
 
 
 
 

 
 
 
AGENDA ITEM     The Independence Housing Authority requests authorization to submit the 
annual Tenant Based Rental Assistance (TBRA) Grant.   
 
 
SUMMARY RECOMMENDATION     Approve Request.  
 
 
BACKGROUND     The Independence Housing Authority (IHA) has administered a Tenant 
Based Rental Assistance Grant since 1998.  Since that time, almost $2.6 million has been 
received to assist some of our most vulnerable community members.  IHA is currently assisting 
27 families, and with this grant, if fully funded, IHA should be able to assist 29 families over a 
24-month period.  
 
 
BUDGET IMPACT     There is no anticipated budget impact as the Independence Housing 
Authority oversees all aspects of the grant implementation and oversight requirements. 
 
 
SUGGESTED MOTION     I move to authorize the Independence Housing Authority submit 
the 2020 Tenant Based Rental Assistance Grant. 
 
 
SUPPORTING DOCUMENTS     2020 TBRA Grant Application. 

 
Department                  Housing                           
 

   
Director Approval  April Nutt  

REQUEST FOR COMMISSION ACTION 
 

CITY OF INDEPENDENCE 
 

June 25, 2020 
 



 
 
 
 
  

Tenant Based Rental Assistance 
2020 Application 

      

 

2020 TBRA Applicants: 
  
For the 2020 TBRA application round, the amount of funding that a grantee may apply for is 
$400,000.  The administration will be awarded as 7% above the granted amount; however, 2020 
contracts will not pay administration funds that are not drawn during the grant period.  
Unexpended admin funds may be converted to subsidy, at KHRC’s discretion. 
 
Additionally, the maximum number of months for a set up/tenant will be 12 months.  As usual, 
tenants are eligible for recertification at the 12-month mark. 
 
Eligible Applicants   
 
HOME Program funds for the Tenant Based Rental Assistance program will be made available 
through a competitive application process. Eligible entities are local units of government, public 
housing authorities, and non-profit agencies. Applicants must have demonstrated experience 
managing a tenant based rental assistance program.  
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TENANT BASED RENTAL ASSISTANCE (TBRA) 

2020 APPLICATION  
AVAILABLE FUNDING: $1,400,000 (APPROX.) 

 
Applicant/Agency: City of Independence, Kansas 

 
A. Application Process 

1. Submittal Requirements  
The Kansas Housing Resources Corporation (KHRC) must receive one original of the application 
before 4:00 p.m. on Tuesday June 30, 2020.  An acknowledgment (receipt) will be provided upon 
request.  Applications submitted via mail or other delivery system should be sent using that company’s 
return receipt process, as this will be your notice that the application has been received. Submit the 
application package to:   

 
Kansas Housing Resources Corporation 
Attn: TBRA Program Manager 
611 S. Kansas Avenue, Suite 300 
Topeka, Kansas 66603-3803 
 

2. Eligible Applicants   
HOME Program funds for the Tenant Based Rental Assistance program will be made available to local 
units of government, public housing authorities, and non-profit agencies on a competitive basis. 
Applicants must have demonstrated experience managing a tenant based rental assistance program. 

 
3. Standard Application Forms  

In an effort to provide the required information to the review team, to reduce required paperwork, and to 
encourage all eligible applicants to participate, only applications on standard forms will be considered. 
A complete set of forms must be submitted. 

 
B. Application Instructions 

1. Applications must include the following:  
• Funding Summary (form provided in Application) 
• Statement of Assurances and Certifications (form provided in Application) 
• Narratives – Project Need and Project Impact 
• Budget Worksheet 
• Administrative Plan, must include Violence Against Women Act (VAWA) procedures if 

applying for a subsidy program 
 
2. The applicants should review the entire application form and instructions before beginning to prepare 

the application. Applicants must submit one original of the application. 
 
3. Only information received by the Kansas Housing Resources Corporation prior to the application 

deadline will be considered in the selection process. Failure to submit required information will be 
grounds for rejection of the application. 
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C. Ratings Criteria (750 Points Maximum) 
1. Project Need (300 points maximum) 

Applicants will receive up to 300 points based on comparison with other TBRA Project Need 
descriptions according to the following criteria: The application should provide identification and 
documentation of how the level of need for the TBRA request was determined by the applicant. 
Information should include the number of families on the current waiting list, the number of families 
currently receiving assistance, the total population and per capita income of the community, the 
proposed program tenants who fall at or below 30% of the median income, the proposed number of 
homeless, disabled, elderly, or single parent households, and those paying over 50% of their income for 
rent.  

 
2. Project Impact (300 points maximum) 

Applicants will receive up to 300 points based on comparison with other TBRA Project Impact 
descriptions according to the following criteria: The applicant must describe how the program design 
addresses the identified need, how this program will enhance the community, and how this program will 
further the intent of providing housing to very-low income persons. The number of Section 8 or TBRA 
tenants from the/a previous year who moved to a Section 8 program or to self-sufficiency should be 
indicated. Other measures of success for previous tenants who received rental subsidies but later moved 
to self-sufficiency may be indicated. If services are offered in conjunction with rental assistance (e.g., 
homeless case management, disability support services, etc.) those services and the populations 
receiving them should be described. Note that participation in offered services cannot be a requirement 
for receiving TBRA.  

 
3.   Capacity (100) Points 

Administrative Plans will be evaluated. Areas reviewed will include the minimum requirements for the 
Administrative Plan indicated in the KHRC TBRA Policy. Points will be awarded for rental housing 
experience, administrative support for previous TBRA grant awards (if applicable), proposed marketing 
efforts to the proposed geographical area, and accuracy of reports if previous TBRA grant awards have 
been made. Compliance review issues for existing TBRA grantees will be considered.  
 

4. Non-Local HOME Areas (50) Points 
Applicants in non- Local HOME Participating Jurisdictions (local PJs) will receive a funding 
preference.  Within the HOME Program, the cities of Topeka, Lawrence, Wichita, Kansas City and 
Johnson County are considered local PJs. Local PJs receive HUD HOME funding directly. Applicants 
outside of these jurisdictions will receive 50 points. (NOTE: Applications serving local HOME PJs are 
restricted to serving special populations as identified in the Kansas Consolidated Plan.) 
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TENANT BASED RENTAL ASSISTANCE 
FUNDING SUMMARY 

 
APPLICANT DATA 
Name of Applicant: City of Independence, Kansas 

Contact Person: April Nutt 

Telephone/Email:  Area Code (620)  Telephone 332-2536          E-mail apriln@independenceks.gov 

Contact Address: 811 West Laurel Street 

City/Zip Code: Independence, KS 67301 
 Local government  U.S. Congressional District(s)* KS 2nd 
 Public Housing Authority (PHA)  State Senate District* 15th 
 Non-Profit  State Representative District* 12th 
 For-profit  *Districts for agency city/county location only 

 
 
 TBRA Proposed Activities  Total Proposed Households  (UNITS) 

 Rental Subsidies  Rental Subsidy 29 
 Security Deposits  Security Deposit Subsidy NA 
 Utility Deposits*  Utility Deposit Subsidy* NA 

 
*Utility Deposit cannot be used as a stand-alone activity. Must be utilized with rental 
subsidy, security deposit subsidy, or both. 

   Total funding requested   $ 400,000 
 

Has applicant previously been awarded a HOME Grant? Yes        No    
Year 2019 $ 90,000 Year 2018 $90,000 Year  2017 $90,000 
Year 2016 $ 90,000 Year 2015 $90,000  Year 2014 $100,000 
FUNDING HISTORY-MOST RECENT TBRA GRANT (IF APPLICABLE)*               
Check if not APPLICABLE  
data for grant award 2018  (Provide Grant Year)*        January 1-December 31 2019   (List Year)* (DATA BELOW FOR 
ONE CALENDAR YEAR JANUARY –DECEMBER  AND ONE GRANT AWARD  ONLY)*  
Total Tenant Households (UNITS) Served to Date from ONE Grant Award FOR ONE Calendar Year (Only)  2018 
Average  TBRA 
Rental Subsidy Paid Per Unit 
 

 
$3399.33 
 

Total Household UNITS 
Receiving Rental Subsidies 
 

(Total Number) 
22 
 

Average TBRA Security Deposit  
Paid Per Unit 
 

 
NA 
 

TOTAL HOUSEHOLD UNITS  
Receiving Security Deposit 
Subsidies 

 (Total Number) 
NA  

Average  TBRA Utility Deposit PAID PER 
UNIT 
(Provided with Rental Subsidy and/or Security 
deposit)  

NA 
 

TOTAL Household UNITS 
Receiving Utility Deposit 
Subsidies 
 

(Total Number) 
NA 
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Project Summary 
Please provide a brief description of the project.  Describe how the proposed project is consistent with the 
Consolidated Plan.  (See “Certification of Consistency” or “How to Use the Plan.”) 
The Independence Housing Authority, on behalf of the City of Independence, Kansas, proposes to continue 
offering Tenant Based Rental Assistance to assist low-income families in renting properties meeting HUD’s 
Housing Quality Standards within the city limits of Independence. The need to assist low-income families with 
rent is consistent with the Kansas Consolidated Plan. 
 
Please provide your TBRA Tenant Selection Policy (24 CFR 92.209 (c) that is included in your Administrative 
Plan. 
See Attachment. 
 
Estimated number of tenant households (total families/units) who will benefit from the proposed 2020 TBRA 
Program: 29   
Estimated number of persons (including children in households) who will benefit from the proposed 2020 
Program: 59 
 
2020 

Proposed TBRA Targeted Populations 
Please indicate the proposed number of participants who you think will fall within the following categories 

Category Number Percent to be Served (Percentages 
may involve a duplicate count). 

Homeless 8       
Single Parent Households 19       
Special Populations to be served, if 
applicable (Elderly, People with 
Mental Illness, SPMI, other specific 
disabilities.)  

Specific Special Populations to be  
Served: 5           
Numbers of each proposed Specific 
Special Population: 
Elderly-2                
Disabled-3                

      
      
      
      
      

Paying more than 30% for rent 30       
Paying more than 50% for rent 3       

 
 
Number of households currently on your waiting list for rental housing subsidy (Section 8)  
33 
How many months does your waiting list average? 10 months  
List proposed number of tenant households to be served with 2020 grant funding: 

Median income to be served:  51%-60%  0 (# of households total) 

   31%-50%  6 (# of households total) 

    0%-30% 27 (# of households total) 

Census Per Capita Income for proposed county(ies)  (refer to www.census.gov/quickfacts/)*: 

County     Montgomery   Per Capita Income $24,103   Median Income $45,173  

City  Independence  Per Capita Income $23,421   Median Income $46,787 

*If the applicant serves more than three counties list the three most representative counties within the area 
served.  

http://www.census.gov/quickfacts/
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Agency administering the grant.  Give the experience level of the administrator. 

The Independence Housing Authority has a successful, well-defined program, receiving its first Tenant Based 

Rental Assistance (TBRA) grant in 1998 and thereafter obtaining grant funding each subsequent year for a total 

of 21 TBRA Grants funding almost 2.6 million dollars in assistance to low-income families. Housing Director 

April Nutt’s management of the program ensures careful compliance with all federal guidelines for HOME 

funds. In her twenty years with the Independence Housing Authority, April has implemented multiple low-

income housing programs providing much needed assistance to the many low-income individuals and families 

in Independence. Some examples of her work are obtaining grant funds so low-income homeowners can make 

vital repairs to their homes they couldn’t afford otherwise, allowing them to stay in their homes and not seek out 

alternate housing; partnering with other agencies and organizations to provide safe quality housing to the 

Independence community at an affordable rate; and establishing in-house housing initiatives for the enrichment 

of the Independence community.   Molly Wright, TBRA Grant Program Manager for 10 years, has successfully 

managed the qualification process while working to ensure compliance with federal guidelines and timely 

submission of reports to the Kansas Housing Resources Corporation (KHRC) on past TBRA projects.  
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PROJECT SUMMARY    

TBRA HOME Program funds requested (do not include 7% Administrative Fee):       $400,000.00 
 
Maximum amount requested cannot exceed $400,000. 
 

FURTHERING FAIR HOUSING 
All applicants who receive a grant award must affirmatively further fair housing.  Title VII and Executive Order 
11063 requirements apply to all recipients, regardless of community size and/or racial/ethnic characteristics.  
The fair housing provisions apply to the community as a whole and pertain to the sale or rent of housing, the 
financing of housing, and the provision of brokerage services.  MEANINGFUL STEPS TO FURTHER FAIR 
HOUSING MUST BE TAKEN.  Such steps must be documented and will be monitored by the Kansas Housing 
Resources Corporation. 
 
Marketing Procedures 
Describe your Marketing Plan for the proposed geographical area served.  Please list all area newspapers, 
television stations, and radio stations in your area where you plan to advertise the availability of the TBRA 
program. Marketing efforts must take place in all geographical service areas. Marketing via referrals only, local 
presentations, or exclusive use of a waiting list are not considered effective marketing techniques. Press releases 
must be provided (possibly e-mailed) to all media within the jurisdiction of the grantee. 
 
 Name City 
Newspapers Independence Daily Reporter 

Montgomery County Chronicle 
 The Good News          

Independence, KS 
Montgomery County Kansas 
Southeast Kansas 

Television Stations Sparklight Cable City of 
Independence, KS community page 

Independence, KS 

Radio Stations Indy 102.9 FM, 94.9 FM, 1010 AM Independence, KS  
Other City of Independence, KS Website Independence, KS 

 
OTHER ATTACHMENTS 

 

 A detailed project location map must be attached to each application. 
 Letters of commitment indicating support for the proposed TBRA Program and/or all proposed sources 

of non-federal matching/leveraging funds.  
 TBRA Project Budget Form.  
 Housing Administrative Plan 
  Uniform Grant Guidance, 2 CFR 200, Subpart F, may require nonfederal entities to have a single or 

program-specific audit conducted for any year in which the nonfederal entity expends $750,000 or more 
combined from all federal sources.  Medicare and Medicaid are not considered federal awards. A copy 
of the applicant agency’s latest fiscal year’s audit including findings must be included with the TBRA 
application. 

 Check here if audit report is not required due to applicant agency expending less than $750,000 annually 
in federal funding. 
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Applicant: 

City of Independence, Kansas 

CERTIFICATIONS 
 

The applicant certifies that the information contained in the Application Summary is true and correct and the 
appropriate governing body has duly authorized the document.  The applicant agrees that, if approved, this, with 
the attached Certifications, will become a part of the agreement for activities and services authorized under the 
HOME Investment Partnerships Program. 
 
 
Name: Leonhard Caflisch  Name:        

Title: Mayor, City of Independence, KS  Title:        

Date:        Date:        

 

Signature:        Signature:        

 

_____________________________________________ ______________________ 
Signature of Chief Elected Official Date 
 

If the applicant is a non-profit entity and not a local unit of government, the Executive Director and a Board 
member must sign the application. 
 
