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AGENDA
2012
ROUNDTABLE MEETINGS

10-10:30 Shannon Chase-Housing Program Director Welcome
Portfolio Overview
State of the Agency

10:30-11:30 Dan Koetters-Housing Specialist

Tony Putz-Multi Family Specialist Tenant Issues

Improper Payment Information Act
Rent Calculations
Income
Deductions
Certifications
Unauthorized Assistance

11:30-12:30 Lunch Hot Topic
12:30-1:00 Dan and Tony Hot Topic Discussion
1:00-2:00 Dan and Tony Project Issues
Accessibility
Website:

http://www.rurdev.usda.gov/IA hp.html
Reasonable Accomodations
Self Evaluations

Transition Plans

CNA’s

Funding Sources

Insurance Proceeds
Reserve-|0l

Compliance

Servicing Workout Plans
Loan Agreement/Resolution
MFIS Calendar

Wrap-up

873 Federal Building, 210 Walnut, Des Moines, |1A 50309
PHONE: 515-284-4663 - FAX: 515-284-4639 - TDD: 515-284-4858 - www.rurdev.usda.gov/ia

USDA is an equal opportunity provider, employer and iender.
To file a complaint of discrimination, write to USDA, Office of the Assistant Secretary for Civii Rights, 1400 Independence
Avenueg, B.W., Stop 9410, Washington, DC 20250-9416, or call toli-free at (866} 632-9992 (English} or {860} 877-8339 (TDD} or
{B68) 377-8642 (English Federai-reiay} or {800) 845-8136 {Spanish Federal-relay).
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TENANT
CERTIFICATION
PROCESS
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Topics to be covered

« Tenant Certification
— General Information
— Timeframes
—“Top 10 Tenant Cert Issues” (Common Errors):
« Income

» Deductions
+ Supporting Documentation & Verification

General Information

HB-2, Asset Management, Attachment 6-A, Annuat
Income Inclusions and Exclusions

* HUD Occupancy Handbook, Exhibit 5-1: Income
[nclusions and Exclusions (v 19)

- Select Handbooks, Select Housing HaHdbooks Select
43503

» HB-2, Asset Management, Attachment 6-D, Family
Assets

+ HB-2, Exhibit 6-3, Acceptable Income Verification
Sources

==
T

General Information

« HB-2, Asset Management, Attachment 6-C,
Allowable Deductions

« HUD Occupancy HB, Exhibit 5-3, Medical Expenses
That Are Deductible and Nondeductible

» HUD Income Limits

» HB-2, Asset Management, Aftachment 6-B, Zero
Income Verification Checklist

- HUD HB, Figure 5-2, Whose Income is Counted?

50, e

o ¥ Tt
| spIatedtenant comtia:
says ba e besi day of the moncy |
| o mase's e itot e
monththe stectve date mavethe Istad |

AR OO Ea el

TEHANT CERTIFCAION 4 8 LA
FAAT | —FROAEST AND UNT EENTE AN
FPguifm 3 oD edPantitmee . [aalp [ uehay
e QEdesRoie 0o gl ™ i .
v JFaaime (Y
s Daehimbonn Qo it ARG BTN L-_tn‘.ld.zo_u.nmmh Mrer, o iy TN D
g e eaviradty s S v p .“-““SEA s sizerss o St
7 0 t9ta ko ilin-;-wl shrcuennrs e T il v h o
Orwses L VyiearaT i myhin o
:hd.&rrlnniu W Mklﬂmmmnmaumnﬁmn T
T 1T mm:nasxmsrwwmrm T’y o fra nging Al PR 3t AL L2 ted
HOEHOLD NFCREATIN 1 N T s eote 71 B e L ey fioenl oy B sat o
OET n:-.», ™Y o T i B el il b il i S5t il iy i w1t
Sudy) ey
+ O e A )
ekl ar'.-cu.-m D TP, CAtzey wefe b
! ‘E{;:E;:‘I !-,m- st »Il-m ve wsmwr’smuwnw?uhhr "mn;m-:
;:P::a; W Tl lr»!r.'url-m e
l:ﬁ‘-:;:'h = I T e R =
i Sl pite Al s Bawva A T ey b i et
USua -g

—

- wtlbmcdon
s \ T

T G e——— 1 B b
112 Socat b 3 e M A o v i Be e
din e P 2 wmn l Rt bt Lot | e s ] ey
*-m-wmmmm- L . ,’".'";'ﬂ 4
- - — fotlss |rmthe .\ Jeped
i SalGpanyy e | & ipldslifbe itine 1) i 1 Bk, 11 Far {11 B i L O
| T BN A . T o \ ;0;?;‘9
2= N « | :“""“ U e
i — By || o
ﬁ: \ LYo =t iy = B .l_.du —w,;:':d
\ N et | B €
e ~] o : 1T e |
O3 by Pt ) 4 wbg o Ay, - e N T R:m-_c«ﬂee;m
e e i T /% (T [ az
..wm_wmnu.w LtaeF | i % ’ Colenl) — m
'[.’Lm“,_',,‘,' 10 fhlemer tFoder e n T At x| b= il
i Y 0 cm,,g;qm i ey Iy D
A= A e i
1 Piker ! Emﬂm—.‘ 2
gt J
40N Honca v . s
mmnd: bl feriell W“""‘_‘"
dwd | e
Ja-m By S marsedid .
v Nl Prosa i




Shuenad mirer g T4 sliss 14

bt
e
Ll—_l_l_l_ B Apsdel frokd inree

B ittt |
P

D
! ey

B i
L Srurene-1)
L i W 2

™ En
s
e
P
ot st s el U s L T e PR Www D puinn Lat T n 8 T B e B i el
rrteie kA -kt
! ) ~ /
ALl “ e el s ke e I Lon I of Lo M el ok 0 2zemd ine Wl
Lse 3 wow
2 i " i gty L €1 503 200 wler e £ e 21
i
i | Satesze s i

TR i e !
1

W P IC e 1 misstive:
ko Tenas pavs Beame by el K402 33 s aeqrdve. Bronss pays e clspce lp

L T

tery b 'y

[;I s 290k 0 iz el ¢ n!b[nhldﬂ(uth“

huzﬁm lnwmrlww.n-um!erm

Timeframes

*» All Tenant Certs are effective on the 13! of the month

— New Move-ins — if move in after the |¥, TC will be effective the
1t of the next month

* All Tenant Certs must be transmitted by the 10 of the
month in which it is effective
= All households must be recertified at least annually

~ If income changes by $100 or more per month — must recertify
when change Uf income occurs

- Ifincome changes of $50 or more, must recertify IF tenant requests
— If household size changes during the year, must recertify

USDA sl
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Timeframes

Recertification Process
— Two Notification Letters May Be Required
— 19— 75-90 days prior to effective date

— 2" —30 days prior to effective date if no response from
household

* Note - a tenant certification can be transmitted via
MINC at anytime during the 90 day period prior to
the effective date

LD ST
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Timeframes

* An Expired or Late certilication is when it is not transmitted via
MINC to RD by the 10% of the ctfective month

— [f tenant does not provide required information to recertify
+ Houschold 1s no longer eligible
» Houschold must pay Note Rate Rent
* Lease termination should be started

— Iftenant provided information, and borrower is at fault
= Borrower must pay difference between the grealer of the net tenant

contribution or basic rent and the note réte rent

* Borrower musl pay the overage amount [rom non-project [unds unttl
recertiftcation is complete

s r‘_%




“Top 10” Tenant Cert Issues!

