Special Claims Submissions:
Avoiding Common Errors

California Affordable

Housing Initiatives, Inc. Holly Schroeder, Local Contract Specialist

Christine Fitzpatrick, Training and Compliance Manager



Purpose

* Prepare to Submit a Special Claim
e Manage the Waiting List
e Comply with CA State and HUD requirements for Security Deposits

e Summarize CAHI’s Special Claims Review Process

e Avoid Common Errors in your Special Claims submission and
Waiting List Management

e Discuss relationship between MOR’s and Special Claims



MOR’s and Special Claims

* Management and Occupancy Reviews (MOR’s)

e Verify management practices are in compliance to the Housing
Assistance Payments (HAP) Contract, Regulatory Agreement,
Management Agreement, as well as HUD, state and local regulations,

e Focus on continuing procedures and policies.

e Special Claims

e Partially reimburse Owners to mitigate financial risks due to the
limitations on Security Deposits, and the need to adhere to the Waiting
List requirements.

e Focus on the turnover process and the final records.
A )



Preparing to Submit Your Special Claim

Follow the requirements of the HUD Handbook 4350.3, plus State and
Local laws when turning over your unit, as it relates to:

 Waiting List and Tenant Selection,
e Timeliness of Repairs,
e Security Deposit Disposition, and
* TRACS.
Note: all SSN’s, DOB’s, and other Pl|
must be redacted from actual Special Claims submission
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Preparing to Submit:
Waiting List Requirements

* Process Applicants from your Waiting List in a timely manner
e Follow your Tenant Selection Plan

e Add notations to your Waiting List
 Update timely to reflect your selection process

e Complete all required fields, e.g. Income Limits, Need for Accessible Unit, and Dates
(of application, contacts, rejection, removal, skips, Ml, etc)

e Ensure the printed Waiting List provided for the MOR or Special Claims
e Shows active AND inactive applicants
 |s sorted by application date and time (or lottery number)
e Shows all the required fields and comments.
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Preparing to Submit:
Waiting List Review

e Document Changes to your Waiting List:

e Whenever a change is made in the waiting list, an action is taken, or an
activity specific to an applicant occurs, a notation must be made on the
waiting list.

* Independent reviewers looking at the waiting list should be able to:

* Find an applicant on the waiting list;

e Readily confirm that an applicant was housed at the appropriate time based
on unit size needs, preferences, and income-targeting; and

e Trace various actions taken with respect to a family’s application for tenancy.
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Preparing to Submit:
Security Deposit Disposition Letter

HUD Handbook 4350.3, Chapter 6, Paragraph 6-18 C:

Within 30 days after the move-out date (or shorter time if required by state and/or local laws), the
owner must either:

1. Refund the full security deposit plus accrued interest to a tenant that does not owe any amounts
under the lease; or

2. Provide the tenant with an itemized list of any unpaid rent, damages to the unit, and an estimated
cost for repair, along with a statement of the tenant’s rights under state and local laws.

Owners must also follow California Civil Code 81950.5 Paragraph (g) (1):
e Owner must refund the deposit plus accrued interest or provide the tenant with an
itemized statement within 21 calendar days of the tenant vacating the premises.
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Security Deposit Disposition Letter:
HUD Requirements

For an Unpaid Rent / Damage Claims only, HUD also requires that the
letter also:

e be sent to the tenant via certified mail,
e demands payment,

e advises the tenant that failure to pay the sums due will result in the Owner
hiring a collection agency to collect the debt, and

e notifies the tenant that they have a right to discuss the charges with the
Ownetr.



