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Purpose 

Review NSP and Other Federal Regulations 

Review Agreement Terms and Obligations 

Discuss On-going Requirements and Tasks 

Clarify Expectations for Document Maintenance 

Preparation for Upcoming Monitorings 







File Checklist, Pre-Closing 



File Checklist, Post-Closing 



File Checklist, Rehabilitation 



File Checklist, Occupancy Data 



File Checklist, 
Expenses/Reimbursements 





Best to Worst Documentation 
Levels of Verification Methods 

Highest 3rd Party Verification 
(Recommended) 

Upfront 

High (Mandatory in upfront income 
verification is not available or if UIV data 
differs substantially from tenant-
reported information) 

Written 3rd Party Verification 
 

Medium (Mandatory if written third 
party verification is not available) 

Oral 3rd Party 

Medium-Low (use on a provisional basis) Document Review 



Documents for Income 
Certification 

Income Assets Other 

Wages/Salaries, 
Pension, Self-
employment, 
SSI/SSA, Welfare, 
Child Support, 
Unemployment 
 

Bank Accounts, 
Debit Cards, Cash, 
Stocks, Bonds, 
Retirement 
Accounts, Savings, 
Checking, 401k, 
Employer Sponsored 
Retirement Acct., 
Insurance /Annuities  

Lawsuit Awards, 
Alimony, Real 
Estate Owned, etc.  





HUD Occupancy Handbook 4-3 8/13  
Chapter 4: Waiting List and Tenant Selection  

Owners must develop and make public written tenant selection 
policies and procedures:  
 Descriptions of the eligibility requirements  
 Income limits for admission  

The Tenant Selection Plan must include: 
 Elderly restriction or preference in the admission of tenants.  

The contents of the plan also must be consistent with: 
 The purpose of improving housing opportunities  
 Be reasonably related to program eligibility and  
 An applicant’s ability to perform the obligations of the lease.  

(see attached sample) 









5 Elements to Affirmative Marketing 
1. A description of how the DES plans to notify the public, owners, 

and potential tenants about Federal fair housing laws;  
2. The requirements and practices that each owner of HUD-funded 

housing must adhere to in order to carry out the DES affirmative 
marketing procedures and requirements; 

3. A statement of procedures to be used by owners to inform and 
solicit applications from persons in the housing market area who 
are least likely to apply for the housing without special outreach; 

4. A list of what records the DES will keep and what records the 
subrecipient/owner is required to keep documenting efforts 
made to affirmatively market DES-assisted units, and to assess 
the results of these actions; and 

5. A description of how the DES will annually assess the success of 
affirmative marketing action(s) and what corrective actions will 
be taken where affirmative marketing requirements are not met.    

 
Note: Applies to owners of 5 or more units 

 





Fair Housing Areas of Coverage 
1. Fair Housing Act -42 U.S.C. 3601 et seq. 
 Enacted as part of the Civil Rights Act of 1968 
 Purpose is to prohibit discrimination on the 

bases of covered conditions in the rental, sale or 
financing of residential real estate. 

2. State of Florida, Civil Rights Statute, Title XLIX, 
Chapter 760.20, et seq. 

3. Palm Beach County Local Ordinance No. 90-1, 
Sections 15-36 to 15 - 64  



Protected Classes 
Prohibits discrimination in housing based on: 
1. Race and Color 
2. National Origin 
3. Religion 
4. Sex (Gender) 
5. Familial Status 
6. Handicap (Disability) 
Added by County: 
1. Age 
2. Marital Status 
3. Sexual Orientation 
4. Gender Identity and Expression 



Prohibited Actions 
In the sale or rental of property no one may do any of the 
following based upon a “protected class” 
1. Refuse to rent, sell or negotiate for housing 
2. Discriminate in the terms, conditions or privileges of the 

sale or rental of a dwelling 
3. Provide different housing services or facilities  
4. Falsely represent that a dwelling is unavailable for 

inspection, sale or rental 
5. Blockbusting – induce someone to sell or rent a dwelling 

by telling them that members of a protected class will 
move in to the neighborhood 

6. Deny anyone access to real estate services 
7. Indicate any preference, limitation or discrimination in 

advertising 



Exempt From Act 
 Owner Occupied dwellings with no more than four units 
 Single family housing sold or rented without the use of a broker 
 Housing operated by organizations and private clubs that limit 

occupancy to members 
 Housing for older persons is exempt from prohibition against 

discrimination based on familial status if: 
 The Secretary of HUD has determined that dwelling is specifically 

designed for and occupied by elderly persons under a 
Federal/State/Local government program; OR 

 The dwelling is occupied solely by persons age 62 or older; OR 
 The dwelling houses at least one person who is 55 or older in at least 

80% of the occupied units and adheres to a policy demonstrating an 
intent to house persons 55 or older 

 Religious Organizations 
 For noncommercial dwellings  
 For religious discrimination only 





Useful Information 
 HUD’s Income Calculator 

http://www.hud.gov/offices/cpd/affordablehousin
g/training/web/calculator/calculator.cfm 

