SHA MANUAL
Code:
L11.5-1

Rent, Utilities & Security Deposits 
Effective Date:
8/28/03


Rev: 
12/01/06


Page No.:
9

HOUSING AUTHORITY OF THE CITY OF SEATTLE

MANUAL OF OPERATIONS
SUBJECT:  Low Income Public Housing Tenant Trust Account

SCOPE:  This policy shall apply to all Federally-subsidized public housing programs and units administered by SHA, under the Seattle Housing Authority’s “Moving To new Ways” Plan, unless specifically noted. (Note: Rent and related policies for public housing residents of HOPE VI communities are governed by the management plans for those communities.)
POLICY:  The Seattle Housing Authority (SHA), in accordance with Board Resolution 4785, adopted June 20, 2005, has developed and implemented a public housing rent policy that has as a key element a Tenant Trust Account Program (TTA), designed to enhance residents’ ability to become economically self-sufficient.  SHA shall establish a Trust Account on behalf of eligible households who choose to participate and set aside a portion of the household’s monthly rent payment for deposit into the Trust Account.  Eligibility for the TTA and use of the Trust funds shall be governed by the rules set forth by SHA in this policy that may be revised from time to time. 

IMPLEMENTATION POLICY:    Only households with earned income (including unemployment compensation) are eligible for this benefit.  

Eligibility.  Any household whose income is in whole or in part from wages, that may include unemployment benefits, shall be eligible for a Tenant Trust Account if all the following criteria are met:

1. Income from wages or unemployment benefits exceeds $15,000/year
.  

2. Not currently under eviction

3. Rent is less than SHA-established market rent for the unit     

4. Not currently on SHA’s Family Self-Sufficiency Program

5. Lifetime contributions to the Tenant Trust Account have not exceeded $10,000

Participation.  Households will be notified by letter of their eligibility for participation in the TTA Program.  Participation is not automatic.  The Head of Household must “opt in” to the Program and contact the TTA Specialist to enroll.

Monthly Deposits.  SHA will establish a “threshold rent amount” which equals the average operating cost
 per public housing unit plus $50.00.  This threshold amount shall be reviewed and adjusted annually.   For eligible households whose rent is less than the threshold rent amount, the monthly TTA deposit will be $10 per month.  For eligible households whose rent equals or exceeds the threshold amount, SHA will deposit 30 percent (30%) of every dollar the household pays in rent above the threshold amount into a TTA. The minimum deposit will be $15 and the maximum monthly deposit will be $170 dollars.  

At any time the household fails to meet one of the criteria stated above in Section A, monthly deposits will cease.  Once the household again meets all of the criteria, monthly deposits will automatically resume. 

When a household begins participating in SHA’s Family Self-Sufficiency Program, any balance amount in the Tenant Trust Account will be transferred to the Family Self-Sufficiency Program Escrow Account, the residents’ participation in the TTA program will end and the Trust account will be closed.

Households may contribute a lifetime maximum of $10,000.  Monthly deposits will cease when a household has reached the lifetime maximum.

Adjustments.  In the event an adjustment is made to the household’s income or rent amount, either an increase or decrease and regardless of reason, SHA shall also adjust the residents’ monthly TTA deposit amount accordingly.  

Interest.  SHA will invest the Tenant Trust Account Funds in a prudent manner and use the interest on the accounts to pay for the cost of administering the TTA program. 

 Permitted uses.  Use of the TTA funds shall be restricted to expenses for career-related education, home ownership, and starting a business based on a documented business plan, such as:

1. an adult household member’s expenses for career-related education, to include tuition, equipment, and/or books; 

2. an adult household member’s expenses related to the startup of a business
, to include: licenses, marketing, advertising, classes, merchandise, equipment and supplies, and other expenses as specified in the business plan; 

3. costs related to home ownership to include earnest money, credit reports, inspection costs,a down-payment, closing costs.  

Emergency Use.   A lifetime maximum of $1,000 may be used as an emergency fund for the resident’s household.

Disbursements.  Disbursement of TTA funds shall be restricted to written requests from the Head of Household only and shall be subject to review and approval by the TTA Specialist.  Approval shall be limited to requests that meet permitted uses as outlined in this policy and that are supported by documentation of the expense(s)

The number of disbursements shall be limited to four in a twelve-month period.  For emergency use the limit shall be two in a twelve-month period.  A $50.00 minimum will be required for each withdrawal request.

Processing of disbursements may take up to 30 days for processing.

Fraud.  In the event a resident commits fraud against SHA that resulted in an overpayment of housing assistance, as defined in SHA’s Manual Section L12.4-2, Fraud Policy, the residents’ participation in the TTA will cease, and the balance of the TTA will revert back to SHA.  The resident may not participation in the TTA program again until the full balance of the overpayment has been repaid to SHA.