Submitting on Time:
Unit has Been Re-Rented

SpECiﬂ' Claims U.S. Department of Housing OMB Approval No. 2502-0182
. and Urban Development (Exp. 06/30/2016)
for Regular Vacancies Office of Housing
Federal Housing Commissioner
Instructions Project name Iil H é&SprEE:‘td. ?506? Sec 8/PAC/PRAC Cont #
Follow guidelines| Fraser's Ridge ~ CA34567891
:‘%;Iéjg Egﬂd?ﬂﬂk Yacated Tenant name Unit No.
Chapters Y. Willoughby 123
1. Tenant's move-out |2. No.daystakento 3. Dateunitready for| 4. Date unitready fof (5. Date unit was - No. of days vacant
date clean / repair unit occupancy occup. + 59 days re-rented (Not to ENCE'_Ed _'5[]-
Part A 01/01/2018 2 | 01/04/2018 ]  03/04/2018 || 01/15/2018 | ] it darimines) 11

fammline tn thoe T Cantract rentinnaratina reant at move_nnt 4 AAA AN

Earliest Date of Special e Date Unit was re-rented = 01/15/2018.

Claim Submission e Must be submitted after the unit has been re-rented AND the MO and
(Regular Vacancy): Ml certs are viewable in TRACS.

e Date Unit Ready for Occupancy + 180 days =
e 01/04/2018 + 180 days = 07/03/2018.

 All claims must be received by CAHI / CGI within 180 calendar days of ‘ " ' )
the date the unit was ready for occupancy. : :

Last Date of Special
Claim Receipt
by CAHI / CGlI:




Submitting on Time:
Unit has NOT Been Re-Rented

Special Claims U.S. Department of Housing OMB Approval No. 2502-0182
. and Urban Development (Exp. 06/30/2016)
for Reqular Vacancies Office of Housing
Federal Housing Commissioner
Instructions Project name FHA project no. Sec 8/PAC/IPRAC Cont #
Follow guidelines| £rasers Ridge 123-AB4567 CA34567891
in HUD Handbook Vacated Tenant name Unit No_
4350.3, Rev. 1, .
Chapter 9 Y. Willoughby 123
1. Tenant's move-out |2. No.daystakento 3. Date unitready for] 4. Date unit ready for 5. Date unitwas | 6. No. of days vacant
date clean / repair unit occupancy occup. + 59 days re-rented (Not to exceed 60.
Include day in line 3
Part A 01/01/2018 2 | 01/04/2018 03/04/2018 butnotdayin line 5.) 60
fanpliss tn the 7 Contract rent/onerating rent at move-out 1 nnn.nnt

Earliest Date of Special e Date Unit Ready for Occupancy + Max Claim period of 60 days =
e 01/04/2018 + 60 days = 03/05/2018.

Claim Submission
(Regular Vacancy): e Must be submitted at least after 60 calendar days from the date the
5 v unit was ready for occupancy, AND the MO cert is available in TRACS.

e Date Unit Ready for Occupancy + 180 days =
e 01/04/2018 + 180 days = 07/03/2018.

 All claims must be received by CAHI / CGI within 180 calendar days of ‘ " ' )
the date the unit was ready for occupancy. : :

Last Date of Special
Claim Receipt
by CAHI / CGlI:




e HUD Forms 52670-A - part 2
e HUD Form 52671-A or 52671-C

HUD Forms

Special Claims U. S. Department of Housing OMB Approval No. 2502-0182
Schedul and Urban Development (Exp. 06/30/2016)
chedule Office of Housing
Federal Housing Commissioner
Instructions Project Name FHA Project Mo. Section & / PAC / PRAC Contract Mo.
Follow guidelines in HUD
Handbook 4350.3, Rev. 1 Chapter 9
Type and Amount of Claim ($)
Head of Household Name Unit Unpaid Rent Tenant Rent-Up Regular Debt Service
| certify: (@) Last, First, Initial Number from HUD | Damages from |Vacancies from|Vacancies from| from HUD
and requireme 52671-A HUD 52671-A | HUD 52671-B | HUD 52671-C 52671-D
Contract; (b) al
ot and (@) al (1) (2) (3) (4) (5) (6) (7)
I I e [ATTTT HJI-I'\-IK\-I\-I- LR = P =) I
|:[ Claim denied. Reason:
Owner's printed name, signature, date and phone no. ] Official's name, signature, and date

HUD will prosecute false claims and statements. Conviction may result in ciminal and/or
civil penalties (18 U.5.C. Sections 1001, 1010, 1012; 31 U.5.C. Sections 3729, 3802).




