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HOUSING AUTHORITY OF THE CITY OF SEATTLE

MANUAL OF OPERATIONS
SUBJECT:  Retroactive Adjustments of Rent Charges

SCOPE:  This policy and procedure shall apply to all public housing programs administered by the Seattle Housing Authority.
POLICY:  Resident agrees to furnish accurate information to the Authority at least once each year as to household composition, income and employment.  Resident is required to complete a Personal Declaration (SHA-1063) in its entirety setting forth the facts concerning his or her household composition, assets and the amount and sources of income for each family member.  Resident must report changes in their family circumstances as set forth in Section L12.8-1, Interim Recertifications.  In the event Resident fails to accurately report household composition and/ or income as required or commits fraud in reporting or failing to report such information as stated in Section 6 INCOME AND HOUSEHOLD COMPOSITION of the dwelling lease, the Authority shall pursue any retroactive rent, applicable under the circumstances, due and payable by the resident. The Authority may consider Lease termination based on the circumstances. 

In the following instances rent charges may be adjusted retroactively:

1. Where a resident has given false or incomplete information so that the household has been charged a rent less than should have been charged.

2. Where a resident has failed to report a change in the family circumstances as required by the lease and has been charged a rent less than should have been charged.

3. Where an error has been made in the calculation of rent and the error has resulted in an overcharge to the resident.


PROCEDURE:

RESPONSIBILITY:  The Senior Property Manager shall be responsible for establishing effective internal office procedures and the clear designation of responsibility to staff members to ensure procedures are followed as set forth below.

1. When information is received by management regarding a situation of possible fraud, false or incomplete information of a household’s situation and or income, staff shall make a reasonable effort to investigate such a report.  

If the investigative process results in documented proof of the fraud, or shows false or incomplete information, staff shall conduct an interim recertification for the retroactive period of time to determine the correct rent amount, and determine the amount of any retroactive rent charge.  The Senior Property Manager or designee shall notify the resident of the investigation and determination from the interim review regarding rent and of any retroactive rent charge. If the situation involves fraud, the Office of General Counsel shall be consulted prior to notifying the resident.  

Staff shall enter the interim review as a “Type 3” on MLS and the Rent Calculation Screen.  Any retroactive rent charge is entered on MLS and described as such.

2. When information is received by management regarding a situation where a resident has failed to report a change in the household’s composition, staff shall make a reasonable effort to investigate such a report.

If the investigative process verifies the change in household composition, the Senior Property Manager or designee shall conference with the resident and issue a 10-day Notice to Comply or Vacate (SHA-636A), if appropriate for boarders and lodgers and unreported income.  

Staff shall conduct an interim recertification for the retroactive period of time to determine the correct rent amount, and determine the amount of any retroactive rent charge.  Staff shall enter the interim review as a “Type 3” on MLS and the Rent Calculation Screen.  Any retroactive rent charge is entered on MLS.

In the event that there has been a change in the membership of the family so that the existing lease is invalid, a new one shall be executed based on L12.2-1, re: family members who shall be parties to the lease AND / OR if the unit size is no longer appropriate for the household composition, a under-housed or over-housed transfer shall be initiated.

3. When an error has been made in the calculation of rent, staff shall document the error and correction needed to rectify the situation.  

Overcharge.  Determine timeframe overcharge occurred.  Calculate amount of the total overcharge of rent on the MLS worksheet and complete a SHA-330 for the necessary credit amount.  Submit information to the Senior Property Manager or designee, for audit and approval.  Once approved, staff shall post a credit to the account using the SHA-330.  The credit shall be described as “retro rent adjust credit”.   Staff shall notify the resident of the adjustment and the corrected rent amount including effective date of the change.


Undercharge.  Calculate correct rent amount on the MLS worksheet.  Submit information to the Senior Property Manager or designee, for audit and approval.  Once approved, staff shall give the resident 30-days notice of the adjustment, corrected rent amount and effective date of the change.  

In MLS

· enter the corrected information on MLS

· mark the corrected certification “Type” on the 50058 screen as a “correction to a previous 50058”

· mark a reason for the correction i.e., (1-4) and 

complete the RCS.

4. All documentation shall be kept in the resident file.

5. The Senior Property Manager or designee shall be responsible for reviewing and approving all such authorizations.

6. In cases of hardship, the Senior Property Manager or designee may consider a repayment agreement which would allow payment to be made in installments as outlined in L11.4-1.

Rescinds L11.2-1, effective 10/7/87 in its entirety.  Revised to reflect current procedures and MLS.