10. Assets are not properly reported 4 Incorrect calculations of
and/or imputed on the TC medical/disability expenses

9. Renting to Zero [ncome tenants 3. Incorrect calculation of child

8. Using net S income vs gross suppart income and/or child
SS incoime care expenses

s 4 . 2. Tenant Cert not completed in
7. Miscalculating unusual income it"s entirety or correctly

6. Incorrect calculation of income 1. No supporting documentation in
that is seasonal/sporadic the tenant file of

5. Incorrect Standard Deductions income/deductions
(i.e. 3400 vs. $480)

USDA Mﬂe

Issue #10
Assets are not properly reported and/or
imputed on the TC

+ Must consider at the time of initial certification and for all
recertifications
Must be verified in writing by third party
— Tfunable to verify from 3 party, can accept other forms of
documentation (HB- 2, Section 6 11 A)
Verifications are valid for 90 days and may be valid for an additional
90 days with oral verification. Can be no longer than 180 days

* [ncludes assets of all HH members

— Refer Attachment 6-D, Asset Management Handbook

— NOTE: Assets to which they have uccess
Document, document, document

USDA .::i.

Issue #9
Renting to Zero Income Tenants

+ Zero Income — RD’s policy is to not accept
a tenant certification for an applicant or
tenant with zero income unless all income is
specifically exempted.

» [f applicant or tenant states they have no
household income, they will need to
demonstrate financial capability to meet
essential living expenses.

USDA ..L

Issue #9
Renting to Zero Income Tenants

« The basis for this income must be documented in the
file Document, document, document
+ HB-2-3560, Attachment 6-B, Zero Income
Verification Checklist can be used for this
documentation.
» The borrower MUST review the circumstances of the
tenant quarterty.
— RD may wage match periodically (If available in
your State)
— Borrower can request wage match from RD at any
time (Ifavailable inyour State) ————
USDA masta

Issue # 8
Using Net SS Income vs. Gross SS Income

« For income, always use the Gross Income
* Usually, in October it will be announced if
SS will be increasing for the following year
— Be sure to factor in this increase (could be 2
months at 2008 rate (Nov. & Dec. and 10
months at new rate)
* Be sure to factor any adjustments for prior
overpayment of SS benefits

USDA mads

Issue #7
Miscalculating Unusual Income

+ Income from a Business
« Calculating Anticipated Annual Income
« Withdrawal from [RAs or 401k Accounts
« Calculating income of Students
» Calculating income of a minor
— Earned income is excluded
— Income from benefits is included




Income from a Business

* Must count Net Income
- Net Income is Gross Income less expenses
— If net income is a negative number, must use
g
— Must request most current tax return
— Compare figures tenant provided with tax

Annualizing Unemployment

* Must use current circumstances to anticipate
income

* Unemployment is counted as income

If household is receiving unemployment, must

figure unemployrent for entire 12 months even if

verification reflects that unemployment is not

available for the full year

« When circumstances change, must do a interim
recertification to recalculate the anticipated annual
income

el
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Withdrawals from IRAs

and 401k Accounts

« The full amount of periodic payments from JRAs,
Pensions, [nsurance Policies, Retirement Funds, etc, is
counted as income

~ Withdrawals from IRAs and Retirements funds that are not routine
would not count as income

* Lump sum receipts from pension and retirement funds are
counted as an Asset
* Still need 3% party verification

— Yearend statements of Mutual Funds or 401k aceounts can provide
information about routine annual income

Students
¢ New Student Rule was issued by HUD
— RD operates under this rule (see HUD Rule 24
CFR 5.612)
~ RD Unnumbered letter was issued January 11,
2007
* Caution — rules vary by type of program
— H Tax Credit Property, refer to IRS Section 42
— [f Section 8(HUD) & Tax Credit, the most
resirictive tule applies
— If RD financed property without tax credits,
____ follow HUD rule above _

USDA mads.
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Students — 3 Step Process

* 15t Step — determine if tenant/co-tenant is a
student

+ 2" Step — determine if tenant/co-tenant is
Dependant or Independent

+ 31 Step — Calculate income of student based
on above determinations

1st Step
Is Tenant/Co-Tenant a Student?

Must be enrolled in a institution of Higher
Education

* Does not matter if full-time or part-time




2 Step
Is Student “Independent”?

» [fIndependent

— Must be of legal contract age under state law, and

— Cannot be claimed as a dependent on parents/guardians tax
return (can request a copy of tax return if needed) **; and

— Previous address cannot be the same as parents/guardian
** and

— Must have established a separate household for at least one
year prior to applying for housing **

I %% No verification is needed if student meets 1S, Dept. {

USDA
E—

of Education’s definition of “Independent

Dept. of Education’s Definition of
“Independent Student”

« Must be at least 24 years old by Dec. 31 of current
in which applicant is applying for housing; or

« Be an orphan or a ward of the court through the
age of 18; or

» Be a veteran of U.S. Armed Forces (includes
National Guard); or

+ Have legal dependents other than a spouse (i.e.
children or elderly dependent parent); or

* Be a graduate or professional student; or
» Be married

-
USDA =3

o

274 Step - Is Student a “Dependent”?

+ They do not meet the Dept. of Education’s
definition of “Independent Student”; or

» They have not established a household
separate from their parents/legal guardians
for at least 1 year; or

» They are still being claimed by parents/
uardian with IRS

Note: [ documentation is not provided to support being
[adeptndent, then tenantico-tenantapplicant is
constdered a Dependent i

3+d Step - Determining Income
Eligibility of a Student

+ Dependent Student:
— If you determine that the student is a Dependent:

+ Both Student and the Students’ parents/guardians must have
their income verified to determine income eligibility

— Calculate household income in accordance with HUD
Regulations 24 CFR 5.607 and 5.611
— Count all financial assistance in excess of tuition costs
as income
— Exempt from Uus rule
» Studenl (at any age) living wilh parents
» Studenl is over 23 and has a dependent child

Dependent Student (cont.)