Name:        Name:        

Title:        Title:        

Date:        Date:        

 
 
_____________________________________________ ______________________ 
Signature of Executive Director Date 
 
_____________________________________________ ______________________ 
Signature of Board Member Date 
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Applicant: City of Independence, Kansas 

 
 

TENANT BASED RENTAL ASSISTANCE 
BUDGET WORKSHEET 

 
2020 PROPOSED BUDGET 

 FOR ESTIMATED PROGRAM HOUSEHOLDS Number of Bedrooms 

 1 2 3 4 5+ 

(1) Estimated Housing Cost (equals HUD FMR 
payment standard for county served. If more than 
one county is served use the FMR for one county 
in your jurisdiction) 

$514 $714 $943 $1113  

(2) Average Monthly Adjusted Income x 0.30 $202 $94 $150 $181  
(3) Est. Monthly Subsidy Cost [(1) minus (2)] $312 $620 $793 $932  
(4) Enter number of months (24 months) 24 24 24 24  
(5) Total Per Household Cost [(3) x (4)] $7488 $14880 $19032 $22368  
(6) Enter estimated number of families 
(households) to be assisted 12 7 6 4  
(7) Basic Cost by BR Size [(5) x (6)] $89856 $104160 $114192 $89472  
(8) Per Household Security Deposit Cost      
(9) Estimated Number of Security Deposit 
Households      
(10) Total Estimated Per Household Security 
Deposit cost [(8) x (9)]      
(11) Per Household Utility Deposit Cost      
(12) Estimated Number of Utility Deposit 
Households (utility deposits must be provided 
with either rental subsidies or security deposits. 
They are not a “stand alone” activity) 

     

(13) Total Utility Deposit Costs [(11) x (12)]      
(14) Total Security and Utility Deposit Costs [(10) 
+ (12)]      
(15) Total Cost by BR Size [(7) + (13)]      
(16) Total Estimated Cost (Add all costs in Row (14) Do not include 7% Administrative Fee 
Provided by KHRC  

$397680 
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Applicant: City of Independence, Kansas 

 
TENANT BASED RENTAL ASSISTANCE 

PROJECT NARRATIVES 
 
The following describes the criteria and information for an applicant to apply for 2020 HOME TBRA funds. All 
applicants shall complete the HOME Funding Summary. The remainder of the application shall consist of four 
sections: (1) Project Need, (2) Project Impact, (3) Capacity, (4) Map/description of geographical jurisdiction 
served. Narratives for these sections shall be typed on standard letter-sized paper with appropriate headings and 
subcategories. 
 

1. Project Need – Applicants must identify and document the need in the community or jurisdiction for 
TBRA. Information in the narrative should include the following: 

 
a. Per capita income from the U.S. census for the city/county jurisdiction served. Reference: 

www.quickfacts.census.gov. 
 
b. Number of families on the current waiting list for housing assistance in the community and the 

approximate amount of time a family waits on the list to be assisted. 
 
c. Tenant data-Number of families to be served who are below 50% of the area Median Income, 

homeless or rent burdened (paying more than 50% of their income for rent or paying more than 
30% of their income for rent).  

 
d. Description of any special population needs within the geographic area (elderly, disabled, 

handicapped, etc.) 
 

e. Number and percentage of homeless and single-parent households in applicant’s service area. 
 

f. Description of any other rental subsidy program(s) operating in the service area. 
 

2. Project Impact – Applicants must describe how TBRA addresses the needs described in the Project Need 
narrative. Information should include: 

 
a. The number of households (families) and total number of individuals including children as well 

as a list of specific counties that will receive the proposed assistance.  
 
b. Timeline describing the initial distribution of assistance to the final commitment of funds during 

the proposed three-year grant award funding. 
 
c. Description of the plan for continued assistance for families after the end of the program (Section 

8, self-sufficiency, etc.)  
 

d. List impact (self-sufficiency) in terms of tenants who have moved in a previous year from the 
TBRA program to Section 8 or who no longer qualify for assistance due to an increase in income 
level. 

 
e. Description of other methods to be used to measure the success of the program. 
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3.  Capacity 
 

a. Administrative Plan –The Plan must be attached and must meet minimum standards established 
in the KHRC TBRA Policy. 

 
b. Rental Housing Capacity- The agency must have administrative support for the program, a 

history of rental housing administration and a proposed marketing plan that covers the 
geographical jurisdiction and is not limited to agency referrals, local presentations, etc.  If 
applicant is a previous TBRA grantee, compliance issues and attempts to resolve issues should 
be described. 

 
4. Non-Local HOME Area 
 

a. A map of the jurisdiction served must be provided. 
 

b. Applicants serving areas outside Local HOME Participating Jurisdictions (local PJs) will receive 
a funding preference.  The cities of Topeka, Lawrence, Wichita, and Kansas City, and Johnson 
County are considered local PJs. Applicants outside of these jurisdictions will receive 50 points.  
(NOTE: Applications serving local PJs are restricted to serving special populations, as identified 
in the Kansas Consolidated Plan.) 
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Statement of Assurances & Certifications 
 

The grantee hereby assures and certifies with respect to the grant that: 
 

1. It possesses legal authority to make application and to execute a housing program. 
 
2. Its governing body has duly adopted or passed as an official act, a resolution, motion or similar action authorizing the 

person identified as the official representative of the grantee to submit the final statement, all understandings and 
assurances contained therein, and directing and authorizing the person identified as the official representative of the 
grantee to act in connection with the submission of the final statement, and to provide such additional information as 
may be required. 

 
3. That prior to submission of its application to the Kansas Housing Resources Corporation (KHRC), the grantee has met 

the citizen participation requirements, prepared its application and projected use of funds, and made the application 
available to the public, as required by Section 104(a)(2) of the Housing and Community Development Act of 1974, as 
amended, and implemented at 24 CFR 570.486. 

 
4. It has developed its final statement (application) of projected use of funds so as to give maximum feasible priority to 

activities that benefit low-income families. 
 
5. Its chief executive officer or other officer of the grantee approved by the KHRC: 
 

a. Consents to assume the status of a responsible federal official under the National Environmental Policy Act of 
1969 and other provisions of federal law as specified in 24 CFR 58.1(a); and 

 
b. Is authorized and consents on behalf of the grantee and himself/herself to accept the jurisdiction of the federal 

courts for the purpose of enforcement of his/her responsibilities as such an official. 
 

6. The loan will be conducted and administered in compliance with: 
 

a. Title VI of the Civil Rights Act of 1964 (Pub. L. 88-352), and implementing regulations issued at 24 CFR Part I; 
 
b. Fair Housing Amendments Act of 1988, as amended, administering all programs and activities relating to housing 

and community development in a manner to affirmatively further fair housing; and will take action to 
affirmatively further fair housing in the sale or rental of housing, the financing of housing, and the provisions of 
brokerage service.  Title VII and Executive Order 11063 requirements apply to all recipients, regardless of 
community size and/or racial/ethnic characteristics.  The fair housing provisions apply to the community as a 
whole and pertain to the sale or rent of housing, the financing of housing, and the provision of brokerage services.  
MEANINGFUL STEPS TO FURTHER FAIR HOUSING MUST BE TAKEN.  Such steps must be documented and 
will be monitored by the Kansas Housing Resources Corporation; 

 
c. Section 109 of the Housing and Community Development Act of 1974, as amended, and the regulations issued 

pursuant thereto (24 CFR Section 570.602); 
 
d. Section 3 of the Housing and Urban Development Act of 1968, as amended, and implementing regulations at 24 

CFR Part 135; 
 
e. Executive Order 11246, as amended by Executive Orders 11375 and 12086, and implementing regulations issued 

at 41 CFR Chapter 60; 
 
f. Executive Order 11063, as amended by Executive Order 12259, and implementing regulations at 24 CFR Part 

107; 
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g. Section 504 of the Rehabilitation Act of 1973 (Pub. L. 93-112), as amended and implementing regulations when 

published for effect; 
 
h. The Age Discrimination Act of 1975, as amended, (Pub. L. 94-135), and implementing regulations when 

published for effect; 
 
i. The relocation requirements of Title II and the acquisition requirements of Title III of the Uniform Relocation 

Assistance and Real Property Acquisition Policies Act of 1970, as amended and the implementing regulations at 
24 CFR 570.488; 

 
j. Anti-displacement and relocations plan requirement of Section 104(d) of Title I, Housing and Community 

Development Act of 1974, as amended; 
 
k. Relocation payment requirements of Section 105(a)(11) of Title I, Housing and Community Development Act of 

1974, as amended; 
 
l. The labor standards requirements as set forth in 24 CFR 92.354 and HUD regulations issued to implement such 

requirements; 
 
m. Executive Order 11988 relating to the evaluation of flood hazards and Executive Order 11288 relating to the 

prevention, control, and abatement of water pollution; 
 
n. The regulations, policies, guidelines, and requirements of 2 CFR 200 as it relates to the acceptance and use of 

federal funds under this federally assisted program; and 
 
o. The American Disabilities Act (ADA) (P.L. 101-336: 42 U.S.C. 12101) provides disabled people access to 

employment, public accommodations, public services, transportation and telecommunications. 
 

7. The conflict of interest provisions of 24 CFR 92.356 apply to any person who is an employee, agent, consultant, 
officer, or elected official or appointed official of the state, or of a unit of general local government, or of any 
designated public agencies, or subrecipients which are receiving funds.  None of these persons may obtain a financial 
interest or benefit from the activity, or have an interest or benefit from the activity, or have an interest in any contract, 
subcontract or agreement with respect thereto, or the proceeds thereunder, either for themselves or those with whom 
they have family or business ties, during their tenure or for one year thereafter, and that it shall incorporate or cause to 
be incorporated, in all such contracts or subcontracts a provision prohibiting such interest pursuant to the purpose of 
this certification. 

 
8. It will comply with the provisions of the Hatch Act that limits the political activity of employees. 
 
9. It will give the state, HUD, and the Comptroller General or any authorized representative access to and the right to 

examine all records, books, papers, or documents related to the grant. 
 
10. It will comply with the lead paint requirements of 24 CFR Part 35.  
 
11. The local government will not attempt to recover any capital costs of public improvements assisted in whole or in part 

with HOME funds by assessing properties owned and occupied by low and moderate income persons unless:   
 
a. HOME funds are used to pay the proportion of such assessment that related to non-HOME funding, or 
 
b. The local government certifies to the state that for the purposes of assessing properties owned and occupied by 

low and moderate income persons who are not very low income that the local government does not have 
sufficient HOME funds to comply with the provision of a. above. 
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12. It accepts the terms, conditions, selection criteria, and procedures established by this program description and that it 
waives any right it may have to challenge the legitimacy and the propriety of these terms, conditions, criteria, and 
procedures in the event that its application is not selected for HOME funding. 

 
13. It will comply with the regulations, policies, guidelines, and requirements with respect to the acceptance and use of 

federal funds for this federally assisted program. 
 
14. It will comply with all parts of Title I of the Housing and Community Development Act of 1974, as amended, which 

have not been cited previously, as well as with other applicable laws. 
 

The grantee hereby certifies it will comply with the above stated assurances. 
 
 
         
Signature,  
(Authorized local elected official if grantee is a governmental entity, or authorized Executive Director if grantee is a non-profit agency) 
 
Leonhard Caflisch   
Name (typed or printed) 
 

Mayor, City of Independence, Kansas    
Title 
 
 City of Independence, Kansas                                                                                         
Applicant Agency/Housing Authority 
 
 
        
Date 
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IHA Project Summary & Impact Statement 

1) PROJECT SUMMARY 
 
OVERVIEW OF NEED FOR RENTAL ASSISTANCE 
Shelter is a fundamental and basic need for all. But for many in Independence, Kansas, this basic need is out of reach. In 
Independence, many moderate-income working households are having an increasingly difficult time affording adequate 
housing, while very-low income households must often accept sub-standard housing. In fact, a household would need to 
make $26,900 annually to afford an average two -bedroom apartment in Montgomery County; the median household income 
of renters in Independence is approximately $22,381.02. 

1 

 

Significant decline in renter's income in the past decade has escalated the number of families in Independence 
paying excessive shares for housing. The maximum housing expense recommended by the US Department of Housing and 
Urban Development (HUD) is 30% of adjusted annual household income. Spending on rent or utilities above this amount 
is considered as a "housing cost burden." In 20 12, 54% of renters in Independence paid more than 30% of their gross 
income towards rent; while 25% of renters were paying more than 50% of their income towards rent. Due to excessive 
rents, many of these families are becoming financially strapped, risk becoming homeless, or suffer from housing 
deficiencies such as instability or poor housing quality. 
 
Low-income renters in Independence more often live in sub-standard, overcrowded or unaffordable housing (HUD's 
criteria used in defining a housing problem) than do higher income renters. Approximately 31% of low-income renters and 
81% of very low and extremely low-income renters have housing problems, as defined by HUD, compared to just 
2% of higher income renters. 
 
Tenant Based Rental Assistance can reduce the amount that these low-income families must spend to attain quality housing, 
and instead allow them to spend on other crucial necessities, like transportation, food, healthcare, childcare and medical 
expenses. By reducing extravagant housing expenses, these families can adjust their budget to improve their future 
economic situation. 
 
DEMOGRAPHIC AREA 
The City of Independence is in the Southeast comer of the State and serves as the County Seat of Montgomery County. 
According to the information from the U.S. Census Bureau*, the current population of Montgomery County is 32,829. 
Independence is the second largest city in Montgomery County with the July 2019 Census Estimate reporting a 
population of 8,505.* 

 

Montgomery County has an unemployment rate of 13.5%2, one of the highest in the State of Kansas as of April 2020, 
and an increase of more than 10% since April 2019. As the world is aware of the new challenges people are facing 
with the Covid-19 pandemic, our economic health and job stability has taken a direct hit. This is evident with the 
10% spike in the unemployment rate for Montgomery County. Another challenge that IHA sees on the horizon is 
a much larger need for rental assistance come August 2020, once the extra unemployment expires. The Housing 
Authority hopes that with greater grant funding, they can provide families the reassurance that they will have a safe decent 
roof over their head until they can get back on their feet during these hard-economic times. 
 
TYPE OF HOUSING UNITS 
According to the 2018 American Community Survey, single family residential units are the housing unit of 
choice in Independence. Of the total number of units, 78.7% are detached, single family units, and 20.3% are multi- 
family units. This figure does not include mobile homes, which are generally located in mobile home parks, and 
constitute 1.0% of our housing units.^  
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IHA Project Summary & Impact Statement 

 

 
Type of Housing Units 
Type City Percentage Statewide Percentage 
1 Unit/Detached 3,697 78.7% 920,984 72.7% 
Multi-Family 950 20.3% 288,713 22.9% 
Mobile Homes 48 1.0% 55,974 4.4% 
Other 3 .1% 797 .1% 
Total 4698 100.1% 1,266,468 100.1% 

 
 
HOUSEHOLD SIZE 
Persons per household for Independence, of 2.15, comparable to the State's figure of 2.30. A disturbing fact for 
Independence is the fact that the persons below poverty level for Independence is 22.2%, almost double the State's 
percentage of 11.8% and almost a full quarter of our population.* Independence school district 446 also has an 
incredibly high percentage of children, Pre-K-High School, approved for the free or reduced meals program at 
65.1%.3 

 
AGE OF HOUSING 
20 10 Census statistics indicate that the City's housing is much older than the statewide average. Almost 45% of our units 
were constructed in 1949 or earlier. This compares with the statewide average of 22.3%. The City average is more than 
double the statewide average prior to 1950. 
Associated with the age of housing and other socio-economic factors of income and age, it is a fair assumption that these 
housing units are in need of upgrades of major structural systems and improvements are needed to meet health and safety 
standards as a result of obsolete interior gas, electrical and plumbing systems and the presence of lead-based paint in 
most, if not all, units. 
 
CURRENT HOUSING AVAILABILITY AND CONDITIONS 
The City of Independence has worked hard to replace the housing stock lost during the 2007 flood.  Much of which 
was rental housing with the rents well below fair market value, averaging about $200 to $250 a month.  With the 
construction of new low-income units, replacing these lost homes, families still struggle to pay their rent as low rents 
for Independence average from $475-$625.  The Tenant Based Rental Assistance Grant is the only means of helping 
these families be successful. 
 
