is a 2 year self sufficiency program. Only those 
accepted into the Restoration House Program are eligible to apply to housing at the Restoration 
House.  

2. Waiting List Management 
2.1 Maintaining the Waiting List: 

● Once a program applicant is approved for the program, they will be added to the housing 
waiting list. 

● The list will contain applicant names, contact information, date of application, and 
preliminary eligibility status (if applicable). 

● TRH will accept applications online unless an applicant requests an alternative option, in 
which case necessary accommodations will be made. 

 
2.2 Opening and Closing the Waiting List: 

 TRH is responsible for opening and closing its waiting list. 
 
Closing Applications: 
The waiting list will be closed when there are no available units.  
 
Reopening Applications: 
When openings become available, TRH will reopen the waiting list.  Information about the 
reopening will be communicated through TRH's official channels, including the website and social 
media. Public notice will be given by publication in a local newspaper of general circulation and by 
minority media. 
 
3. Admission Preferences 
The Restoration House is a 2 year self sufficiency program. Program acceptance is 
required to qualify for any housing opportunities. Admission preferences for TRH 
program are as follows: 

● Single mothers aged 24 or older. 
● At least 50% custody of at least one child. 
● High school diploma or GED. 
● Homeless or inadequately housed. 
● Willing and able to begin full-time school or employment within two months. 
● Motivated toward self-sufficiency, as demonstrated by engagement in planning, 

accountability, and life skills development. 
● Emotionally and mentally stable enough to support family life. 
● At least one year of sobriety outside of a recovery program. 
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● Committed to community and relationship building. 
● Have a valid Driver’s License  

 
 

Disqualifications: 
● Conviction for violent or sexual offenses. 
● Other criminal history may be reviewed on a case-by-case basis. 

 
5. Selection from the Waiting List 
 

● Applicants will be selected from the waiting list based on the date/time of application 
and available units. 

● When an applicant is screened and accepted into  housing, TRH will refer the applicant 
to KCDC for final program eligibility determination. 

● TRH may not offer a unit to the applicant until KCDC has confirmed eligibility. 
 

6. Procedures for Removing Names from the Waiting List 
Applicant names may be removed under the following conditions: 
 

● Applicant is found ineligible. 
● Applicant fails to respond to outreach efforts within 5 business days, unless a reasonable 

accommodation for a disability has been requested. 
● Applicant voluntarily withdraws their application. 

 
Notification Requirements: 
 

● If an applicant is found ineligible, TRH must issue a written notice including: 
1. The reason for the decision 
2. The right to request an informal review within 2 business days  
3. Instructions for requesting the review  

 
All removal decisions and communications will be documented and retained in accordance with 
HUD regulations.   
 
7. Record-Keeping and Compliance 
 

● TRH will maintain all applications (eligible and ineligible) with documentation of 
decisions and correspondence.  

● Any future amendments will be submitted to KCDC for review and approval. 
 
 
 
 
 



KCDC’S ADMINISTRATIVE PLAN FOR SECTION 8 131

 

 

 

 

 

 

Village at Holston Place 
2025 Wait List Plan 
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Waiting List Policy Overview 

This policy outlines the waiting list requirements for The Village at Holston Place and provides guidance 
on establishing criteria for updating and maintaining the waiting list. 

Purpose of the Waiting List 

The waiting list determines the order in which housing offers are made to qualified applicants. Proper 
setup and maintenance are crucial for compliance with HomeSource East Tennessee’s civil rights and 
program policies.  

 

Tenant Selection and Assignment Plan (TSAP) 

The TSAP ensures tenants are selected for occupancy according to HUD requirements and HomeSource 
East Tennessee’s policies. It aligns with federal nondiscrimination and equal opportunity standards. Key 
aspects include: 

• Criteria for offering units when multiple suitable ones are available. 
• Timeframes for applicants to consider unit offers. 
• Limits on the number of unit refusals without good cause before removal or repositioning on 

the list. 
• Definitions of "good cause" for declining unit offers. 
• Conditions for removing applicants from the waiting list. 
• Circumstances prioritizing resident transfers over applicant offers. 
• Assignment of accessible units to individuals needing such features, as per HUD Section 504. 
• Provision of reasonable accommodations for individuals with disabilities during the TSAP 

process. 

 

Waiting List Administration 

Public notices about waiting list openings must be clear, accessible, and compliant with HUD’s fair 
housing standards. HomeSource East Tennessee will adopt inclusive measures for: 

• Communicating notices to individuals with disabilities and those with limited English proficiency. 
• Allowing applications via multiple methods (in-person, phone, fax, email, online). 
• Ensuring broader access, such as extended hours for application pickup/drop-off. 
• Distributing applications across accessible locations. 
• Considering a 30-day application period to allow widespread participation. 
• Using a lottery system for list placement to ensure diversity. 
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Placing Applicants on the Waiting List 

When a prospect contacts HomeSource East Tennessee, they will be informed about the current waiting 
list. The process includes: 

1. Collecting applicant details:  
o Full name 
o Phone number 
o Email 
o Age category 
o Disability status 
o Desired bedroom size 
o Additional relevant information 

2. Informing applicants of their position on the list and estimated wait time. 

 

Updating the Waiting List 

To remain active, applicants must contact the office every 4–6 months to confirm or update their 
information. If no contact occurs within six months, staff will attempt to verify interest. Lack of response 
will result in removal from the list, but prospects may reapply at the bottom of the list. 

 

Wait List Management 

• The list will close when it reaches 200 individuals (estimated 2–3 years' wait) and reopen when it 
drops to 175. 

• Openings will be advertised on the HomeSource East Tennessee website and other platforms. 
• The list will be electronically maintained using the "Waitlist Plus" program. 
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PROGRAM POLICY & PROCEDURE
Helen Ross McNabb Center

Housing

SECTION: Screening and Access to Service Page 1of 1

SUBJECT: Waiting Lists

Effective Date: 01/31/02 Revision Date:

10/25/06,11-20-06, 3/10/09,
10/1/09; 2/25/11, 11/12/13,
12/4/13, 5/30/14, 9/23/14,
12/1/14; 4/9/18; 5/27/22

Approved By: Sr. Director of Adult Outpatient MH and Recovery Services

POLICY: Hamilton County housing sites and Dogwood Springs Senior Housing will 
maintain waiting lists for housing- differentiations based on eligibility 
criteria. Potential tenants are screened on a first-come, first-serve basis.

