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Common File Findings

Most MOR findings are the result of
errors and/or omissions associated
with the processing of tenant files.



Common File Findings

For HUD tracking purposes, four general
error categories are used to identify
those findings that may impact HAP
amounts.

> Eligibility

> Calculation
> Timing

> Reporting
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Common File Findings

Eligibility Errors

v Current income limits

v Age verifications

v Citizenship documentation
v Disability verification

v Student certification
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Common File Findings

Calculation Errors

v Reported amounts that do not match
verification(s) in file

v Calculations for income, assets, medical
expenses, etc.

v Allowances
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Common File Findings

Timing

v Certification dates

v Voucher does not agree with move-
in/move-out date

v/ 3rd party verifications

v 50059 not signed before sending to
TRACS
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Common File Findings

Reporting

v 50059 data
v Social security numbers
v Birthdates
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Addendum A




Insoructions:  Fa
inifal move-in

Name of Reviewer:

Tenant File Review Worksheet

Trpe of Review:

[ Applicant Bwjecion [ ] Tomant Mevs-lo [ Tomamt Move-Cut

Effactive dato of certification]s) e

ADDENDUM
OME Approval No. 23020173
Exp. 093008

the appropeia momber of tezant files 2=d compla this worksheet for each fla meviewed. [mdoae the
g tha appropriate boe (Yas, Ko, oz M2
sczions fles. reviewsr shoald ool o

for sack document
4 peITnEnr sactions.

|:| Cartifcation Recartification

If CeraficationRecertificadon, mdicace ceraficaton fyps:

Cartificason typac [ Im=al [T Amomel [ Iowsim [] Otber

Family Nams:

Unit Kiamabar:

Move-i= Date

Bedroom Sizs: [] OBedroom [ ] 1Bedrecen [] 2Bedroom [ ] 3Bedwem [ 4 Bedroom

[ 3 ar more Bedresoens

A. HOUSEHOLD INFORMATION

Yes I: %o I:l Commsnts
Copmsats
Ye ] % [
Evs-in aids)
3. Ts the umit size appropriate for heusshald? Yoz I: Mo D Copmizars:
4. Was bousebold incoms aligbls at meve-m? - ‘. Commants
= Vs !
{Thiz quescion appies ozly t2 2 tenant Sls =01 % [
mOve-In review.)
Crvar incoes? |:| Low =cema? E
Vary low incoea? [] Exmamaly lowizeoms? 7]
3. Ithousabold was zof incomss shmbls ot move- 1= was . N Copzmsnts
2= axcapion granted! Ye [ % O
6. It the lead-based pant arknondadgemens m the . o - Lop=mngnrs
sl s = Tes [ Mo [ S d
7. Dn i Yes No Cansmabs
CartiScation a5 provided o the ownss/ageet? L O
Heve the HUD-PBE7/BEET-A Comi Ve o Clommsets:
v bead, spouse, co-head ragardless U O
frmnily mamnbers at loas? 15 years of aga?
Ye: LI Mo O Commezts:
Fgsrdant Xaghts amd Coovmeess:

ledgamant?

Tes E

Page 1

Ref EUD Handbook
and HUD Handbook 4366.2




ADDENDUM A

OMB Approval Mo, 2302-0178
Exp. 023008

B. VERTFICATION
Have the following items been properly verified and docnmented?
1. Secial security ounhers for 21l Gpsly mesnbars Yes Mo
22 loast & yoars of e 2=d odder or cortificasion, - D -

ifoo 85N

Commiats

2. Eligthls t=migrant 52

O
2% o citizesship Yer [ e [ Commzars
O

3. Crirsi=al and drag scrsening; sex ofsndar Yes D s Com=nzns

ragieTaton

4. Other sorgeeime 25

sclosed in Teanant Scdacticn ez D No D Commzars
Plan

o

. Diiszialicy Ye: [ Mo NA M Cemzmann

7. Ame Ye: [ Ne NaA [ (Coomaess:

=]

. Diid the bomsshold certify w
of aszats during the past two vs

O

6. Sndentsiatzs Yes O No O Na O e
O
O

chashar or not they Srposefl Yes O No

A O (Coonmpzess:

[C. TEASE
L. Isthe corrsct EUD nrodl leass used” Yes D o D Commnzars

2. Inibe Lease and subsequant leases or . : Commgats
addsndunes signod by the ownera) Ve D Ho D

co-azd, and a1l otier adult neamk
bousshold?