For income eligibility — both the Parents/Guardians and the
Students’ income must be below moderate income
puidelines

- Must qualily separately
il parents; guardians refuse or fail to provide proof of
income, then applicant {student) is not eligible to live in
unit (OR NOT ELIGIBLE FOR RA?}

» Ifelgible, complete Tenant Certification reflecting
combined adjusted income of parents and student to
determine proper rental payment
Must recertify annually to determine income eligibility and
whether Student still meets “Dependent” student definition

USDA mania
-— ST

Income Eligibility of a
“Independent” Student

Verify all income and deductions

— Remember, any financial assistance over tuition
expenses must be counted as income

— Must have signed certification from parent/guardian
regarding financial assistance they may or may not be
providing

« Complete Tenant Certification to determine rental
payment

» Recertify at least annually

USDA
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Issue #6
Incorrect Calculation of Seasonal /
Sporadic Income

* Some employment is not year round
— Must estimate what the income will be for the year
* Must verify income
— If seasonal, may have to request more than 1 year’s
history of employment
* Ifworked 3 years, obtain all 3 years and average

» If new, have employer project hours to be worked the next 12
months based on their knowledge of past work history

Issue #5
Incorrect Standard Deductions
*» $400 deduction for elderly or disabled
— Must be the tenant or co-tenant

— Only one deduction for the household, i.e. both
tenant and co-tenant are over age 62, but only 1
$400 deduction can be taken

— Must be 62 years of age or have a disability at
any age

- Must have documentation to support $400
deduction for disability (confirmation they are ©

receiving SSI is adequate documentation)
USDA :*__,!g

Issue #5

Incorrect Standard Deductions

+ $480 deduction for each family member (not a tenant or co-
tenant)
— Under 18 years of age,
* Docs not include unborn chiid

* IE joint custody, both parents cannot claim the deduction for the chuld if bath
parents live in subsidized housing

— 1 dispute which family gets to elain the deduction, must refer to any legal
documents or IRS reums and deduction 1s claimed by the parent shown
tecarving the TRS dedustion or identified in legal documents

— A person with disabilities who is over 18 and not the tenant or co-tenant;
— A full-time student of any age,

» Must have documentation (rom school

« Must still be Living in household

~ Foster children are not eligible for the standard $480 deduction (likewise
do not count income received on behalf of foster children)

USDA -d:

Issue #4
Incorrect Calculations of
Medical /Disability Expenses

» Medical expenses can be deducted for
elderly/disabled household

— If household qualifies for $400 deduction, then the
medical expenses for the entire household can be
clatmed

— Expense to be claimed is what is anticipated for next 12
months based on past history

— Can allow for past medical event that is not likely to
recur (i.e. unplanned surgery, injuries from car

e accidert, etc.) if not claimed previously

Issue #4
Incorrect Calculations of
Medical/Disability Expenses

* Reimbursed medical expenses cannot be claimed

* The amount of medical expenses that can be
claimed as a deduction is anything over 3% of
annual income (not adjusted)

* Must have documentation of medical expenses

— Over the counter (OTC) medical expenses must be
prescribed by licensed practitioner in order to claim
deduction

— Must have copies of receipts and prescriptions for OTC
expenses

Disability Assistance Expense

* Deduction for unreimbursed, anticipated costs for attendant
care and “auxiliary apparatus” for each disabled family
member

— HH does not have to qualify as an elderly household

» Qualification for Deduction

~ Must enable a family member 18 years of age or older (who may
or may not be the disabled member) to be employed

— If more than one family member enabled to work, must consider
the combined incomes of those persons

— Must have docummentation of disability and need for
animal/apparatus, etc.
Allowable deduction is any cost over and above 3% of
annual income (not adjusted)

— Cannot exceed the earned income received by the family
member(s) who are enabled to work

[




Disability Assistance Expense

» For Elderly HH that is eligible for BOTH medical
and the disability deduction, it must be calculated
separately

- Must calculate disability assistance first

= Reminder — it cannot exceed the income of the person(s) that
has been enabied to work

- Then calculate allowable medical expenses

+ When family has both disability and medical expenses, review
both to make sure no expense has been inadvertently included
in both categories

— Add Medical and Disability Assistance expenses

Issue #3
Incorrect Calculation of Child Support Income
and/or Child Care Expenses

+ Child Support Income
— Household must include all alimony or child support
payments
« Must have verification (court orders, statements from

enforcement agencies, divorce decree, or other records to
support payment)
The applicant/tenant must report what was paid in the last 12
months
If not receiving child support payments, the applicant/tenant
must show that they have requested assistance from the state or
local entity responsible for enforcement of payment

Note: If ten:

USDA masba — this is ol an allow
-_ [T is being garnished from their salary

Child Care Expenses

+ Reasonable child care expenses for the care of a
child age 12 or under may be deducted from “annual
(gross) income” if they:

— Enable an adult family member to actively seek
employment, be gainfully employed, or further
his/her education; and

— If the expenses are not reimbursed; and

— [fthey have demonstrated that there are no other
~ adult household members available for child care

’Q—’SDA [T

Child Care Deduction

» The amount may not exceed the amount of income
received from employment.

+ The amount cannot be paid to a household member

» The amount of child care hours must parallel the hours
household member works or goes to school including
travel time

* The applicant must identify the household member who
can go to work or school as a result of the child care.

+ The tenant file must contain justifying documentation to
support the deduction

USDA :-k

Issue #2
Tenant Certification is not Completed in
it’s Entirety or Correctly

« Part[, [tem |, Action type is not correctly identified

— i.e Tenant moves out, and co-tenant becomes tenant, must mark
Co-Tenait to Tenant Box

- Wust recertify Because household composition changed
¢+ Partll, 6. Tenant Subsidy Code is not completed correctly
~ I[f getting State RA, Code #4
— Code#7 if other types of subsidy at basic rent (i e church is
paying subsidy)
e Part [l 7 — Social Security Numbers
~ All households members are not required to have a SS #

« 1c illegal tmmigrants may aot hase a SS¥, complete ficld with all
zeroes and MINC will assign a number

i

Issue #2
Tenant Certification is not Completed in
it’s Entirety or Correctly

+ Partll, 14 — Coding for Disabled (“D”) and Elderly (“E”)
— Inserta “E” or “D" by only the Tenant and Co-Tenant - be sure to
mark Elderly Status box if any of the above applies
= Part[V, Item 18 g. — if household has reported “zero™
income, and the income js exempted, then this box must be
marked.
+ Part V, Item 23, be sure to show the actual date of move-in
(does not have to be the 1% of month)
+ Part V, [tem 24, reflect income level at the time of move-
in. This should not be changed on subsequent
recertifications




Issue #2
Tenant Certification is not Completed in
it’s Entirety or Correctly

= Part VI, Item 29 a. and 30 a, Basic Rent & Note
Rate Rent — be sure rent is the same as the current
approved budget
— If project worksheet does not agree with budget, notify
servicing office
* Part VIJ, Item 29 b. & 30 b., Utility Allowance
~ If utility costs are included in rent, enter <0

— Utility Allowance must agree with approved budget If
it does not agree, notify servicing office

USDA
— |

Issue #2
Tenant Certification is not Completed in it’s

Entirety or Correctly

¢+ Part X, Certification by Borrower
— Be sure to indicate if household is eligible
+ This includes income eligible and occupancy eligible
— Ifnot eligible, must obtain waiver or approval from
servicing office prior to renting to household
* Part VI & X, Tenant/Co-Tenant and Borrower
Signatures
~ Even though tenant certification is transmitted, this
form must still be signed by all parties and a copy
provided to the tenant.