 Department of Revenue’s Child Support 
Enforcement Office (800) 622-5437 

 SSA Benefits www.socialsecurity.gov or call (800) 
772-1213 

http://www.hud.gov/offices/cpd/affordablehousing/training/web/calculator/calculator.cfm
http://www.hud.gov/offices/cpd/affordablehousing/training/web/calculator/calculator.cfm
http://www.socialsecurity.gov/




Requirements Dictated by Agreement 

1. Income Targeting  
 Who? 

2. Pricing (Resale Price/Contract Rent) 
 How much? 

3. Continued Affordability 
 How Long? 

 



Income Targeting 
NSP Notice (FR-5255-N-01) 
Grantees shall ensure, to the maximum extent 
practicable and for the longest feasible term, that the 
sale, rental, or redevelopment of abandoned and 
foreclosed-upon homes and residential properties under 
this section remain affordable to individuals or families 
whose incomes do not exceed 120 percent of area median 
income or, for units originally assisted with funds under 
the requirements of section 2301(f)(3)(A)(ii), remain 
affordable to individuals and families whose incomes do 
not exceed 50 percent of area median income… 



Income Targeting 
 All funds to benefit households with incomes <120% 

AMI, and at least 30% of funds to benefit <50% AMI. 

 Agreements also provide for <80% AMI group. 

  Agreement sets minimum number of housing units 
in total and minimum number for each income. 

 Each property must be designated for a specific 
income group at time of acquisition. 

 Designation is secured by a declaration of restrictions 
on title to the property. 



Pricing (Resale Price) 
 NSP-assisted property may not be sold at a price 

exceeding Fair Market Value as established by 
appraisal at time of resale. 

 Amount of NSP funds invested above FMV is 
development subsidy; cannot encumber property. 

 To make resale price affordable to income-eligible 
homebuyer, purchase subsidy may be required. 

 Agreement provides mechanisms for purchase 
subsidy secured by NSP second mortgage. 



Pricing (Contract Rent) 
HUD will consider any grantee adopting the 
HOME program standards at 24 CFR 
92.252(a), (c), (e), and (f), and 92.254 to be in 
minimal compliance with this standard and 
expects any other standards proposed and 
applied by a grantee to be enforceable and 
longer in duration.  



Pricing (Contract Rent) 
Agreement dictates which method: 
1. Not to exceed 30% of gross household income, 

less allowance for tenant-paid utilities; or 
2. Not to exceed HOME Program Rents and Fair 

Market Rent, as applicable, less allowance for 
tenant-paid utilities: 

• <50% AMI Units = Low HOME Rent 
• <80% AMI Units = High HOME Rent 
• <120% AMI Units = Fair Market Rent 

 Submit proposed rents to DES for approval! 



HOME Program Rents 



Utility Allowances 



Continued Affordability 
 No less than 15 years for properties acquired 

and/or rehabilitated with >$40K NSP. 

 No less than 20 years for properties newly 
constructed with NSP funds. 

 Agreement dictates length of affordability period. 

  Declaration of restrictions on title to property 
secures the affordability provisions for the 
required period. 



Declaration of Restrictions 
 Mechanism by which County secures affordability 

requirements of NSP agreement. 
 Executed at time of closing on property acquisition 

by the subrecipient. 
 Encumbers title to property for period of 

affordability. 
 May be released early only with repayment of NSP 

funds and increase in value attributable thereto. 
  Survives subsequent conveyance of title, including 

foreclosure judgment.  





Lease Provisions 
 Lease must not discriminate against protected 

classes as identified by Palm Beach County Code 
Chapter 15. 

 Lease must be executed by landlord and tenant. 
 Agency must make clear what the tenant’s 

maintenance responsibilities are. Agency must not 
include any of the prohibited provisions in the 
lease (refer to list in workshop manual). 

 Agency must not lease to a tenant where there is a 
potential conflict of interest – a real or perceived 
incompatibility between a person’s private 
interests and his or her public or fiduciary duties.   
 



Conflict of Interest 
No officer, employee, agent, official, or consultant of the 
subrecipient nor a relative of the same, may: 
1. Occupy a housing unit in the NSP-funded project , except 

an employee or agent who occupies a housing unit as the 
project manager or maintenance worker; nor 

2. Receive a financial benefit as a result of the NSP-funded 
agreement, for example, by functioning as a contractor, 
subcontractor, or consultant for the subrecipient, or as an 
owner, employee, or agent of a contractor, subcontractor, 
or consultant. 

For additional details on circumstances constituting 
potential conflicts, see 24 CFR 570.611. Requests for 
exceptions to potential conflicts of interest must be 
submitted to the County and ruled on by HUD. 

 



Lease Recommendations 
 Lease term should be not less than 1 year. 
  Agency should perform criminal and credit 

background checks. 
 Agency should hold parents liable for the acts of their 

children at the home or in the development. Lease 
should allow management to terminate the lease 
under certain circumstances if a household member is 
engaged in illegal or criminal activity, or anti-social 
behavior that disrupts neighbors. 
 





HQS Inspection 

PHILOSOPHY 
Housing Quality Standards (HQS) are the 
HUD minimum quality standards for tenant-
based programs. 

