SHA MANUAL
Code:
L15.2-2

Seattle Senior Housing Program
Effective Date:
10/1/03



Page No.:
1

HOUSING AUTHORITY OF THE CITY OF SEATTLE

MANUAL OF OPERATIONS
SUBJECT:  SSHP Rent Policy 

SCOPE: The Seattle Senior Housing Program (except for The Ravenna School Apartments whose rent policy must be consistent with the terms of the limited partnership which owns the building).  


POLICY:  The Seattle Housing Authority is committed to the preservation and long-term viability of the Seattle Senior Housing Program (SSHP) as a resource for low-income elderly and disabled households in the City of Seattle.   
As required by City of Seattle ordinance 110124, passed in September 1981, establishing the program, SSHP rent policy will be set so as to ensure that SSHP units are affordable to low-income households (defined as households with incomes below 80% of the area median).  Further, SHA will strive to house extremely low-income residents (whose incomes are 30% of median income or less) in SSHP to the extent that the program can remain financially viable, with total rent revenues sufficient to cover operating expenses and capital replacement costs, including a prudent level of operating and capital reserves.   

The rent policy is established per the Board Resolution 4699 passed June 16, 2003, which includes recommendations from the SSHP rent structure advisory committee.

IMPLEMENTATION POLICY:

The goal of the Rent Policy is to ensure financial sustainability of the SSHP Program, as defined as sufficient revenues and capital reserves for twenty (20) years.  Sufficient revenues shall mean that total rent revenue is enough to cover operating costs and contribute $55.00 per unit per month to a capital replacement reserve.  Sufficient capital reserves shall mean $8,000-$10,000 per unit to pay for maintaining buildings in the years beyond the twenty years.  



Rents will be based upon a tiered, flat rent structure.  The flat rents are established taking into account affordability for the full costs of housing (rent and Utilities), the availability of Housing Choice Voucher subsidy, the overall rental market, and costs of SSHP operations including capital replacement reserve.

The tiered, flat rent structure is intended to lead to a sustainable distribution of rents, in which there is enough rent from higher income residents and Housing Choice Vouchers to cover the costs of housing at least 75 percent of residents with incomes at or below 30% of the area median income.

For the schedule of rents see Exhibit 1.

The tiered, flat rent structure will include an annual rental increase.  For residents with incomes at or below 30% of the AMI, the tiered rent increase will be based on the annual Social Security cost of living allowance (COLA).  For incomes above 30% AMI, the tiered rent increase will be based on the Seattle-Tacoma-Bremerton, All Urban Consumers Price Index (CPI).  

If there is a change in the resident’s income that results in a permanent decrease in the household’s gross annual income, the resident may request a recertification to reduce their rent to a lower rent tier, per the tiered rent schedule.  Each household will be allowed one adjustment to a lower rent tier, per calendar year.  
Review of the rent tiers for each fiscal year will be part of the agency annual budget process. Changes will be approved by the Board of Commissioners.  

An extra bedroom fee will be charged for all 2-bedroom units, that is established by the Senior Property Manager based on desirability of the unit, including location and amenities.  

Rent Due
Rent is due on the first of each month, and delinquent if not paid by the seventh of each month.  When occupancy begins (new move-in) or ends (vacate) on a day other than the first day of a month, the rent shall be prorated based on a 30-day month. 

RESPONSIBILITY:  The Housing Operations Director or designee is responsible for ensuring implementation of these policies and procedures.  The Asset Management Team and SSHP Senior Property Manager shall be responsible for the on-going financial review of the Program and for making recommendations for changes to the minimum rent or implementation of other strategies, as deemed Necessary.  

PROCEDURES:
A. Rent Calculation

1. Initial Move-in Certification  
a. At time of move-in, staff shall request the resident to provide current verification of income and assets if the application paperwork is greater than 60 days old.  

b. Staff shall calculate the gross annual household income. For purposes of determining income and assets, staff must look to the definitions of income and assets under L15.1-1.

c. Based on the household’s gross annual income, staff shall establish the monthly rental amount per the tiered, flat rent schedule (Exhibit 1)

d. Staff shall enter income information and monthly rent amount on MLS with a Next Cert date of October.  Depending on when the move-in occurs the date could be for the current year or for the following year.  