The Independence Housing Authority manages 153 low-income units comprised of a 99-unit project based subsidized 
elderly and disabled high rise, 21 units for elderly or disabled, and 33 units that are for families, elderly or disabled. 
In addition to what IHA manages, there are 179 other designated low-income units in Independence. Of the total 
329 low-income designated units in Independence, 219 are project-based subsidized. That leaves 110 units that 
have rents restricted to remain below market rent, yet tenants still struggle to make it. TBRA makes it possible for 
these extremely low-income citizens to be successful.  
 
Another challenge facing low-income citizens, who wish to rent a single-family dwelling, is that the rents in 
Independence are high, with an average three bedroom, two bathroom, decent, single-family home renting from 
around $750-$1000 per month.  
 
With 18.3% of the population being 65 years of age or older and 20.3% being single parent households, according to the 
2018 American Community Survey, statistics bare that many community members in those demographics will be at or 
below the poverty level. Thus, rental assistance will be needed. 
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With aggressive marketing of the program and education covering the advantages to the landlords, the City has gained 
ground in upgrading the rental stock. The Housing Authority has conducted training sessions, covering landlord/tenant 
issues and basics of the TBRA program, for all interested landlords in Montgomery County. 
The TBRA Program continues to make a positive impact on the community and has made decent, safe, sanitary and 
affordable housing available to tenants that had no assistance available to them, were forced to live in very unsanitary 
conditions and whose housing was creating blight in their respective neighborhoods. 
 
 
 
GROWTH OF INCOME NOT MEETING RISE OF RENTAL PRICES 
There is a growing need for affordable housing in Independence, Kansas. Income and rent have been increasing each 
year, the rate of growth in median income does not match the higher rate of growth in rent- from 2010 to 2016 the median 
income rose 2. 18% while median gross rent rose 19.9% in the same period. Furthermore, when looking at renter income 
only, the median income of renters has actually decreased during the period of 20 10 to 2016 by 3.39%. This data indicates 
that more families in Independence are finding rent less affordable because their incomes are not rising alongside 
housing costs. 
 
Over half of all renters in Independence are cost burdened. One-quarter of renters are considered severely cost burdened, 
paying in excess of over 50% of their household income on rent. Moreover, from 2006- 2012, the number of renter 
households experiencing severe housing problems rose 36%. This suggests that a financial squeeze is pushing more 
families into inadequate and unaffordable housing. 
 
While families are becoming less able to afford housing due to the rise in rents, the number of households seeking affordable 
housing is growing. From 2006 to 2012, the number of households determined to have extremely low incomes rose from 
11% to 14%; the number of very low-income households rose from 14.8% to 15.2%. It is important to note that during 
this same time the number of low-income households decreased from 17.2% to 16%. However, we believe that this 
represents a shift of low-income households into lower income categories, rather than a shift into higher-income 
categories, as the number of households making 80% or more of the Median Income also decreased. 
 
LENGTH OF WAITING LIST 
We currently have 45 families on our waiting list. However, this is a low number for the IHA as we have been working 
to administer our 20 19 grant. Once the prior year grant has been administered, our waiting list is on average over 150 
families. When families come in to apply, they are usually in a crisis situation and need housing assistance immediately. 
Not only are families existing on an income that is at or below 50% of the median income, they need decent and affordable 
housing for their families. When we no longer have available funding and have to place the families on a waiting list, all 
hope is gone for them to locate a decent home in a timely manner. Once families are placed on the waiting list, the first five 
may be eligible to continue the application process within 6 to 9 months, and the farther you are on the waiting list, the 
longer it will take to be contacted. 
 
We encourage our tenants who are disabled or have a situation that will cause them to need housing assistance long term, 
to contact SEK-CAP, whose assistance covers Montgomery County, and keep contacting them until they have open 
enrollment. They have Section 8 Vouchers and TBRA Coupons but since they cover such a large area, they have a very 
long waiting list and do not always have open enrollment. It can take several years for a family's name to come up on their 
waiting list. This is too long a wait for a family in need. Fortunately, this past year SEK-CAP has been able to assist 2 
families that have been with IHA for several years. This is one of the goals of the IHA TBRA Grant, to assist those 
families that are in a long-term rental assistance need in the interim while they are awaiting a Section 8 voucher through 
SEK-CAP. 
 
COMMUNITY PARTICIPATION  



4 
IHA Project Summary & Impact Statement 

Montgomery County has a very high number of single unwed mothers (3rd highest ranking in the State) and many of our 
tenants fall within this category. For most of these mothers the only income they have is Cash Assistance and Food 
stamps from the Department for Children and Families. Welfare Reform is now looming above the single 
mothers we assist, and childcare expense is a large stumbling block for most of these mothers. They are faced with 
working a minimum wage job because of their lack of education or skills. The rental assistance we have been able to offer 
has been vital to the welfare of our young residents and their children. 
 
Some of our referrals come from Midwest Pregnancy Care Center, a local non-profit organization available to 
assist expectant mothers in answering questions they may have about options available to them and assisting many in a crisis 
situation. Most of their clients are unwed teenagers. Montgomery County ranks number 3 in the State for births to 
unwed mothers. 
 
Independence is the home of Four County Mental Health Center. We assist many of their clients in family services. 
Since the State has closed the Mental Hospital and people have been mainstreamed back into the communities, there has 
been an increased need for rental assistance. 
 
Class Ltd. is a local organization working and training persons with disabilities. This segment of the population living 
on disability income has no hope of receiving income that would enable them to rise above the very-low income level. 
TBRA is very important to these people and the only way they can afford to live in decent housing. 
 
The Area Agency on Aging is another organization we work with on a regular basis. Not only are they working with 
the elderly population who are the most vulnerable segments of our community, they also bring in many clients that are 
low-income non-elderly. 
 
Hannah's House is a safe haven for battered women and their children. Because of the TBRA Program we have been able 
to provide many of these women with safe and affordable housing for their families. 
 
Home Sweet Home Ministries is the local men’s homeless shelter. In order to be housed their men must hold a job 
while the shelter assists them with their basic needs, including housing. IHA has assisted numerous homeless men find 
safe, affordable housing with the help of the TBRA Program. 
 
The Community Access Center is an invaluable local resource to the low-income citizens of Independence. They assist 
clients with a multitude of no-cost services including groceries and commodities; acquiring car seats, birth certificates 
and driver’s licenses; up to $150 per year in assistance toward the cost of basic needs like utilities, security deposits, 
rent, etc. The C.A.C. refers many of their clients to the Independence Housing Authority and our TBRA Program. 
 
The emphasis of Moving Forward with Momentum is to help anyone, but fathers in particular, move 
forward in their life, believe in themselves, and gain the skills needed to live successfully and obtain 
employment. This is accomplished by participating in intense three-day training with an additional twelve 
weeks of support and educational meetings. Many of the participants in this program start out homeless and 
unemployed and they are able to obtain employment through their experiences in the program and IHA can 
assist them with affordable housing using TBRA funds.  
 
SUMMARY 
Whatever the reason families are living on income at or below 50% of the median income level, they deserve the 
opportunity to live in decent affordable housing. Independence has made a tremendous effort in reducing the housing 
problems for low-income families and we want to continue the tremendous progress and impact that has been made. We 
have developed a program that compliments the other local social service agencies in this area, and we want the opportunity 
to continue moving forward and not abruptly lose all the ground we've gained for our low-income residents. 
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2) PROJECT IMPACT 
 
CAPACITY 
The Independence Housing Authority will administer the TBRA grant. 
The Independence Housing Authority has successfully managed a Section 8 New Construction project for the elderly since 
1978. IHA was instrumental in receiving funding from KHRC through a local CHDO to construct three duplexes designed 
for elderly or persons with mobility impairments in 1998. In 2006 the partnership constructed two (2) single family 
homes for low income families. In addition, IHA manages 15 units for elderly or disabled families and became the 
managing agent for a 28-unit tax credit project for families, elderly, and disabled in 20 l 0. The Independence Housing 
Authority has successfully administered an annually awarded TBRA Grant from 1998 to present for the City of 
Independence. 
 
 
Independence Housing Authority Grant Administrators 
► Executive Director 
The Executive Director will be responsible for all aspects of the administration of the program. 
 
The Executive Director and staff have been able to comply with requests and report filing in a timely manner. The 
Executive Director will continue to be responsible for quarterly reports to KHRC and continue to ensure that all HOME 
program requirements are adhered to and any staff is properly trained in HOME program requirements and Fair Housing. 
 
► Programs Manager I 
The current TBRA program manager has been in her position since March 2010. With instruction from KHRC, the IHA 
TBRA program manager has become familiar with the TBRA program requirements. She is an asset to the program and 
dedicated to assisting low-income families. 
 
DEGREE OF IMPACT ON ADDRESSED NEEDS 
When the TBRA program was started in Independence, the grant administrator addressed the Realtors Association and 
the Montgomery County Landlord's Association twice. The Landlords "did not want to do all the paperwork". Finally, one 
landlord agreed to participate and was very happy with the results. IHA has worked with over 75 landlords that have or are 
still participating. Many are so pleased with the program that they will call us when they have a vacancy to ask us to 
refer tenants to them. One of the biggest benefits of this program is the HQS requirement. This has improved the condition 
of our rental housing stock tremendously. TBRA has proved to be a win-win situation for all parties concerned. 
 
► Landlord - The landlords have the assurance that they will receive their rent each month, so they are more 
willing to make the repairs necessary to bring the house up to a standard condition. Now that the landlords know 
what is expected under the program, they will remedy most, if not all, deficiencies that would cause the property 
to fail before they call for an inspection. 
 
►   Tenant- We have seen many families move out of substandard housing to decent, affordable housing, which 
they could not afford to do without rental assistance. 
 
►   City- Because the house must meet a minimum standard, the housing stock has improved in Independence. 
Neighborhoods are showing visible signs of improvement, which benefits the City at large. 
 
The families we serve are the lowest of the low income and several of them are there through no fault of their own. 
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They are either so physically, emotionally or socially deprived they are unable to rise above the barriers which 
would allow them to overcome their socio-economic situation or they have found themselves in a temporary 
situation and just need some positive reinforcement to move beyond their current situation. We have seen many 
families on the program demonstrate a sincere desire to rise above the conditions they have found themselves in. When 
they have a decent affordable place to live, this frees them up to use their resources to complete their education or 
training needed to find a job that will lead them out of the poverty situation. 
In situations where a person is disabled or has a condition that makes them unemployable and we know they will need 
the continued assistance; we assist them in contacting SEK-CAP so they can apply for Section 8 Vouchers. 
Unfortunately, SEK-CAP doesn't have an open enrolment very often, and we need to continue assistance to our 
current tenants. The only alternative for them will be to move back into substandard housing. Even though the 
rent on these substandard units may be more affordable, the utilities are high due to improper, or no, weatherization 
and faulty heating and air systems. Many low-income tenants without assistance have their utilities terminated 
due to non-payment of high utilities. Everyone loses in this situation. 
For families (usually single heads-of-household), that do find good jobs and have respectable credit, we refer them to a 
local lender that works with USDA Rural Development, to make applications for home-ownership for low-
income families. 
Since we have a higher than state average of elderly families in our community and have many disabled families 
referred from the local service agencies, we give a priority to the elderly, disabled, homeless and wage earner. 
 
TIMELINE OF ACTIVITIES 
As soon as the Housing Authority is notified of the award of HOME TBRA funds, a public notice will be 
published in the local daily newspaper. Letters will be sent to those families next on the waiting list (the number to 
be determined by the amount of the grant) in order to begin the paperwork process. At the appropriate time a public 
notice will be sent to the local newspaper, letters and notices to be posted will be sent to the Realtor's Association, the 
Montgomery County Landlord's Association and local service agencies notifying prospective applicants that 
enrollment has opened. 
 
Since the IHA has the experience of administering a TBRA program and has all the documents necessary to carry on with the 
program, we will be able to act quickly qualifying applicants within the first30 days the contract is signed. 
As families move off the program, they will be replaced with families on the waiting list in order of their date of 
application and preference (elderly, disabled, homeless and wage earners.) 
 
MEASURING SUCCESS 
The Independence Housing Authority has successfully assisted one (1) family in obtaining a Section 8 voucher through 
SEK-CAP during the past year. In addition, four (4) families removed themselves from the need for rental assistance. These 
are not large numbers, but they are success. IHA does not administer Section 8 vouchers and are reliant on SEK-CAP. 
When a client appears to be one that will need long term assistance, IHA assists them in contacting SEK-CAP and requesting 
an application for their Section 8 voucher. SEK-CAP has a great demand for their Section 8 vouchers and has an extremely 
long waiting list with a limited timeframe that Section 8 applications are taken. IHA posts jobs available through the 
City and encourages clients to apply, assists clients with contacting the Job Service Office and assists them with filling out 
employment applications when requested. IHA encourages families that are over-income qualified to contact local 
financial institutions or Rural Development for applications to become homeowners instead of renters. 
 
The TBRA program continues to be successful. We can measure this by the continued referrals from the various agencies 
the IHA works with, who ensure a better quality of life for the residents of Independence needing assistance. The local 
Landlord Association's continued involvement with the program. The City's efforts to continue to pursue additional 
TBRA grants are a means to assist Independence residents with safe and affordable housing. We know this program does 
not just help the tenant or the owner, but it creates a trickledown effect, which strengthens the whole City.  
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Sources 
1 $21,806 is the renter median income from American Community Survey 5-Year Data (2010-2014), projected to 2016 using 
HUD's income adjustment factor. 
 
* census.gov/quickfacts 
 
2 https://klic.dol.ks.gov/admin/gsipub/htmlarea/uploads/LR%20E%20Apr2019%20-%20Rates.pdf 
 
3 datacentral.ksde.org/GIS_reports.aspx 
 
^ https://data.census.gov/cedsci/table?d=ACS%205-
Year%20Estimates%20Data%20Profiles&table=DP04&tid=ACSDP5Y2018.DP04&g=0400000US20_1600000US2033875&hid
ePreview=true 
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  INDEPENDENCE HOUSING 
AUTHORITY 

TBRA Administrative Plan 
 

l Introduction 
Purpose. By a resolution adopted on May 5, 1972, the City Council created the Independence Housing Authority (IHA) as 
an agent of the City of Independence with the power to plan, construct, maintain, operate and manage any low-rent housing 
project or program of the City. The mission of the Independence Housing Authority is to provide decent, safe and sanitary 
housing for eligible low-income families and promote self-sufficiency and economic independence for program participants. 

The Independence Housing Authority is dedicated to the coordination of and cooperation between programs and agencies 
within the community and endeavors to make the Rental Assistance Programs under its administration successful in all 
respects. The IHA continues to establish and strengthen a meaningful information and referral system with local social 
service agencies to help meet the housing needs of Rental Assistance participants. 

Purpose of Plan. The purpose of this Administrative Plan is to establish policies for administration of the HOME TBRA 
Program for both admission and continued participation in the Program. The basic policies for this Plan are governed by 
HUD regulations and requirements with latitude for state and local policies and procedures. This Plan and any revisions due 
to changes in HUD regulations, Federal, State or local laws, IHA policies or other circumstances will be brought to the IHA 
Board of Housing Commissioners for approval. 

         Primary Responsibilities of the IHA 

● Inform the public of the availability of TBRA. 

● Encourage Owner/Landlord participation in the program. 

