TABLE OF CONTENTS

I NTRODUCI NG THE | NDI AN HOUSI NG MANAGEMENT GUI DEBOXX . . .
HOWTHE GUIDEBOOK IS ORGANIZED . ....... .. ... ..
THIS GUDEBOOK SERIES ...... ... . . .

CHAPTER 1: OVERVI EW OF MANAGEMENT ACTIVITIES ...............

PART

PART

CHAPTER 2:
PART

PART

| :
1.
1.
1.
1.
1.

e
© o~

NN NS T

2.
2.

OabhwWNE

| NTRCDUCTI ON TO | NDI AN HOUSI NG PROGRAM . . ... ...
THE BASICS . ... .
[ NDI AN HOUSI NG PROGRAMS . ... ... oo
HUD S RCOLE I N SUPPORT OF HA MANAGEMENT ......
OTHER PARTNERS IN THE PROCESS ...............
THE NEED FOR GOOD MANAGEMENT ................

b wWNE

PREPARI NG FOR MANAGEMENT . ...................

.6 DEVELOPI NG EFFECTI VE PCLI CI ES AND

PROCEDURES .. ..... ... . i
STAFFI NG FOR EFFECTI VE MANAGEMENT ...........
BUDGETI NG FOR MANAGEMENT . ...................
EVALUATI NG PERFORMANCE AND PROGRESS . ........

APPLI CATIONS AND ADM SSIONS .. ..................

APPLI CANT ELIGBILITY ... ..
THE BASICS . ... .
DETERM NI NG I NCOVE ELIGBILITY ..............
DETERM NI NG WHO COUNTS AS A FAM LY MEMBER ...
DETERM NING CI TIZENSHI P ELIGBILITY .........
ADM SSI ON OF POLI CE AND SECURI TY OFFI CERS . ..
TAKING APPLICATIONS ... ...

6 VAITINGLISTS ... ...
7 APPLI CATION FORM5S AND FILES .................

I ndi an Housi ng Managenent Cui debook -i -

PART

TABLE OF CONTENTS ( Conti nued)

.8 PRELI M NARY DETERM NATI ON AND NOTI FI CATI ON

TO APPLI CANTS . .. e

.9 VERIFICATION PROCEDURES . ....................

[: RESIDENT SELECTION ........ .. .. .. ... ...

.10 SELECTI NG APPLI CANTS FROM THE WAI TI NG LI ST ..

11 OCCUPANCY STANDARDS . .......... ...
12 FEDERAL PREFERENCES . ..... ... ... ... ... ......
13 ASSI GNI NG ACCESSIBLE UNITS ..................
14 PREFERENCE OVER SINGLE PERSONS ..............
15 LOCAL PREFERENCE . ....... ... .. . ...
16 TRI BAL MEMBER ADM SSI ONS PREFERENCE . ........