3. Arz applicabls attachments attrched to the Jaass, . . Commnzars
6.5, b uz, pet mles, unit mspectios repoct] Yer [ ¥ O
4. If secarity dapesitis reqgaimed, was i comecs” Commzas

Ye: [] N [ ¥a[J

I raquized. somer amount bars

I£ pat deposit regaied, was 1 cormact? Var D Na D A I: Commznrs

If recrined, s=ter 22000zt bare

€. I,

Tar D No D NiA D Com=nsats

7. Is the move-in spection dated and signed by Yoo o1 Commgats
renzz: and ownar'agse: E ® D
2. Ars Ammzl inspecivoss documented m £le? Yeo D o D Commznts
0. CERTIFICATION RECERTIFICATION ACTIVITIES
L. Wire mecamiScaiicn notces provided witkm the 7, N [Comnmants:
rogeirad tina Sames T o D ‘ D
2. Ware recortifcations comploted oo tma? Ves I: s I: | Commamts:
3. In the certiScation sagped and dxved by the . 5, | -omarmamis:
approprizte partias? ¥e: [ % [
form HUD-9834 (9:03)
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ADDENDUM A

OMEB Approval Mo, 23]

-

Exp. (9/30v08

All reported mcome and deductions verified apdird Party Venfication? Amount Did income information on the $0058 agree
calenlated correctly? Reported on 50 | with verified file mformation? If wo,
comment on Discrepancies Identified
H. Wagas e D Mo I: [3
Socaal Fecunty Dunsdes e D i) |: [
5. TWelfare Pablic Assiskmeoe TART Ve D ) |: 3
Cizar lzcomas Ye: [ %= b3
F Acme] Tocoma Fom Assets Tes D Ho I: 3
spuned WLAD 25550 Al FraAlNT 2 res i 3
:‘lr_l:m 1COTR w0 Al% ErRaleT £2a0 G| ] 3
5. Dupsndamt Allewssce e D o |: H
11, Madical Fxpanses Y O Xo O £
12 Drimahbilsty Expensas Y |:| o |:| 3
13 Choldcars Expanses Y |:| o |:| 3
(4. Elfartydraahbled hoasezeodd allowames Y |:| o |:| 3
L3 Arwall expezsasallowamces clamgd ehigible . - (Commesss:
dar the HUD Handbook 43705 BEV-1 i ] N [
15 Was the comact u=st rant usad for ozt Ve No (oo
s teruine tiom” 0 0
Euter the reviewer verified amounts for the | Amount Reportedon the | Did income information on the 50058 agree with verified
following: S0059 file information? If no, comment on Discrepancies
Identified
17. Tetal Tenant Paymsot B Commaets:
3
18. Tanant Romt ¥ [ ommants:
5
18, Utilizy Raimbursszoant 5 S
5
20, Assiszncs Payment ¥ [ ommants:
5
21. Is the tezant paying mi=irom reot? Yeu D No D %A D |Comamants:
212, Elaz 2 hardskep sxcsption bean granted for . . - | omaments:
perving mimimom rene? Ve D ¥o D NA I:
a 30-dxy rant mersase notica provided Ves D o D Nia I: |Coramants:
4. Ifapplicable, kas rana=: cnvarsd =20 a , - - | Comuments:
TiTen pryImezs pla Sor monies due s e ¥e [ ® [ ¥4 [
joooect
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ADDENDUM A