D Forms 526/0-A - pa

Special Claims U.S. Department of Housing and OMB Agproval Mo 2502-0182 (040N
Schedule Offce of Mg
Federa Housng Commisioner
TTrstrocdtions. Fromat name
e
. 1 Chapter
quum_‘. Unit Numbor Tyoe and Amount of Claim (5)
Date of Urpmed Faet [ Tormed Dussago
From HUD From HUD
5267 1A SHTL-A
n @ (] (o]
Totals

(&) 3l prefequistes i and condEons or Te assistinde Carmed have been met, and (4
all required documentation wil be retaned In the project's fies for 3 years.

St s, & Sfciars rarme wgrates & dam
HUD will fane cure & (= rragy el in creminel andior ol
peraties (18 U £C SecSome 1001, 1010, 1012, 31 U S C Secions 372, 3820)
Fredom rewors olmokete

SBeorat o0 origoel et Tres copes

fore HUD-E2€T0-A Part 2 (032003
ol Handbook £350 3 Rev. 1




52671-A and 52671-C

Speclal Claims ﬁ Department of Housing OMB Approval Mmzmz-m‘s:]
Urban Development (Exp. DE/30/20 : A Housi OMB Approval No. 2502-0182
for Regular Vacancies Office of Housing Special Claims for :—:-""""“""“’ ng (B Dea2016)
Federal Hos Coi i lopment
using Commissioner Unpaid Rent / Damages Offce of Housing
:m Projectname FHA project no. ‘SeC BPACIPRAC Conta = r— L o e = =
in KU Bamabook T — rotow guasines
4350.3, Rav. 1, name " 43503,
Chapter § mw__., et Tort T Tort Vacerd e
mmﬂl 2 No daystaken o |3 Date wnit readyfor | 4. Date unit resdy for S Date unit was. . Mo of days vacant
clean | repair unit occupancy ocoup. + 59 days re-rented (Not o exceed 60.
Include day In Bne 3 Total amount - .
Part A Estnot day in Ine 5.} enliected from 1.  Enter the security deposit amount required.
(30pies to the 7. Coniract rentoperating rent at move-ou — Pt
Tollcwing) &. Enter dally confract rentioparating rent [Divide contract rent! 2 Enter the security deposit amount collected.
8B0: Section & New geraing rentIn =fMect on mave-0ut date by 3cial no. dys
Gonsimcta manh) 3. Enterthe
) greater of ines 1 and 2.
*‘-w 9. Multipty Iness & and 8 {Contract rent joperating rent for days
Rehabl 0.00 R .
- | 4. Enter the interest eamed on the security deposit.
84: Rural HOWSING. ™55, paurt Ine S by 0.50 for Seciion SPAC unil, of 050 Tor o
o B A Y B e Ve i ek L pay) - -
8860 LMSA Subpant A— - e by om = 5.  Enter the money collected for unpaid rents and damages (from tenant, insurance, etc.).
851: Eiderty Housing [Securty Tiie I, e1c.)
12, Subtract ine 11 from inz 3 000 6. Total amount collected. Add lines 3 through 5.
13. |m|umn|2;mmmmm HUD's maximum 7 mhmmmamhsm3umcmuwmm
14, murt:‘m‘ 15 No. taken o IG Date: unit for (17, Last Ll 8. Number of ‘wacant in first month. - = . 11
== nu::?,mm Sy | v | e 17 i . e B . 5. Sublractfne 8 from fne 7 (ecuss maximuen FUD bty this amount & 0 or
Mot 10 exceed 30 negative, stop! This exceeds HUD's maximum and no dlaim is allowed.
Tent il
19.E|huna.ly =T Unpaid m o mhmmawmmmmmmwmmﬂemm
(D ce wlnuﬁmmmm unpaid at move-out.
Sciual No. &a3ys In move-out montn.) 10. Subtract fine & from line 8 (not less than 0).
m_mqglmsw e 19
he moat HUD will pay for the frst montn.
P e o oot 1 e s Mo o e 21 0.00 1y, Enter the lesser of lines 8 and 10. Round to the whole dolla. Also, enter in column 3 on