Page

August 1996

Page

2-8



2. 17 PREFERENCE PCLI CY FOR APPLI CANTS EVI CTED

FOR DRUG ACTIVITY .. e 2-14
2.18 SCREENI NG APPLICATIONS .......... ... 2-15
2.19 NOTI FI CATI ON TO REJECTED APPLI CANTS ......... 2-17
2.20 ASSI GNING UNITS TO ACCEPTED APPLI CANTS ... ... 2-17
CHAPTER 3: I NCOVE CALCULATIONS ... ... ... . i 3-1
PART 1 : CALCULATI NG ANNUAL INCOVE . ... i 3-1
3.1 ANNUAL INCOVE .. ... e 3-1
3.2 DETERM NI NG WHOSE I NCOVE TO COUNT ........... 3-1
3.3 ANTICIPATING INCOVE .. .... ... 3-2
3.4 TREATMENT OF | NDI AN TRUST OR PER- CAPI TA
FUNDS . ... 3-3
3.5 DI STRI BUTI ONS FROM TRI BAL GAM NG ACTIVITIES . 3-4
3.6 CONSI DERI NG ASSETS I N | NCOVE DETERM NATIONS . 3-5
3.7 VELFARE ASSI STANCE AS INCOVE . ............... 3-6
3.8 INCOVE VERIFICATIONS . ... ... ... 3-6
PART 11: CALCULATING ADJUSTED INCOME . ................ 3-7
3.9 ADJUSTMENTS TO ANNUAL INCOVE ................ 3-7
3.10 DEPENDENT DEDUCTION .. ... ... 3-8
3.11 CHILD CARE EXPENSES . ........ ... ... ... ...... 3-8
3.12 EXCESSI VE TRAVEL EXPENSES ................... 3-9
I ndi an Housi ng Managenent Cui debook -ii- August 1996
TABLE OF CONTENTS (Conti nued)
Page
3. 13 ELDERLY HOUSEHOLD DEDUCTION . ................ 3-9
3.14 MEDI CAL EXPENSES . ... . ... .. .. .. 3-9
3. 15 HANDI CAPPED ASSI STANCE DEDUCTION ............ 3-10
CHAPTER 4: RENTAL UNIT MANAGEMENT . ......... . ... ... 4-1
PART 1: TENANT RENT CALCULATIONS .................... 4-1
4.1 AN OVERVI EW OF RENT REQUI REMENTS ............ 4-1
4.2 CALCULATI NG THE TOTAL TENANT PAYMENT ........ 4-2
4.3 ESTABLI SHHNG A M NI MUM TOTAL TENANT PAYMENT . 4-3
4.4 USING UTILITY ALLOMNCES .................... 4-4
4.5 ANNUAL REVIEWS OF UTILITY ALLOMNCES ........ 4-6
4.6 CEILING RENTS ... ... ... . 4-6
4.7 RENT CALCULATIONS -- PUTTING IT ALL TOGETHER. 4-9
4.8 REPORTING TOHUD .......... ... ... 4-9
PART 11: LEASE-UP PROCEDURES ............. ... ..., 4-10
4.9 LEASE EXECUTION ... ... 4-10
4.10 COLLECTING THE SECURITY DEPCSIT ............. 4-11
4.11 MOVE-IN INSPECTION ... ... 4-11

PART I'11: ONGO NG MANAGEMENT ACTIVITIES ............... 4-12



4.12 RENT COLLECTION . ... . e 4-12
4.13 ANNUAL REEXAM NATIONS .......... ... 4-12
4.14 INTERRM REEXAM NATIONS . ..................... 4-13
4.15 UNIT MAINTENANCE . ... ... i 4-14
4.10 TRANSFERS ... .. ... . . 4-14
4.17 TENANT-I NI TIATED MOVE-QUTS . ................. 4-14
4.18 TERM NATION OF TENANCY . .........co ... 4-15
4.19 CRIEVANCE PROCEDURES . ...........coiiiin... 4-15
I ndi an Housi ng Managenent Gui debook -iii- August 1996
TABLE OF CONTENTS (Conti nued)
Page
CHAPTER 5: HOVEOMERSH P UNI T MANAGEMENT .................. 5-1
PART |: OVERVI EW OF HOVEOMNNERSH P PROGRAM REQUI REMENTS 5-1
5.1 HOWI|HA HOVEOMERSHI P PROGRAMS WORK . ........ 5-1
5.2 HOVEBUYER RESPONSI BI LI TIES AND UNI T USE
PROVISIONS ... e 5-2
5.3 OMERSHI P SUCCESSION ............ciiiiiin... 5-4
PART | | MUTUAL HELP . ... .. . . . e 5-5
5.4 AN OVERVIEW OF MJUTUAL HELP .................. 5-5
5.5 SELECTI NG APPLI CANTS FOR MJUTUAL HELP ........ 5-5
5.6 MJTUAL HELP CONTRIBUTION .................... 5-6
5.7 HOUSING COUNSELING ....... ... 5-7
5.8 |INTIAL PURCHASE PRI CE AND SCHEDULE ......... 5-7
5.9 OCCUPYING A HOVEOMNERSHI P UNIT .............. 5-8
5.10 REQUI RED MONTHLY PAYMENT -- NEW MJUTUAL HELP . 5-9
5.11 REEXAM NATI ON OF HOVEBUYER INCOME ........... 5-11
5.12 MJTUAL HELP EQUI TY PAYMENT ACCOUNT .......... 5-11
5.13 TRANSFERRI NG TI TLE TO THE HOVEOMNNER .. ....... 5-12
5.14 UNITS PAID OFF, BUT NOT CONVEYED ............ 5-13
5. 15 DEALI NG W TH UNSUCCESSFUL HOVEBUYERS . ....... 5-14
5.16 TERM NATION BY HOMEBUYER . ................... 5-15
PART 111 TURNKEY 11 e 5-16
5.17 AN OVERVI EW CF THE TURNKEY ||| PROGRAM . ..... 5-16
5. 18 PURCHASE PRI CE AND PURCHASE SCHEDULE ........ 5-17
5.19 EARNED HOVE PAYMENTS ACCOUNT ................ 5-17
5.20 NON- ROUTI NE MAI NTENANCE RESERVE ............. 5-18
5.21 TRANSFERRI NG TI TLE TO THE HOVEOMER . ........ 5-19
PART 1V: CONVERSIONS . ... .. e 5-19
5.22 OVERVIEW . . . .o 5-19
5. 23 CONVERTI NG RENTAL HOUSI NG TO NEW MJTUAL HELP. 5-20
| ndi an Housi ng Managenent Qui debook -iv- August 1996