OMB Approval No. 25012-0173
Exp. (930008

E. BILLING
1. Dioes the assistance paymees ramesssd o the yﬂD Mo |:| NA |:| Commiente
mceshly hilling (HUD-32670-A, Part 1} agres with
s 2asistamcs pryzosnt o e 0050 desa

regeimamenis T

1. Ifrequired, bavs adiustents besz moads toths Commants
mezihly billing? Ye [] e [ 3a[J
F. MOVE-OUT FILE EEVIEW ONLY
1. Was thars 2 move-out zotics fron: tenami? Yo [ N [J Commant:

1. Was thers a move-out mepaction? Var I:l s I:l Commants:

3. If there is 2 mote-ont inspection, is it dated? Yez O =% O Comnants:

4. Was the security daposit mefinded fo tenant Yes [] o [] Na ] Conmants:
witkin 30 days orin accordance with stat/local
Laws whickaves &5 shosoar”

5. Was an itemized List of the damages and charges es WA Cemzaann.
peoidsd to tha sseant? L% x4

& Wars auy eddtional ckargss paid by tamant] Ves [ Na [ A [ [Femsmes

7. Does the sanamt mive-cut dat on voncher Yes O N [ [-ezomees:
nzatch the dato the ssoant vacaed u=st?

. APPLICANT REJECTION REVIEW ONLY
1. Was the rsason the applicant was danied Con=mants:
iriancs i accordancs itk tha Temazr g % [

Salection Plan?
1. Did tha rejection letter provide the applicass Y [ % [0 Commmanss:
= right t2 appaal?
3. If ths applicant appsalad, was te appaal Yeo [ No [JNA [ [Fommses
reniawed b somnsons other than the parson who
made the crigizal decidon™

4. Was tha apmeal processed and applicant Yes [] Mo D]{.‘_-'L O Consnants:
notified of 2ppeal decisicn withi= five daws of tea

ascing

form HUD-9834 (2/03)
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A. Household Information

o0

L X4

. Does the application include the date
and time received by Owner/Agent? Is
the applicant stating that all information
on the application is true and complete
to the best of the applicant’s
knowledge?

All applications received after 1/1/2001
Applicant Signature
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A. Household Information

2. Are the household members identified
correctly?

head, spouse, dependent, co-head, other
adult(s), live-in aide

student(s)
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A. Household Information

3. Is the unit size appropriate for
household?

< Occupancy Standards



A. Household Information

4. Was household income eligible at move-
In?

< |ldentify income level
% Current income limits
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A. Household Information

5. If household was not income eligible at
move-in, was an exception granted?

<+ HUD approved income waiver
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A. Household Information

6. If the property was built before 1977 and
changed from an elderly property to a family
property, has a Iead-basecf)aint inspection been
conducted? If so and Lead-Base paint was
found on the property, was the Lead-Base paint
brochure handed out to all current and new
residents? Was the lead-based paint
acknowledgement form initialed, signed, and
dated by the tenant and O/A and a copy put in
the tenant file?

< If built prior to 1977
< Elderly excluded
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A. Household Information

7. Does the file contain the ethnicity and
racial Data Certification as provided to

the owner/agent?

<+ OMB Approved 2502-0204, Exp.
5/31/2011.

% Owner created
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A. Household Information

8. Have the HUD-9887/9887A Consent
~orms been signed by head, spouse, co-
nead regardless of age and family
members at least 18 years of age?

% 9887/9887A version 2/2007
% Correct addresses in boxes



A. Household Information

9. Was the HUD-9887 Fact Sheet provided
to the tenant?

4

L)

» How Your Rent is Determined (7/1/07)
> Initial and Annual
» Resident Acknowledgements

L)

4

1)

)

4

L)

L)
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A. Household Information

10.Does the file contain the Resident
Rights and Responsibilities
acknowledgement?

<+ Secretary of HUD
% Initial and Annual
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B. Verification

. Social security numbers for all family

members at least 6 years of age and
older or certification if no SSN.