PROCEDURE:

1. The housing sites located in Hamilton County will maintain 3 separate waiting lists for 
housing based on the differing eligibility criteria:

a. Independent Living- Hamilton
b. Priority Supportive Living Facility- Hamilton
c. Community Supportive Living Facility- Hamilton

2. Dogwood Springs will maintain 1 waiting list for housing.

3. As requests for housing are received, the potential tenant’s name and contact information 
will be placed on the appropriate waiting list. Potential tenants will also be provided with 
alternative housing resources at this time.

4. As vacancies become available, the Property Manager will begin contacting potential 
tenants by going down the list in the order that the housing request was received.

5. Upon making contact with a potential tenant on the waiting list, the Property Manager will 
begin the application process. 

6. If a potential tenant is deemed ineligible for housing during the application process or 
cannot be contacted/located after repeated attempts, the Property Manager will attempt to 
make contact with the next person on the list. 

7. The Property Manager will note the disposition of each case on the waiting list and 
maintain in his/her files for future reference. 
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PROGRAM POLICY & PROCEDURE
Helen Ross McNabb Center

Housing

SECTION: Screening and Access to Services Page 1 of 1

SUBJECT: Knox County Coordinated Entry

Effective Date: 5/1/18 Revision Date: 3/14/22

Approved By: Sr. Director of Adult Outpatient Mental Health and Recovery Services

POLICY: All Knox County housing sites, with the exception of Dogwood Springs,
participate in the Knox County Coordinated Entry System (CES), referred to as 
the Coordinated Housing Assessment Match Plan (CHAMP). CHAMP is 
managed by the City of Knoxville and ensures that all housing placements meet 
the requirements of HUD’s 24 CFR Part 578 and the Homeless Emergency 
Assistance and Rapid Transition to Housing Act. The intent of the CHAMP 
process is to ensure that those individuals with the highest vulnerability and 
longest term of homelessness are prioritized for permanent supportive housing.

PROCEDURE:  

1. As a participant of the CHAMP process, HRMC will route all applicants for housing to the 
appropriate Designated Access Point (DAP).

2. The DAP will be responsible for assessing the applicant’s vulnerability through the use of the VI-
SPDAT and will also conduct a housing barrier assessment.

3. The results of these assessments will be placed in Knox County’s HMIS system, and the applicant
will be placed on the county-wide housing waiting list according to Knox County’s Priority 
Guidelines (HRMC will maintain no separate waiting lists for Knox County housing sites).

4. As vacancies occur in HRMC housing, HRMC will review the county-wide housing waiting list 
and begin the application process with the highest priority family who meets the other eligibility 
requirements outlined in this Tenant Selection Plan



KCDC’S ADMINISTRATIVE PLAN FOR SECTION 8 136

 
The property for which you are applying is a low-income property; all units at this property contain a Foster 
Youth to Independence Project-Based Voucher (FYI PBV) administered by Knoxville's Community Development 
Corporation (KCDC) . To achieve our goal of providing the housing environment you desire, all prospective 
applicants are required to meet established criteria to be considered for residency. This community uses great care 
and will always abide by Federal, State, and Local Fair Housing Laws when processing all potential resident's 
applications. All items listed on this Tenant Selection Plan supersede any similar items located on the rental 
application. There is a supplement to this plan that addresses all additional requirements for the PBV units; 
applicants must meet all criteria contained herein as well as all criteria contained in the PBV supplement. 

A VALID STATE OR FEDERALLY ISSUED PHOTO I.D. IS REQUIRED PRIOR TO SHOWING ANY 
RENTAL HOME 

• The standard maximum occupancy of a unit is one  occupant per bedroom. However, special 
circumstances are taken into consideration regarding the number of occupants. 

• Each head, co-head or spouse must be of legal age to enter into a binding contract based on prevailing 
state law and must provide copy of State issued ID, Birth Certificate, Social Security card, Green card, 
Visa or valid Passport.  

• All applicants' combined income must not exceed the maximum income requirements as specified by the 
F Y I  P B V Program and Elmington Property Management. The current income limits are listed on the 
attached Manager’s Certification. These will also be posted in the onsite office on a bulletin board. 

• The source(s) of a household’s income are not considered when determining if a household qualifies. All 
sources of income must be able to be verified, and all sources of income are included when determining a 
household’s eligibility. 

• Applications for occupancy can be picked up at the onsite office during normal business hours. All 
communication with applicants will be by first class mail, email, or by phone. Written applications will be 
accepted from anyone who wishes to apply. Every application must be completed and signed by the 
applicant. Onsite staff and DCS employees will be prepared to assist any applicants who might have trouble 
completing the application form. This assistance might take the form of answering questions about the 
application, helping applicants who might have literacy, vision, or language problems, in general, making it 
possible for interested parties to apply for assistance. All applications will be reviewed for a preliminary 
eligibility determination to ensure there are no obvious factors that would make an applicant ineligible. 

• All applicants must meet full-time student status requirements along with any other qualifications 
as required by HUD and Elmington Property Management. 
Students include individuals attending public or private elementary, middle, junior high, or senior 
high schools, colleges, universities, technical, trade or mechanical schools. Students do not include 
individuals participating in on-the-job training. 

o Because all residents who will qualify for this property will be persons formerly in foster care, 
proof of former foster care will be required if the applicant is a full-time student in order to waive 
the HUD student status requirement. 

• Landlord history may be verified verbally or in writing. The application can be denied for a negative landlord 
reference. Delinquent payments more than 25% of the time over the last twelve (12) month will be 
considered derogatory landlord history. 

 

• Criminal history will be checked on all adult (18+) members of the household. Any denial of admission based on 
criminal screening results will be provided to the applicants in form of a written notice. The applicant(s) will have 
8 days to dispute accuracy of the criminal record report. Felony and misdemeanor convictions may result in 
denial of the application as follows: 

IS THIS PROPERTY RIGHT FOR 
ME? 

