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MISSION STATEMENT

The Mission Statement of the Housing Authority of the City of Greenwood, MS is to promote adequate and affordable housing, economic opportunity and a suitable living environment free from discrimination.

The Greenwood Housing Authority (GHA) is committed to assisting low-income seniors, singles, families, and persons with disabilities obtain decent and affordable housing in the Greenwood/Leflore County area. Affordable housing is essential in order to foster economic growth and provide stability for our communities and neighborhoods.

MAP OF JURISDICTION
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INTRODUCTION

The Owner Handbook is designed to provide rental property owners, managers, and caretakers with information needed to successfully participate in the Section 8 Housing Choice Voucher Program. The Section 8 Program is a federal housing program funded through the U. S. Department of Housing and Urban Development (HUD).

The Section 8 Program is a three-way partnership between property owners, tenants, and the GHA. The success of the program at the Greenwood Housing Authority (GHA) is due to the willingness and cooperation of the property owners and managers in the Greenwood/Leflore County area. Without this participation, the program would not exist. Throughout this handbook, the GHA strives to provide property owners and managers with the information necessary to ensure satisfying participation in the Section 8 Program. The GHA invites feedback from property owners that will help us to continue to improve our service.

GREENWOOD HOUSING AUTHORITY

· Determines household’s eligibility and assistance level

· Issues Voucher to family

· Supplies family with Request for Tenancy Approval form (RFTA)

· Approves rent and tenancy

· Performs Housing Quality Standards (HQS) inspection

· Prepares contract

· Issues Housing Assistance Payments (HAP) to owners
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· Shows available unit

· Screens and Approves prospective tenant

· Completes/signs RFTA form

· Provides proposed lease, copy of deed, and other forms

· Signs contract (annually, if necessary)
· Enforces lease

· Maintains/certifies unit passes HQS inspection


TENANT

· Contacts owner of unit

· Completes RFTA form 

· Abides by lease and program policies

PROGRAM INFORMATION
Q What is the Program basic purpose?
A. The basic purpose of the Section 8 Program is to offer expanded rent assistance opportuni-ties to low-income households by utilizing existing housing units. It enables eligible house-holds to rent all housing types throughout the GHA jurisdiction, thus avoiding a concentration of assisted housing.

Q What does the Program offer to owners?

A. Owners are guaranteed a portion of the rent paid by the GHA by the fifth of the month. The intent of the program is to lessen the burden of the household’s budget for housing costs, helping them to better afford their rental portion, resulting in more consistent, timely and full payments to owners. Additionally, an annual inspection of the unit helps alert owners of required and/or recommended repairs; ideally, timely maintenance will reduce costly investments.

Q Who is eligible for the Program?
A. Any household is eligible, if their gross annual income does not exceed the federal income guidelines. The program is designed to assist seniors, families, and individuals with a disability. A household is eligible for the program, not a housing unit.

Q How does the owner get involved in the   Program?

A. An owner becomes involved in the program through a renter with a housing choice voucher from the GHA.

The household looking for a rental unit will inform the owner that they have a voucher for rent assistance and will ask the owner is he/she is willing to participate in the program.

Q Does the GHA screen prospective renters for the owner?

A. Yes. The GHA does screen participants for the rental history. Tenant screening and selection is the responsibility of the owner. The GHA recommends that the owner check references of all applicants (assisted and non-assisted) for past rental history.

The GHA will provide a prospective landlord with a tenant’s current and previous landlord’s name, address, and telephone number (if known). Ideally complete reference information will aid the landlord in efficient and effective processing.
Q Can the owner obtain additional infor-mation about the household for the GHA?

A. Yes, if the household provides the GHA with a written release of information form.

Q Is an owner required to participate in the Section 8 Program?

A. An owner has the same right of tenant selection with regard to Section 8 Participants as other applicants. State and Federal laws prohibit housing discrimination based on race, color, creed, religion, sex, national origin, reliance on public assistance, martial status, familial status or disability.