● Receive applications from families and determine eligibility for assistance. 

● Determine maximum Housing Assistance Payment (HAP). 

● Inspect rental units to determine that they meet Housing Quality Standards (HQS). 

● Approve Leases. 

● Make Housing Assistance Payments (HAP) to Owners. 

● Perform annual and periodic reexaminations of income and family composition. 

● Complete and submit all reports to the Kansas Housing Resources Corporation. 

Outreach 
Outreach to Owners - The IHA will encourage participation by Owners of suitable units located outside areas of low 
income or minority concentration by distributing and communicating information concerning property Owners leasing units 
under the program through the local media (newspaper, radio, television, etc.). 

Outreach to Families - The IHA will make known to the public, through publications in the newspaper of general circulation 
as well as through minority media and other suitable means, the availability and nature of housing assistance for low-
income families. The notice shall inform such families where they may apply for TBRA. The IHA shall take affirmative 
actions to provide opportunities to participate in the program to persons who, because of such factors as race, ethnicity, 
sex of head of household, age or source of income, are less likely to apply for assistance. The IHA may hold meetings 
with local social community service agencies. 

 

II Fair Housing Policy and Equal Opportunity Housing Plan 
Fair Housing Policy. The Fair Housing Policy of the IHA shall comply with all Federal, State, and local 
nondiscrimination laws and in accordance with the rules and regulations governing Fair Housing and Equal Opportunity 
in housing and employment and with the Americans with Disabilities Act. Specifically, the IHA shall not on the basis of 
race, color, religion, sex, disability, familial status, ancestry, or national origin, deny any family or individual the 
opportunity to apply for or receive assistance under the TBRA Program, within the requirements and regulations of HUD 
and other regulatory authorities. To further its commitment to full compliance with applicable Civil Rights laws, the IHA 
will provide access to information to TBRA participants regarding discrimination. Also, this subject will be discussed 
during the briefing session and any complaints will be documented and made part of the applicant’s/participant’s file. 
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For families and/or individuals who report apparent discrimination, the IHA shall provide information regarding 
discrimination and any recourse available to them should they feel they have been the victim of discrimination. Such 
information will be available upon request and is part of the briefing session. For example, a participant may be trying to 
obtain rental housing and/or attempting to purchase a home and experience apparent discrimination such as steering, 
redlining, false denials of availability, advertising discrimination, and/or financial discrimination. 

Equal Opportunity Housing Plan. The IHA is a participant in the tenant-based program and is required to comply with 
equal opportunity requirements imposed by contract or federal law (Ref: 24 CFR 982.53). This includes applicable 
requirements under: 

• Fair Housing Act, 42 U.S.C. 3610-3619 (implementing regulations at 24 CFR parts 100, et seq.) 

• Title VI of the Civil Rights Act of 1964, 42 U.S.C. 2000d (implementing regulations at 24 CFR part I) 

• Age Discrimination Act of 1975, 42 U.S.C, 6101-6197 (implementing regulations at 24 CFR, part 146) 

• Executive Order 11063, Equal Opportunity in Housing (1962), as amended, Executive Order 12259, 46 FR 
1253 (1980), as amended, Executive Order 12892, 59 FR 2939 (1994) (implementing regulations at 24 CFR, 
part 107) 

• Section 504 of the Rehabilitation Act of 1973, 20 U.S.C. 794 (implementing regulations at 24 CFR, part 8) 

• Title II of the Americans with Disabilities Act, 42 U.S.C. 12101, et seq. 
Equal Opportunity Posting Requirements. There shall be maintained in the IHA's office waiting room a bulletin board, 
which will accommodate the following posted materials: 

• Statement of Policies and Procedures Governing the TBRA Administrative Plan. 

• Open Occupancy Notice (Applications being Accepted and/or Not Accepted) 

• Income Limits for Admission 

• Informal Review and Hearing Procedures. 

• Fair Housing Poster 

• Equal Opportunity in Employment Poster. 
Ill Privacy Rights 

Applicants will be required to sign a Release of Information form that states under what conditions information will be 
released concerning applicants/participants. Request for information by other parties must be accompanied by a signed 
release request in order for the IHA to release any information involving an applicant or participant, unless disclosure is 
authorized under Federal or State law or regulations. 

 

IV Independence Housing Authority Staff 
Executive Director - Responsible for all agency functions relating to administration of the TBRA Program including 
accurate compliance with IHA policies, Federal, State, and local regulations. Responsible for staff supervision, monitoring 
and approving reports sent to the Kansas Housing Resources Corporation, marketing and community education of 
TBRA. The Executive Director is HQS Certified and performs inspections when needed. The Executive Director reports 
to the IHA Board of Housing Commissioners. 

Occupancy Specialist/Secretary - Responsible for taking of applications and determining initial and continued eligibility, 
waiting list management, creation and maintenance of hard copy case files, tracking and monitoring ongoing tenant and 
landlord contracts, calculation of tenant rent, preparing and sending reports to the Kansas Housing Resources 
Corporation. Responsible for scheduling appointments, filing correspondence, forms, reports and other materials, 
answering, recording, routing incoming calls, greeting visitors to the office, giving out general information about programs 
available.  The Occupancy Specialist/Secretary reports to the Executive Director. 

 

V Definition of Terms 
Adjusted Income - Total Annual Income less the following allowances: 

A. Deduction of $480.00 for each member of the family (other than head of household or spouse) who is: 
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1. Seventeen (17) years of age or younger 
2. Eighteen (18) years of age or older and a verified full-time student and/or is disabled or 

handicapped according to this section. 
B. Deduction of dollar amounts anticipated to be paid for the care of children less than twelve (12) years of 

age where care is necessary to enable a family member to be gainfully employed or to further his/her 
education. The dollar amount cannot exceed the amount of income from employment (if employed). 

C. Deduction of $400.00 for a family whose head, spouse or sole member is sixty-two (62) years of age 
or older and/or is handicapped or disabled according to this section. 

D. Deduction for an elderly family: 

1. That has no Handicapped Assistance Expense, an allowance for medical expenses equal to 
the amount by which the medical expense shall exceed three (3) percent of Total Annual Family 
Income. 

2. That has Handicapped Assistance Expenses greater than or equal to three (3) percent of Total 
Annual Income. 

3. That has Handicapped Assistance Expenses that are less than three (3) percent of Total Annual 
Family Income, an allowance for combined Handicapped Assistance expense and medical 
expense that is equal to the amount by which the sum of these expenses exceeds three (3) 
percent of Total Annual Income. Expenses used to compute the deduction cannot be 
compensated for nor covered by insurance. 

E. Deduction for a family that is not an elderly family but has a handicapped or disabled family member 
other than the head of household or spouse, Handicapped Assistance expense in excess of three (3) 
percent of the Total Annual Family Income, but this allowance may not exceed the employment received 
by family members who are eighteen (18) years of age or older as a result of the Assistance to the 
handicapped or Disabled person. 

 

Administrative Fee - Fee paid by the Kansas Housing Resources Corporation to the IHA for administration of the TBRA 
Program. 

Administrative Plan - Describes IHA policies for administration of the TBRA Program. 

Admission - The effective date of the first HAP contract for a family (first day of initial lease term) in a tenant based 
program. This is the point when the family becomes a program participant. 

Adult -  An adult is described as follows: 

a. 18 years of age or older 

b. Person under the age of 18 who is married 

c. A person that has been relieved of the disability of non-age by the juvenile court. 

Annual Income - Anticipated total income from all sources received by the family head or spouse (even if temporarily 
absent) and by each additional member of the family, including all net income derived from assets, for the 12-month 
period following the effective date of initial determination or reexamination of income, exclusive of certain types of income 
specified in this policy. Annual income includes, but is not limited to, the following; (Ref24 CFR Part S): 

A. The full amount, before any payroll deductions, of wages and salaries, overtime pay, commissions, fees, tips and 
bonuses, and other compensation for personal services. 

B. Net income for the operation of a business or profession. Expenditures for business expansion or amortization 
of capital indebtedness cannot be used as deductions in determining net income. An allowance for depreciation 
of assets used in a business or profession may be deducted, based on straight-line depreciation, as provided in 
Internal Revenue Service regulations. Any withdrawal of cash or assets from the operation of a business or 
profession will be included in income, except to the extent the withdrawal is reimbursement of cash or assets 
invested in the operation by the family. 

C. Interest, dividends, and other net income of any kind from real or personal property. Expenditures for amortization 
of capital indebtedness shall not be used as deductions in determining net income. An allowance for depreciation 
is permitted only as authorized in Paragraph "B" of this section. Any withdrawal of cash or assets from an 
investment will be included in income, except to the extent the withdrawal is reimbursement of cash or assets 
invested by the family. Where the family has net family assets in excess of $5,000, annual income shall include 
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the greater of the actual income derived from all net family assets or a percentage of the value of such assets 
based on the current passbook savings rate as determined by HUD. 

D. Total amount of periodic payments received from Social Security, annuities, insurance policies, retirement funds, 
pensions, disability or death benefits, and other similar types of periodic receipts, including a lump-sum amount 
or prospective monthly amounts for the delayed start of a periodic payment (except as provided in Paragraph "N" 
of Income Exclusions). 

E. Payments in lieu of earnings, such as unemployment and disability compensation, worker's compensation and 
severance pay (except as provided in Paragraph "C" of Income Exclusions). 

F. Welfare assistance. If the welfare assistance payment includes an amount specifically designated for shelter and 
utilities that is subject to adjustment by the welfare assistance agency in accordance with the actual cost of 
shelter and utilities, the amount of welfare assistance income to be included as income shall consist of: 

a. Total amount of the allowance or grant exclusive of the amount specifically designated for shelter or 
utilities. 

b. The maximum amount that the welfare assistance agency could in fact allow the family for shelter and 
utilities. If the family welfare assistance is ratably reduced from the standard of need by applying a 
percentage, the amount calculated under this paragraph is the amount resulting from one application 
of the percentage. 

G. Periodic and determinable allowances, such as alimony and child support payments, and regular contributions           
or gifts received from persons not residing in the dwelling. 

H. All regular pay, special pay and allowances of a member of the Armed Forces (except as provided in Paragraph 
"G" of Income Exclusions). 

If it is not feasible to anticipate a level of income over a 12-month period, the income anticipated for a shorter period 
may be annualized, subject to a predetermination at the end of the shorter period. 

Applicant -  A family that has applied for admission to the program but is not yet a participant in the program. 

Child - Member of the family, other than the head or spouse, who is under 18 years of age. 

Child Care Expenses - Amounts anticipated to be paid by the family for the care of children under twelve (12) years of 
age during the period for which Annual Income is computed, but only where such care is necessary to enable a family 
member to be gainfully employed or further his/her education and only to the extent such amounts are not reimbursed. 
In the case of childcare necessary to permit employment, the amount deducted must reflect reasonable charges and 
shall not exceed the amount of income received from such employment. The IHA will not determine childcare expenses 
necessary when the household contains an additional unemployed adult who is physically capable of caring for the child. 
An example of an exception may be an unemployed adult that is not capable of caring for· a child because of some type 
of disability and/or handicap. The head of household must document the disability/handicap that prevents the adult from 
providing childcare. Childcare expenses will not be deductible when a child is being cared for by a family member 
(parent, sibling, grandparent, aunt, uncle, etc.). 

Child Custody - An applicant/participant may only claim a child as a dependent by the following: 

A. The applicant/participant must have primary custody of the child. 
B. The applicant/participant must provide sufficient evidence that the child would reside with the participant. 

Note - more than one applicant cannot claim the same child. 

Citizen - A citizen or national of the United States. 

Common Space - In shared housing, space available for use by the assisted family and other occupants of the unit. 

Congregate Housing - housing for elderly persons or person with disabilities that meets the HQS for congregate 
housing. 

Continuously Assisted - An applicant is continuously assisted under the 1937 Housing Act if the family is already 
receiving assistance under any 1937 Housing Act program when the family is admitted to the TBRA program. 

Coupon - A document issued by the IHA to a family selected for the program. The coupon describes the program and 
the procedures for IHA approval of a unit selected by the family. The coupon also states the obligations of the family 
under the program. The Coupon term is for a 60-day period and is only valid within the jurisdiction of the IHA. 

Coupon Holder - A family that has been issued a coupon. 

Dependent - Member of the family (except foster children and foster adults), other than the family head or spouse, who 
is under 18 years of age, or is a person with a disability, or is a full-time student. An unborn child shall not be considered 
a dependent. 

Displaced Family- Person or family, displaced by governmental action, or whose dwelling has been extensively 
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damaged or destroyed as a result of a disaster declared or otherwise formally recognized pursuant to Federal disaster 
relief laws. 

Drug-Related Criminal Activity - 

A. Drug-trafficking, which is the illegal manufacture, sale or distribution, or the possession with intent to 
manufacture, sell or distribute, of a controlled substance (as defined in Section 102 of the controlled 
substance act (21 U.S.C. 802).

B. Illegal use, or possession for personal use, of a controlled substance (as defined in Section 102 of the       
controlled substances act (21 U.S.C. 802). 

Elderly Family - Family whose head or spouse or whose sole member is at least sixty-two (62) years of age, or disabled, 
or handicapped and may include two or more elderly, disabled or handicapped persons ·living together, or one or more 
such persons living with another person who is determined to be essential to his or her care and wellbeing. 

Elderly Person - Person who is at least sixty-two (62) years of age. 

Evidence of Citizenship or Eligible Immigration Status - Document that must be submitted to evidence citizenship or 
eligible immigration status (Reference CFR 5.508(b)). 

Fair Market Rent (FMR) - Rent, including the cost of utilities (except telephone or cable TV), that would be required to 
be paid in the housing market area to obtain privately owned, existing, decent, safe, and sanitary rental housing of 
modest (non-luxury) nature with suitable amenities. FMR for existing housing are established by HUD for housing units 
of varying sizes (number of bedrooms) and are published in the Federal Register in accordance with 24 CFR Part 888. 

Familial Status - Single pregnant women and individuasl in the process of obtaining custody of any individual who has 
not attained the age of 18 years are processed for occupancy the same as single person {Reference Federal Register 
published February 3, 1996, pages 5,662 and 5,663). In Section II Reinventing Parts 812 and 912 of the Federal 
Register states: 

The April 10, 1992 proposed revisions to part 812 and 912, which concern section 5(b) of the Fair Housing 
Amendments Act of 1988 (FHAA) and the treatment of single pregnant women obtaining custody, are not 
included in this final rule. The statutory prohibition against housing discrimination towards such persons is 
sufficiently clear and enforceable. Since the percentage limit for occupancy by single persons (which could have 
been used to mask instances of discrimination against persons in these protected classes) has been eliminated, 
it is no longer necessary to distinguish persons in the FHAA protected classes from other single persons. 

Therefore, a single pregnant woman and individual in the process of obtaining custody of any individual who has 
not attained the age of 18 years are processed for occupancy the same as single persons, and only entitled 
subsidy for a zero or one-bedroom family unit size. 

Family - The term "family" as used in this policy means: 

A. Two or more persons related by blood, marriage, or by operation of law. A family with or without children (the 
temporary absence of a child from the home due to placement in foster care shall not be considered in 
determining family composition and family size), who live regularly together as a single household in the dwelling 
unit. By definition, a family must contain a competent adult of at least 18 years of age to enter into a contract 
and capable of functioning as the head of household. 

B. An elderly family 
C. A near-elderly family 
D. A disabled family 
E. A displaced family 
F. The remaining member of a participant family 
G. A single person who is not elderly or displaced person, or a person with disabilities; or the remaining member 

of a participant family. 