 
Updated 2/27/2026 



KCDC’S ADMINISTRATIVE PLAN FOR SECTION 8 137

 
• Management may conduct individual assessments of the criminal records and their impact on the household’s 

suitability for admission. The assessment will include consideration of the following factors in determining 
whether to admit or deny the individual: 

O Seriousness of the criminal offense 
O Relationship between the criminal offense and the safety and security or residents, staff or property 
o Length of time since the offense, with weight being given to significant periods of good behavior.  
o Age of the household member at the time of the offense. 
O Number and nature of any other criminal convictions. 
O Evidence of rehabilitation, such as employment, participation in a job training program, education, 

participation in a drug or alcohol treatment program or recommendations from a parole or 
probation officer, employer, teacher, social worker or community leader. 

o Tenancy supports or other risk mitigation services the applicant will be receiving or have access to during tenancy. 
• If the applicant’s criminal conviction was related to his or her disability, the management company will consider 

a reasonable accommodation. 

• Requests for reasonable accommodations from applicants/residents with disabilities, in order that they may 
benefit from the use and enjoyment of the dwelling units, are processed in a timely manner. The 
applicant/residents must be able to show that the requested accommodation is necessary, and that there is a 
strong, identifiable relationship between the requested accommodation and the individual’s disability. 

o If a household requests an accessible feature, policy modification, or other reasonable accommodation, 
the property will provide the requested accommodation unless doing so would result in a 
fundamental alteration in the nature of the program, or an undue financial and administrative burden. A 
fundamental alteration is a modification that is so significant that it alters the essential nature of the 
operations of the property. 

o Management will provide the applicant a Request for Accommodation form that they may use to make 
their request. However, the form cannot be required. Management will respond within 10 business 
days of receipt. The available unit will be held for an applicant requesting reasonable accommodation 
until management decide whether to approve or deny the request. If the request 
is denied, the applicant will be notified in writing and given 8 business days to appeal the decision. 
During which time the available unit will not be rented to another qualified applicant. 

• Anyone who wishes to be admitted or to be placed on the Waiting List must complete an application. The 
application must include a signature certifying the accuracy and completeness of information provided. If the 
applicant is placed on the Waiting List, the list will note the name of the applicant, the date and time of 
application, the type of income, the size of unit desired, and any other pertinent information. 

• Before putting any applicant on a waiting list, the property will make a preliminary eligibility determination to 
ensure that there are no obvious factors that would make an applicant ineligible. 

o Applicants have the opportunity, at any time, to supplement the information they already provided with 
their application. 

• There will be one waiting list. Preference for occupancy of units designed to accommodate persons with physical 
impairments (mobility, visual, and/or hearing) will be given to disabled individuals or families who require the 
accessibility features provided in the units. Once these two preferences have been satisfied, applicants are selected 
from the waiting list based on the date and time their applications were submitted. 

• The property will select names from the waiting lists in chronological order to fill vacancies. Preferences will be 
given for applicants with a reasonable accommodation. In such a case, a notation will be made on the waiting list to 
indicate why this applicant was skipped for a reasonable accommodation. 

• The Waiting List will be updated semi-annually. Applicants must contact the property every six (6) months to stay 
on the Waiting List. The property will update the waiting list by removing the names of those who are no longer 
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interested in, or who are no longer qualified for, assisted housing. The applicant is responsible for updating the 
application with any changes that may occur to remain active on the current waiting list. 

• The waitlist is never closed. All applications are processed, and approved applications are placed on the waiting list. 
As applicants get to the top of the waiting list and are contacted regarding their interest in a unit. If the applicant 
states they are no longer interested or do not respond within 8 days, they are removed from the waitlist and the 
unit will be offered to the next qualified applicant on the waiting list. 

• Applicants will be notified in writing that they have been approved for occupancy. They have 8 days from the date 
of the letter to respond. Once an applicant has accepted an offer for a unit, they will have 48 hours to pay the 
security deposit and schedule their move-in date. The move-in date must be scheduled within a maximum 30-day 
period. 

• If an applicant is determined to be not eligible, the applicant will be notified in writing immediately. The written 
notification will list the specific reasons for the denial, advise the applicant of their right to respond to the notice 
requesting a meeting with management within 10 business days of the notice, and advise the applicant of their 
right to request a reasonable accommodation if the applicant is disabled and feels they have grounds to be 
granted a reasonable accommodation. 

• Management will not deny admission for an applicant solely based on the person's status as a victim of 
domestic violence defined under VAWA. An applicant who certifies they were the victim of domestic violence 
may be admitted with poor credit and landlord screenings if they can show the cause of the negative factors 
were caused by domestic violence. Any information submitted to management regarding domestic violence 
defined under VAWA will be kept confidential. More information is available upon request to the Community 
Director. 

• Incomplete or falsified documentation will result in denial of the application. All documentation provided during 
processing your application must comply with all Federal and State LIHTC Program criteria (where applicable). 

• PLEASE REVIEW THESE POLICIES CARFULLY BEFORE SUBMITTING AN APPLICATION. WE WILL CONSIDER ALL 
APPLICANTS REGARDLESS OF RACE, COLOR, RELIGION, SEX, NATIONAL ORIGIN, DISABILITY, FAMILIAL STATUS, 
MARITAL STATUS, SOURCE OF INCOME, AGE, ANCESTRY, MEDICAL CONDITION, SEXUAL ORIENTATION, OR ANY 
OTHER ARBITRARY BASIS. WE WILL COMPLY WITH THE FAIR HOUSING ACT, THE 1988 FAIR HOUSING 
AMENDMENTS ACT, TITLE VI OF THE CIVIL RIGHTS ACT OF 1964, TITLE VIII AND SECTON 3 OF THE CIVIL RIGHTS 
ACT OF 1968(AS AMENDED BY THE COMMUNITY DEVELOPMENT ACT OF 1974), EXECUTIVE ORDER 11063, THE 
VIOLENCE AGAINST WOMEN ACT (VAWA), THE AGE DISCRIMINATION ACT OF 1975, AND ANY LEGISLATION 
PROTECTING THE INDIVIDUAL RIGHTS OF THE RESIDENTS, APPLICANTS, OR STAFF WHICH MAY SUBSEQUENTLY 
BE ENACTED. HOWEVER, IF THE RENTAL QUALIFICATIONS AS STATED IN THIS DOCUMENT ARE NOT MET, THE 
APPLICATION FEE WILL NOT BE REFUNDED. 