Q What is the process if an owner has a rental unit he/she wishes to rent to a Section 8 Program participant?

A. The owner can contact the GHA with pertinent unit information. Unit availability information will be made available to program participants looking for housing.

Q What type of housing unit can be rented by the household?

A. Apartments, single-family homes, duplexes, townhouses, condominiums and mobile homes are all eligible housing types.

Q Are there limits on rents?

A. Rent limits are determined individually for each household based on two factors. The first factor is the payment standard amount, which is set by bedroom size. The second factor is household income. The higher the household income, the higher the approvable rent. The payment standards are determined to include modestly priced rental units. Not all units are affordable for program participants.

Q Are tenant-paid utility charges taken into consideration?

A. An estimate for tenant-paid utilities (excluding telephone and cable) is calculated by the GHA using average consumption data by bedroom size, structure type, and energy source and current utility rate information. This data is updated annually. The monthly rent plus this estimate equal the gross monthly rent for the unit.

Q When can the rent amount be changed?

A. After the initial term of the lease, the owner may adjust the rent at any time with 60 days written notice to the GHA. Any requested change will be subject to rent reasonableness requirement. 

Q How and when does the owner notify                the GHA of a rent change?

A. Following the initial term of the lease, the owner may adjust the rent by providing the GHA with 60-day written notice of the change. As a courtesy, the GHA will provide the owner a Notice of Propose Rental Increase when the household is due for their annual re-examination appointment. This is usually 90 days prior to the annual anniversary date of the Housing Assistance Payment contract. If the owner wishes to change the rent at the annual anniversary date, they should submit a request in writing with the proposed amount no less than 60 days prior to the effective date of the change.

Q How much of the rent does the household pay?
A. Initially, the household will pay between 30-40% of their annual income toward their housing cost.

As a guideline to assist in determining the percent of the household’s income used for housing, if the household chooses a unit that rents for less than the Payment Standard they will pay 30% of their income for housing. If they choose a unit that rents for more than the Payment Standard they will pay more than the 30% of their income for housing. The household’s rent portion is affected by their income and the rent charged.

Q Will the GHA help a household decide if they can afford the rent?
A. At the time of any move or admission to the program, the GHA will determine the maximum rent allowed for the household based on their income. This is communicated to the household using a “Determining Total Tenant Payment (TTP) Worksheet”. An owner can request this form from the prospective renter to ensure the rent to be charged will be approved by the GHA. Hopefully, this process will eliminate most cases where an owner has selected the tenant, and then the GHA denies the unit because it is not affordable for the household.

The GHA will ensure that a household’s initial rent amount will be no more than 40% of their income. If a household picks a unit that will cost more than 40% of their adjusted income, the GHA cannot approve the unit and will advise the family to seek a different and more affordable unit.

Q What will cause the household or GHA’s rent portion to change?

A. Rent portions may change at the household’s annual re-examination or any time the family reports a(n) increase/decrease in the household’s income, composition, and/or change in the contract rent. The owner and the household will be notified, in writing, of any such change in rent portions.

Q What should an owner do if a tenant seriously and/or repeatedly violate provisions of the lease?

A. The GHA recommends problems with assisted tenants to be handled in the same manner as those with unassisted tenants, and in accordance with state law. The GHA is not a party to the lease and does not have the authority or responsibility to intervene in or to resolve problems.

The GHA further recommends the owner notify the household, in writing, of the violations, request the necessary change(s) and state a deadline for the change(s). Please forward a copy of the correspondence to the GHA.

When the GHA receives a copy of the lease violation notice, the GHA Section 8 Manager will notify the tenant that the GHA is aware of the violation and inform the tenant that lease violations that may result in a court ordered eviction will result in termination of their Section 8 benefits. The GHA Section 8 Manager will encourage the tenant to remedy the situation.