 



HQS Inspection 
OBJECTIVE  

 To ensure decent, safe, and sanitary housing at an 
affordable cost and in accordance with HUD and DES 
guidelines.  

 Efforts will be made at all times to encourage owners 
to provide housing that exceeds HQS minimum 
standards.  

 DES is responsible for assuring that each unit occupied 
by participant meets HUD’s and DES’s HQS 
guidelines. 



HQS Inspection 
POLICY 

DES will inspect each unit under contract at 
least annually 

HQS standards are required both at initial 
occupancy and during the term of the lease 

  HQS standards apply to the building and 
premises, as well as the unit. 
 



HQS Inspection 

 All design, construction, 
replacements, additions and 
repairs in rehabilitation 
and/or construction shall be 
of quality conforming to 
nationally recognized 
standards. 

 Must adhere to the Building 
Codes having jurisdiction. 
 
 

Workmanship is evaluated 

Inferior workmanship can cause HQS failure. 



HQS Inspection 
Interior ceilings, walls, and 
floors shall be maintained 
free of holes, cracks, loose 
or deteriorated materials, or 
any other condition that 
constitutes a hazard to the 
occupants or is a harborage 
for insects or vermin, or 
admits water or dampness 
to the interior of the 
building. 



HQS Inspection 
Floors; walls, including 
windows and doors; ceiling 
and other interior surfaces 
shall be maintained in good, 
clean and sanitary 
condition. Peeling and 
cracked or loose plaster, 
decayed wood, and other 
defective surface conditions 
shall be eliminated.  At 
move in, carpets must be 
cleaned and the unit freshly 
painted 



HQS Inspection 
BATHROOM 

 There is a permanently 
installed washbasin in the unit 
with running hot and cold 
water. 

 The washbasin is connected to 
a water supply and operating 
drain and has a gas trap. 

 The washbasin is in addition to 
the kitchen sink. 

 The floor and wall surface 
beneath and around the sink 
and lavatory is kept in good 
order and repair. 

 There must be no rust, 
hazardous cracks or chips. 
 



HQS Inspection 



HQS Inspection 



HQS Inspection 
Things To Do: 
 
 Notify tenants at least twenty four (24) hours 

prior to inspection. 
 

 Have staff member(s) available to 
accompany inspector(s) with keys for access. 
 





Definition of Program Income 
Program Income (PI)  is gross income received by the 
grantee or a subrecipient from the use of program funds. 
 Proceeds from sale/lease of property acquired, 

rehabbed, redeveloped with NSP; 
 Principal and interest on NSP loans; 
 Recaptured proceeds from resale of homes under 

affordability agreements;  
 Interest on program income pending use; 
 Repayments of liens placed on privately owned 

property that was demolished using NSP money; and 
 Net Operating Income (NOI) from NSP-assisted rental 

properties owned by a subrecipient or grantee. 



Definition of Program Income (cont.) 

Example, rental property program income: 
Rental revenues: `  $40,000 
- Operating expenses:   ($30,000) 
= NOI (program income):  $10,000 
- Private loan debt service:  ($8,000) 
= PI remaining after debt service:    $2,000 
 



Definition of Program Income (cont.) 
Example, property resale program income: 
 
Resale Price to Homebuyer (FMV)  $150,000 
- NSP 2nd mortgage subsidy to buyer ($45,000) 
= Proceeds from sale    $105,000 
-Eligible carrying costs    ($8,000) 
-Eligible activity delivery costs  ($7,000) 
- Other non-NSP investment   ($20,000) 
= PI to be returned to County   $70,000 



Definition of Program Income (cont.) 
PI can be used to pay debt service on private loan if: 
 Private loan was used solely to finance costs of 

approved NSP project; 
 Private loan proceeds were used in accordance with all 

NSP requirements (e.g., Davis-Bacon, procurement); 
 Private loan was from an external lender (subrecipient 

cannot lend itself the funds); and 
 Use of program income for debt service payment was 

contemplated when project was approved. 
 



Definition of Program Income (cont.) 
What is not subrecipient PI? 
  Proceeds of subrecipient fundraising; 
 That portion of proceeds from disposition of NSP-

assisted property which is attributable to 
expenditure of non-NSP funds; and 

 All proceeds from disposition of a NSP-assisted 
property after expiration of the required period of 
affordability. 





Goals and Objectives 
 To review subrecipient agencies to determine if 

expenditures of allocated funds are being made in 
accordance with all governing regulations and 
contract requirements. 

 To review records of subrecipient to determine if 
systems are in place to properly document 
financial transactions, the use of allocated funds 
and program income (if applicable), and any other 
contract requirements. 
 



Documentation Reviewed During 
Financial Monitoring 
 Specific invoices identified by DES; 
 General Ledger; 
 Cash receipts journal; 
 Cash disbursements journal; 
 Copies of the checks received from PBC and 

corresponding bank deposit tickets (original copies); 
 Bank statements showing the checks were deposited in 

agency accounts;  and 
 Reconciliation spreadsheet showing the awarded grant 

amount, invoices submitted, reimbursements, and 
ending grant balance. 
 



Reconciliation Spreadsheet 
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