Example:  

Move-in date 3/01/03 – Next Cert date would be 10/01/03.  

Move-in date 11/01/03 – Next Cert date would be 10/01/04

e. NOTE:  Residents receiving Section 8 vouchers will have their income calculated and monthly rental amount established based on Section 8 Administrative Plan.  Staff shall refer to Manual Section L15.2-1

f. NOTE:  Ravenna School (Tax Credit) Staff shall calculate the gross annual household income for the purpose of confirming the applicant is income eligible for tax credit based on the applicable set-aside income limit of 60% AMGI or 45% AMGI.  (http://www.wshfc.org/managers) For purposes of determining income and assets, staff must look to the definitions of income and assets under HUD’s 4350.3 Handbook.  HUD passbook rate for imputed income from assets is 2%.

(1). Based on the household’s gross annual income, staff shall establish the monthly rental amount per the tiered, flat rent schedule.  There is a maximum rent for tax credit. The maximum rent includes a utility allowance for any utilities paid by the resident.  The utility allowance is based on SHA’s utility schedule.  For Tax Credit maximum rents see (http://www.wshfc.org/managers)  

(2). Staff shall enter income information and monthly rent amount on MLS with a Next Cert date of their anniversary.

Example:

Move-in date 3/01/03 – Next Cert date would be 3/01/04

B. Interim Certifications.

1. NOTE:  Residents receiving Section 8 vouchers are eligible for an interim certification as a Section 8 rule.  The resident may schedule an interim certification with their Section 8 Certification Specialist.   

2. If there is a change in the resident’s income that results in a permanent decrease in the household’s gross annual income, the resident may request an interim recertification for the purpose of re-establishing a new monthly rental amount per the tiered rent schedule base on the adjusted household’s gross annual income.

3. If there is a change in the household that results in a permanent increase or decrease in the household’s gross annual income, staff shall conduct an interim recertification for the purpose of re-establishing a new monthly rental amount per the tiered rent schedule based on the adjusted household’s gross annual income and a new lease shall be signed.
4. Each household will be allowed one adjustment to their monthly rental amount per calendar year.  
5. Conducting the interim review: staff shall verify and compute current income and assets for the household; adjust the monthly rent to the appropriate rent tier based on the household’s total gross annual income; and document facts that relate to the interim review and adjusted rent amount on the MLS worksheet.  All verification and paperwork shall be included with the interim review packet.  Any change in rent shall be made effective for the first of the month following the review.  

Example:  

Interim review is completed on October 10, for a change that occurred in September, the new rent will be effective November 1.

Interim review is completed on October 10, for a change that occurred October 1, the new rent will be effective November 1.

6. Notify the resident by letter (SHA-212) of the determination made regarding the rent adjustment.  A copy of any such notice shall be included with the interim review packet.

7. For the rent adjustment enter the interim review on MLS as a “Type 3” certification.  Any extra bedroom fee must be added to the new rent tier, and the total entered on MLS as the new rent amount.

8. Interim Recertification review packet shall be audited and approved by the Senior Property Manager or designee.  

9. Completed interim recertification review packets shall be kept in the resident file.
C. Correcting Errors
1. If the error is on the part of SHA staff, and correction of the error results in a higher rent, the new rent shall become effective on the first of the month after which 30-days notice of the error has been given to the resident. 

2. If correction of an SHA error results in a lower rent, the effective date shall be retroactive to the date when the error became effective, and all resulting refunds shall be credited to the resident's account. 

3. If the error is the fault of the resident (failure to disclose information or other omission), and the correction results in a higher rent, the rent shall be retroactive to the date when the error became effective and all retroactive charges shall be applied to the resident's account.  An error on the part of the resident, which would have resulted in a lower rent, shall be effective on the first of the month following notice to the resident of the error.

