HACSM AOP
SECTION 16.  INSPECTIONS AND REDETERMINATIONS

VERIFICATION

The PHA must verify all information that is used to establish the family’s eligibility and
level of assistance and is required to obtain the family’s consent to collect the information.
Applicants and tenants must cooperate with the verification process as a condition of
receiving assistance. The PHA must not pass on the cost of verification to the family.

The HACSM will follow the verification guidance provided by HUD in PIH Notice 2004-
01 Verification Guidance (*VG”) and any subsequent guidance issued by HUD.
Verification policies, rules and procedures will be modified as needed to accommodate
persons with disabilities. All information obtained through the verification process will be
handled in accordance with the records management policies established by the HACSM.

GENERAL VERIFICATION REQUIREMENTS

FAMILY CONSENT TO RELEASE OF INFORMATION
[24 CFR 960.259, 24 CFR 5.230]

The family must supply any information that the PHA or HUD determines is necessary to
the administration of the program and must consent to PHA verification of that information
[24 CFR 960.259(a)(1)].

Consent Forms

It is required that all adult applicants and tenants sign form HUD-9886, Authorization for
Release of Information. The purpose of form HUD-9886 is to facilitate automated data
collection and computer matching from specific sources and provides the family's consent
only for the specific purposes listed on the form. HUD and the PHA may collect
information from State Wage Information Collection Agencies (SWICAs) and current and
former employers of adult family members. Only HUD is authorized to collect information
directly from the Internal Revenue Service (IRS) and the Social Security Administration
(SSA). Adult family members must sign other consent forms as needed to collect
information relevant to the family’s eligibility and level of assistance.

Penalties for Failing to Consent [24 CFR 5.232]
If any family member who is required to sign a consent form fails to do so, the PHA will

deny admission to applicants and terminate the lease of tenants. The family may request a
hearing in accordance with the PHA's grievance procedures.

OVERVIEW OF VERIFICATION REQUIREMENTS
HUD’s Verification Hierarchy [VG, p. 11-14]

HUD authorizes the PHA to use five methods to verify family information and specifies the
circumstances in which each method will be used. In general HUD requires the PHA to use
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the most reliable form of verification that is available and to document the reasons when
the PHA uses a lesser form of verification.

In order of priority, the forms of verification that the HACSM will use are:

Up-front Income Verification (UIV) whenever available
Third-party Written Verification

Third-party Oral Verification

Review of Documents

Self-Certification

Each of the verification methods is discussed in subsequent sections below. Exhibit 7-1 at
the end of the section contains an excerpt from the Verification Guidance that provides
guidance with respect to how each method may be used.

Requirements for Acceptable Documents

Any documents used for verification must be the original (not photocopies) to the
maximum extent possible. The documents must not be damaged, altered or in any way
illegible.

The HACSM will accept documents dated up to 6 months before the effective date of the
family's reexamination if the document represents the most recent scheduled report from a
source. For example, if the holder of a pension annuity provides semi-annual reports, the
HACSM would accept the most recent report.

Print-outs from web pages are considered original documents.

Any family self-certifications must be made in a format acceptable to the HACSM and
must be signed in the presence of a HACSM representative or notary public.

File Documentation

The PHA must 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 the PHA has followed all of the verification policies set forth in this
ACOP. The record should be sufficient to enable a staff member or HUD reviewer to
understand the process followed and conclusions reached.

The HACSM will document, in the family file, the following:

Reported family annual income

Value of assets

Expenses related to deductions from annual income

Other factors influencing the adjusted income or income-based rent determination
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When the PHA is unable to obtain 3™ party verification, it will document in the family file
the reason that third-party verification was not available and will place a photocopy of the
original document(s) in the family file. [24 CFR 960.259(c)(1); VG, p.15]

UP-FRONT INCOME VERIFICATION (ULV)

Up-front income verification (UIV) refers to the PHA’s use of the verification tools
available from independent sources that maintain computerized information about earnings
and benefits. UIV will be used to the extent that these systems are available to the PHA.
The HACSM will inform all applicants and residents of its use of the following UIV
resources during the admission and reexamination process:

-HUD’s EIV system
-The Work Number

The PHA must restrict access to and safeguard UIV data in accordance with HUD guidance
on security procedures, as issued and made available by HUD.

There may be legitimate differences between the information provided by the family and
UIV-generated information. No adverse action can be taken against a family until the PHA
has independently verified the UIV information and the family has been granted an
opportunity to contest any adverse findings through the PHA's informal review/hearing
processes.