previous tanant moved cat, skip to lne 26. | - HUD 52670-A Part 2.
21.Day of second month the unit was rented e
- remaining Subtract fine 11 from line B If this amount is 0 or negative, stop! This exceeds HUD's
Part B 22_Subdract one (1) day from line 21 (O enter actual no. o3 lanity 12 : R "
{appies o) mavtlmeuuna!smmmea] = hmm and no daim for damages is allowed.
886 Property [ 13. Enter cost to repair damage.
Disposition, 23.Enter dally contract rentioperating rent (Divide contract renty
Subpart ¢ mmmlnmmmwmmmpm Enter the remaining amount of the security deposit (lme & minus line 8). This cannot be:
month) | % jess than 0.
24_Mustiply line 22 by Ine 23 0.00 “Amount of damage exceeding the remaining security depost (ine 13 minus ine 13). This
25 \ne 24 by 0.80 [ 15 cannot be less than 0.
m@mn&nunullmm 0.00 |
26_Add lines 20 & 25 0,00 18, Enter the lesser of lines 12 and 15. Round to the whole dollar. Also, enter in column 4 on
—_— - HUD 52670-A Part 2.
27_Enter amounts: by other sources
[Secusity T |, ete) ) . Toerify: (2] 1 Biled tenarts for Unpaid rent
O damag:
26 Subfract Ine 27 from 25 e ey ol i
Entar In column § on HUD S2670-A Part 2. 0.00 s 10 he tenants negigence or abuse. (¢} Al Bacumentaton wih be retainea| [ C1am approved
I centtty: () Units are In decent, safe, and sanitary candition, and are avakabie for - ] In the projects fie for 3 years. Clalm acjusted. Reason:
ccupancy during the vacancy period In which the payments are ciaimed. (b) The owner| HUD/Contract Administrator Review O gemieg
1 Agent did not cause the vacancy by violating the le3se, e contract, or any applicable Claim approved. [ char - Reason:
Iaw. (c) 1 o the cor upon leaming of the Claim adjusted. Reason ‘Camer's printed name, signature, and date OfMicials name, signature, and date
Wacancy, of prospective vacancy, and the raasons for i (d) | complied with 3l HUD [] Claim denied. Reason:
requirements on temination of tenancy (Chapier 3, Section 3 of Handbook 4350.3 Rev.1)  Omciars name, signature, & date
ifthe vacancy was caused by an eviction. (=) All documentation will be retained In the
projects fle for 3 years.
Owner's printed name, signature, & date
HUD Wi y n
ey n | ST criminal andior il penalties (13 U.S.C. Secions 1001, 1010, 1012 31
pumusumm |m1 1010, 1012 31 U.S.C. Sectons 3729, 3502). \1.5.C. Seclons 3729, 3802) —
TRV Versons GhegilE  SIMIanURgra s Woemes  form AUDGZETIC (0A2002) Previous versions obsoiets Torm HUD-52671-A (05/2014) L]
ref. MB 4350.3 Rev. 1 L. 43503 Rew 1 ] . \
(] B ]



VVacancy Claim Complete Package

Sample Special Claim for Regular Vacancies
ChECkI Ist Project Name:

Contract Number:

Unit Number

Attach the following items to the claim submission:
O Completed form HUD-52670-A Part 2.
U0 Completed form HUD-52671-C.

[ Redact J/ EI ;A copy of the signed form HUD-50059 completed at move-in for the former tenant which shows the amount of

SSN & DOB | — the security deposit required.

( a jﬁDocumentation that the appropriate security deposit was collected from the tenant: for example, a copy of the
~— original lease, a copy of the tenant’s ledger card, or a copy of the receipt(s) for security deposit.