Note - If an individual is under the age of 18 and qualifies under the definition of family by being married, the head 
of household and spouse must be party to the lease. There must be some concept of family living beyond the mere 
sharing or intention to share housing by two or more persons to constitute them as a family within the meaning of 
this policy. Some recognized and acceptable basis of family must exist as a condition of eligibility. 

Family Share - Portion of rent and utilities paid by the family. 

Family Unit Size - Appropriate number of bedrooms for a family. Family unit size is determined by the IHA under the IHA 
subsidy standards. 

FMR Limit - Section 8 Existing Housing Fair Market Rents published by HUD. For the TBRA Program, the IHA may adopt 
a payment standard up to the FMR limit. The IHA may approve on a unit-by-unit basis, a rent standard that exceeds the 



6 

applicable FMR by up to 10 percent for 20 percent of total units assisted. 

Foster Children - With the prior written consent of the lHA, a foster child may be added as a participant. The factors 
considered by the IHA in determining whether or not consent is granted may include: 

A. Whether the addition of a new occupant may require the issuance of a new coupon, and whether such 
documents are available. 

B. The landlord's obligation to allow reasonable accommodation for handicapped persons. 

Full-Time Student - Member of the family (other than the head of household or spouse) who is carrying a subject load 
that is considered full-time for day students under the standards and practices of the educational institution attended.  An 
educational institution includes a vocational school with diploma, as well as an institution offering a college degree. The 
attended educational institution will supply verification. 

Gross Rent - Sum of the Rent to Owner plus any utility allowance. 

Group Home - Dwelling unit that is licensed by a State as a group home for the exclusive residential use of two to twelve 
persons who are elderly or persons with disabilities (including any live-in) 

Handicapped Assistance Expense - Reasonable expenses that are anticipated, during the period for which Total Annual 
Family Income is computed, for attendant care and auxiliary apparatus for a Handicapped or Disabled family member 
and that are necessary to enable a family member (including the Handicapped or Disabled member) to be employed, 
provided that the expenses are neither paid to a member of the family nor reimbursed by an outside source. 

Handicapped Person and/or Disabled Person - Person having a physical or mental impairment which: 

A. Is expected to be of long-continued and indefinite duration. 
B. Substantially impedes his/her ability to live independently. 
C. Is of such a nature that such disability could be improved by more suitable housing conditions. 

Note: All three conditions must be met to qualify as handicapped/disabled. 

A person who is under a disability as defined in Section 223 of the Social Security Act (42 U.S.C. 423) or in 
Section 102(7) of the Developmental Disabilities Assistance and Bill of Rights Act (42 U.S.C. 6001(7) or is 
handicapped as defined below: 

D. Section 223 of the Social Security Act defines disability as: 
a. "Inability to engage in any substantial gainful activity by reason of any medically determinable physical 

or mental impairment which can be expected to result in death or which has lasted or can be expected 
to last for a continuous period of not less than twelve (12) months. 

b. In the case of any individual who has attained the age of fifty-five (55) and is blind (within the meaning 
of ''blindness" as defined in Section 416(1) of this title), inability by reason of such blindness to engage 
in substantial gainful activity requiring skills or abilities comparable to those of any gainful activity which 
he has previously engaged with some regularity and over a substantial period of time." 

c. Section 102(5) of the Development Disabilities Services and Facilities Construction Amendments of 
1970 defines disability as: “A disability attributable to mental retardation, cerebral palsy, epilepsy or 
another neurological condition of an individual found by the Secretary (of Health and Human Resources) 
to be closely related to mental retardation or to require treatment similar to that required for mentally 
retarded individuals, which disability originates before such individual attains age eighteen (18), which 
has continued or can be expected to continue indefinitely, and which constitutes a substantial handicap 
to such individual." 

Hazardous Duty Pay - Pay to a family member in the Armed Forces away from home and exposed to hostile fire. 

Head of Household - Adult member of the family who is the head of the household for purposes of determining income 
eligibility and rent. Also, the head of household is primarily responsible and accountable for the family, particularly in 
regard to lease obligations. 

Homeless Family - Any individual or family who: 

A. Lacks a fixed, regular, and adequate nighttime residence. 
B. Has a primary nighttime residence that is: 

a. A supervised publicly or privately-operated shelter designed to provide temporary accommodations 
(including welfare hotels, congregate shelters, and transitional housing or housing for the mentally ill). 

b. An institution that provides a temporary residence for individuals intended to be institutionalized. 
c. A public or private place not designed for, or ordinarily used for a regular sleeping accommodation for 

human beings. 
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A homeless family does not include: 

A. Any individual imprisoned or otherwise detained pursuant to an Act of the Congress or a State Law. 
B. Any individual who is a Single Room Occupant that is not considered substandard housing as defined. 
C. A family doubled up with another family. 

Housing Assistance Payment (HAP) - Monthly assistance payment by the IHA. The total assistance payment consists 
of: 

A. A payment to the Owner for rent under the family's lease. 
B. An additional payment to the family if the total assistance payment exceeds the Rent to Owner. Jn the TBRA 

Program, the additional payment is called a "utility reimbursement". The IHA may elect to pay the appropriate 
amount directly to the utility provider. 

Housing Assistance Payment Contract - Written contract between the IHA and an Owner, in the form prescribed by 
HUD, in which the IHA agrees to make housing assistance payments to the Owner on behalf of an eligible family. 

Housing Quality Standards (HQS) - HUD minimum quality standards for housing under the TBRA Program.  

HUD- U.S. Department of Housing and Urban Development. 

HUD Requirements - HUD requirements for HOME programs. HUD headquarters, as regulations, Federal Register 
notices, or other binding program directive, issues HUD requirements. 

Income Exclusions - Annual income does not include such temporary, non-recurring or sporadic income as the following: 

A. Income from employment of children (including foster children) under the age of 18 years. 
B. Payments received for the care of foster children or foster adults (usually persons with disabilities, unrelated to 

the tenant family, who are unable to live alone. 
C. Lump-sum additions to family assets, such as inheritances, insurance payments (including payments under 

health and accident insurance and worker's compensation), capital gains and settlement for personal or property 
losses (except as provided in Paragraph ''E" of Income Inclusions). 

D. Amounts received by the family that are specifically for or in reimbursement of, the cost of medical expenses 
for any family member. 

E. Income of a live-in aide (as defined in 24 CFR 5.403). 
F. The full amount of student financial assistance paid directly to the student or to the educational institution. 
G. The special pay to a family member serving in the Armed Forces who is exposed to hostile fire. 
H. Amounts received under training programs funded by HUD. 
I. Amounts. received by a person with a disability that are disregarded for a limited time for purposes of 

Supplemental Security Income eligibility and benefits because they are set aside for use under a Plan to Attain 
Self Sufficiency (PASS). 

J. Amounts received by a participant in other publicly assisted programs that are specifically for or in reimbursement 
of out-of-pocket expenses incurred (special equipment, clothing, transportation, childcare, etc.) and that are 
made solely to allow participation in a specific program. 

K. Amounts received under a resident service stipend (as defined in 24 CFR 5.609(c)(8)(iv). 
L. Incremental earnings and benefits resulting to any family member form participation in qualifying state or local 

employment training programs (including training not affiliated with a local government) and training of a family 
member as resident management staff. Amounts excluded by this provision must be received under employment 
training programs with clearly defined goals and objectives and are excluded only for the period during which the 
family member participates in the employment-training program. 

M. Temporary, nonrecurring, or sporadic income (including gifts). 
N. Reparation payments paid by a foreign government pursuant to claims under the laws of that government by 

persons who were persecuted during the Nazi era. 
O. Earnings in excess of $480 for each full-time student 18 years old or older (excluding the bead of household or 

spouse). 
P. Adoption assistance payments in excess of $480 per adopted child. 
Q. For public housing only, the earnings and benefits to any family member resulting from the participation in a 

program providing employment training and supportive services in accordance with the Family Support Act of 
1988, section 22 of the 1937 Act (43 U.S.C. 1437t) or any comparable federal, state or local law during the 
exclusion period. 

R. Deferred periodic amounts from SSI and Social Security benefits that are received in a lump sum amount or in 
prospective monthly amounts. 

S. Amounts received by the family in the form of refunds or rebates under state or local law for property taxes paid 
on the dwelling unit. 

T. Amounts paid by a state agency to a family with a member who has a developmental disability and is living at 
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home to offset the cost of services and equipment needed to keep this developmentally disabled family member 
at home. 

U. Amounts specifically excluded by any other federal statute from consideration as income for purposes of 
determining eligibility or benefits under a category of assistance programs that includes assistance under any 
program to which the exclusions of 24 CFR 5.609(c) apply including: 

1. The value of the allotment made under the Food Stamp Act of 1977. 

2. Payments received under the Domestic Volunteer Service Act of 1973 (employment through VISTA, 
Retired Senior Volunteer Program, Foster Grandparents Program, youthful offender incarceration 
alternatives senior companions). 

3. Payments received under the Alaskan Native Claims Settlement Act. 
4. Payments from the disposal of funds of the Grand River Band of Ottawa Indians. 
5. Payments from certain sub-marginal U.S. land held in trust for certain Indian tribes. 
6. Payments, rebates or credits received under Federal Low-Income Home Energy Assistance Programs 

(includes any winter differentials given to the elderly) 
7. Payments received under the Main Indian Claims Settlement Act of 1980 (Pub. L. 96-420, 9z Stat. 

1785). 
8. The first $2,000 of per capita shares received from judgments awarded by the Indian Claims 

Commission or the Court of Claims or from funds the Secretary of Interior holds in trust for an Indian 
tribe. 

9. Amounts of scholarships funded under Title IV of the Higher Education Act of 1965, including awards 
under the Federal work-study program or under the Bureau of Indian Affairs student assistance 
programs, or veteran’s benefits. 

10. Payments received under Title V of the Older Americans Act (Green Thumb, Senior Aides, Older 
American Community Service Employment Program). 

11. Payments received after January 1, 1989, from the Agent Orange Settlement Fund or any other fund 
established pursuant to the settlement in the In Re Agent Orange product liability litigation, M.D.L. No. 
381  

12. Earned income tax credit. 
13. The value of any childcare provided or reimbursed under the Child Care and Development Block Grant 

Act of 1990. 
14. Payments received under programs funded in whole or in part under the Job Training Partnership Act 

(employment and training programs for native Americans and migrant and seasonal farm workers, Job 
Corps, veteran employment programs, State job training programs and career intern programs). 

Infant - Child under the age of two years. 

Initial Contract Rent - The rent at the beginning of the initial lease term. 

Initial Lease Term - Initial term of the assisted lease must be for at least one year. 

Initial Payment Standard - The payment standard at the beginning of the HAP Contract term.  

Initial Rent to Owner - Rent to Owner at the beginning of the initial lease term. 

Interim Reexamination of Rent - Changes of rent between admission and reexaminations and the next succeeding 
reexamination. 

INS - U.S. Immigration and Naturalization Service. 

Jurisdiction- The area in which the IHA has authority under state and local law to administer the program. 

Lease - A written agreement between an Owner and a Tenant for the leasing of a dwelling unit to the Tenant. The lease 
establishes the conditions for occupancy of the dwelling unit by a family with housing assistance payments under a HAP 
Contract between the Owner and the IHA. 

Live-in Aide - A person who resides with an elderly, disabled or handicapped person or persons and who: 

A. Is determined by the lHA to be essential to the care and well-being of the person(s). 
B. Is not obligated for support of the person(s). 
C. Would not be living in the unit except to provide supportive services. Income of a Live-in Aide that meets these 

requirements is not included as income to the tenant family. 
D. Live-in aide must be approved, in advance, by the IHA. 

Low-Income Family - A family whose annual income does not exceed 50% of the median income for the area, as 
determined by HUD, with adjustments for small and larger families. 
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Manufactured Homes - A manufactured structure that is built on a permanent chassis that is designed for use as a 
principal place of residence and meets HQS. 

Manufactured Home Space - In manufactured home space rental, a space leased by an Owner to a family. A 
manufactured home owned and occupied by the family is located on the space. 

Medical Expenses - Those necessary medical expenses, including medical insurance premiums that are anticipated 
during the period for which annual income is computed, and that are not covered by insurance. Medical expenses in 
excess of three percent (3%) of annual income are deductible from income for elderly families only. 

Military Service - The active military services of the United States which includes the Army, Navy, Air Force, Marine 
Corps, Coast Guard, and since July 29, 1945, the commissioned corps of the United States Public Health Service. 

Minimum Rent - Assisted families should pay a monthly "minimum rent" of not more than $0.00 per month. The IHA has 
the discretion to establish the "minimum rent" from $0 to $50. The minimum rent established by the IHA is $0.00. 

Minimum Rent Hardship Exemptions - The IHA shall immediately grant an exemption from application of the minimum 
monthly rent to any family making a proper request in writing who is unable to pay because of financial hardship, which 
shall include: 

A. The family has lost eligibility for, or is waiting for an eligibility determination for a federal, state, or local 
assistance program, including a family with a member who is an alien lawfully admitted for permanent 
residence under the immigration and naturalization act who would be entitled to public benefits but for 
Title IV of the Personal Responsibility and Work Opportunity Reconciliation Act of 1996. 

B. The family would be evicted as a result of the implementation of the minimum rent. 

C. The income of the family has decreased because of changed circumstances, including loss of 
employment. 

D. A death in the family has occurred that affects the family circumstances. 

E. Other circumstances which may be decided by the IHA on a case-by-case basis. 

All of the above must be proven by the participant providing verifiable information in writing to the lHA prior 
to the rent becoming delinquent and before the lease is terminated by the lHA. If a participant requests a 
hardship exemption (prior to the rent being delinquent) under this section, and the lHA reasonably determines 
the hardship to be a temporary nature, exemption shall not be granted during the ninety-day period beginning 
upon the making of the request for the exemption. A resident may not be evicted during the ninety-day period 
for non-payment of rent.  In such a case, if the resident thereafter demonstrates that the financial hardship is 
of a long-term basis, the lHA shall retroactively exempt the resident from the applicability of the minimum rent 
requirement for such ninety-day period. This paragraph does not prohibit the IHA from taking eviction action 
for other violations of the lease. 

Minor - Person under eighteen (18) years of age provided that a married person under eighteen (18) years of age 
shall be considered to be of the age of majority (an unborn child may not be counted as a minor). 

Mixed Family - Family whose members include those with citizenship or eligible immigration status and those without 
citizenship or eligible immigration status. 

Monthly Adjusted Income - One-twelfth of Adjusted Annual Income. 

Monthly Income - One-twelfth of annual income. For the purposes of determining priorities based on an applicant's rent 
as a percentage of family income, family income is the same as monthly income. 

National - A person who owes permanent allegiance to the United States, for example, as a result of birth in a United 
States territory or possession. 

Net Family Assets - The net cash value after deducting reasonable costs that would be incurred in disposing of real 
property, checking and savings accounts, stocks, bonds, cash on hand, and other forms of capital investment, excluding 
interests in Indian trust land and excluding equity accounts in HUD home ownership programs. The value of necessary 
items of personal property such as furniture and automobiles shall be excluded. (In cases where a trust fund has been 
established and the trust is not revocable by, or under control of, any member of the family or household, the value of 
the trust fund will not be considered an asset so long as the fund continues to be held in trust Any income distributed 
from the trust fund shall be counted when determining annual income). In determining net family assets, the IHA shall 
include the value of any business or family assets disposed of by an applicant or participant for less than fair market 
value (including a disposition in trust, but not in a foreclosure or bankruptcy sale) during the two (2) years preceding the 
date of application for the program or reexamination, as applicable, in excess of the consideration received therefore. 
In the case of the disposition as part of a separation or divorce settlement, the disposition will not be considered to be 
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for less than fair market value if the applicant or participant receives important consideration not measurable in dollar 
terms. 