• WARNING: SECTION 1010 OF TITLE 18 OF THE U. S. CODE MAKES IT A CRIMINAL OFFENSE TO 
MAKE WILLFUL FALSE STATEMENTS OR MISREPRESENTATIONS TO ANY DEPARTMENT OR AGENCY OF 
THE UNITED STATES AS TO ANY MATTER WITHIN ITS JURISDICTION. THE SECTION 42 LIHTC PROGRAM 
IS REGULATED BY THE U.S. 
• INTERNAL REVENUE SERVICE. If any minimum requirement contained within this document 
conflicts with any Local, State or Federal rule or law, the appropriate Local, State or Federal rule or law will 
prevail. 
• Agreement & Understanding: 

 
 
 

 
Applicant Signature Date Applicant Signature 

 
 
 
 

THANK YOU FOR CHOOSING OUR COMMUNITY! 
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Supplement to the Tenant Selection Plan for Project-Based Vouchers (PBVs) 
 

 
The property for which you are submitting a rental application contains project-based vouchers that are administered by the Knoxville’s 
Community Development Corporation (KCDC). All households applying for these units must meet all criteria contained in the main tenant selection 
plan as well as all criteria contained in this supplemental tenant selection plan. 

 
Waitlist 
The property maintains a separate waitlist for PBV units subdivided by bedroom size. All in-house transfers are given preference over new 
admissions in the following order: 

1) Transfer to an accessible unit for a household that has indicated need for accessible features. 
2) Transfer due to VAWA reasons. 
3) Overhoused households and households occupying an accessible unit with no need for accessible features. 
4) Underhoused households. 

If there are no in-house transfers needing a unit that comes available, a household will be selected from the waitlist. Households will be 
selected in order based on date and time of application with the oldest application being given priority except in the following circumstance: 

1) If an accessible unit becomes available, households with need of accessible features will be offered the unit 

in order of date and time their applications are submitted. 

If a household on the waitlist declines a unit for other than good cause once, their name will be placed at the bottom of the waitlist. If a 
household declines a unit for other than good cause twice, their name will be removed from the waitlist. “Good cause” includes the 
following: a unit does not meet a household’s accessibility needs, a household cannot accept a unit due to circumstances beyond the 
household’s control (ex: hospitalization, natural disaster, etc.), or the household determines that the unit would pose a health or safety risk 
to a household member who is or has been a victim of stalking, domestic violence, dating violence, or sexual assault. 

 

 
Owner will provide public notice when the waitlist opens and is no longer full. The waitlist will be updated once every six (6) months. Each 
household on the waitlist will be contacted via phone call, text message, email, and mailed written correspondence. All households 
must respond within ten (10) calendar days of the date of the written correspondence to remain on the waitlist. By signing this 
tenant selection plan, you are indicating that you understand that all contact information changes must be communicated to the management 
office; inaccurate or out-of-date contact information may result in your household’s removal from the waitlist. 

 

 
Occupancy Guidelines 

 
Standard occupancy is one (1)  person per bedroom. Households may not request a smaller unit than the occupancy guidelines permit 
provided they do not exceed the standard occupancy guideline. Please note that final unit size is determined by KCDC; the guidelines listed 
below do not guarantee a unit of a specific size. 

o Adults (18+): 

• Married couples may be required to share a bedroom. 
• Unmarried adults will be permitted their own bedroom (if available); or 

will be permitted to share a bedroom. 

o Minors (Under 18): 

o  Infants under 12 months of age will not be allotted their own bedroom and are not included in the standard occupancy guideline of 
two persons per bedroom. 

• Opposite-gender children may be required to share a bedroom until the older child reaches 5 years of age, at which time the 
household may be placed on the waitlist to transfer to a larger unit (if available). Same-gender children may be required to share a 
bedroom until the older child reaches 18 years of age, at which time the household may be placed on the waitlist to transfer to a 
larger unit (if available). 
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Rent Calculation 
 

Rents for project-based voucher units are income-based. Rent amounts are calculated based on the household’s gross income as well as 
any deductions as permitted by HUD guidelines. Final income and unit size determination will be completed by KCDC; once a unit comes 
available, the household will be provided with a referral form for KCDC – this form permits KCDC to complete the final income and unit size 
determination before move-in. 

 
Because rent amounts are income-based, households receiving PBV assistance must notify the management office and KCDC of any changes 
to income or deductions. By signing below, you are indicating that you understand that all income and deduction changes must be reported 
to the management office and KCDC within one week of occurrence. Failure to do so could result in owing back rent. 

 
A household’s income, assets, and deductions will be reviewed on an annual basis at minimum, to coincide with the household’s LIHTC recertification. 
By signing below, you are indicating that you understand that your household must follow all annual recertification requirements to maintain 
tenancy after the first year of residency. 

 
Timeline for Response 

 
Once a household is approved for occupancy and an appropriate unit comes available, the household will be provided with a period of two (2) weeks 
for which to respond. The household must respond within this 2 week period; if no response is received, the unit will be offered to the next qualified 
household on the waitlist, and the unresponsive household will be moved to the bottom of the waitlist. If a household fails to respond twice, the 
household will be removed from the waitlist. Please note that the 2 week period does include weekends and holidays. 

 
 
 
 
 

Applicant Signature Date Applicant Signature Date 
 

 

THANK YOU FOR CHOOSING OUR COMMUNITY! 
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GLOSSARY
1937 Housing Act: The United States Housing Act of 1937 [42 U.S.C. 1437 et seq.]

Absorption: In portability, the point at which a receiving housing agency stops billing the initial housing agency for 
assistance on behalf of a porting family. 

Adjusted Annual Income: The amount of household income, after deductions for specified allowances, on which tenant 
rent is based.

Administrative Fee: Fee paid by HUD to KCDC for administration of the program.

Administrative Plan: The plan that describes housing agency policies for the administration of the tenant-based 
programs.

Admission: The point when the family becomes a participant in the program. In a tenant-based program, the date used 
for this purpose is the effective date of the first HAP Contract for a family (first day of initial lease term).

Adult: A household member who is 18 years or older or who is the head of the household, or spouse, or co-head. An 
adult must have the legal capacity to enter a lease under state and local law.

Affiliated Individual with respect to an individual means:

1.	 A spouse, parent, brother, sister or child of that individual, or a person to whom that individual stands in place 
of a parent or guardian(for example, the person is a person in the custody, care or control of that individual, or

2.	 Any individual, tenant, or lawful occupant living in the household of that individual. 
Allowances: Amount deducted from the household’s annual income in determining annual income (the income amount 

used in the rent calculation). Allowances are given for elderly or disabled families, dependents, medical expenses for 
elderly families, disability expenses, and child care expenses for children under 13 years of age. Other allowances 
can be given at the discretion of KCDC.