D.
Annual Adjustment.  

1. The annual adjustment to the tiered, flat rents shall be effective October of each year.  The current years Social Security COLA and the CPI issued for January / February shall be applied as the annual adjustment percentage to the appropriate tiered rent amount.

The Social Security COLA percentage can be found on the Social Security website under publications.  The CPI percentage can be found under the Department of Labor website,   Seattle-Tacoma-Bremerton, All Urban Consumer.

The new rental amounts are entered on MLS.    

In MLS:

· Complete a recertification, updating the effective date of the cert to October 1st, and entering the next cert date, only.
· No other data needs to be entered.
· Complete the Cert Checklist with a “Y”
Once a pending certification is entered in MLS, notify IT department. IT department will complete the rent calculation and mass fill the new rent amount on MLS. Staff will be notified when the mass fill is completed.
2. Following the completion of the mass fill, staff shall prepare and mail or hand deliver, a letter to each resident with their new rent and the effective date of the change. The letter can be found on Ourhouse, under Rent Determination section, Appt. Letters, Rent Notification Letters & Annual Review Logs, SSHP Rent Notification Letter by Community (Auto Adjustment). Staff shall enclose a Designation of Beneficiary form (SHA-812), and any other documents requiring the residents signature or as a request for update. This letter should be sent no later than 30 days prior to the effective date of the change.  A copy shall be kept with a copy of the completed MLS worksheet in the resident file.

E. Subsequent Certifications (Section 8 Housing Choice and Ravenna School Only)
1. Residents receiving Section 8 vouchers will be subject to an annual recertification as a Section 8 requirement.  The annual recertification will be scheduled and completed by Section 8 staff in accordance with the Section 8 Administrative Plan and Manual Section L15.2-1.  The annual recertification is effective on the resident’s anniversary month.  The anniversary month will be the month the resident started their Section participation.

2. Residents of Ravenna School will be subject to an annual income review as a Tax Credit requirement.  The review will be scheduled and completed by management staff and will be effective on the resident’s anniversary month.  The anniversary month will be the month the resident originally moved into the property or for existing residents prior to July 1999, the month (July) the property became Tax Credit.

3. Staff shall complete the annual recertification as follows:
a. Notice of Income Review (SHA-425B) shall be sent 90 - 120 days prior to the effective date of the resident’s income recertification.  NOTE: The SHA-425B is a mail-merge document located on “Ourhouse” and can be printed by building. 

b. An in-person appointment will be scheduled and information requested regarding income, asset and household information for the purpose of determining income.  Residents will be mailed a packet of forms to complete:

1) What to Bring (SHA-989S); 

2) Personal Declaration & Consent (SHA-1063S); and
3) Emergency Reference Information (SHA-812)
c. At the recertification appointment, SSHP staff will verify all information and calculate the household’s anticipated gross annual income for the next 12 months.  For purposes of determining income and assets, staff must look to the definitions of income and assets under HUD’s 4350.3 Handbook.  

d. All members of the household must sign the REA Income and Asset Questionnaire.

e. All verification information will be gathered and organized into an “income recertification packet” for each tenant. Packet located on Q: Operations/SSHP/Ravenna School/Tax Credit Resident Recert Packet. 

f. Method of calculations made should be clearly noted on the verification or MLS worksheet.  Each recertification shall be logged and tracked until completion using the Tax Credit Schedule B Report. 
g. The completed packet shall be audited by the property manager or designee and be placed in the tenant file.

h. All facts relating to the household composition and income shall be entered on MLS.  No adjustment should be made to the rent amount.

i. If the resident does not respond, either by failing to attend a scheduled appointment or failing to provide the requested income or asset verification, a 10-day Notice to Comply or Vacate, SHA-636, shall be served.  

Rescinds L15.2-2 7/1/01 in its entirety. Updated procedures for Annual Adjustment.