— Signed tenant certification must be retained in the
TenantFile

USDA -g

Issue #1
No Supporting Documentation in tenant
file of Income/Deductions

* Verify and Document
* Verify and Document

* Verify and Document
* Verify and Document

. Verlfy and Document

Credits

We would like to thank the
Missouri State Office for all their
hard work in developing this
training!
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UNAUTHORIZED

| ASSISTANCE
. - -Manager Training
., HB-3-3560  §
CHAPTER 9

BELS 1

USDA
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Introduction

During the term of an Agency loan, there
may be cases when the borrower or tenants
receive assistance to which they are not
entitled. Such assistance may be due to
intentional fraud, inadvertent submittal of
inaccurate information by borrowers or
tenants, Agency error in calculation or
assignment of benefits, or other causes.

USDA maa
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Handbook Change

»  Effective 7/29/11.HB-3-3360, Chapter 9 was revised to modify the process of
collecting Unauthorized Assistauce (UA)  An uanumbered [elicr was 1ssued
10/26/1 1 for additional clarification

+  The new methad will eslablish an Audit Recersable for the amount of the debt.

cstablished on Form 3360-65. MFH Unauthorized Assistance

Notification/Repayment Agreement. The Audit Receivable account is a separate

database mamtained 1 St Lows

Payment of UA will be sent to CSC MEFH Lockbox for apphication (o an audit

receivable account

* Any UA agreements (n effect prior to 7/29/1 [ will retam thewr original agreements
for repayment. between the Management & Tenant

+  ALL UA paymeats will no longer be netted from the project worksheet as an
adjustment

+ Thosc with existiag agreements that are makiyg adjustments to theorr workshects wilk
begin sending checks for repayment

Identifying Unauthorized Assistance

- Management Agent

» Supervisory Visit

« Wage Matching

* Improper Payments Review
» OIG Audit
» Other

Identifying Unauthorized Assistance

»  Documentation of Unauthorized Assistance
~ Agency will document reasons in case file
— Borrower to retain copies of all correspondence and phone calls,
including signed tenant certification and lease, how UA was
discovered and calculated
— All unauthorized assistance will be pursued, regardless of the
amount

Identifying Unauthorized Assistance

» Notice to Recipient

— Borrower Debt - Agency Notice to Borrower —
HB Letter 304/305

— Tenant Debt — If Agency discovered, work with
Borrower to send Notice to Tenant HB Letter
304/305. If Borrower discovered, borrower
send Notice to Tenant with HB Letter 304/305
with copy to Agency.




Recapture of UA to Borrowers

* Borrower actions that require borrower repayment
of UA received by tenants include, but are not
limited to:

— Incorrect determination/calculation of tenant
income or household status by the borrower,
resulting in rental assistance or interest credit
that is not allowable.

— Assignment of RA to a household that is

~ ineligible.

USDA mads
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Recapture of UA to Tenants

» Tenant actions that require tenant repayment of UA
received by tenants include, but are not limited to:

— Knowingly or mistakenly misrepresenting income,
assets, adjustments to income, or household status
to the borrower as requiréd under 7 CFR 3560,
Subpart D.

— Failure to properly report changes in income,
assets, adjustments to income, or household status
to the borrower as required in Subpart D.

Notice to Borrower/Tenant

+ The Agency will provide notice to borrowers upon
determining that unauthorized assistance was
received.

* [f the unauthorized assistance was found by the
borrower, the borrower will notify the tenant with
a copy to the Agency.

* HB Letter 304 and HB Letter 305 will be used as a
guide for the notices,

USDA mase
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Notice to Borrower/Tenant

HB Letter 304, Preliminary Determination notice will include:
* Reasons determined to be unauthorized;

* Amount to be tepaid and specify the parties responsible for
repayment;

Establish a place and time to meet to discuss issues;

* Advise tenants they may present facts, figures, written
records, or other information which might alter the
determination;

* 3560-65 should be sent out with this letter.
USDA scanla
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Notice to Borrower/Tenant

» Ifthe borrower/tenant responds within 15 days
and agrees to repay the debt, complete Form RD
3560-65 with borrower/tenant signature, Agency
will sign and fax to St. Louis.

» If borrower/tenant does not respond within 15

days or disagrees with the findings, send HB letter
305(final determination notice)

USDA sl
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Notice to Borrower/Tenant

+ HB Letter 305, Final Determination Notice

— Include the amount of unauthorized assistance to be
repaid and the basis for the unauthorized assistance
determination,

— Include the actions to be taken if repayment is not made
by a specified date, including termination of tenancy,
referral to Treasury for cotlection,

— Include appeal rights of the tenant as specified in
3560.160,

- Sent if borrower or tenant fails to respond to an UA
determination or fails to agree to a repayment schedule.

12




Notice to Borrower
(Borrower Debt)

+ [Fborrower does not respond or appeal within 30 days from the date of the
final determination letter, Agency will continue servicing with HB Letter
301,302 & 303(3560), Servicing Letter #1, 2, 3, as appropriate

= [fno response after 90 days, form 3360-65 without signature from
borrower will be sent by Agency and the debt will be turned over to
Treasury for Cross Servicing

= UA should not be repaid from project funds due to borrower fraud or
borrower error

508 pee N

Notice to Tenant
(Tenant Debt)

+ [If Agency determines UA, the Agency will issue HB Letter
304 to Borrower requesting response to either confirm or
dispute Agency finding.

« If Borrower determines UA, the Borrower will issue HB
Letter 304 to Tenant with a copy to Agency as notification.

+ [fborrower agrees, the borrower will determine the reason
for UA and issue lease violation to tenant and a notice of
intent to recapture UA.

+ Iftenant agrees to calculation, recertification will be
completed as of the first of the month after UA discovered

USDA mands
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Notice to Tenant
(Tenant Debt)

« [fborrower and tenant agree to the UA as a result of any
notice, the borrower will establish a repayment agreement with
the tenant, which must be approved by Agency prior to
implementation
Complete Form RD 3560-65, with tenant signature and submit
to servicing office for signature. (It may be necessary to obtain
Agency signature prior to tenant signature for repayment
agreements in order to establish date of debt and interest rate )
+ Servicing office will fax to DCFO;DLGB with original
retained in the servicing office file and copy to tenant.

[t

SDA mania
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Notice to Tenant
(Tenant Debt)

+ [fborrower agrees to UA and tenant fails to respond to UA
notice or fails to agree to a repayment schedule, the borrower
will send the tenant a demand letter, HB Letter 305. Ifno
response, the borrower will initiate eviction.

+ In both cases if no response, borrower will coraplete Form
3560-65 without tenant signature as debtor and without interest
or installment amounts, submit form to servicing office for
signature.

+ Servicing office will then fax form to St. Louis

+ [n these cases, St. Louis will mitiate Cross Servicing

16

Repayment

+  Awmount due needs to be well documented (including signed tenant
cerlification and lease, how UA discovered, calculation of UA,
eviction notice) and justified and should equal the amount stated in
notice letter

+ Nointerest will be charged against the debt if agreement to repay the
debt in lump sum or by payment plan within 90 days from the date of
debt (date of Agency Signature) on Form 3560-65 The repayment
section on the form (25-28) will not be completed, indicating a lump
sum arrangement

+ [fpayment agreement is made, can be no longer than 24 months
without Nationa! Office approval

17

Repayment

» If Payment Agreement over 90 days, interest will be
charged at the 3 month Treasury Constant Maturities
percentage. The rate used will be the daily rate for
the day before the date of debt (Agency Signature) on
Form RD 3560-65.