TABLE OF CONTENTS ( Conti nued)
Page

5. 24 CONVERTI NG NEW MUTUAL HELP TO RENTAL



CHAPTER 6:
PART

PART

PART

PART

IV:

.12
13
14
15
16
17

200000

| ndi an Housi ng

HOUSING . ... 5-21
CONVERSI ON OF TURNKEY 11 TO MJTUAL HELP OR

RENTAL HOUSING . ...... .. i 5-21
MAINTENANCE . .. ... 6-1
OVERVI EW OF MAI NTENANCE REQUI REMENTS ........ 6-1
SETTI NG A MAI NTENANCE POLICY ................ 6-1
MAI NTENANCE RESPONSIBILITIES ................ 6-2
TYPES OF MAINTENANCE . ........ .. ... .. ... ..... 6-3
INSPECTIONS . ... .. e 6- 2
ROUTINE INSPECTIONS . ...... ... .. ... 6-4
WARRANTY INSPECTIONS ........ .. ... .. .. 6-5
MOVE-IN INSPECTIONS . ....... ... ... ... ....... 6-6
MOVE-QUT INSPECTIONS ........ ... ... ... ....... 6-6
MAI NTENANCE ACTIVITIES ... ... ... ... .. 6-7
RESPONDI NG TO CALLS . ....... ... ... ... 6-7

PERFORM NG PREVENTI VE MAI NTENANCE AND
RESPONDI NG TO | NSPECTI ON- FI NDI NGS AND

EMERGENCIES ...... ... . e 6- 8
RES| DENT- CAUSED MAI NTENANCE PROBLEMS ........ 6-9
TECHNI CAL ASSI STANCE TO HOVEBUYERS .......... 6- 10
PROGRAM ADM NI STRATION .. ........... ... 6- 10
MANAG NG THE MAI NTENANCE BUDGET ............. 6- 10
SCHEDULI NG . ... . e e 6-11
MANAG NG EQUI PMENT AND SUPPLIES ............. 6-11
WAGE RATES FOR MAI NTENANCE PERSONNEL ........ 6-13
USING QUTSIDE CONTRACTORS . ..........cinn .. 6-13
MAINTENANCE RECORDS . ..........cciiiiennnnn.. 6- 14
Managenent Gui debook -v- August 1996

TABLE OF CONTENTS ( Conti nued)

Page
CHAPTER 7: RESI DENT COUNSELI NG AND RESI DENT SERVICES ....... 7-1
PART 1 : OVERVI EW . . .o 7-1
7.1 THE BASICS ... 7-1
7.2 HUD FUNDING FOR COUNSELING .................. 7-2
7.3 APPLICATION FOR FUNDS . .............cviin... 7-3
PART 1|1 BEST PRACTI CE: GUI DELI NES FOR AN EFFECTI VE
COUNSELI NG PROGRAM . . . . . 7-4
7.4 THE FRAMEWORK . ... e 7-4
7.5 WHAT THE COUNSELI NG PROGRAM SHOULD COVER .... 7-5
PART I'l'l: RESIDENT SERVICES ....... ... . .. ... 7-6