Definition of Substantial Difference

UIV information is used differently depending upon whether there is a substantial
difference between information provided by the family and the UIV information. In "HUD
Guidelines for Projecting Annual Income When UIV Data is Available," HUD
recommends using $200 per month as the threshold for a substantial difference. The PHA
will use the $200 per month as the threshold for a substantial difference.

No Substantial Difference.

If UIV information for a particular income source differs from the information provided by
a family by less than $200 per month, the HACSM will follow these guidelines:

If the UIV figure is less than the family’s figure, the HACSM will use the family’s
information.

If the UIV figure is more than the family’s figure, the HACSM will use the UIV data
unless the family provides documentation of a change in circumstances to explain the
discrepancy (e.g., a reduction in work hours). Upon receipt of acceptable family-
provided documentation of a change in circumstances, the HACSM will use the
family-provided information.
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When a Substantial Difference Exists [24 CFR 5.236(b)]

When there is a substantial difference between the information provided by the UIV source
and the family, the PHA must request another form of third-party written verification and
use any other verification methods (in priority order) to reconcile the difference(s).

Use of HUD’s Enterprise Income Verification (EIV) System

HUD’s EIV system contains data showing earned income, unemployment benefits, Social
Security and SSI benefits for resident families. HUD requires the PHA to use the EIV
system when available. The following policies will apply when the PHA has access to
HUD’s EIV system.

The EIV system contains two main components: tenant income data reports and “exceeds
threshold” reports.

Tenant Income Data (TID) Reports

The data shown on TID reports is updated quarterly. Data may be between 3 and 6 months
old at the time reports are generated.

The HACSM will obtain TID reports for annual reexaminations on a monthly basis.
Reports will be generated as part of the regular reexamination process.

TID reports will be compared to family-provided information as part of the annual
reexamination process. TID reports may be used in the calculation of annual income. TID
reports may also be used to meet the regulatory requirement for third party verification, as
described above. Policies for resolving discrepancies between TID reports and family-
provided information will be resolved as described in this section of the plan.

TID reports will be used in interim reexaminations when it is necessary to verify and
calculate earned income, unemployment benefits, Social Security and/or SSI benefits, and
to verify that families claiming zero income are not receiving income from any of these
sources.

TID reports will be retained in resident files with the applicable annual or interim
reexamination documents.

When the HACSM determines through TID reports and third party verification that a
family has concealed or under-reported income, corrective action will be taken pursuant to
the policies in this ACOP.
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Exceeds Threshold Reports (ETRs)

The ETR is a tool for identifying families who may have concealed or under-reported
income. Data in the ETR represents income for past reporting periods and may be between
6 months and 30 months old at the time ETRs are generated.

Families who have not concealed or under-reported income may appear on the ETR in
some circumstances, such as loss of a job or addition of new family members.

The HACSM will generate and review ETRs on a monthly basis. The ETR threshold
percentage will be adjusted as necessary based on the findings in the ETRs. In reviewing
ETRs, the HACSM will begin with the largest discrepancies.

When the HACSM determines that a resident appearing on the ETR has not concealed or
under-reported income, the resident’s name will be placed on a list of “false positive”
reviews. To avoid multiple reviews in this situation, residents appearing on this list will be
eliminated from ETR processing until a subsequent interim or annual reexamination has
been completed.

When it appears that a family may have concealed or under-reported income, the HACSM
will request third-party written verification of the income in question. When the HACSM
determines through ETR review and third party verification that a family has concealed or
under-reported income, corrective action will be taken pursuant to HACSM policies.

E1V Identity Verification

The EIV system verifies resident identities against SSA records. These records are
compared to PIC data for a match on Social Security number, name, and date of birth.
When identity verification for a resident fails, a message will be displayed within the EIV
system and no income information will be displayed.

The HACSM will identify residents whose identity verification has failed as part of the
annual reexamination process.

The HACSM will attempt to resolve PIC/SSA discrepancies by reviewing file documents.
When the HACSM determines that discrepancies exist due to HACSM errors such as
spelling errors or incorrect birth dates, the errors will be corrected promptly.

THIRD-PARTY WRITTEN AND ORAL VERIFICATION

Reasonable Effort and Timing

Unless third-party verification is not required as described below, HUD requires the PHA
to make at least two unsuccessful attempts to obtain third-party verification before using
another form of verification [VG, p. 15].

The HACSM will diligently seek third-party verification using a combination of written
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and oral requests to verification sources. Information received orally from third parties may
be used either to clarify information provided in writing by the third party or as
independent verification when written third-party verification is not received in a timely
fashion.