Non-Citizen - A person who is neither a citizen nor national of the United States. 

Owner - Any person or entity with the legal right to lease or sublease a unit to a tenant. 

Participant - A family that has been admitted to the TBRA program and is currently assisted in the program. The 
family becomes a participant on the effective date of the first HAP contract executed by the IHA for the family. 

Payment Standard - The maximum subsidy payment for a family (before deducting the family contribution). For the 
TBRA program, the IHA sets a payment standard in the range from 80 percent to 100 percent of the current FMR. 

Preference - At the option of the IHA, a preference system can be used to select among applicant families. 

Premises - The building or complex in which the dwelling unit is located, including common areas and grounds. 

Private Space - In shared housing, the portion of the contract unit that is for the exclusive use of an assisted family. 

Program - Tenant Based Rental Assistance Program. 

Reasonable Rent - Rent to Owner that is not more than either: 

A. Rent charged for comparable units in the private unassisted market. 
B. Rent charged by the Owner for a comparable unassisted unit in the building or premises. 

Recertification - Sometimes called reexamination. The process securing documentation that indicates that participants 
meet the eligibility requirement for continued participation. 

Recertification Date - Date on which any rent change is effective. It would be effective if required as a result of the 
annual reexamination of eligibility and rent. 

Remaining Member of a Tenant Family - Person(s) of legal age remaining in the subsidized unit after the person(s) 
who signed the coupon has (have) left the premises, other than by eviction, whom may or may not annually qualify for 
assistance on their circumstances. An individual must have received housing subsidy under the program to which 
he/she claim head of household status for one-year before becoming eligible for subsidy as a remaining family 
member. This person must complete forms necessary for assistance within ten (10) calendar days from the departure 
of the leaseholder and may remain in the unit for a reasonable time (not more than sixty (60) calendar days from the 
date individual requested head of household status) pending the verification and hearing process. This person must, 
upon satisfactory completion of the verification process, then execute all required subsidy documents and cure any 
monetary obligations in order to maintain assistance. Any person who claims him or herself as a remaining member 
shall, in the event the IHA declares him or her ineligible for remaining member status, be entitled to an informal 
hearing. The informal hearing process is described in Section XVI of this policy. 

Rent to Owner - Total monthly rent payable to the Owner under the lease for the unit. Rent to Owner covers payment of 
any housing services, maintenance and utilities that the Owner is required to provide and pay for. 

Separation (with Children) - Separation means the ending of cohabitation by mutual agreement. If an applicant is 
separated from a person and has children by that person or former spouse, applicant must provide at least one of the 
verifications listed below: 

A. Final divorce decree - applies to applicants who are divorced and not separated, and is the only documentation 
accepted from individuals that are divorced. 

B. Receiving court-ordered child support from former spouse. 
C. Verification that applicant is pursuing child support through the Department of Human Resources, Child 

Support Enforcement, or District Court Office. 
D. If applicant is receiving child support, then applicant can make arrangement to have the child support paid 

through the court system, either through the District Court, Department of Human Resources, or through a court 
trustee. 

E. Receiving TANF through the Department of Social and Rehabilitation Services for former spouses' children. 
F. A notarized statement from current landlord (not family) verifying that the current landlord knows that the 

applicant and spouse have not lived together for the last six months or more. 
G. Income tax statement from both husband and wife indicating both filed income taxes separately the last year and 

those they filed were filed from different addresses. 
H. Written statement from Lawyer that applicant has filed suit for divorce. 
I. A written statement from an abuse shelter, law enforcement agency, and/or social service agency that 

applicant needs housing due to domestic violence, dating violence or stalking. 
J. Food Stamp verification if no other documentation is available. 
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Separation (No Children) - If applicant is separated from a person and has no children by that person, applicant must 
provide at least one of the verifications listed below: 

A. A final divorce decree. Applies to individuals who are divorced and not separated and is the only 
documentation accepted for individuals that are divorced. 

B. A notarized statement from current landlord (not family) verifying that the current landlord knows that the 
applicant and spouse have not lived together for the last six (6) months or more. 

C. Income tax statement from both husband and wife indicating that both filed income taxes separately the last 
year and those they filed were filed from different addresses. 

D. Written statement from Lawyer that applicant has filed suit for divorce. 
K. A written statement from an abuse shelter, law enforcement agencies, and social service agencies that 

applicant needs housing due to domestic violence, dating violence or stalking. 
E. Food Stamp verification if no other documentation is available. 

Note - this section also applies to program participants. 

Shared Housing - Unit occupied by two or more families. Unit consists of both common space for shared use by the 
occupants of the unit, and separate private space for each assisted family. 

Single Person - A person who lives alone or intends to live alone and who does not qualify as an elderly family or a 
displaced person, or as the remaining member of a tenant family. 
Single Room Occupant (SRO) - Unit which does not contain sanitary facilities or food preparation facilities, or which 
contains one but not both types of facilities and is suitable for occupancy by an eligible individual who is capable of 
independent Jiving. SRO Housing is not substandard solely because it does not contain sanitary facilities or food 
preparation facilities, or both. 

Special Admission - Admission of an applicant that is not on the IHA waiting list, or without considering the applicant's 
waiting list position. 

Spouse - Legal husband or wife of the head of household, which includes common law marriage. 

Subsidy Standards - Standards established by the IHA to determine the appropriate number of bedrooms and amount 
of subsidy for families of different sizes and composition. 

TBRA Program - Tenant Based Rental Assistance Program. 

Temporarily Absent Family Member - Any person(s) on the lease that is not living in the household for a period of more 
than thirty (30) days is considered temporarily absent. 

Tenant - Person or persons (other than a live-in aide) who executes the lease as lessee of the dwelling unit.  

Tenant-Based - Rental assistance that is not attached to the structure. 

Tenant Rent - Actual amount due, calculated on a monthly basis under a lease or occupancy agreement between a 
family and the family's current landlord. The tenant payment is the amount the tenant pays toward rent and allowance 
for utilities. 

Utilities - Utilities may include water, electricity (including air conditioning if applicable. See CFR 982.517), gas, and 
sewage services and trash and garbage collection, where applicable. 

Utility Allowance - Utility allowance, if any, determined for the program for tenant-purchased utilities (except telephone 
and cable TV) that are normally included in rent. 

Utility Reimbursement Payment (URP) - Amount, if any, by which the utility allowance for the unit, if applicable, exceeds 
the Total Tenant Payment or minimum rent for the family occupying the unit. 

Very-Low Income Family - A family whose annual income does not exceed 50% of the median income for the area, as 
determined by HUD, with adjustments for smaller and larger families. HUD may establish income limits higher or lower 
than 50% of the median income for the area on the basis of its finding that such variations are necessary because of 
unusually high or low family incomes. 

Violent Criminal Activity - Any illegal criminal activity that has as one of its elements the use, attempted use, or threatened 
use of physical force against the person or property of another. 

Wage Earner - A person in a gainful activity that receives any wages. Said wages or pay covers all types of employee 
compensation including salaries, vacation allowances, tips, bonuses, commissions, and unemployment compensation. 
The term "wage earner" and ''worker" are used interchangeably. 

Waiting List Admission - An admission from the IHA waiting list. 
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Welfare Assistance - Welfare or other payments to families or individuals based on need that are made under programs 
funded, separately or jointly, by federal, state, or local governments. 

 

VI Applying for Assistance 
Application Taking. Any family wishing to apply for housing assistance may complete a pre-application at the following 
location: City Hall 811 W Laurel St, Independence, KS. Applications are taken to compile a waiting list.  Due to the demand 
for housing in the IHA's jurisdiction, the IHA may take applications on an "open enrollment" basis, depending on the length 
of the waiting list. The Pre-Application will allow the IHA to preliminarily assess family eligibility or ineligibility and to 
determine placement on the waiting list. An applicant will be placed on the waiting list according to local preferences and 
by the date and time the application was received in the IHA office. Applications may be made in person at the IHA during 
specified dates and business hours posted at the IHA' s office. Individuals who have a physical impairment, which would 
prevent them from completing an application in person, may contact the IHA to make special arrangements to complete 
their application. If the applicant is visually impaired, all notices must be in a format understandable by the applicant. 

Pre-Applications will contain the following information: 

• Applicant Name 

• Applicant Mailing Address and Phone Number 

• Names of all members of the household 

• Relationship of each member to the head of household 

• Date of Birth and Sex of each member 

• Social Security Number of each member 

• Arrest History of all adult members of the household (18 years of age and older) 

• Number of Children under the age of 18 

• Race of Head of Household 

• All sources of Income 

• Residential History 

• Preference Information 

Local Preferences. The following are local preferences established by the IHA: 

1. Elderly-Sixty-two (62) years of age or older. 

2. Disabled - Person having a physical or mental impairment as defined in Section V. Has been declared 
disabled by a physician and/or is receiving disability benefits. 

3. Homeless-Lacks a fixed, regular and adequate nighttime residence as defined in Section V. 

4. Wage Earner-Person in a gainful activity that receives any wages. Wages cover all types of employee 
compensation including salaries, vacation allowances, tips, bonuses, commissions, and unemployment 
compensation. 

Verification of Preference. If applicable, at the time of application, initial determinations of an applicant's entitlement to a 
preference may be made on the basis of an applicant's certification of their qualification for that preference. Before selection 
is made, this qualification must be verified. 

Income Limits. Applicants must meet a certain income level for their family size in order to qualify for TBRA. TBRA is 
designed to assist very-low income families or families at or below 50% of the median income. Below are the Income Limits 
established by HUD for Montgomery County, Kansas: 
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County 
 

Median 
Family 
Income 

 Income 
Level 

1 2 3 4 5 6 7 8 

Montgomery 
County, KS 

$45,173 Extremely 
Low 

30% 12,950 14,800 16,650 18,450 19,950 21,450 22,900 24,400 

Very Low 50% 21,550 24,600 27,700 30,750 33,250 35,700 38,150 40,600 

Low 60% 25,860 29,520 33,240 36,900 39,900 42,840 45,780 48,720 

Low 80% 34,450 39,400 44,300 49,200 53,150 57,100 61,050 64,950 

 

Closing of Application Taking. The IHA may suspend the taking of applications if the waiting list is such that applicants 
could not be able to be housed within the next twelve (12) months. When the IHA decides to suspend the taking of 
applications, the following procedures will be followed: 

1. The IHA will make known to the public through publication in the newspaper of general circulation, minority 
media, service agencies, posting at IHA office and other suitable means, that the taking of applications will be 
suspended. 

2. The notice will contain the final date and time that applications will be accepted and the location where 
applications can be completed. 

Opening of Application Taking. When the IHA decides to start taking applications, the following procedures will be 
followed: 

1. The IHA will make known to the public through publication in the newspaper of general circulation, minority 
media, service agencies, posting at the IHA office and other suitable means, the availability and nature of housing 
assistance. 

2. The notice will contain the date and time applications will be accepted and the location where applications can 
be completed. 

Application Period. The application-taking closing day may be determined administratively at the same time that the 
IHA determines to open enrollment; the open enrollment period shall be long enough to allow enough applicants as 
required by the projected turnover and the number of TBRA Coupons allocated. 

 

VII Application Process 
Selection and Participation Process. The Fair Housing Act makes it illegal to discriminate on the basis of race, color, 

religion, sex, handicap, familial status, national origin, or ancestry.  The IHA shall not deny any family the opportunity 
to apply for rental assistance. 

Organizing of the Waiting List. The IHA waiting list must contain the following information on each applicant listed: 

1. Applicant's name. 
2. Family unit size (number of bedrooms for which family qualifies under IHA Occupancy guidelines). 
3. Date and time of application. 
4. Local preferences, if applicable. 

Order of Selection from the Waiting List. When funding is available, the IHA will select the family at the top of the 
waiting list. The order of admission from the waiting list MAY NOT be based on family size or on the family unit size for 
which the family qualifies for under the IHA occupancy guidelines. If the IHA- does not. have sufficient funds to subsidize 
the family unit size of the family at the top of the waiting list, the IHA MAY NOT skip the top family to admit an applicant 
with a smaller family unit size. Instead, the family at the top of-the waiting list will be admitted when sufficient funds are 
available. 

Maintaining the Waiting List. The IHA will remove an applicant's name from the waiting list for the following: 

1. Applicants who refuse the IHA's offer of TBRA. 
2. Applicant who accepts an offer of assistance but does not use the assistance to lease a unit within the 
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maximum allowed number of days. 
3. Accurately address mail that is returned to the IHA by the U.S. Post Office for lack of a forwarding address or 

insufficient address. 

Procedure for Removing an Applicant Name from the Waiting List. The applicant will be notified by the IHA in writing 
that they have ten (10) calendar days from the date of the written correspondence to respond to the IHA's request. The 
correspondence will also indicate that their name will be removed from the waiting list if they fail to respond within the 
time frame specified. The IHA's system of removing applicant’s names from the waiting list WILL NOT violate the rights 
of a disabled person(s). If an applicant's failure to respond to a request from the IHA for information or updates as caused 
by the applicant's disability, the IHA will provide reasonable accommodations and give the applicant an opportunity to 
respond. An example of a reasonable accommodation would be to allow an applicant to be reinstated on "the waiting list 
based on the original date and time of application if the applicant indicates that they did not respond due to a disability. If 
the disability is not apparent, the IHA may request the applicant to have a doctor submit a written statement indicating 
that the applicant did not respond due to their disability. 

 

VIII Formal Application 
Briefing. A briefing will be conducted once the IHA has contacted a family from the waiting list. The purpose of the 
briefing is to allow the applicant to complete a formal application and go over the TBRA program in order to fully inform 
the applicant about the program. 

Briefing Attendance Requirements. The Head of Household and all adult members are required to attend the briefing 
in order to complete all necessary paperwork in a timely manner. Failure to attend a scheduled briefing (without notice to 
the IHA) will result in the family's application being placed in the inactive file, and the family may be required to reapply 
for assistance. Applicants who provide prior notice of an inability to attend a briefing will be rescheduled for another 
briefing. Failure of an applicant, without good cause, to participate in a scheduled briefing shall result in the withdrawal 
of his/her application. The applicant will be notified of such withdrawal and determination of ineligibility and of his or her 
right to an informal review. 

Format of the Briefing.  When a family moves to the top of the waiting list, they are contacted and asked to contact the 
office and make an appointment to pick up the application packet. A full explanation of the following shall be provided to 
the applicant: 

1. An Introduction to the TBRA Program - description of how the program is operated. 
2. Reporting Requirements - describes changes in income and family composition that the applicant must report to 

the IHA. 

The following items will require Head of Household and spouse or co-tenant signature: 

1. TBRA Application form - form to gather all needed information to determine eligibility. 
2. Citizenship Declaration - required for all household members to declare that they are in fact a citizen of the United 

States. 
3. Release of Information - required to be signed by all adult household members that states under what conditions 

information can be released concerning applicants/participants 
4. Authorization to Release Arrest/Conviction Record-required to be signed-by all adult household members to 

conduct a criminal background check. 
5. Disposal of Assets Certification- applicant certification of whether or not they have recently disposed of any assets 

and the value of the disposed asset. 
6. Applicant/Tenant Certification - applicant certification that all information they have provided to the IHA is correct 

to the best of their knowledge and knowingly providing false information to obtain housing could result in 
prosecution. 