O Acopy of the security deposit disposition notice provided to the tenant.

)Documentation that verifies the date the unit was ready for occupancy.

U Copy of the waiting list from which the tenant was selected (i.e. unit transfer waiting list, one-bedroom waiting
list, etc.)

Q If the unit was not filled from the waiting list(s), documentation of marketing efforts must be included such as N
. . . . . . . . . . ] ]
copies of advertising or invoices for advertising expenses that substantiate the date marketing occurred in . ' ; ]

accordance with the AFHMP.






U.S. Department of and OME Agoeove Mo 2500-0182 (040D
Special Claims Housing

Urban
Schedule Office of Howsing
Federal CormiEsoner
“Trstrodions Tt vare e
e | ==
. 1 Chapter
Head of Househod Name.
- Unit Numbor Tyee and Amaount of Claim (5)
Dats of Urgmic Raee [Tormet Dasages | S0 0, Duit Service
From HUD From HUD | From Foom From HUD
5267 1A RTLA s7 B s271.D
n ) (] w [C] m
Totals
Tcortiy. (3 the aoove T " ol A3TiR Ao Sev e
and requirements prescribed by HUD and the appicabie Section BPRC.FRAC Contracl[[] Ciarm approvea.

(&) &l prerequistes %0 and condions Tor e assisBINCe Caimed have been met and (d | Caar aqusted. Reason:
all required documentation wil be retaned In the project's fies for 3 years. | Caar geniea. Reason:

Coerars pA=iad rare wgywirs date, L phone no an Py

HUD will prOsocuts faime cleims & statermerts Conviclon may remul in ciminel sndior ol
peraties (18 U £C SecSome 1001, 1010, 1012, 31 U S C Secions 372, 3820)

Fredom rewors olmokete fore HUD-S2€T0-A Part 2 [0awocs)
Sutent an rignel end thres copses ol Handbook 4350 3 Fev 1
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LT ST
Part 2

HLUL: Formi
o W

Project Name:
Contract Number:

Unit Number

Special Claim for
Regular Vacancies

Attach the following items to the claim submission:

Completed form HUD-52670-A Part 2.
Completed form HUD-52671-C.

A copy of the signed form HUD-50059 completed at move-in for the
former tenant which shows the amount of the security deposit required.

Documentation that the appropriate security deposit was collected from
the tenant: for example. a copy of the original lease. a copy of the tenant’s
ledger card, or a copy of the receipt(s) for security deposit.

A copy of the security deposit disposition notice provided to the tenant
which indicates the move-out date, amount of security deposit collected.
amount of security deposit returned and any charges withheld from the
deposit for unpaid rent. tenant damages or other charges due under the
lease.

Documentation that verifies the date the umt was ready for occupancy.
Copy of the waiting list from which the tenant was selected (i.e. unit
transfer waiting list, one-bedroom waiting list. etc.)

If the umt was not filled from the waiting list(s). documentation of
marketing efforts must be included such as copies of advertising or
invoices for advertising expenses that substantiate the date marketing
occurred in accordance with the AFHMP.
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VVacancy Claim Complete Package

S | 1. Project Name: _Fraser’s Ridge 2. Contract Number: _ CA34567891
dmpre 3. Unit Number: 123
Reconditioning ~ |
Log 4. Date of Death: N/A 5. Date of Unit Transfer: N/A

6. Date of Move-Out: 01/01/2018 7. Anticipated Move-In Date: _N/A

Start Date Finish Date: Comments:

Maintenance: 8. 01/02/2018 9. 01/02/2018 N/A

Painted: 10. _NIA 11._NIA N/A

Carpet Cleaned: 12.  01/02/2018 13. 01/02/2018 N/A

Unit Cleaned: 14. 01/03/2018 15.1:01/03/2012‘3\,\? N/A

16. Approved for Occupancy Date: 01/04/2018 / 0 .' 'I'

Approved By:  Duner /Apert Sprature Date: 01/03/2018




ncy Claim Complete Pack
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Sample
Checklist
(page 1 of 2)

Unpaid Rent Complete Package

Special Claims for Unpaid Rent/Damages

1. Project Name:
2. Contract Number:
3. Unit Number:

Attach the following required items to the claim submission:

A. For all claim submissions:
1. Completed form HUD-52670-A, Part 2.
2. Completed form HUD-52671-A.

B. If claim is for both unpaid rent and other charges and tenant damages are for the same unit and tenant, the claim for
tenant damages must be calculated on the same form HUD-52671- A and filed as one claim.