The HACSM may mail, fax, e-mail, or hand-deliver third-party written verification
requests and will accept third-party responses using any of these methods. The HACSM
will send a written request for verification to each required source within 5 business days
of securing a family’s authorization for the release of the information and give the source
10 business days to respond in writing. If a response has not been received by the deadline,
the HACSM will request third-party oral verification.

The HACSM will make a minimum of two attempts, one of which may be oral, to obtain
third-party verification. A record of each attempt to contact the third-party source
(including no-answer calls) and all contacts with the source will be documented in the file.
Regarding third-party oral verification, HACSM staff will record in the family’s file the
name and title of the person contacted, the date and time of the conversation (or attempt),
the telephone number used, and the facts provided.

When any source responds verbally to the initial written request for verification the
HACSM will accept the verbal response as oral verification but will also request that the
source complete and return any verification forms that were provided.

If a third party agrees to confirm in writing the information provided orally, the HACSM
will wait no more than 5 business days for the information to be provided. If the
information is not provided by the 6th business day, the HACSM will use any information
provided orally in combination with reviewing family-provided documents (see below).

When Third-Party Information is Late

When third-party verification has been requested and the timeframes for submission have
been exceeded, the PHA will use the information from documents on a provisional basis. If
the PHA later receives third-party verification that differs from the amounts used in income
and rent determinations and it is past the deadline for processing the reexamination, the
PHA will conduct an interim reexamination to adjust the figures used for the
reexamination, regardless of the PHA’s interim reexamination policy.

When Third-Party Verification is Not Required
Primary Documents

Third-party verification is not required when legal documents are the primary source, such
as a birth certificate or other legal documentation of birth.
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Certain Assets and Expenses

The PHA may accept a self-certification from the family as verification of assets disposed
of for less than fair market value [HCV GB, p. 5-28].

The PHA may determine that third-party verification is not available if the asset or expense
involves an insignificant amount, making it not cost-effective or reasonable to obtain third-
party verification [VG, p. 15].

The HACSM will use review of documents in lieu of requesting third-party verification
when the market value of an individual asset is less than $5000 annually and the family has
documentation to support the declared amount.

Certain Income, Asset and Expense Sources

The PHA will determine that third-party verification is not available when it is known that
an income source does not have the ability to provide written or oral third-party verification
[VG, p. 15]. For example, the PHA will rely upon review of documents when the PHA
determines that a third party's privacy rules prohibit the source from disclosing

information.

The HACSM will determine that third-party verification is not available when there is a
service charge for verifying an asset or expense and the family has original documents that
provide the necessary information.

If the family cannot provide original documents, the HACSM will pay the service charge
required to obtain third-party verification, unless it is not cost effective in which case a
self-certification will be acceptable as the only means of verification. The cost of
verification will not be passed on to the family.

The cost of postage and envelopes to obtain third-party verification of income, assets, and
expenses is not an unreasonable cost [VG, p. 18].

The HACSM will document, in the family file, the reason that the third-party verification

- was not available and will place a photocopy of the original document(s) in the family file.
[VG, p. 15]
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REVIEW OF DOCUMENTS
Using Review of Documents as Verification

If the HACSM has determined that third-party verification is not available or not required,
the HACSM will use documents provided by the family as verification.

The HACSM may also review documents when necessary to help clarify information
provided by third parties. In such cases the HACSM will document in the file how it
arrived at a final conclusion about the income or expense to include in its calculations.

SELF-CERTIFICATION

When information cannot be verified by a third party or by review of documents, family
members will be required to submit self-certifications attesting to the accuracy of the
information they have provided to the HACSM.

The HACSM may require a family to certify that a family member does not receive a
particular type of income or benefit.

The self-certification must be made in a format acceptable to the HACSM and must be
signed by the family member whose information or status is being verified. All self-
certifications must be signed in the presence of a HACSM representative or notary public.

VERIFICATION OF LEGAL IDENTITY

The HACSM will require families to furnish verification of legal identity for each
household member.

Verification of Legal Identity for Adults Verification of Legal Identity for
Children

Certificate of birth, naturalization papers | Certificate of birth

Church-issued baptismal certificate Church-issued baptismal certificate

Current, valid driver's license or Adoption papers

Department of Motor Vehicle Custody agreement

identification card Health and Human Services ID

U.S. military discharge (DD 214) School records

U.S. passport Department of Motor Vehicles ID card

Employer identification card U.S. passport

If a document submitted by a family is illegible or otherwise questionable, more than one
of these documents may be required.
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