New rule effective September 30, 2009
All family members must have SSN
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B. Verification

2. Eligible immigrant status or citizenship.

4

Owner’s Notice No. 1
Declaration

Owner’s Summary of Family
Family Summary Sheet

\/

*

e

*

\/
‘0

L)

\/
‘0

L)
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B. Verification

)

. Criminal and drug screening; sex

offender registration. Reports must be
run in every state the tenant has lived
IN.

Required for new move-ins as of
10/29/2002
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B. Verification

4. Credit and other screening as disclosed
in Tenant Selection Plan.
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B. Verification

5. Disability

4

1)

> EIV
o SSI
» SSDI

L)

4

L)

)

4

L)

)

N\
CMS CONTRACT MANAGEMENT SERVICES



B. Verification

6. Student status

< Initially and Annually
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B. Verification

7. Age
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B. Verification

8. Did the household certify whether or not
they disposed of assets during the past

two years?

< Initially and Annually
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C. Lease

. Is the correct HUD model lease used?

R/
0‘0

o0

o0

Change 3 with OMB # exp. Date
5/31/2011

Initial lease term correct
VAWA - effective 9/30/2008
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C. Lease

2. |Is the original lease and subsequent
leases or addendums signed by the
owner/agent, head, spouse, co-head, and
all other adult members of the
household?
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C. Lease

3. Are applicable attachments attached to
the lease?

4

1)

» House Rules
> Pet Rules
» VAWA

L)

4

L)

)

4

L)

)
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C. Lease

4. If security deposit was required, was it
correct?

<+ Subsequent leases
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C. Lease

5. If pet deposit required, was it correct?
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C. Lease

6. If pet deposit was paid in installments,
was payment in accordance with the pet
regulations?
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C. Lease

Is the move-in inspection dated and
sighed by tenant and owner/agent?

Statement: Unit is in decent, safe and
sahitary condition - required 7/1/2007
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C. Lease

8. Are annual inspections documented in
file?
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D. Certification/Recerts

1. Were re-certification notices provided
within the required timeframes?

< Initial notice
<+ 120, 90, 60 and 30 day notices



D. Certification/Recerts

2. Were re-certifications completed on
time?

AN
CMS CONTRACT MANAGEMENT SERVICES



D. Certification/Recerts

3. Is the certification signed and dated by
the appropriate parties?

<+ 50059 signature and date (tenant)
< 50059 signature and date (O/A)



D. Certification/Recerts

< All reported income and deductions
verified and calculated correctly?

<+ Are all expenses/allowances claimed
eligible under the HUD Handbook 4350.3
REV-1?

< Was the correct unit rent used for rent
determination?

< |s the tenant paying minimum rent?

<+ Has a hardship exception been granted
for paying minimum rent?
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D. Certification/Recerts

<+ Was a 30-day rent increase notice
provided to tenant?

<+ If applicable, has the tenant entered into
a written payment plan for monies due to
the project?
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E. Billing

1.

Does the assistance payment requested
on the monthly billing (HUD-52670-A,
Part 1) agree with the assistance
payment on the 50059 data
requirements?

. If required, have adjustments been

made to the monthly billing?
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F. Move-out File Review

. Was there a move-out notice from

tenant?
. Was there a move-out inspection?
Is the move-out inspection dated?

. Was the security deposit refunded to the
tenant within 14 days?

. Was an itemized list of damages and
charges provided to the tenant?

. Any additional charges?
Does the move-out date match voucher?
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G. Applicant Rejection

Was the reason for rejection in accordance with
TSP?

Did rejection letter provide for an appeal?

If appealed, was the appeal reviewed by
someone other than the person who made the
original decision and were reasonable
accommodations made if necessary?

Was the appeal processed and applicant

notified of appeal decision within five days of
the meeting?
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Resources

m CMS Website
www.contractmgmt.org
m RHIIP List Serve

http://www.hud.gov/subscribe/mailinglist
.cfm

m HUDBIlast
www.rbdnow.com

m HUD Clips
www.hudclips.org
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