Amortization Payment: In a manufactured home space rental or the Section 8 Home Ownership Program: The monthly 
debt service payment by the family to amortize the purchase price of the home.

Annual Contributions Contract (ACC): The written contract between HUD and a housing agency under which HUD 
agrees to provide funding for a program under the 1937 Act, and KCDC agrees to comply with HUD requirements for 
the program.

Annual Income: All amounts, monetary or not, that:

1.	 Go to (or on behalf of) the family head or spouse (even if temporarily absent) or to any other family member, or

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

3.	 Are not specifically excluded from Annual Income

4.	 Annual Income also includes amounts derived (during the 12-month period) from assets to which any member 
of the family has access

Annualization of Income: If it is not feasible to anticipate a level of income over a 12-,month period (e.g., seasonal or 
cyclic income), or KCDC believes that past income is the best available indicator of expected future income, KCDC 
may annualize the income anticipated for a shorter period, subject to a redetermination at the end of the shorter 
period.

Applicant (applicant family): A family that has applied for admission to a program but is not yet a participant in the 
program.

Assets: See net family assets
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Asset Income: income received from assets held by household members. If assets total more than $5,000, income 
from the assets is “imputed” and the greater of actual asset income and imputed asset income is counted in annual 
income.

Assisted lease (lease): A written agreement between an owner and a family to lease a dwelling unit to the family. The 
lease establishes the conditions for occupancy of the dwelling unit by a family with housing assistance payments 
under a HAP contract between the owner and KCDC.

Certificate: A document issued by a housing agency to a family selected for admission to the Certificate Program. The 
certificate describes the program and the procedures for housing agency approval of a unit selected by the family. 
The certificate also states the obligations of the family under the program. The Certificate Program ended August 12, 
1999.

Certification: The examination of a household’s income, expenses, and family composition to determine the household’s 
eligibility for program participation and to calculate the household’s rent for the following 12 months. 

Child: For purposes of citizenship regulations, a member of the family other than the family head or spouse who is under 
18 years of age.

Child Care Expenses: Amounts anticipated to be paid by the family for the care of children under 13 years of age 
during period for which annual income is computed, but only where such care is necessary to enable family member 
to actively seek employment, be gainfully employed, or to further his or her education and only to the extent such 
amounts are not reimbursed. The amount deducted shall reflect reasonable charges for child care. In the case of child 
care necessary to permit employment, the amount deducted shall not exceed the amount of employment income that 
is included in annual income.

Citizen: A citizen or national of the United States.

Choice Mobility: Executed RAD/PBRA contracts allow residents to move with tenant-based assistance after the later of 
24 months from the execution of the HAP contract or 24 months after the move-in date. 

Consent Form: Any consent form approved by HUD to be signed by assistance applicants and participants for the 
purpose of obtaining income information from employers and SWICAs, return information from the Social Security 
Administration, and return may authorize the collection of other information from assistance applicants or participant 
to determine eligibility or level of benefits.

Contiguous MSA: In portability, an MSA that shares a common boundary with the MSA in which the jurisdiction of the 
initial housing agency is located.

Continuously Assisted: An applicant is continuously assisted under the 1937 Housing Act if the family is already 
receiving assistance under any 1937 Housing Act program when the family is admitted to the Housing Choice 
Voucher Program.

Cooperative: Housing owned by a non-profit corporation or association, and where a member of the corporation or 
association has the right to reside in a particular apartment, and to participate in management of the housing.

Debts Owed to PHA’s and Termination Report: National Repository of families that owe debt to any PHA nationwide; 
and/or left a PHA program under negative circumstances.

Decent, Safe, and Sanitary: Housing is decent, safe, and sanitary if it satisfies the applicable housing quality standards 
(HQS).

Department: The Department of Housing and Urban Development.

Dependent: A member of the family (except foster children and foster adults) other than the family head or spouse, who is 
under 18 years of age, or is a person with a disability, or is a full-time student.

Disability Assistance Expenses: Reasonable expenses that are anticipated, during the period which annual income is 
computed, for attendant care and auxiliary apparatus for a disabled family member and that are necessary to enable 
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a family member (including the disabled member) to be employed, provided that the expenses are neither paid to a 
member of the family nor reimbursed by an outside source.

Disabled Family: A family whose head, co-head, or spouse is a person with disabilities; or two or more persons with 
disabilities living together; or one or more persons with disabilities living with one or more live-in aides.

Disabled Person: See “person with disabilities”.

Displaced Family: A family in which each member, or whose sole member, is a person displaced by governmental action 
(such as urban renewal), or a person whose dwelling has been extensively damaged or destroyed or otherwise 
formally recognized pursuant to federal disaster relief laws.

Displaced Person: A person displaced by governmental action (such as urban renewal), or a person whose dwelling has 
been extensively damaged or destroyed as a result of a disaster declared or otherwise formally recognized pursuant 
to federal disaster relieve laws.

Drug Related Criminal Activity: Illegal use or personal use of a controlled substance, and the illegal manufacture, sale, 
distribution, use or possession with intent to manufacture, sell, distribute or use, of a controlled substance.

Drug Trafficking: The illegal manufacture, sale, or distribution of a controlled substance; or the possession with intent to 
manufacture, sell, or distribute a controlled substance.

Economic Self-Sufficiency Program: Any program designed to encourage, assist, train, or facilitate the economic 
independence of HUD-assisted families or to provide work for such families. These programs include programs for 
job training, employment counseling, work placement, basic skills training, education, English proficiency, workfare, 
financial or household management, apprenticeship, and any program necessary to ready a participant for work 
(including a substance abuse or mental health treatment program), or other work activities.

Elderly Family: A family whose head, co-head, spouse, or sole member is a person who is at least 62 years of age; or 
two or more persons who are at least 62 years of age living together; or one or more persons who are at least 62 
years of age living with one or more live-in aides.

Elderly Person: A person who is at least 62 years of age.