Dormant Accounts.  If a TTA is dormant for 24 months, meaning that no withdrawals or deposits are made, the balance of the account shall revert back to SHA.

Vacating.  Upon vacating, a resident in good standing with SHA, leaving the unit in good order and owing no money to SHA, shall have access to unused TTA balance of $50.00 or more.  The resident’s access to any unused TTA balance will be limited to:  a) The entire TTA balance may be used for purchase of a home as specified above;  b) For households not purchasing a home, any funds available to be drawn from the TTA as part of the $1000 emergency fund can be used for documented, (by written quote, invoice/billing, or receipts,) moving costs when a resident moves out of public housing in good standing, to include truck rental or moving services, packing supplies, utility disconnect / hook-up fees, security deposit and first and last month’s rent on a rental unit.  No funds shall be used to pay for vacates costs or debts owed to SHA.   All other TTA balances will revert to SHA.  

A home inspection prior to vacating may be required prior to approval of any request for withdrawal.

RESPONSIBILITY:  The Senior Property Managers or designee for portfolios with public housing units where this policy applies shall be responsible for the promotion of this incentive to residents.  Community Service Administrator and Tenant Trust Account Specialist (TTA Spec) in Housing Operations Department and Accounts Receivable Supervisor in Finance & Administration Department are responsible for the management of the Tenant Trust Accounts (TTA).
PROCEDURES:

A. LEASING AND RECERTIFICATION.  At the time of leasing and recertification, portfolio staff will provide information to the resident about the TTA to promote the incentive program as an opportunity to support self-sufficiency goals of the resident.  

B. TTA WEB BASED SYSTEM.  All TTA information resides on an “Access Database.”  The database pulls information based on the household’s information in MLS.  

The Database is used to:  

1) create the list of eligible residents and exclude residents on eviction or FSS; 

2) create a list of eligible residents who have declined a TTA and exclude them from future pulls;

3) to enter adjustments to deposits for rent reductions received on an SHA-330; 

4) process withdrawals; and 

5) create deposits to Trust Accounts.  

The TTA Spec and TTA Accountant will be responsible for managing the TTA Database.

A report of TTA tenants with balances, that shows tenant ID, names, and addresses is available in excel format under Reports.

To access the TTA System via the Intranet, type the web address http://sha21/tta in the Internet Explorer address bar.   Log in by choosing the staff person’s name from the pick list and entering the user’s MLS password.   

C. Eligibility. 
a.
At the end of each month, via the TTA Database, a list will be created by the TTA Specialist showing all residents eligible for a Tenant Trust Account.  This list is based upon the household meeting all of the following conditions:

1) Leased in a low-income public housing unit as of the 20th day of the previous month and in MLS prior to the previous month end closing

2) Not currently under either a Type 1 or Type 2 eviction with an “E” status in the Legal Module

3) Rent is being calculated by MTW rent policy rules

4) Not currently on Family Self-Sufficiency Program

5) Part or all of household income is from an earned income source (includes unemployment) 

6) Total annual income from wages / unemployment exceeds $15,000.

7) Rent is less than the market rent for the unit in which the household is living

8) Lifetime contributions to the Tenant Trust Account have not exceeded $10,000

D. Resident Participation.

From the monthly TTA list of eligible households, each newly-eligible household will be sent a letter by the TTA Spec, introducing the household to the TTA Policy.  If the household is interested in having the Housing Authority establish a TTA on behalf of the household, the resident will be instructed to contact the TTA Spec.

Upon contact by the resident, the TTA Spec shall arrange to meet with the resident to review the TTA Policy, discuss the intent of the program, guidelines for participation and withdrawals.  

The household will be excluded from the TTA and no account will be established until the resident meets with the TTA Spec.  

Residents who respond with no interest in the TTA will be excluded from the TTA list of eligible households.  The TTA Spec will add the resident to the TTA system so the resident is automatically deleted from the Extract.

Once the TTA Spec has met with the resident, the resident is required to sign an SHA-1289, TTA Program Rules and Requirements.  TTA Spec will discuss possible TTA goals, (education, small business, homeownership) with the resident and together establish steps to reach their goal.  A TTA file will be created and will include the SHA-1289 and documented goals and steps agreed to by the participating family.

EXAMPLE :  steps for homeownership: meet with homeownership counselor, find a lender, attend a homeownership class, find a home they qualify to purchase, and sign a purchase and sales agreement. 

The TTA Spec. will update the database adding the household as “approved” for a TTA.  If the household status is “approved” by the month-end closing, the first deposit will be made from the residents rent payment following the households’ approval for a TTA, i.e. the end of the following month; otherwise the first deposit will be made the end of the second month.  