USDA
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Repayment

* Date of debt and date used to figure interest rate is
the date the Agency signs form. Therefore,
Agency signature will be the same OR prior to
Debtor signature.

* It will be very important to be in close contact

with Agency and tenant when completing the
3560-65.

154 2 19

Repayment

° Any repayment agreement with the tenant will have the date of
first payment due on the 15% of the month and at least 21 days
from the fax date of Form 3560-65. This will give St. Louis
time to create the account and get the first billing out.

Equal installments rounded up to the nearest doltar will be
used to repay by the final due date. Both payment amounts
entered on the Form 3560-65 will be the same amount,

USDA mada,
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Sample UA Scenerio

* Bomower discovers tenant has job that was not reported

* Borrower gets information from employer and calculates
correct amount of tenant income and rent.

* Borrower completes HB Letter 304 including the amount
of unauthorized assistance, sends to tenant, with a copy to
Agency .

+ Tenant meets with borrower and agrees to amount and is

willing to sign repayment agreement, agreeing to equal

payments for 12 months.

USDA mele
L
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Sample UA Scenerio

* Borrower works with Agency to get interest rate —
agreement will be signed today (9-20-11) by Agency
tomorrow (9-21-11) by Debtor,

« Interest rate on chart for (9-19-11) is .01%
= See sample agreement and Level Debt Installtment.

22

The Servicing
Office Official
has this form
e and can figure
ey 2 the
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instaliments.
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The
Servicing
Otlice
Official will
sign this
form in all
cases prior
to faxing to
DCFO.

24




Repayment

*+ Repayment agreements with repayment periods up to 90 days
will not receive a billing invoice.

+ St Louis will mail a monthly billing invoice directly to the
tenant for all repayment agreements with a repayment period
greater than 90 days.

= Borrowers will have no further collection responsibility once
the form 3560-65 is completed and submitted.

25

Example of UA Billing
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Repayment

+ [F lump sum payment is made, it should be sent to the servicing
official to be forwarded to the CSC MFH Lockbox at “USDA
Rural Development, MFH Payments, P.O. Box 979082, St
Louis, MO 63197-90007,

« Debtors should be encouraged to mail any payments made
according to a payment agreement with the billing statement to
CSC MFH Lockbox.
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Tenant Move Out

« When a tenant, who has received UA moves out, the borrower
is no longer responsible for recapturing the UA.

- Borrower MUST notify Agency immediately when a tenant
moves out.

- Borrower MUST provide copies of all records, including
signed tenant certification and lease, how UA discovered,
calculation of UA, eviction notice related to the UA, any
payment agreement in place

OLD Agreements

» UA agreements in effect prior to 7/29/1 | will retain their
original agreements for repayment between the
Management & Tenant.

+ If the tenant was paying as agreed and moves out, it is
essential that management notify the servicing office
immediately

29

Q&A from Training Sessions

IDENTIFYING UNAUTHORIZED ASSISTANCE
+ Q1 Is thure a maxununi dollar amount il we can expeet as lar as repayment of UA?

+ A lhe agresment wall show up W 24 month repayment, equal payments  (Fyou think 1tis
worlh submitting to the Nuttonal Otlice for longer repayment, then we sill took at

+ Q2 W ynestion the appeal mghts en the HIB Letter 305, as it stales ta follow 3360 160 which
15 lhe Wnant grecvance and appea

« A ‘The HB Letier 305 will be revised lo give tenants (tenant debt) appeal mghts as per
3560 16t and borrow ers {burrower debt) appeal nghts according 1o Auachment 1-8 [ron
Handbeok | The ECOA paragraph also necds updated in the letier

+ Q3 Doweever go back beyond 3 sears «f we find weome that has nol been reporied, for
example?’

+ A Ourgarlunce is 3 yenrs but you can go back lurthur 1f you hine good cvidence/reason Lo do
0,

+ Q4 I borrower traud 1t sags 1t cannot b paid vut of project funds,  hat sbout borrower error”

« Az Still cannot be paid out af project funds

— - -
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Q&A from Training Sessions

IDENTIFYING UNAUTHORIZED ASSISTANCE {CONT.)

*  Q3: Wehave a former sue manager that left the property and was paying u lenant For work
Tncome was not reported, is 1l menagement error or tenanl error

= At e the tenant's respeasibility 1o report utl ineotme, bt if tho managemon Agenl W aware
of e meome they shoyild alro b renponsibie to report and verify all income. [t woukl appear in
thiy caas thst manapemen) agest vwollh! bave been in extor smee they dil not do thevr due
diligence m revewing the ienants docinnentation. when they know of thix incormi.

*  Q6: We have some zero income tenants that we found out have in-kind contribulions that were
nol counted. Would we treat this as unauthorized assistance?

* Az InKind contributions would be considered like income so you should go through the same
process of dutermining UA as if they failed to report any other type of income.

*  Q7: IMwe send the first fetter (HB Letier 304) nnd say UA is $10,000 and then n checking into
it, UA should only be 38,000, do we have lo slurt all over again?

= A: Noin lhe final determination notice (EIB Letter 305) you would expluin the caloulations and
the final anzount. ‘The final amount would be on the 3560-65.

USDA mags
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Q&A from Training Sessions

IDENTIFYING UNAUTHORIZED ASSISTANCE
* Q8: Can we require tenanl education ar traming of sorme kind lo try v ehmmate unauthorized
sanslanee = ediszale thirn on the consaquences
* As There is o Facl Sheel (PA 1998) for tenant rights and responsibilitics that the managets should
be using wilh applicaions and you can give out at supervisory visits. The Facl Shect 1s entitled
Things You Should Know About USDA Rural Renial Housing
‘ 3 N
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Q&A from Training Sessions

Form 3560-65 - AGREEMENT ISSUE

* QY Ifthe bill is being sent (o the tenant and the tenant pays and then stops how will
management know?

*  A. DCTOwill follow up with the lenant and the borrower has o fucther responsibility for
colleclion.

* QI [fihe sgreement cxtends out tp b 3 years and the manapamint cosnpany s v longor
involved, after a few months, they will n lorigsr bee awie i there k' payiment apresmait, is
there any way to track in MINC that they will b rotiticd that the tenant has vaciied

* A [Tagrecinent i between tennot agd e (ol agrecriend), i el vy
when tarmnt moves out and notify RO to be refiereod to crons serviemy. I agroement is between
bonant deed agency (new form), 1 e ot like any other debt nnd managestiost agent ix mil
mnbved ot that point. When wsing the new, form, DCFD) will servive and it n payment 13
muesed, efer 1o Cress Servicing.