Enterprise Income Verification (EIV) System: A HUD-provided Internet-based wage and benefit tool that allows KCDC 
to validate the accuracy of tenant-reported income from an independent source that systematically and uniformly 
maintains income information in computerized form for a large number of individuals and a benefit tool that matches 
Social Security (SS) and Supplemental Security Income (SSI) to comparable tenant data from PIC and TRACS 
databases.

Employee Code of Conduct: Ethical and other conduct standards and responsibilities KCDC employees are to abide by 
to assure the proper performance of KCDC business and maintenance of confidence by the public in KCDC.

Evidence of Citizenship or Eligible Status: The documents that must be submitted to evidence citizenship or eligible 
immigration status.

Exception Rent: An amount that exceeds the published fair market rent.

Extremely Low-Income Families: Family whose income is between 0 and 30 percent of the median income for the 
area, as determined by HUD with adjustments for smaller and larger families, except that HUD may establish income 
ceilings higher or lower than 30 percent of the median for the area on the basis of HUD’s findings that such variations 
are necessary because of prevailing levels of construction costs or fair market rents, or unusually high or low family 
incomes. HUD has set the one-person 30% of median income limit at least as high as the state SSI benefit level.

Fair Housing Act: Title VIII of the Civil Rights Act of 1968, as amended by the Fair Housing Amendments Act of 1988 (42 
U.S.C. 3601 et seq.).

Fair Market Rent (FMR): The rent, including the cost of utilities (except telephone and cable), as established by HUD for 
units of varying sizes (by number of bedrooms), that must be paid in the housing market area to rent privately owned, 
existing, decent, safe, and sanitary rental housing of modest (non-luxury) nature with suitable amenities. FMRs are 
published periodically in the Federal Register.
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Family includes but is not limited to, the following, regardless of actual or perceived sexual orientation, gender identity, or 
marital status:

1.	 A family with or without children (the temporary absence of a child from the home due to placement in foster 
care shall be considered in determining family composition and family size);

2.	 An elderly family;

3.	 A near-elderly family;

4.	 A disabled family;

5.	 A displaced family;

6.	 A remaining member of a tenant family providing the meet all other criteria; and 

7.	 A single person who is not an elderly or displaced person, or a person with disabilities, or the remaining 
member of a tenant family.

Family Members: Includes all household members except live-in aides, foster children, and foster adults. All family 
members permanently reside in the unit, though may be temporarily absent. All family members are listed on the 
HUD-50058 form.

Family Self-Sufficiency Program (FSS Program): The program established by a housing agency to promote self-
sufficiency of assisted families, including the coordination of supportive services (42 U.S.C. 1437u).

Family Rent to Owner: The portion of rent to owner paid by the family.

Family Share: The portion of rent and utilities paid by the family.

Family Unit Size: The appropriate number of bedrooms for a family is determined by KCDC under KCDC’s subsidy 
standards.

50058 Form: The HUD form that housing authorities are required to complete for each assisted household in Section 
8 to record information used in the certification and recertification process, and, at the option of KCDC, for interim 
reexaminations.

FMR/Exception Rent Limit: The Section 8 existing housing fair market rent published by HUD headquarters, or any 
exception rent. For a tenancy in the Housing Choice Voucher Program, KCDC may adopt a payment standard up to 
the FMR/Exception Rent Limit.

Full-Time Student: A person who is carrying a subject load that is considered full time for day students under the 
standards and practices of the educational institution attended. An educational institution includes a vocational school 
with a diploma or certificate program, as well as an institution offering a college degree.

Gross Rent: The sum of the rent to the owner plus utilities.

Head of Household: The adult member of the family who is the head of the household for purposes of determining 
income eligibility and rent.

HOTMA: The Housing Opportunity Through Modernization Act of 2016 (HOTMA) (Public Law 114–201) was enacted on 
July 29, 2016. Title I of HOTMA contains 14 sections that affect the public housing and Section 8 rental assistance 
programs.

Household Members: Includes all individuals who reside or will reside in the unit and who are listed on the lease, 
including live-in aides, foster children and foster adults.

Housing Assistance Payment (HAP): The monthly assistance by a housing agency, which includes (1) a payment to 
the owner for rent under the family’s lease, and (2) an additional payment to the family if the total assistance payment 
exceeds the rent to owner.
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Housing Quality Standards (HQS): The HUD minimum quality standards for housing assisted under the Section 8 
Housing Choice Voucher Program.

Housing Voucher: A document issued by a housing agency to a family selected for admission to the Voucher Program. 
This document describes the program and the procedures for housing agency approval of a unit selected by the 
family. The voucher also states the obligation of the family under the program.

Housing Voucher Holder: A family that has an unexpired housing voucher.

Imputed Welfare Income: The amount of annual income not actually received by a family, as a result of a specified 
welfare benefit reduction, that is nonetheless included in the family’s annual income for purposes of determining rent.

Income Category: Designates a family’s income range. There are three categories: low income, very low income and 
extremely low-income.

Incremental Income: The increased portion of income between the total amount of welfare and earnings of a family 
member prior to enrollment in a training program and welfare and earnings of the family member after enrollment in 
the training program. All other amounts, increases and decreases, are treated in the usual manner in determining 
annual income.

Initial Housing Agency: In portability, both: (1) a housing agency that originally selected a family that later decides to 
move out of the jurisdiction of the selecting housing agency; and (2) a housing agency that absorbed a family that 
later decides to move out of the jurisdiction of the absorbing housing agency.

Initial Payment Standard: The payment standard at the beginning of the HAP contract term.

Initial Rent to Owner: The rent to owner at the beginning of the initial lease term.

Interim (examination): A reexamination of a household’s income, expenses, and household status conducted between 
the annual recertifications when a change in a household’s circumstances warrants such a reexamination.

Jurisdiction: The area in which KCDC has authority under state and local law to administer the program.

Lease: A written agreement between an owner and tenant for leasing a dwelling unit to the tenant. The lease establishes 
the conditions for occupancy of the dwelling unit by a family with housing assistance payments under a HAP Contract 
between owner and KCDC.

Legal Capacity: The participant is bound by the terms of the lease and may enforce the terms of the lease against the 
owner.

Live-in Aide: A person who resides with one or more elderly persons, or near-elderly persons, or persons with disabilities, 
and who:

1.	 Is determined to be essential to the care and well-being of the persons;

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

3.	 Would not be living in the unit except to provide the necessary supportive services.
A live-in aide is not entitled to the HCV as the remaining member of the tenant family.