EXAMPLE:  

Closing is on October 26th.  Resident is approved on October 15th.  Resident makes her rent payment on November 1st.  Resident’s first deposit will be made at the end of November.  

Closing is on October 26th.  Resident is approved on October 28th.  Resident misses the November TTA extract.  Resident makes her rent payment on December 1st.  Resident’s first deposit will be made at the end of December.

The resident must notify the TTA Spec when a step has been completed and provide verification if applicable.  This information will be kept in the TTA file.

E. Creation of Deposits to Tenant Trust Accounts.

a. Households who meet all of the above criteria in Section C. will be eligible for a minimum deposit of $10.00 up to a maximum of $170.00.  

b. Any resident who fails to meet all of the above criteria will be excluded from the extraction and will not appear on the eligible list.  The one exception will be residents excluded due to an eviction status.  Residents on eviction status will show on the list as “excluded”, with a reason “under eviction.”  Once this list of eligible residents has been created for the month, no new residents can be added except as approved by the Community Service Administrator.  The TTA Spec will keep a paper copy of this list for the records.
c. At month end closing, the TTA Accountant will freeze all changes.  Once the TTA Accountant has verified all information, a program will be run to record the deposit amount and date on the TTA ledgers.  This program will also update on the TTA resident ledger the current balance and the lifetime deposit maximum balance. 

d. Deposits will be made to the Tenant Trust Accounts prior to month end.  If the deposit amount takes the total lifetime contributions to the TTA above $10,000, the deposit amount will be that amount that takes the lifetime contributions to $10,000.

e. A summary report will be generated by the TTA Accountant from the Access Database that will be used for posting to the JD Edwards General Ledger.  The entry will be given to the LIPH Accountant and input on the financial system.  

F. Adjustments to Monthly Eligible TTA List.  Field staff can change the eligibility status of a resident though the Tenant Trust Account System via the intranet.  All adjustments must be made prior to month-end closing.

a. Under Eviction. (This can be done by field staff or the TTA Specialist)

Adjustments may be made when an eviction action has been resolved and the household should be eligible for a TTA deposit; OR a resident goes under eviction after the eligible list is created and should not be eligible for a TTA deposit.

IMPORTANT:  to include a resident in the TTA deposit whose eviction action has been resolved, the Legal Module MUST also be updated to remove the status “E” from the resident’s eviction record.  This is handled by Legal.

To make an adjustment:  

· On the main page of the TTA System:

· Select the option “Find a Community for Review.”  

· Select the community from the drop down menu and click on “display current trust accounts.”  

· The list of eligible residents for that community will appear.

· In the “Exclude from TTA” column, the resident’s status can be changed by selecting “Y” to include or “N” to exclude from the current month’s deposit.  

· When changing the status, staff should enter a comment stating the reason, the date and the initial of the staff member and phone extension, responsible for the change.  

b. Rent adjustments that reduce the monthly rent. (This is handled by the TTA Accountant)
On a daily basis, the TTA Accountant will review all low-income public housing rent adjustments that reduce the rent of the current month via a SHA-330 completed by field staff and sent to F&A.  These will be matched with the TTA monthly list.  Where a match is found, the TTA Accountant will manually change the TTA resident status to “ineligible” if the monthly rent is reduced below the threshold amount or recalculate the amount to be deposited in the account and enter an adjustment.    For any adjustment made to the TTA a comment will be entered on the TTA System.  The TTA Accountant will keep a copy of the SHA-330 for back up documentation.  

c. Participant on SHA’s Family Self-Sufficiency Program (FSS)

The TTA Spec will review a report that matches participants of FSS with the TTA monthly list.  From this list, the TTA Spec will complete a withdrawal to transfer any balance in the TTA to the household’s FSS account.  The supervisor will approve the transfer and forward the withdrawal to the TTA Accountant for processing.  The TTA Spec will notify the FSS Supervisor of the balance transferred to the FSS account as documentation of this action for the participant’s file.  

d. Fraud

Upon written notification by the SPM of a situation of fraud requiring the resident’s participation in the TTA to cease, the TTA Specialist will exclude the resident in the TTA System with a “FRAUD” reason and notify the TTA Accountant to revert all funds back to SHA via the TTA Database.  

Reinstatement into the TTA program will require approval by the SPM.

G. Tenant Trust Account Individual Ledgers

1.
A TTA ledger will automatically be created for a household with the first deposit and will reside on the Intranet.  

To Print a TTA Ledger
· Select “Print TTA Statements”.  

· Select the Tenant ID from the list on the left of the screen. 

·  If you would like to print the statement, use the small printer icon located above the resident ID preview window.  

· Change the print range from print “all” to print from page “_” to page “_”.  