USDA mumle.
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Q&A from Training Sessions

MOVE OUT ISSUES

*  QI1: [Fthere is a move oul — enn we no longer enler 1010 an ngreement with them wath a 3560-
63, do we have to go stright to Treasury?

* A Anagreement can sull be obtained trom Lhe tenant even it they move oul, but it they are not
willing to enter into the apreement, it will be submilled to Treasury olfsct

* Q12 [faltenani moves out how much etforl do we make fo get a forwarding address? Should
we send a postal request 1n?

* A Sfold agreement, management will send to you if there is forwarding address, if not il will
90 to cross sctvicing. Don’t go into great efforl  1F they leave one, nolify DCFO. IF not Cross
Servicing will take care of 1t




Contact: Darin Leach, Public Information Coordinator
Phone: (515) 284-4747 (office); (515) 669-5691 (cell)
E-mail: Darin.Leach@ia.usda.gov

Information about Filing Claims of Discrimination Against the USDA is
Available to Women Farmers and Hispanic Farmers

DES MOINES, Iowa — June 29, 2011 — Women farmers and Hispanic farmers who believe they
were improperly denied farm loan benefits from the U.S. Department of Agriculture (USDA)
between 1981 and 2000 because they were female or Hispanic may be eligible to apply for
compensation.

The first step in determining a farmer’s eligibility for compensation through claims of
discrimination against the USDA is to request a claims package. Packages may be obtained by
visiting www.farmerclaims.gov or by calling the Farmer and Rancher Call Center at 888-508-
4429.

Those who believe they have a claim should contact a lawyer or other legal services provider in
their community if they have legal questions. The USDA cannot provide legal advice.

The program, which the USDA announced earlier this year with the Department of Justice,
provides up to $50,000 for each Hispanic farmer or woman farmer who can show that the USDA
denied them a loan or loan servicing for discriminatory reasons for certain time periods between
1981 and 2000.

This claims process offers a streamlined alternative to litigation and provides at least $1.33
billion in compensation, plus up to $160 million in farm debt relief to eligible Hispanic farmers
and women farmers.

HH##



WHAT IS A PROTECTED BASIS?

e Race

e Color

 National Origin(Ethnicity)
e Religion -

e Gender

e Age

« Marital or Familial Status
e Source of Income

e Sexual Orientation

e Disability




Department Regulation 4330-001

It is USDA policy to ensure no person is subject to
prohibited discrimination in USDA conducted programs
and activities based on race, color, national origin,
sex, religion, age, disability, marital status, familial status,
parental status, sexual orientation, retaliation or because
all or part of an individual’s income is derived from any
public assistance program.

10 |



Self Evaluation

e Review the self evaluation at the
time of the compliance review.

e Was it conducted with the
assistance of persons or
organizations who are
knowledgeable about accessibility
issues?

e Evaluate both structural barriers
AND policies and procedures.

24




- Transition Plans

e If it is necessary to remove
structural barriers, a Transition
Plan must be developed with the p
assistance of persons or
organizations who are
knowledgeable about accessibility
Issues.

26



Transition Plans Must Contain:

o List of physical e Specify a schedule for
obstacles that limit accomplishing
accessibility to accessibility
persons with
disabilities o Identify person

responsible for

e Description in detail implementation

of methods planned

to make facilities |
accessible @
&
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Transition Plan Documentation

A transition plan, if necessary to remove structural barriers, must identify obstacles that limit
accessibility, describe the methods that will be used to make the facility accessible, specify the schedule
to achieve full program accessibility, and identify the person responsible for implementation. The plan
should transition the borrower from non-compliance into full program accessibility.

Project Name and Address:

Date project ready for occupancy:

Person(s) responsible for implementation:

People/org consulted:

Using the chart below, 1) Identify physical obstacles in the borrower’s facilities that limit the accessibility
of its programs or activities to persons with disabilities; 2) Describe, in detail, the methods that will be
used to make the facilities accessible; and 3) Specify the schedule for taking steps necessary to achieve
full program accessibility- if the time period of the transition is longer than 1 year, identify steps that will
be taken during each year of the transition period; 4) estimate the date of completion. Please note that
the total duration of the plan should be no more than 3 years, before the end of which should achieve
total accessibility. (Please attach additional pages as necessary.)

Anticipated Correction of Physical Obstacles identified in the Self-Evaluation:

“ Accessibility Issues Detailed method to make facility accessible: Estimated Target date of
Costs: Completion:

USDA RD staff will follow up on the completion of the items noted above. Retention: The Borrower is
required to maintain a record of the transition plan for at least 3 years. The record must be made
available for public inspection and be provided to the Agency. The Agency will maintain a copy for the
life of the loan.

lowa- AMV- 3/2011- SAMPLE




(Attachment F)

Existing Property Accessibility Checklist

DISCLAIMER

This information was developed to assist CNA Providers in developing repair
lists for existing MFH properties financed through USDA Rural
Development's Section 515 program, as part of a Capital Needs Assessment
(CNA). This analysis was not intended to address all accessibility
requirements of any Federal, State, or local laws or regulations nor should this
information be relied on for that purpose. To ensure full compliance,
borrowers, architects, loan officials, CNA Providers, contractors, and other
interested persons should refer to the Uniform Federal Accessibility
Standards, the HUD Fair Housing Accessibility Guidelines, the Americans
with Disabilities Act Accessibility Guidelines, and all other applicable
Federal, State, and local standards. Please be aware that the owner(s) of this
building are responsible for compliance of all applicable accessibility
regulations.

SITE -

(For each item, enter "Y" for "Yes" , "N" for "No", or "NA" for "Not
Applicable" in the first column. For each "N", transfer into the CNA a cost
estimate for correction. Include details, notes, or photographs as appropriate
to explain the situation.)

Parking:

Proper number of accessible spaces? (min. 1/ accessible unit + I visitor /
office space — UFAS 4.1.1(5)(d)) (min. 2% of parking - DM 2.23) (must
meet both)

Proper width (8 wide min.) and access aisle adjacent? (5’ wide min.) (UFAS
4.6.3) (DM 2.21) -
Correct slope of accessible parking / access aisle (2%). (No ramp projecting
into access aisle or parking space.) (UFAS 4.6.3)

|

Visible designation sign? (not obscured by vehicle due to height of sign post)
(UFAS.4.6.4) (DM 2.21)

Si

Shortest distance (closest space to accessible apartment, office, laundry, or
site amenity) (UFAS 4.6.2) (DM 2.20)

Ac_cessib_lé' R-oute:

1. | Curb cuts with flared sides (1:10 max) from parking to sidewalk, and where
|| | accessible route crosses pavement (UFAS 4.7.1 and 4.7.5) (DM 2.22)

2. Sidewalk adjacent to parking provides minimum 36" width accessible route
beyond car's overhang (UFAS 4.3.3)

3s Accessible route links all elements on site (min. 36" wide, 8% slope max.):
accessible units (UFAS), adaptable units (DM), common areas, mailboxes,
trash areas, common laundry, amenities, etc. (DM 1.6, 2.8, 2.9, 2.16) (UFAS
4.1.1,4.3.2,4.3.3,4.34.7.1)

4. | Accessible route includes no changes in level greater than %2” unless beveled
or ramped (UFAS 4.3.8)

5. | If accessible route slope exceeds 5%, constructed as a ramp (UFAS 4.8)
(DM 1.7-1.8)

6.