After submitting a completed Reasonable Accommodation Request, staff will verify information with a medical 
professional, a peer support group, a non-medical service agency, or a reliable third party who is in a position to know 
about the individual’s disability,  screen and add the live-in aide to the lease, and will disallow the income of the live-in 
aide if the medical professional, a peer support group, a non-medical service agency, or a reliable third party who is in 
a position to know about the individual’s disability determines a live-in aide is needed full time. 

If the medical professional, a peer support group, a non-medical service agency, or a reliable third party who is in 
a position to know about the individual’s disability determines the tenant needs a part-time live-in aide, 982.420 (7) 
implies live in aides must reside with a family permanently for the family unit size to be adjusted in accordance with 
the subsidy standards established by the PHA.
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When a reasonable accommodation request is granted for a live in aide or for an extra bedroom for medical 
equipment, the independent contract inspection company will validate at each inspection if the additional bedroom is 
still being used for the approved accommodation.

Low-income Families: Those families whose incomes do not exceed 80% of the median income for the area, as 
determined by the Secretary with adjustments for smaller and larger families. [1937 Act]

Manufactured Home: A manufactured structure that is built on a permanent chassis, is designed for use as a principal 
place of residence, and meets the HQS.

Manufactured Home Space: In manufactured home space rental: A space leased by an owner to a family. A 
manufactured home owned and occupied by the family is located on the space.

Medical Expenses: Medical expenses, including medical insurance premiums and, when applicable, discounts received 
under a Medicare-approved discount drug card, that are anticipated during the period for which annual income is 
computed, and that are not covered by insurance.

Mixed Family: A family whose members include those with citizenship or eligible immigration status and those without 
citizenship or eligible immigration status.

Monthly Adjusted Income: One twelfth of adjusted income (see definition for adjusted income).

Monthly Income: One twelfth of annual income.

Moving to Work: The Moving to Work (MTW) demonstration permits participating state and local housing agencies to 
obtain broad waivers of federal rules governing the public housing and Housing Choice Voucher programs so they 
can test alternative policies related to work and other areas.

National: A person who owes permanent allegiance to the United States, for example, as a result of birth in a United 
States territory or possession.

Near-elderly Family: A family whose head, co-head, spouse, or sole member, is a person who is at least 50 years of 
age but below the age of 62; or two or more persons, who are at least 50 years of age but below the age of 62, living 
together; or one or more persons who are at least 50 years of age but below the age of 62 living with one or more live-
in aides.

Net Family Assets: 

1.	 Net cash value after deducting reasonable costs that would be incurred in disposal of real property, savings, 
stocks, bonds, and other forms of capital investment, excluding interests in Indian trust land and excluding 
equity accounts in HUD home ownership programs. The value of necessary items of personal property such as 
furniture and automobiles shall be excluded.

2.	 In cases where a trust fund has been established and the trust is not revocable by, or under the control of, 
any member of the family or household, the value of the trust fund will not be considered an asset so long 
as the fund continues to be held in trust. Any income distributed from the trust fund shall be counted when 
determining annual income.

3.	 In determining net family assets, housing agencies or owners, as applicable, shall include the value of any 
business or family assets disposed of by an applicant or tenant for less than fair market value (including a 
disposition in trust, but not in a foreclosure or bankruptcy sale) during the two years preceding the date of 
application for the program or reexamination, as applicable, in excess of the consideration received thereof. In 
the case of a disposition as part of a separation or divorce settlement, the disposition will not be considered to 
be for less than fair market value if the applicant or tenant receives important consideration not measurable in 
dollar terms.

Noncitizen: A person who is neither a citizen nor national of the United States.

Notice of Funding Availability (NOFA): For budget authority that HUD distributes by competitive process, the Federal 
Register document that invites applications for funding. This document explains how to apply for assistance and the 
criteria for awarding the funding.
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NSPIRE: NSPIRE inspections are conducted mainly by contract inspectors and public housing agencies every one to 
three years, depending on a property’s previous inspection score. NSPIRE inspections focus on deficiencies deemed 
to be the most important indicators of housing quality.

Occupancy Standards: The standards that KCDC establishes for determining the appropriate number of bedrooms, 
needed to house families of different sizes or composition.

Owner: Any person or entity, including a cooperative, having the legal right to lease or sublease existing housing.

Participant (participant family): A family that has been admitted to KCDC’s program and is currently assisted in the 
program. The family becomes a participant on the effective date of the first HAP contract executed by KCDC for the 
family (first day of initial lease).

Payment Standard: in a voucher tenancy, the maximum monthly assistance payment for a family (before deducting the 
total tenant payment by family contribution). For a voucher tenancy, KCDC sets a payment standard in the range from 
90% to 110% of the current FMR.

Person with Disabilities: A person who:

1.	 Has a disability as defined in Section 223 of the Social Security Act,
Inability to engage in any substantial, gainful activity by reason of any medically determinable physical or 
mental impairment that can be expected to result in death or that has lasted or can be expected to last for a 
continuous period of not less than 12 months, or In the case of an individual who attained the age of 55 and is 
blind and unable by reason of such blindness to engage in substantial, gainful activity requiring skills or ability 
comparable to those of any gainful activity in which he has previously engaged with some regularity and over a 
substantial period of time.

2.	 Is determined, pursuant to regulations issued by the Secretary, to have a physical, mental, or emotional 
impairment that:

a.	 is expected to be of long, continued, and indefinite duration,
b.	 substantially impedes his or her ability to live independently, and
c.	 is of such a nature that such ability could be improved by more suitable housing conditions, or

3.	 Has a developmental disability as defined in Section 102(7) of the Developmental Disabilities Assistance and 
Bill of Rights Act.
Severe chronic disability that:

a.	 Is attributable to a mental or physical impairment or combination of mental and physical impairments;
b.	 Is manifested before the person attains age 22;
c.	 Is likely to continue indefinitely;
d.	 Results in substantial functional limitation in three or more of the following areas of major life activity: (1) self-care, 

(2) receptive and responsive language, (3) learning, (4) mobility, (5) self-direction, (6) capacity for independent 
living, and (7) economic self-sufficiency; and 

e.	 Reflects the person’s need for a combination and sequence of special, interdisciplinary, or generic care, treatment, 
or other services that are of lifelong or extended duration and are individually planned and coordinated.