· If specific page numbers aren’t entered, it will print “all” to the end.

2. The TTA ledger will contain the following information: Project ID, Unit ID, Tenant ID, First Name, Last Name, Address, Current Account Balance, Lifetime Deposit Balance, Withdrawal Categories and current withdrawal balance, and a running list of deposits and withdrawals showing date, type and amount. 

3. All Balances on the TTA will update when an automatic entry is made. 

4. Printing of an individual TTA ledger can be done by any staff.  

5. Ledgers for all active Tenant Trust Accounts will be printed and mailed to residents by the TTA Spec on an annual basis unless otherwise requested by the resident.   

H. Withdrawals.

1.
Tenant Trust Account Withdrawal Requests.

a. Residents requesting a withdrawal from their TTA account will do so in writing by using the TTA withdrawal form (SHA-1185) and submitting documentation to substantiate the reason for the request.  Documentation may include:  tuition bill; course requirements for books, equipment, fees and price listing; bill for business license; invoice for merchandise, printing, advertisement; cost estimate for home inspection, purchasing costs.   On this form the resident will indicate the category of the withdrawal, provide a brief description of the need, and the amount being requested.  A $50.00 minimum will be required for each withdrawal request.  Withdrawal requests may not exceed the account balance or category maximum.

b. Withdrawal categories and lifetime maximum withdrawals for each are:

1) Self-sufficiency – may not exceed account balance, but no lifetime maximum

2) Emergency Fund - $1000 lifetime maximum

c. The resident may present the withdrawal request to their Management Office, to be forwarded to the TTA Spec or mail or deliver it directly.  

2.
Processing of TTA Withdrawal Requests.

a.
The TTA Spec will check the TTA ledger on the Intranet to verify both the total balance available and balance available in the category requested.  

1) If adequate funds are not available, or if the request does not fit within one of the allowable categories for withdrawal, the request will be denied and returned to the resident with a copy of the ledger and/ or a brief explanation.

2) If funds are available, an SHA-330 form will be prepared indicating the amount and whether it is to be credited to the resident rent account or paid to the resident by check.  

3) If the TTA withdrawal is by check TTA Spec shall prepare an SHA-977, Authorization for Expenditure.  The form should have the community and account number 211804, and total dollar amount requested.  In the column under “Invoice # - Date “ shall be written “TTA Account Withdrawal.”  

b.
The TTA Spec approves the withdrawal by signing the SHA-1185 and completing a SHA-330 and SHA-977 Authorization for expenditure (for a check), if applicable.  The paperwork is approved by the supervisor and routed to the TTA Accountant for processing.  

c.   The TTA Accountant will manually enter the withdrawal type and amount on the TTA resident ledger, which will automatically update the category maximum withdrawal and account balance.  The TTA Accountant will process the SHA-330 credit to the resident rent account or route SHA-977 Authorization for expenditure to Accounts Payable for check processing.  Residents should allow 30 days for processing to receive payment.  

3.
When Resident Vacates from Public Housing

a. The TTA Spec will review vacancy reports to identify vacated residents with a TTA account.  

b. The TTA Spec will email management to confirm the vacated resident left in good standing and owes no money to SHA.   

Any resident who failed to leave in good standing and / or who owes money to SHA, the TTA Spec will notify the TTA Account to revert all funds back to SHA via the TTA Database.  

Any resident who left in good standing and owes no money to SHA, the TTA Spec shall send notice to the vacated resident of the balance remaining in his/ her TTA account and the process for requesting use of those funds.  The resident will be given 30 days from the date of the letter to respond with a request for withdrawal in accordance with this policy.  If no response is received within this timeframe, the vacated TTA account will be closed.  

c. The TTA Spec will exclude the residents from the TTA System with a “VACATE” reason.  

d. The TTA Spec will notify the TTA Account of any account needing close-out and any remaining balance will revert back to SHA.  The TTA Accountant will enter a withdrawal (W) in the TTA Database with a “VACATE” reason.  

I. Reconciliation and Verification

1. On a monthly basis, the TTA Accountant will balance the TTA Database to the JDE general ledger. 

(NOTE:  TTA is automatically updated with changes to MLS Tenant Records.)

2. The TTA Spec will run a monthly report of lifetime contribution amounts to ensure that no account exceeds the $10,000 maximum.

� Equivalent to a 30 hour per week job at a typical entry level wage of $10 per hour.


� Average operating cost shall be based on the total operating expenses of all public housing units.


� The period of time considered the “start up” of a business will include the first year of operation.





Rev: 04-01-06    Updated in accordance with Board Resolution No. 4785, passed June 20, 2005
Rev: 12-01-06    Clarified timing of TTA deposits in procedures.  