After written correspondence, if the family does not correct the problem, the owner can consider issuing a vacate notice (provide copy to the GHA). The GHA requires the owner to specify the section of the lease that was being violated. If the family complies with a written vacate notice, and the termination of lease is not due to serious or repeated violations of the lease, the GHA may issue a new voucher to the family.

Or, if the family does not correct the problem, the owner can initiate a legal court eviction by contacting the County Courthouse.

The owner must notify the GHA, in writing, of the commencement of lease termination procedures.   

The GHA will continue Housing Assistance Payments to the owner until the family moves or is evicted from the unit. If the action is finalized in court, the owner must provide the GHA with the documentation. By endorsing the monthly check from the GHA, the owner certifies the tenant is still in the unit.

SECURITY DEPOSITS
Q How is the security deposit handled for Section 8 renters?

A. The owner may collect the same security deposit amount from a Section 8 household as is collected from an unassisted tenant. The owner collects a deposit amount not more that that of private market practice and abides by state laws.

The owner charges market-rate security deposits and then deals directly with the tenant in the event of damages, unpaid rent or vacancy loss. This allows the owner to more uniformly deal with tenants whether assisted or not assisted.


INSPECTIONS
Q Is the unit inspected by the GHA?


What is the purpose of the inspection?
A. Yes. A unit must be inspected by the GHA to ensure the unit meets Federal Housing Quality Standards (HQS). The Housing Quality Standards were developed to ensure that housing assisted through the Program is “decent, safe and sanitary.” The unit is re-inspected annually.

Q What if a unit “FAIL” the inspection?

A. Under Federal regulations, a unit either “PASS” or “FAIL”. Any item that does not meet the standards will cause the unit to fail. The owner will be notified, in writing, if the unit “FAIL”. The owner determines whether he/she is willing to make the repairs and informs the tenant and GHA of this decision.

If the owner elects not to make the repairs, the household must choose another unit to receive assistance.

Q What happens if the unit “FAIL” the inspection due to tenant-caused violations of the standards?

A. The tenant is responsible for HQS violations caused by the following:

· Tenant failure to pay for tenant-supplied utilities;

· Tenant failure to provide and maintain tenant-supplied appliances;

· Damage to the unit caused by the tenant beyond “normal wear and tear”.

The GHA may terminate assistance to a tenant for failure to repair tenant-caused HQS violations.

Until assistance to the tenant is terminated, the GHA must not stop HAP payments to the owner.
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OVERVIEW OF HOUSING QUALITY STANDARDS

The Federal regulations for the Program stipulate that each unit shall meet basic “Performance Requirements” with respect to the following:


· Sanitary facilities

· Food preparation and storage space

· Space and security

· Thermal environment

· Illumination and electricity

· Structure and materials

· Interior air quality

· Water supply

· Lead-based paint

· Access

· Site and neighborhood

· Sanitary condition

SPECIFIES

Each DWELLING UNIT must have a minimum of a living room, kitchen area, bathroom and one living/sleeping room for every two family members.

The BATHROOM must have a flush toilet, fixed basin and a tub or shower with hot and cold water, an operable window or fan vented to the outside, and a ceiling or wall type light fixture and one outlet.

The KITCHEN must have a stove or range, a refrigerator (owner’s or tenant’s), a sink with hot and cold water, space for storage, preparation, and serving of food, facilities for sanitary disposal of food wastes, a ceiling wall type light fixture and one outlet

The LIVING/SLEEPING ROOM(S) must have two outlets or one light and one outlet and an operable window large enough to be used as an emergency exit.

CEILINGS, WALLS, FLOORS, WINDOWS  must be in good condition. There can not be any large cracks or peeling and/or chipped paint or plaster. Windows must open and close, cannot have cracked, broken or missing panes, and if accessible from the outside, must be lockable.

PORCHES, BALCONIES, DECKS which are more than 30 inches above the ground must have a rail 36 inches high. All stairs (interior or exterior) with four or more steps must have a handrail.