7. TBRA Application Interview Certification - certifying the family did in fact receive a packet and the information 
contained in the packet was explained to them. 

Verification. An applicant may not become a participant until all documentation is provided and verified. The applicant 
will retain their position on the waiting list during this period. The applicant will be given reasonable time, subject to the 
circumstances, to furnish the documentation before losing their place on the waiting list. The time may be extended if 
such circumstances require an extension. The decision will be made by the IHA representative on a case-by-case basis 
and documented, in writing, and placed in the applicant's file. 

The following items are required before eligibility can be determined: 

1. Third party verification of all household income which includes but is not limited to: 
a. Employment 
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b. Social Security Benefits  
c. SRS Benefits 
d. Child Support 
e. Unemployment Compensation 
f. VA Benefits 
g. Retirement and Pension Benefits 

2. Third party verification of all household expenses which includes but is not limited to: 
a. Child Care Expenses 
b. Medical Expenses 

3. Third party verification of assets. 
4. Birth Certificate for all family members. 
5. Social Security card for all family members. 
6. Criminal Background check for all family members who are 18 years of age or older. 
7. Credit History for all family members who are 18 years of age or older. 

Any other reasonable information needed to determine eligibility. 

U.S. Citizenship Verification and Appeals Procedures. The IHA must follow the verification procedures (to be provided 
by HUD) and verify the person or persons declaration of U.S. citizenship through the INS SAVE system. Once the 
verification is completed and the verification from the INS SAVE system confirms the declaration of U.S. citizenship, and 
the applicant(s) meet all other conditions for occupancy as outlined in the Admissions and Continued Occupancy Policy 
(ACOP), Section IX Eligibility Criteria, or the Administrative Plan, the application will be processed for assistance. 

If the INS SAVE system does not confirm U.S. citizenship, the IHA must request that a manual search be conducted of 
INS records. The IHA must request the secondary verification (manual search} by INS within ten calendar days of receipt 
of the initial failed verification. INS will issue a decision within 30 days of its receipt of the request for a secondary 
verification. If the secondary verification fails to confirm eligible immigration status, the IHA shall notify the family of the 
right to appeal to the INS. If INS is unable to issue a decision within 30 days, the INS will inform the family and the IHA of 
the reasons for the delay. When the IHA receives a copy of the INS decision (and the decision does not confirm the 
declaration of citizenship), the IHA will notify the family of its right to request an informal hearing. The informal hearing 
will be conducted in accordance with Section XVI. 

Assistance to any applicant may not be delayed, denied or terminated if: 

1. Primary and secondary verification of any immigrant documents that were timely submitted has not been 
completed. 

2. Family member of who required evidence has been submitted has moved. 
3. The family member who is determined not to be in an eligible immigration status following INS verification has 

moved. 
4. The INS appeals process has not been concluded. 
5. For a participant, the IHA hearing process has not been concluded. 
6. Assistance is prorated 
7. Assistance for a mixed family is continued. 

Assistance to an applicant shall be denied and the participant's assistance shall be terminated upon the occurrence of 
any of the following. 

1. Evidence of citizenship (i.e., declaration) is not timely submitted. 
2. Evidence of citizenship and eligible immigration status is timely submitted but INS primary and secondary 

verification does not verify eligible immigration status. 
3. The family does not pursue INS appeal or IHA informal hearing rights. 
4. INS appeal and informal hearing rights are pursued but not final appeal or hearing decisions is decided against 

the family member. 

Notice must be given to the family and shall advise: 

1. That financial assistance or housing will be denied or terminated and provide a brief explanation of the reasons. 
2. That they may be eligible for proration of assistance. 
3. In the case of a participant, the criteria and procedures for obtaining relief for mixed families and other 

families. 
4. Any future appeal rights have been exercised. 

Criminal Records Management Policy. All adult applicants and participants shall complete an "Authorization for Release 
of Arrest/Conviction Record." The IHA shall request a check for criminal history for an applicant or participant from a third-
party provider. For clarification, applicants and participants may be requested to furnish fingerprints for this purpose through 
the local law enforcement office to be sent to the FBI. NCIC information shall be furnished to the IHA pursuant to the 
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agreement between HUD and the U.S. Department of Justice regarding access to the NCIC data. 

Before the IHA takes any adverse action based on a criminal conviction record, the IHA, or its Agents, must provide the 
applicant or tenant with a copy of the criminal record and an opportunity to dispute the accuracy or relevancy of the record. 
For applicants, the copy will be provided at a hearing. The hearing is afforded to each applicant that is denied admission 
and provides the applicant the opportunity to dispute any information used to deny an applicant housing assistance. For 
participants, the copy will be provided in accordance with the IHA's Informal Review or Hearing Process. 

The IHA will keep all criminal records received confidential and not misuse or improperly disseminate the information. 
Criminal records of any adult applicant/participant, which are used as a basis of denying tenancy or eviction, are 
confidential and shall not be disclosed to any person or entity other than for official use or for use in court proceedings. The 
term "adult'' means a person who is 18 years of age or older, or who has been convicted of a crime as an adult under 
federal, state, or tribal law. Said records shall be maintained in separate files and shall be kept in a locked, secure location. 
Access shall be limited to those employees approved by the Executive Director. 

Records shall be destroyed once action is taken and any grievance procedures or court proceedings are completed. A 
notice of record destruction shall be maintained in a separate file. 

- 

IX Eligibility Criteria 
Eligibility. All individuals who are admitted to the TBRA program with the IHA must be individually determined eligible 
under the terms of this plan. In order to be determined eligible, an applicant must meet the following requirements: 

1. Applicant must qualify as a family as defined in Section V. · 
2. Applicant family's annual income as defined in Section V must not exceed income limits established by HUD for 

the programs. 
3. Head of Household must be: 

a. 18 years of age or older, unless married. 
b. A person that has been relieved of the disability of non-age by a juvenile court. 

Ineligible. Applicants are not automatically determined eligible to receive rental assistance.   An applicant will not be 
placed on a waiting list or offered assistance if the applicant's annual family income exceeds the income limits established 
by HUD and published in the Federal Register. The applicant will be declared ineligible. 

Informed of Ineligibility. If the applicant has failed to meet any outstanding requirements for eligibility and is determined 
ineligible, he or she will be informed, and the reasons stated in writing. The applicant will be granted ten days from the 
date stated on the ineligible letter to request an informal hearing. The request for an informal hearing must be submitted 
in writing. However, the request must be received in the IHA within the time frame established by the IHA. 

Single Person. Under Section 24 CFR 5 .405, the IHA is permitted to determine as eligible, a single person living alone 
or intending to live alone who do not meet any of the definitions of a family (Ref. CFR 5 .403). Single persons are only 
eligible for a one-bedroom coupon. 

Declaration of Citizenship. Section 214 of the Housing and Community Development Act of 1980 prohibits the IHA from 
making financial assistance available to a person other than a United States citizen, nationals, or categories of eligible 
non-citizens in HUD's assisted housing programs. This law is referred to as the "Non-citizens Rule" and is effective June 
19, 1995. 

Adding a Person to the Program. Once an applicant becomes a participant in the IHA's tenant-based program, the 
head of household must request permission to add another person to the program (except for birth, adoption, or court-
awarded custody of a child). The person being added must meet all eligibility requirements before the IHA will approve 
any addition to the tenant-based program. 

 

X Issuance of TBRA Coupon 
Format of the Issued Coupon Briefing. When a family initially receives a Coupon, a full explanation of the following 
shall be provided to assist the family in finding a suitable unit and to apprise the family of its responsibilities and the 
responsibilities of the Owner (this may be done either in group or individual sessions depending on the circumstances). 
The family will be given a packet which will contain the following information and be given adequate opportunity to ask 
questions and to discuss the information contained in the packet: 

1. Fair Market Rent- limitations on the cost of housing for specified bedroom sizes. 
2. Family Procedural Outline - outlines the total share the family will be responsible for paying towards rent. 
3. Current List of Participating Owners - list of owners who have participated or who are willing to participate in the 
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TBRA Program and rent to families receiving assistance through the program. 
4. Lead Based Paint and Pesticides Hazards Pamphlet - information regarding the hazards of lead-based paint and 

pesticides and how to prevent poisoning. 
5. Informal Hearing Procedures - describes under what conditions an applicant/participant can request a hearing 

and explains the guidelines for informal hearings. 
6. Kansas Residential Landlord and Tenant Act- outlines the rights of tenants and landlords. 
7. A Good Place to Live Booklet - describes basic health and safety issues that a tenant should look for when 

selecting a rental unit. 
8. Fair Housing Booklet - describes what to do and who to contact if an applicant/participant should ever be the 

victim of discrimination. 

The following will require Head of Household and spouse or co-tenant signature: 

1. Request for Unit Approval - should be completed by the Owner of a selected rental unit and signed by both the 
Owner and the applicant. 

2. Lead Based Paint Notice Receipt - signed by the applicant certifying that they did in fact receive the Lead 
Based Paint and Pesticides Hazards Pamphlet. 

3. TBRA Briefing Interview Certification - signed by the applicant certifying the family did in fact receive a packet 
and the information contained in the packet was explained to them. 

Below is information that is required to be listed on the TBRA Coupon: 

1. Issue date and expiration date - the Coupon is valid for a period of sixty days from the date of issuance. 
2. Unit size - number of bedrooms an applicant qualifies for based on family size and composition. 
3. Name of Head of Household -the Head of Household will be required to sign the coupon. 

Coupon Extensions. A family may request an extension of the time expired. All requests for extensions should be 
received prior to the expiration date. Extensions are permissible at the discretion of the Executive Director and are 
determined on a case-by-case basis for the following reasons: 

1. Extenuating circumstances such as hospitalization or a family emergency for an extended period of time that 
has affected the family's ability to find a unit within the initial 60-day time period. The IHA representative will 
verify the extenuating circumstances prior to granting an extension. 

2. The family has evidence that they have made a consistent effort to locate a unit and request support services 
from the IHA throughout the initial 60-day period with regard to their inability to locate a unit. 

3. The family has submitted a Request for Unit Approval to the IHA prior to the expiration of the 60-day time period, 
but the unit has not passed HQS. 

An IHA representative may grant one or more extensions not to exceed a total of 60 days. The initial term plus any 
extensions MAY NOT exceed 120 calendar days from the beginning of the initial term. The IHA representative must grant 
an extension of up to 120 days for persons who are disabled. 

Approval of Lease and Execution of Related Documents. When a family finds a unit and the Owner is willing to lease 
the unit under the program, the family may request the IHA to approve the lease and unit. Property Owners cannot 
participate in the program if they are disapproved by the lHA as outlined below. 

A Lease will not be approved if the unit is owned by a family member of the family requesting rental assistance (parent, 
child, grandparent, grandchild, sister, brother etc.). 

If the IHA determines that a unit which an eligible family wishes to lease meets HQS, and the proposed lease is approved, 
the IHA shall notify the Owner and the family of its determination of lease approval. After receiving notification from the 
IHA, the Owner and IHA representative shall schedule a meeting and execute and sign the Contract. After the Contract 
is executed, the Owner and Family shall execute and sign the Lease and provide a copy to the IHA. 

 

      XI  Where a Family can Lease a Unit with TBRA 
Assistance in the IHA 's Jurisdiction. The family may only receive TBRA in a unit located anywhere in the jurisdiction 
of the lHA. 

Income Eligibility. For admission to the program, a family must be income eligible in the area where the family initially 
leases a unit with assistance. 

Lease in Place. If the dwelling unit is approvable, the family may select the dwelling unit occupied by the family before 
selection for participation in the program. 

Freedom of Choice. When a family seeks eligible housing that meets all program requirements, the IHA may not directly 
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or indirectly reduce the family's opportunity to select among available units. 

 

XII Subsidy Standard 

The following subsidy standards shall determine the number of bedrooms required to accommodate each family without 
overcrowding or over-housing: 

Number of 
Bedrooms 

Number of Persons 

 Minimum Maximum 

1 1 2 

2 2 4 

3 4 6 

4 6 8 

5 8 10 

 
Program participants shall be issued a coupon on the subsidy standard listed above. In determining family unit size for a 
family, the IHA may grant an exception to the above subsidy standard if the IHA determines that the exception is justified 
by the age, sex, health, handicap, or relationship of family members, or other personal circumstances. 

The family unit size for any family consisting of a single person must be either a zero or one-bedroom unit, unless a live- 
in aide resides with the family. Any live-in aide must be approved by the IHA in advance and reside in the unit to care for 
a family member who is disabled or is at least 50 years of age. A live-in aide must be counted in determining the family 
unit size. 

A child who is temporarily away from the home because of placement in foster care is considered a member of the family 
in determining the family unit size. 

Housing Assistance Limitations for Single Persons. A single person who is not an elderly or displaced person, or a 
person with disabilities, or the remaining member of a participant family may not be provided housing assistance for 
which the family unit size exceeds the one-bedroom level (Ref. 982.208, Housing assistance limitation for single persons, 
published in the Federal Register on 2/13/96). 

The rule does not prohibit a single person from residing in a larger unit (2 or more bedrooms) with the amount of subsidy 
for zero or one-bedroom family unit size. The limit is on the amount of subsidy paid not the size of the unit. 

 

XIII Missing Appointments for Applicant or Participant 
Missed Appointments without Notification. An applicant or participant who fails to keep an appointment without 
notifying the IHA and without rescheduling the appointment shall be sent a notice of termination of the  process or 
assistance for failure to supply such certification, release of information or documentation as the IHA determines to be 
necessary (or failure to allow the IHA to inspect the dwelling unit at reasonable times and after reasonable notice, if  
applicable) in the following situations: 

1. Complete application 
2. Bringing in verification information 
3. Program briefing 
4. Lease signature briefing 
5. HQS inspections 
6. Recertification 
7. Interim adjustments 
8. Other appointments or requirement to bring in documentation as listed in this plan 
9. Scheduled counseling sessions. 
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Process when Appointments are Missed. For most of the actions above, the family may be given two appointments. 
If the family does not appear or call to reschedule the appointment(s) required, the IHA may begin the termination process. 
The applicant or participant will be given the opportunity for an informal review or hearing pursuant to Section XVI. 

If the representative of the IHA makes a determination of the applicant or participant, the IHA will comply with the decision 
unless the IHA is not bound by a hearing decision concerning a matter for which the IHA is not required to provide an 
opportunity for a hearing pursuant to 24 CFR 982.554© and 982.555(b). 

Letters Mailed to Applicants by the IHA. If an applicant claims they did not receive a letter mailed by the IHA that 
requested the applicant to provide information or attend an interview, the IHA will determine if the letter was returned to 
the IHA. If the letter was not returned to the IHA, the applicant will be assumed to have received the letter. 

If the letter was returned to the IHA and the applicant can provide evidence that they were living at the address which the 
letter was sent, the applicant will be reinstated with the date and time of the application in effect at the time the letter was 
sent. Applicants must notify the lHA, in writing, if their address changes during the application process. 

 

XIV Misrepresentation by the Applicant or Participant 
If the applicant or participant is found to have made willful misrepresentations at any time which resulted in the applicant 
or participant being classified as eligible when in fact they were ineligible, applicant will be declared ineligible and the 
participant will be terminated because of the act of fraud by the applicant/participant. If such misrepresentation resulted 
in the participant paying a lower rent than was appropriate, the participant shall be required to pay the difference between 
the actual payments and the amount that should have been paid. In justifiable instances, the IHA may take such other 
actions as it deems appropriate, including referring the participant to the proper authorities for possible criminal 
prosecutions or filing collections. 