Ramps provided have max.1:12 (8.3%) slope, min 36" width, and cross slope

from Unnumbered Letter,
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(Attachment F)

max. 1:50?7 (UFAS 4.8.2,4.8.6) (DM 1.7, 1.8)

7. | Ramps with greater than a 6" rise or 72" length, handrails on both sides
(UFAS 4.8.6) (DM 1.8)

8. | Ramps with drop-offs have curbs or edge protection min. 2" high (UFAS
4.8.7)

9. | Handrails extend 12” beyond both ends of ramp (UFAS 4.8.5) (DM 1.8)
(May be omitted only if extension would obstruct a path of travel, no matter
how designed.)

10 | If stair in circulation path and open underneath, protect stair bottom below
807 headroom with stair protection up to 27" high maximum (UFAS 4.4.2)
(DM 2.18) . 2" ]

11| Exterior stairs or interior common use stairs do not have open risers (at Icast
partially closed) (UFAS 4.9) (DM 2.17)

COMMON AREAS - (halls, community rooms, laundries, lobby, etc.) ] -
1. | Entrance threshold max, 1/2" at entry (UFAS 4.13.8) (DM 1.1 1)
2. | Doorways 32" min. clear width (UFAS 4.13.5) (DM 1.11)
| 3. | Lever hardware required (UFAS4.13.9) (DM 1.11) |

4. | Floor covering is stable, firm, slip resistant. Carpeting, if provided, is low
pile (UFAS 4.5.3) _

5. | Switches / outlets / thermostats / controls within reach range? (typically 15" -
48") (UFAS 427) (DM 5.3-5.9)

6. | If provided, restrooms fully accessible: 18" clearance on pull side of door;
maneuvering room (5' circle or T-shape); correct grab bars; bottom of mirror
40" max. above floor; lavatory 34” max. high, open beneath, lever faucets, &
pipes covered. (UFAS 4.19 & 4.22, fig 28,29 & 30) (DM 2.28-2.30)
(NOTE: maneuvering room not required if restroom is one lavatory and one
water closet and provides a 30” x 60” clear space outside swing of door)
*(See note)

7. If common kitchen provided, accessible route into, sink accessible: 34" or
less high, open beneath, lever faucets, & pipes covered (UFAS 4.1.1, 4.24)

B (DM 2.14) -

8. | Laundry - at least one front loading washer and dryer, located in laundry
nearest each accessible unit(s) (UFAS 4.34.7.2)

9. | Washer / dryer controls within reach and 30' x 48" clear space at door /
washer / dryer / sink (UFAS 4.2, 4.13, 4.24) (DM 2.26 - 2.27) -

10. | Playground - if provided, must be on an accessible route (accessible play
equipment not required) (UFAS 4.1.1) (DM 2.9)

11. | Mailboxes - 30" X 48" clear space, some boxes within 9" - 54" reach range
(UFAS 4.1.1,4.2) (DM 1.6 and 2.10) B

12. | Dumpster / trash areas — on accessible route, opening within reach range
(typically 9" - 54") (UFAS 4.1.1)

PUBLIC AREAS - (onsite office, community room / etc. if open to more than tenants and

guests)

| 1. | Meet all COMMON AREAS requirements (see above)

from Unnumbered Letter, E-2 This checklist is intended as a general guide,
Guidance for the CNA Process, 1/7/2011 NOT intended to cover every aspect of accessibility.




(Attachment F)

2. | Van accessible parking space with proper width (8' wide min. or 11" wide
universal space) (ADAAG 4.6.3) (DM 2.6 and 2.8)

3. | Access aisle adjacent to van space (8 wide for 8' space, 5' wide for 11'
universal space) (ADAAG 4.6.6) (UFAS 4.6.3) (DM 2.8)

4. | Visible designation sign and "Van-accessible" sign (not obscured by vehicle)

o (UFAS 4.6.4) (ADAAG 4.6.4) (DM 2.21)

5. | Correct slope of accessible parking / access aisle (2%). (No ramp projecting
into access aisle or parking space.) (ADAAG 4.6.3)

6. | Van accessible parking located on shortest accessible route (closest space to
office or public space) (ADAAG 4.6.2)

ACCESSIBLE UNITS - (5% of total units required if constructed after 6/10/82 per USDA

Departmental Regulations at 7 CFR 15b)

General: | 1. | Minimum 5% of total units fully accessible (NOTE: Always round up. A 20
unit project requires 1 fully accessible unit. A 21 unit development requires 2
fully accessible units.) (7 CFR 15b) (UFAS 4.1.4) (UFAS 4.1.4(11)).

2. | Unit mix of accessible units reflects unit mix of all apartments (NOTE: If
only one accessible unit provided, it would be the prevalent bedroom mix in
the complex, usually a 2-bedroom unit. If a second accessible unit is provided,
it would be the next prevalent bedroom size, usually a | bedroom unit.) (7
CFR 15b) *(See note)

3. | Entrance threshold max. 1/2" at entry (UFAS 4.13.8) If sliding glass doors
provided, threshold beveled to max. 3/4" (UFAS 4.13.8)

4. | All rooms on a 36" wide accessible route (min. 32" clear at door openings)
(UFAS 4.3.3 and 4.34.2(3))

5. | Lever type hardware on entrance door (UFAS 4.13.9)

6. | Switches / outlets / thermostats / controls in rcach range? (typically 15" - 48")
(UFAS 4.27.3)

7. | Clothes closets - rod within reach (max. 54" height) (UFAS 4.2.5,4.25.3) |

8. | Storage (linen, etc.) - some shelving within reach (between 9" and 54" above
the floor; for side approach, between 9" and 48" for front approach) (UFAS
4.2.5,4.25.3)

9. | Floor covering is stable, firm, and slip resistant. If carpet provided, low pile
(UFAS 4.5.3)

1. | Minimum 40” clearance between opposing sides (60” in U-shaped kitchens)

Kitchen: (UFAS 4.34.6.1)

2. | 30" X 48" clear space at appliances (UFAS 4.34.6.2)

3. | Work surface - counter 30" wide min., no more than 34" above floor (with
clear knee space or removable cabinet) (UFAS 4.34.6.4)

4. | Wall cabinet storage above work surface 48” max height for at least one shelf
(UFAS 4.34.6.10)

5. | Sink space 34" max. above floor (with clear knee space or removable

- cabinet), 30" wide min. (UFAS 4.34.6.5)

6. | Accessible sink controls (lever or push type controls) (UFAS 4.34.6.5(4))

7. | Sink pipes insulated / covered (UFAS 4.34.6.5(8))

8. | Cabinet hardware accessible (UFAS 4.34.6.10)

from Unnumbered Letter, E-3 This checklist is intended as a general guide,
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(Attachment F)

9. | Front mounted range controls (UFAS 4.34.6.6) Oven self cleaning or
adjacent to 30" clear open work space. (UFAS 4.34.6.7)