THE | MPORTANCE OF GOCD | HA- RESI DENT



RELATIONS . . .. e 7-6
7.-7 GOOD COVMUNI CATI ONS AND COLLABORATI VE

RELATIONSHIPS . ... ... . . . 7-6
7.8 RESIDENT ORGANIZATIONS ......... ... 7-7
7.9 USE OF HOUSI NG UNI TS FOR NON- DVELLI NG
PURPGSES . ... .. . e 7-8
AL OBSARY .o G1
APPENDI CES . . ... Al
| ndi an Housi ng Managenent Qui debook -vi - August 1996
| NTRODUCTI ON

The effective nanagenent of its affordable housing
inventory is one of the Indian Housing Authority's
(IHA) nost inportant responsibilities and
challenges. |In addition to the basic role as a
property manager, the |HA has:

a counseling role, to ensure that
fam |ies know about and are able to
benefit from I HA prograns and services;

a program admini stration role, to ensure
that scarce subsidy funds are used
appropriately and effectively; and

a |l eadership role, to ensure that |IHA
housing is a positive force in the
communi ty.

| NTRCDUCI NG THE | NDI AN HOUSI NG MANAGEMENT GUI DEBOCK

Thi s gui debook is designed to provide |IHAs with the gui dance and tools
to be successful managers of I HA rental and honeownershi p housing
progranms. Al though the guidebook is organized so that information on
specific topics can be | ooked up easily, new staff should read the
whol e book before undertaki ng managenent activities. Several tools
make i nformation in the gui debook easier to find:

0 The "Sun" highlights hel pful hints, cautions or
important facts to which readers should pay specia

attention.

0 Ref erences: The "books" synbol directs the reader to
ot her information sources, such as |aws or other
gui debooks.

0 G ossary: Wrds and ternms in bold italic are included

in a glossary at the end of the gui debook

0 Appendi ces: The appendi ces include reference materials
referred to in the chapters, such as sanmple fornms and
policy outlines.

0 Regul atory Citation: References to the federa



regul ation are provided for key topics. The references
appear in brackets, like so: [24 CFR 950.101].
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HOW THE GUI DEBOXK | S ORGANI ZED

Sone managenent activities apply simlarly for rental and
honeowner shi p prograns, while others differ significantly. This
gui debook is organized in a way that takes advantage of program
simlarities and highlights their differences.

The gui debook is organi zed as foll ows:

I NDI AN HOUSI NG MANAGEMENT GUI DEBOCK

0 Chapter 1: Overview of Managenent Activities

0 Chapter 2: Applications and Adm ssions

0 Chapter 3: Incone Cal cul ations

0 Chapter 4: Rental Unit Managenent

0 Chapter 5: Homeownership Unit Managenent

0 Chapter 6: Maintenance

0 Chapter 7: Resident Counseling and Resident
Servi ces

Chapter 1 of this guidebook |ays the foundation for solid housing
management by provi di ng an overview of the policies and procedures
that should be in place to run an effective program

The next few chapters (Chapters 2 through 5) discuss the actua
details of running a housing program Chapter 2 (Applications and
Admi ssions) and Chapter 3 (lnconme Cal cul ati ons) cover the procedures
for taking applications, calculating inconme, evaluating eligibility
and assigning units. These procedures are sinilar under both rental
and hormeowner shi p prograns.

Once a resident occupies a unit, nmanagenent responsibilities differ
for rental and homeownershi p. Chapter 4 discusses rental unit
managenent, focusing on rent cal culati ons and | ease enforcenent.
Chapter 5 discusses special requirenments and nanagenent

responsi bilities for honeownership units.
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Finally, Chapters 6 and 7 discuss two activities that help preserve

| HA housing units. Chapter 6 describes | HA maintenance
responsibilities and outlines the aspects of a sound maintenance
program Chapter 7 discusses resident counseling requirenents and the
el enents of a good counseling program

TH' S GUI DEBOOK SERI ES

Thi s gui debook is part of a series of guidebooks for |HAs now under
devel opment by HUD. O her books incl ude:



0 The 1 ndi an Housi ng Devel opnent Gui debook, whi ch focuses on
t he devel opnent of housing funded through Indian Housi ng
Pr ogr ans.

0 The | ndi an Housi ng Fi nanci al Management Cui debook, which
focuses on successful financial nanagenent of | HA-nanaged
housi ng.

0 The New | HA Gui debook, which focuses on the | egal
organi zati onal and administrative aspects of |HA operations.
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