SMOKE DETECTOR(S) must be present and functioning outside each sleeping area and on each level of the dwelling unit regardless of whether there are bedrooms on the level.

The SITE AND NEIGHBORHOOD must be free from conditions which could endanger the health, life, and/or safety of residents. The unit must be free of insect or rodent infestation.

All surfaces must be free of cracking, scaling, peeling, chipping, and loose paint or be adequately treated or covered to prevent exposure or residents to lead base paint hazards.

OVERVIEW OF HOUSING QUALITY STANDARDS

……continued


MOST COMMON “FAIL” CONDITIONS

Nonfunctioning smoke detectors

Missing or cracked electrical outlet/switch plate and cover

Peeling and/or chipping exterior and interior paint

Burners on stove/range inoperable

Cracked and/or broken window panes

Leaking faucets/plumbing

Inoperable bath fan

Inoperable lights

FORMS  AND PROCEDURES

Q Whose lease document is used?

A. Owners must use their own lease document. The lease must specify:

· The names of the owner and tenant;

· The address of the unit rented;

· The amount of the monthly rent;

· The utilities and appliances to be supplied by the owner;

· The utilities and appliances to be supplied by the family.

The lease must provide the grounds for termination. House rules of the owner may be attached to the lease as an addendum provided they are approved by the GHA to ensure they do not violate any fair housing provisions and do not conflict with the HUD tenancy addendum provided by the GHA.

The lease is a legal document between the owner and tenant The GHA is not a party to the lease.

Q What is the HUD required tenancy addendum?

A. The tenancy addendum ensures that the owner lease does not conflict with Section 8 program regulations. The addendum adds information regarding rent portions, termination of tenancy, and prohibited lease provisions. In addition to being a supplement to the lease, it is also incorporated into the HAP Contract.

Q What other documents must be provided by the owner?

A. The GHA will provide the renter four (4) forms to be completed by the owner:

· Request for Tenancy Approval

· Request for Taxpayer Identification Number and Certification

· Affidavit of Ownership

· Owner Certification of No Improper Activities Statement

· Proof of ownership

· DUN number
The owner must also provide the GHA with a copy of the deed for the unit that is to be rented through the Section 8 Program.

FORMS  AND PROCEDURES

……continued

Q What is a “Request for Tenancy Approval”?
A. The Request for Tenancy Approval (RFTA) is a form that the family initially provides to the owner. The owner completes it with information about the unit regarding size, rent, availability, address, age of unit, and utility responsibilities. The family returns it to the GHA with information necessary for scheduling of the inspection, the preparation of lease addendum and contract documents.

The RFTA is not a lease; however, we suggest that a landlord not complete the RFTA unless it has been determined that the landlord will be entering into a lease with the family.

Q What happens after the Request for Tenancy Approval is returned to the GHA?
A. The GHA Section 8 Manager will review the form and inform the inspector of the need for and inspection. The owner and tenant will be notified if there are questions or problems with the proposed leasing arrangements and/or proposed rent amount.

When the GHA has all the necessary information, a written notice for the owner to come in and signed the Housing Assistance Payment Contract will be mailed. It is the owner’s responsibility to ensure the documents are signed in a timely manner to enable the GHA to make a timely payment to the owner.

FORMS  AND PROCEDURES

……continued

Q What is the Housing Assistance Payment Contract?

A. This is a contract between the owner and the GHA. Essentially it guarantees that the GHA will pay its portion of the rent provided the owner performs his/her responsibilities under the lease.

Q When does the GHA mail rent payments?
A. It is the policy of the GHA to mail rent payments on or by the fifth day of the month. The GHA will not be obligated to pay any late fees due to factors beyond the GHA control.

Q What should an owner do if he/she has a question about the amount of or receipt of a payment?

A. Contact the GHA’s Section 8 Manager assigned to the household. 
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