10. | Separate switch for rangehood / light within reach range (UFAS 4.34.6.3,
4.27,4.1.2(12))

11. | Refrigerator meets requirements (50% of freezer space in reach range)
(UFAS 4.34.6.8)

Bathroom: | 1. | 30" x 48" clear floor space at door (UFAS 4.34.5.1) *(See note)

N

Knee / toe clearance under 34" maximum height lavatory (or removable
cabinet) (UFAS 4.34.5. and 4.19.2)

Lavatory pipes insulated / covered (UFAS 4.34.5.3,4.19.4)
Mirror 40" max. off floor (UFAS 4.22.6)

30" x 48" clear floor space at toilet (UFAS 4.34.5.2(1)) *(See note)

O I P &

Grab bars in place and anchored sccurely (at toilet and tub / shower) (UFAS
4.34.5)

7. | 30" x 48" clear floor space at tub / shower (UFAS 4.34.5.4, 434.5.5)
*(See note)

8. | Tub controls located properly (UFAS 4.34.5 .4(4_))

9. | Secure tub seat provided? (if not built in as part of unit) (UFAS 4.34.5.4(2))

10. | Hand held shower nozzle, 60" min. long (UFAS 4.34.5.4(5))

ADAPTABLE UNITS - (Remaining ground level in buildings with 4+ units first occupied after
3/13/91)

1. | All ground level units on accessible route, or site / building impractiéal to
General: achieve that accessibility (DM 1.40-1.55)

2. | Low (max %4”) threshold at primary entry door, max. 4” step other exterior
doors (DM 3.10)

3. | 36" accessible route to all rooms (entry door min. 32” clear opening, passage
doors min. 31 5/8” clear opening) (DM 3.3, 3.5, 4.3)

4. | Switches / outlets / thermostats / controls in reach range? (typically 15" - 48")
(DM 5.1-5.9)
Kitchen: 1. | 30" X 48" clear floor space at each fixture and appliance (DM 7.2)

2. | 31 5/8" min. clear opening into kitchen (DM 3.3, 3.5, 4.3)

3. | Min. 40" between facing counters (in "U" kitchen, min. 60" if any fixture at
bottom of "U" OR 40" min. if sink has removable front) (DM 7.2, 7.7-7.16)

A

Bathroom: | 1. | Blocking for grab bars in place (DM 6.1-6.16, 7.33)
' 31 5/8" min. clear opening door to bath (DM 7.33)

3. | 30" x 48" clear space for wheelchair to enter, close door, and exit, outside of
the door swing (DM 7.33)

4. | 30" x 48" clear space for wheelchair at each fixture (DM 7.33)

COMMENTS - | Note if project has water fountains, public telephones, or other site amenities
that require accessibility, and if they comply or not. (Per UFAS, or UFAS
and DM if built after 3/13/91.)

Include details, notes, or photographs as appropriate to explain the situation
for accessibility shortcomings.

from Unnumbered Letter, F-4 This checklist is intended as a general guide,
Guidance for the CNA Process, 1/7/2011 NOT intended to cover every aspect of accessibility.




(Attachment F)

NOTE -

The CNA process indicates work with an existing building. RD recognizes
that it may not be possible to make an existing structure as accessible as new
construction. Items marked "*(See note)" particularly may be difficult or
impossible to achieve without great expense. For those items, provide as
much accessibility as possible without moving walls or relocating units.
Relocating walls in bathrooms may be necessary if it is impossible to provide
space for a wheelchair outside the swing of the door, and / or a useable
bathroom will not result. Always when working with an existing building,
seek accessibility "to the extent possible”.

With multiple accessibility requirements, the more restrictive code or
regulation applies.

KEY -

UFAS = Uniform Federal Accessibility Standard (implements Section 504
of the Rehabilitation Act of 1973) (Implementation date for Rural
Development was 6/10/82. Projects funded after that date must have
accessible common areas and 5% fully accessible units.) See
http://www.access-board.gov/ufas/ufas-html/ufas.htim

ADAAG = Americans with Disabilities Act Accessibility Guidelines.
(Implementation date 1/26/93. Projects funded after that date, or performing
repairs after that date must comply.) See http://www.access-
board.gov/adaag/htinl/adaag.htm

DM = HUD's Fair Housing Act Design Manual (implements the Fair
Housing Act Accessibility Guidelines) (Implementation date was 3/13/91.
Projects funded after that date must provide adaptable ground level units, or
all units in elevator buildings, in buildings of four or more units. Common
areas must be accessible.) See

hitp:/www.huduscr.org/portal/publications/ PDF/FAIRHOUSING /fairfull.pdf

from Unnumbered Letter,

E-5 This checklist is intended as a general guide,

Guidance for the CNA Process, 1/7/2011 NOT intended to cover every aspect of accessibility.




How to Use the MINC - Task Calendar

Management Agents will log into their MA User Account;
Select Task Calendar;
Select the property;

Select one or more of Supervisory Activities, Tenant Certifications, and
Findings;
— Supervisory Activities are defined as planned activities according to a predetermined
schedule or regulatory requirement. Examples of these activities include Submission of

Financial documents, AFHMPs, Management Certifications, Supervisory Visits,
Compliance Reviews, Physical Inspections, etc.

— Findings are defined as “when the Agency “finds” that a borrower is not operating in

accordance with the loan or grant agreement, with Agency regulations, or with applicable
local, state, or Federal laws.” HB-3-3560, Chapter 9.

Search data by either status (due/overdue, due, or overdue) OR date range;
submit report. (Recommend to select by “due/overdue™)

The system will then reflect the activities requested based on the status
selected. This list can also be printed.
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Attachmen tA

TWO NEW MINC ENHANCEMENT
No. 1 - Task Calendar

 In an effort to help resolve the Agency’s problem
of follow-up with Management Agents &

* To provide more information to the Management
Agents —

 The Agency has enhanced the Management
Interactive Network Connection (MINC) System
that will —
— Provide Management Agents with list of opened

findings, overdue documents, upcoming
documents/visits due and status of Tenant Certifications

USDA manis

£
Develaprment
Cosmmitted £ ths fature of nurid conmunitivs



€ { hétpsijjusdamincitest sc.egoviusda.gav/MFHCalendarSelect.asp

10 & | @ USDAMING-Task Calendar S v B e v rpage v i Tods v

Managemsnt Interactive

ited Sldtes Deparimerd of Agacuilum g
USDA United Elates Diepartment af Agecuilure Natwork Gannection

Zmm Fural Development Multi-Family Housing

Seleck Szarch Criteriz

b Send Files

p-Fil-A-Form Select Search Criteria

b Raview Transaclions
b Project Worksheats Froject: l

I Payment . - ) N
YIRS Type of data to dizplay (ore or more may te aslsied):

b New Borrowar [D's Supervisary

_T_a“_cafaﬁ_d‘ari_____ M Terant Certif

b Income Limits Zrpject Finding

N

rch far the data by (chasse one):
- Select --
" DugiCyerdue
Due

Overdue

ztement i Information