4.	 An individual who has a 51% or higher disability with a VA pension qualifies as a disabled person.
Portability: Renting a dwelling unit with Section 8 tenant-based assistance outside the jurisdiction of the initial housing 

agency.

Premises: The building or complex in which the dwelling unit is located, including common areas and grounds.

Preservation: This program encourages owners of eligible multifamily housing projects to preserve low-income housing 
affordability and availability while reducing the long-term cost of providing rental assistance. The program offers 
several approaches to restructuring the debt of properties developed with project-based Section 8 assistance whose 
HAP contracts are about to expire.
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Proration of Assistance: The reduction in a family’s housing assistance payment to reflect the proportion of family 
members in a mixed family who are eligible for assistance.

Public Housing Agency: A state, county, municipality, or other governmental entity or public body (or agency or 
instrumentality thereof) authorized to engage in or assist in the development or operation of low-income housing.

Reasonable Rent: A rent to owner that is not more than charged: (a) for comparable units in the private unassisted 
market; and (b) for a comparable unassisted unit in the premises.

Receiving Housing Agency: In portability, a housing agency that receives a family selected for participation in the 
tenant-based program of another housing agency. The receiving housing agency issues a voucher and provides 
program assistance to the family.

Recertification: A reexamination of a household’s income, expenses, and family composition to determine the 
household’s rent for the following 12 months.

Rent to Owner: The monthly rent payable to the owner under the lease. Rent to owner covers payment for any housing 
services, maintenance, and utilities that the owner is required to provide and pay for.

SAFMR: Small Area Fair Market Rents. SAFMR’s may be adopted as exception payment standards for specified zip code 
areas in Knoxville/Knox County if deemed beneficial for the success of KCDC participants locating affordable housing.  

Set-up Charges: In a manufactured home space rental, charges payable by the family for assembly, skirting, and 
anchoring the manufactured home.

Single Person: Someone living alone or intending to live alone who does not qualify as an elderly person, a person with 
disabilities, a displaced person, or the remaining member of a tenant family.

Special Admission: Admission of an applicant that is not on KCDC’s waiting list, or admission without considering the 
applicant’s waiting list position.

Special Housing Types: Special housing types include: SRO housing, congregate housing, group homes, shared 
housing, cooperative (including mutual housing) home ownership option (if applicable), and manufactured homes 
(including manufactured home space rentals).

State Wage Information Collection Agency (SWICA): The state agency receiving quarterly wage reports from 
employers in the state, or an alternative system that has been determined by the Secretary of Labor to be as effective 
and timely in providing employment-related income and eligibility information.

Subsidy Standards: Standards established by a housing agency to determine the appropriate number of bedrooms and 
amount of subsidy for families of different sizes and compositions.

Suspension: Stopping the clock on the term of a family’s voucher, for such period as determined by KCDC, from the time 
when the family submits a request for housing agency approval to lease a unit, until the time when KCDC approves or 
denies the request (also referred to as tolling).

Tenant: The person or persons (other than a live-in aide) who executes the lease as lessee of the dwelling unit.

THDA: Tennessee Housing Development Agency

Third-party (verification): Oral or written confirmation of a household’s income, expenses, or household composition 
provided by a source outside the household, such as an employer, doctor, school official, etc.

Tolling: see suspension.
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VERIFICATION REQUIREMENTS FOR INDIVIDUAL ITEMS

Item to be Verified Third-Party Verification Hand-Carried Verification

General Eligibility Items

Social Security Number Letter from Social Security Administration, 
electronic reports Original Social Security card

Citizenship Self-Declaration form signed Signed certification, voter’s registration 
card, birth certificate, etc.

Eligibility immigration status INS SAVE confirmation number INS card

Disability Letter from medical professional, SSI, etc. Proof of SSI or Social Security disability 
payments

Part-time/Full-time student status         
(if over 18) Letter from school High School or College documentation 

evidencing enrollment

Need for a live-in aide Letter from doctor or other medical 
professional knowledgeable of condition N/A

Child care costs Letter from care provider Bills and receipts

Disability assistance expenses Letters from suppliers, caregivers, etc. Bills and records of payment

Medical expenses

Letters from providers, prescription record 
from pharmacy, medical professional’s letter 
stating assistance or a companion animal is 

needed

Bills, receipts, records of payment, dates 
of trips, mileage log, receipts for fares and 

tolls

Value of and Income from Assets

Savings, checking accounts Letter from institution or self certification Passbook, most current statements

Certificates of Deposit (CD), bonds, etc. Letter from institution Tax return, information brochure from 
institution, the CD, the bond

VERIFICATION REQUIREMENTS FOR INDIVIDUAL ITEMS

Item to be Verified Third-Party Verification Hand-Carried Verification

Stocks Letter from broker or holding company Stock or most current statement, 

Real property Letter from tax office, assessment, etc. Property tax statement  assessment, 
records or income and expenses, tax return

Personal property Assessment, bluebook, etc. Receipt for purchase, other evidence of 
worth

Cash value of life insurance policies Letter from insurance company Current statement

Assets disposed of for less than fair 
market value Self-certification form Original receipt and receipt at disposition, 

other evidence of worth

APPENDIX
TYPES OF VERIFICATION

The chart below outlines the factors that may be verified and gives common examples of the verification that will be 
sought. To obtain written third-party verification, KCDC will send a request form signed by the applicant/participant via 
first class mail.
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Income

Earned income Employer Report/electronic reports Multiple pay stubs when tenant disagrees 
with UIV

Self-employed Self certification calendar Tax return from prior year, books of 
accounts

Regular gifts and contributions

Notarized statement from source, letter 
from organization receiving gift (i.e., if 

grandmother pays day care provider, the 
day care provider could so state)

Bank deposits, other similar evidence

Alimony/child support
Court order, notarized statement from 

source, letter from Child Support Office/
Human Services office, electronic report

Child support record of deposits , divorce 
decree

Periodic payments (i.e., social security, 
welfare, pensions, workers  compensation, 

unemployment)

Letter or electronic reports (computer 
matching) from the source

Award letter, letter announcing change in 
amount of future payments

Training program participation

Letter from program provider indicating 
whether:

•	 Enrolled
•	 Training is HUD approved
•	 State or local program
•	 It is employment training
•	 Payments are for out- of-pocket 

expenses incurred to participate in a 
program

N/A