¢ C':.'iUnpald rent and other charges

t

Redact
SSN & DOB

1. Documentation, 'such as a copy of the original lease or a copy of a security deposit receipt indicating the
J/ — gmount of the security deposit collected from the tenant. .

2. A copy of the signed form HUD-50059 completed at move-in

3. A certified letter sent to the tenant detailing the unpaid rent and other charges, the disposition of the

security deposit, demanding payment, and advising the tenant that failure to pay the sums due will result in the
o owner/agent hiring a collection agency to collect the debt.

/ 4. ) Documentation that the matter was turned over to a collection agency and that collection agency . !' ) ]n
— attempted to collect the debt.
5. Documentation for other charges that were due under the lease that demonstrates the charges were

approved by HUD.



id Rent/Damages Complete Pa
Sam pIe D addition to documentation for unpaid rent and other charges:

Checklist D
2

Copies of the signed and dated move-in and move-out inspection reports.
(page 2 of 2)

Itemized list of damages.

3. Breakdown of costs to repair the damages, which may include invoices, receipts, copies of work orders or
maintenance records supporting dates work was completed.

4, A copy of the security deposit disposition notice provided to the tenant.

@ The owner/agent must certify the submitted claim is not the result of normal wear and tear or routine
maintenance.
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id Rent Complete Pa

=pe=cial Limmes

I 1 T
ZETO-A Part 2

Form HUL
EAET A

Ml 50059 that shows the SD that
should have bean collected.

Evidence that the SD was

actually collected

« Copy of original lease
agreameant

« Copy of the rent ledger

« Copy of actual receipt

SD disposition letter
= Sent certified mail
« Sent within 21 days from the

date of the MO
« Must contain appeal language
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Proof that the debt was sent
to collections AND that the
collection agency attempted to
collected the debt.




Other HUD Approved

Charges

May MOT Include:

« 202°s - Late Fees, returned
check fees and unreturned keys

* Legal Fees

« Collection Fees

- Unpaid Utility Bills left by Tenant
ME}" Include:

e - * Failure to return keys
- Late fees, if allowable under
lease and state and local law



Unpaid Rent/Damages complete Package:
Eligibility Considerations

Other Costs are NOT eligible to be included in Unpaid Rent Claims:

e Legal fees

e Collection agency fees

 Unpaid utility bills

e Cost of photographing unit to prove tenant damage

. SﬁCtiI(()n 202/8 leases do not allow charges for late fees, returned
checks

For Tenant Damages:
e Tenants can only be charged with damage above the normal wear
and tear, and Owners make take into account the life expectancy of
the item damaged before charging the tenant. NS
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Special Claims: CAHI review & Payment

e  CAHI will notify you within 30 days if your Special Claim is:
. Incomplete (you will have 30 days to provide us with the missing information),
. Approved or adjusted, or
. Denied (we will provide an explanation).

 If approved or adjusted, request payment on the next scheduled voucher.

. Payment will be denied if request is made more than 90 days from the date of the
approval.

e Voucher must include assigned special claim ID number per the approval letter
and the claim amount.

. There is no need to return a copy of the approval letter to us.
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Ensuring Quality

Review Success Rate of Special Claims Submissions

e Determine Root Case of Errors (Accuracy? Timeliness? Turnover?)

Periodically analyze Waiting List policies and documentation
» Review from the perspective of an Independent 3" Party
* Make changes to waiting list format and/or procedures to improve transparency

Adhere strictly to the 21 day timeline for returning Security Deposits
e or providing a good faith estimate if the repairs or documentation are not yet complete

|ldentify training requirements

Keep an open dialogue with your Specialist

' N}



Submitting a Covid-19 Special Claim for Vacancy
under HUD Memo 7/06/2020 Guidelines

e Vacancy Period is from 03/27/2020 through 09/30/2020.

e Use the regular vacancy checklist for these claims.
SAMPLE CHECKLIST
Special Claim for Regular Vacancies

Project Name:

Contract Number:
Unit Number

Attach the following items to the claim submission:

O Completed form HUD-52670-A Part 2.

O Completed form HUD-52671-C.

O A copy of the signed form HUD-50059 completed at move-in for the former tenant which shows the amount of the security deposit required.
a

Documentation that the appropriate security deposit was collected from the tenant: for example, a copy of the original lease, a copy of the tenant’s ledger card, or
a copy of the receipt(s) for security deposit.

A . 1iSI ice [ eNna
O Documentation that verifies the date the unit was ready for occupancy.

O Copy of the waiting list from which the tenant was selected (i.e. unit transfer waiting list, one-bedroom waiting list, etc.)

Q If the unit was not filled from the waiting list(s), documentation of marketing efforts must be included such as copies of advertising or invoices for advertising .

expenses that substantiate the date marketing occurred in accordance with the AFHMP.

A



g a Covid-19 Special Claim for
HUD Memo 7/06/2020 Guid

e Owner/Agents must include COVID-19 at the top of 52671-C and the 52670A Part
2.




Submitting a Covid-19 Special Claim for Vacancy
under HUD Memo 7/06/2020 Guidelines

e Owner/Agents should use the day after MO for Box 3 “Date unit ready for
Occupancy”

e Line 6 on the 52671-C should reflect the number of days from the day after MO
to the Ml — still not to exceed 60

COVID-19

[ [ ]



Submitting a Covid-19 Special Claim for Vacancy
under HUD Memo 7/06/2020 Guidelines

e Other documentation is required in addition to the regular items

1.
2.

Statement that Covid-19 has impeded the efforts to fill the vacancy.

Justification for all units explaining why units remain vacant as a result of Covid-
19.

A statement that the property marketing is compliant under the AFHMP.

Processing Special Claims for Vacancy During the COVID-19 Pandemic Memo Issued

Wednesday, July 08, 2020

HUD provided guidance for the processing of vacancy claims for properties affected by COVID-12 during the
period of March 27, 2020 to September 30, 2020 via RHIPP Listserv Posting #4240, HUD has temporarily
modified the start date for vacancy claims to accommodate for delays in filling vacant units as a result of
impediments caused by COVID-19. Impediments resulting from state and local “stay-at-home” orders include,
but are not limited to delays in units being prepared for cccupancy, staff showing units to prospective
residents, or meeting eligible applicants to process mowve-in documentation.

During this time, vacancy claims will be accepted for 60 days starting frem the prior Tenant’s Mowve-out Date as

opposed to the Ready for Occupancy date, in instances where preparation of the unit for cccupancy was ; 5 a
prevented due to COVID-19. In addition, certain documentation submission requirements are amended for . .' & .
processing vacancy claims relating to COVID-19.

You are encouraged to read the HUD meme in its entirety for complete guidance.
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Questions?

HUD Special Claims Processing Guide (issued June 2006)
Special Claims Processing Guide FAQs
HUD Memorandum 07/06/2020
Covid-19 Special Claims FAQs

HUD Handbook 4350.3 REV-1, Chapter 4: Waiting List and Tenant Selection
HUD Handbook 4350.3 REV-1, Chapter 6: Refunding and Use of the Security Deposit

www.cahi-oakland.org
Christine Fitzpatrick. Training and Compliance Manager- Christine.Fitzpatrick@cgifederal.com
Holly Schroeder, Local Contract Specialist- holly.schroeder@cgifederal.com
CAHI-submissions@cgifederal.com 0 :‘ :.:
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