 

XV Grounds for Denial or Termination of Assistance 

Denied Admission. The IHA may deny an applicant admission to participate in the program or with respect to a current 
participant, may refuse to issue another Coupon for a move to another unit, approve a lease, or execute a new Contract 
if the applicant or participant (Ref: 24 CFR 982.552): 

1. Owes rent, other related amounts, or judgments to any housing authority or any other federally 
subsidized housing program, the applicant will be declared ineligible. At the IHA's discretion, the 
applicant may be declared eligible upon payment of the debt, with the date and time of application being 
the time of payment and satisfying other criteria. 

Note-applicants that owe a Housing Authority, or any other federally subsidized program funds, will not 
be processed for receiving assistance. The applicant may pay the funds owed prior to the application 
being processed. Re-paying funds that are due does not necessarily qualify an applicant for housing, 
assistance. Such payments will be considered along with other factors in the application process. Any 
money owed to a housing authority that has been discharged by bankruptcy shall not be considered in 
making this determination. 

2. As a previous participant in a federally assisted housing program, the applicant has not reimbursed the 
IHA or another housing authority for any amounts paid to an Owner under the housing assistance 
contract for rent or other amounts owed by the family under its lease, and for a vacated unit. 

3. Has violated any family obligation listed on the coupon. 
4. Engaged in drug-related criminal activity or violent criminal activity, including criminal activity by any 

family member (Ref: 24 CFR 982.553(a)(1)(2)). 
5. Breaches a repayment agreement to the IHA and/or Owner. 
6. Committed an act, which would constitute fraud in connection with, or has been evicted from any 

federally assisted housing program. 
7. Did not provide information required within the time frame specified during the application process (the 

applicable dates are contained in the letter from the IHA to the applicant). 
8. The IHA shall deny the admission of a family if the applicant, or any member of the applicant's family, 

does not sign and submit consent forms that are provided by the IHA for the purpose of verifying 
employment and income information. 

9. The applicant family must have properly completed all application requirements, including verifications. 
Misrepresentations of income, family composition, or any other information affecting eligibility, will result 
in the family being declared ineligible. In the event the misrepresentation is discovered after admission, 
the assistance will be terminated for such misrepresentation. 
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10. The applicant and all adults must sign a release allowing the IHA to request a copy of a police report 
from the National Crime Information Center, Police Department or other Law Enforcement Agencies. The 
applicant and all adults further agree to provide fingerprints as requested. If the IHA uses the information 
to deny or terminate assistance, the IHA must provide a copy of the information used upon proper 
request. 

11. If the applicant is a former Public Housing or Section 8 participant who vacated the unit in violation of 
program requirements, the applicant may be declared ineligible. 

12. If the IHA determines that a person is illegally using a controlled substance or abuses alcohol in a way 
that may interfere with the health, safety or right for peaceful enjoyment of the premises by other 
residents. The IHA may waive this requirement if: 

a. The person demonstrates to the IHA's satisfaction that the person is no longer engaging in 
drug-related criminal activity or abuse of alcohol. 

b. Has successfully completed a supervised drug or alcohol rehabilitation program. 
c. Has otherwise been rehabilitated successfully. 
d. Is participating in a supervised drug or alcohol rehabilitation program. 

Notification of Denial. If an applicant is denied admission, the IHA will notify the applicant, in writing, of its determination, 
and inform the applicant that they have an opportunity or an informal review on such determination. The denial letter will 
allow the applicant ten (10) calendar days to request, in writing, an informal review. 

Time Frames for Denial. As a general rule, applicants may be denied admission for the following time frames, which 
shall begin on the date of application, unless otherwise provided for herein below: 

1. Denied admission for one year for violation of certificate/voucher and illegal use or possession for personal use 
of a controlled substance or alcohol. 

2. Denied admission for three years for the following persons evicted from public housing, Indian Housing, Section 
8, or Section 23 programs because of drug-related criminal activity are ineligible for admission to public housing 
for a three-year period beginning on the date of such eviction. The IHA can waive this requirement if the family 
demonstrates to the IHA's satisfaction, successful completion of a rehabilitation program approved by the IHA or 
the circumstances leading to the eviction no longer exist. 

3. Denied admission for five (5) years for the following: 
a. Fraud (giving false information on the application is considered fraud). 
b. An arrest or conviction record that indicates that the applicant may be a threat and/or negative influence 

on other residents. The five years shall begin on the date of the last reported act, completion of sentence, 
and/or probation period. 

4. Denied admission for ten (10) years for a conviction of Drug Trafficking. 
5. Denied admission for life to any household that includes any individual who is subject to a lifetime registration 

requirement under a state sex offender registration program. 
6. Denied admission for life to any applicant who has been convicted of manufacturing or producing 

methamphetamine (commonly known as "speed") on the premises of the assisted housing, A premise is defined 
as the building or complex in which the dwelling unit is located, including co=on  areas  and grounds. 

Note- for the purposes of this plan, if a member of the current family has committed acts of fraud, or has an arrest 
record, including a drug-related arrest, that reflects that the family member may be a danger to the health, safety or 
welfare of the community, then that person will not be allowed to be a participant in the program. The IHA shall prohibit 
assistance to any household that includes any individual who is subject to a lifetime registration requirement under a 
state sex offender registration program. 

 

XVI Applicant Denied Assistance and Provided Opportunity for Informal Review or Participant Assistance is 
Terminated and Provided Opportunity for Informal Hearing 

Applicant Informal Review. The IHA must give an applicant prompt notice of a decision denying assistance to the 
applicant. The notice must contain a brief statement of the reason(s) for the IHA’s decision. The notice must also state 
that the applicant may request an informal review of the decision and must describe how to obtain the informal review. 
The request must be in writing and presented to the IHA within ten days of the notice of denial. 

Informal Review Process. The IHA must give an applicant an opportunity for an informal review of the IHA decision 
denying assistance to the applicant. The review may be conducted by any person or persons designated by the IHA, 
other than a person who made or approved the decision under review, or a subordinate of this person. The applicant 
must be given an opportunity to present written or oral objections to the IHA decision. The IHA must notify the applicant 
of the final decision after the informal review. This notice must include a brief statement of the reasons for the formal 
decision. 
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Informal Review Not Required. An informal review is not required to be given by the IHA in the following circumstances: 

1. Discretionary administrative determinations by the IHA. 
2. General policy issues or class grievances. 
3. A determination of the family unit size under the IHA's subsidy standard. 
4. The lHA determination not to approve the suspension or extension of a coupon. 
5. A determination not to grant approval to lease a unit under the program, or to approve a proposed lease. 
6. Determination that a unit selected by the applicant is not in compliance with HQS. 
7. A determination that the unit is not in accordance with HQS because of the family size and composition. 

Participant Informal Hearing. The lHA must give an opportunity to the participant for an informal hearing to consider 
whether the IHA decisions relating to the individual circumstances of a participant family are in accordance with the law, 
HUD regulations and the lHA policy under the following circumstances: 

1. A determination of the family's annual or adjusted income, and the use of such income to compute the housing 
assistance payment. 

2. A determination of the appropriate utility allowance for tenant-paid utilities from the lHA utility allowance 
schedule. 

3. A determination of the family unit size under the lHA subsidy standards. 
4. A determination that the participant family is residing in a unit with a larger number of bedrooms than appropriate 

for the family unit size under the lHA subsidy standards, or lHA determination to deny the family's request for an 
exception from the standards. 

5. A determination to terminate assistance for a participant family because of the family's action or failure to act. 
6. A determination to terminate assistance because the participant family has been absent from the assisted unit 

for more than fourteen days in the calendar year. 

Note-in the cases described above, the IHA must give the participant opportunity for an informal hearing before the 
IHA terminates housing assistance payments for the family under an outstanding HAP Contract. 

The lHA is not required to give an informal hearing for any of the following: 

1. Discretionary administrative determinations by the IHA. 
2. General policy issues or class grievances. 
3. Establishment of the IHA's schedule of utility allowances for families in the program. 
4. The IHA's determination not to approve a unit or lease. 
5. The IHA's determination that an assisted unit is not in compliance with HQS. However, the IHA must provide the 

opportunity for an informal hearing for a decision to terminate assistance for a breach of the HQS caused by the 
family as described in the Coupon, or in other HUD rules and regulations or lHA policies. 

6. The IHA's determination that a unit is not in accordance with HQS because of the family size. 
7. The IHA's determination to exercise or not to exercise any right remedy against the Owner under the HAP 

Contract. 

Notice to the Family. The lHA must notify the family that the family may ask for an explanation on the basis of the IHA's 
determination, and if the family does not agree with the determination, the family may request an informal hearing on the 
decision. The IHA must give the family prompt written notice that the family may request a hearing. Tins notice must 
contain a brief statement of the ·reasons for the decision, and state that if the family does not agree with the-decision, 
the family may request an informal hearing on the decision. The family has ten days from the date of the notice to request, 
in writing, an informal hearing. The hearing will be scheduled by the lHA within ten (10) days from the date of the request. 

Hearing Procedures. The IHA must give the participant an opportunity for an informal hearing of the IHA's decision 
terminating assistance to the participant. The hearing may be conducted by any person or persons designated by the 
lHA, other than the person who made or approved the decision under review or a subordinate of that person. The person 
who conducts the hearing may regulate the conduct of the hearing in accordance with the IHA hearing procedures. The 
IHA and the participant shall each have the right to review any and all relevant documents which may be used in the 
hearing. If these documents are not made available for review, they may not be used in the hearing. Any fees for copying 
or procuring the documents shall be at the expense of the requesting party. A lawyer or other representative at the 
hearing may represent the participant. Cost of representation shall be the responsibility of the participant. The participant 
must be given the opportunity to present written or oral objections to the IHA decision. The IHA and the family must be 
given the opportunity to present evidence and may question any witnesses. Evidence may be considered without regard 
to admissibility under the rules of evidence applicable to judicial processing. The IHA must notify the applicant of the 
final decision after the informal review. This notice must include a brief statement of the reasons for the final decision. 
Factual determination relating to the individual circumstances of the family shall be based upon a preponderance of the 
evidence presented at the hearing. A copy of the hearing decision shall be furnished promptly to the family. 
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XVII Termination of Tenancy by Owner 
Reasons for Termination. The Owner shall not terminate the tenancy of the family except for: 

1. Serious or repeated violations of the terms and conditions of the lease. 
2. Criminal activity by the tenant, any member of the household, a guest or another person under the tenant's 

control, shall be cause for termination of tenancy. Criminal activity is defined as criminal activity that threatens 
the health, safety or right to peaceful enjoyment of the premises by other residents, or by persons residing in the 
immediate vicinity of the premises. 

3. Violation of Federal, state, or local law that imposes obligations on the tenant in connection with the occupancy 
or use of the premises. 

4. Other good cause, which may include, but not limited to: failure by the family to accept the offer of a new lease 
or revision, a family history of disturbance of neighbors or destruction of property, or of living or housekeeping 
habits resulting in damage to the unit or premises; the owner's desire to use the unit for personal or family use, 
or for a purpose other than a residential rental unit, or a business or economic reason for termination of the 
tenancy (such as sale of the property, renovation of the unit, desire to lease the unit at a higher rent). If the owner 
terminates the tenancy for a business or economic reason, the owner must provide the tenant with a 90-day 
notice. 

Eviction by Court Action. The Owner may evict the family from the contract unit only by instituting a court action. The 
Owner must notify the IHA in writing, of the commencement of procedures for termination of tenancy at the same time 
that the Owner gives notice to the family under State Law. 

Termination During First Year. During the first year of the lease term the owner may not terminate the tenancy for 
"other good cause", unless the owner is terminating the tenancy because of something the family did or failed to do. For 
example, during this period, the owner may not terminate the tenancy for "other good cause" based on- any of the 
following grounds: failure by the family to accept the offer of a new lease or revision, the owner's desire to use the unit 
for personal or family use, or for a purpose other than as a residential rental unit, or a business or economic reason for 
termination of tenancy. 

 

XVIll  Termination of Housing Assistance Payment (HAP) Contract 
When the Unit is Too Big or Too Small. If the IHA determines that a unit does not meet the HQS space standards 
because of an increase in family size or a change in family composition, the IHA must issue the family a new coupon, 
and the family and IHA must try to find an acceptable unit as soon as possible. If the family is residing in a dwelling unit 
with a larger number of bedrooms than appropriate for the family unit size under the IHA subsidy standard, and the 
gross rent for the unit (sum of the contract rent plus any utility allowance for the unit size leased) exceeds the FMR, the 
IHA must notify the family that exceptions to the subsidy standard may be granted and the circumstances in which the 
IHA may grant an exception. If an acceptable unit is available for rental by the family within the FMR/Exception rent 
limit, the IHA roust terminate the HAP contract in accordance with its terms. 

Breach of Contract. Termination of HAP contract for owner breach of contract. Breaches of the contract are outlined in 
the contract. 

Automatic Termination of HAP Contract. The HAP Contract terminates automatically 180 calendar days after the last 
housing assistance payment to the owner. 

 

XIX IHA Disapproval of Owner 
Owner Debarred. The IHA must not approve a unit if the IHA has been informed (by HUD or otherwise) that the Owner 
is debarred, suspended, or subject to a limited denial of participation. Also, when directed by HUD, the IHA must not 
approve a unit if: 

1. The federal government has instituted an administrative or judicial action against the Owner for violation of the 
Fair Housing Act, or other federal equal opportunity requirements and the action is pending. 

2. A court or administrative agency has determined that the Owner violated the Fair Housing Act, or other federal 
equal opportunity requirements. 

IHA Administrative Discretion. The IHA will deny approval to lease a unit from an Owner for any of the following: 

1. Owner has violated obligations under a HAP contract. 
2. Owner has committed fraud, bribery, or any other corrupt or criminal act in connection with any federal housing 

program. 
3. Owner has engaged in drug trafficking. 
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4. Owner has a history or practice of non-compliance with the HQS requirements, state or local housing codes. 
5. Owner has not paid state or local real estate taxes, fines or assessments. 

XX Owner Responsibility for Screening Tenants 
Suitability for Tenancy. The IHA must inform the Owner that the IHA has not screened the family's behavior or 
suitability for tenancy, and that such screening is the Owner's responsibility. 

Family's Background. An owner may consider a family's background with respect to such factors as: 

1. Payment of rent and utility bills. 
2. Caring for a unit and premises. 
3. Respecting the rights of others to the peaceful enjoyment of their housing. 
4. Drug-related criminal activity or other criminal activity that is a threat to the life, safety, or property of others, 

and compliance with other essential conditions for tenancy. 

Information Provided Owner Concerning Tenancy. The IHA must give the Owner the family's current address (as 
shown in the IHA records), and the name and address of the landlord at the family's current and prior addresses, if known 
to the IHA. The IHA will provide information to an Owner for all participants when the IHA possesses the following: 

1. Tenancy history of family members 
2. Drug-trafficking by family member 

 

XXI Inspection of Private Owner's Property 
When the IHA receives a Request for Unit Approval, the IHA shall inspect the unit for compliance in accordance with 
Housing Quality Standards (HQS). The IHA inspector will inspect the unit for compliance with HQS and send the Owner 
the results of the inspection. If there are defects or deficiencies which must be corrected in order for the unit to comply 
with HQS, the Owner shall be advised by the IHA of the work required to be done before a HAP Contract can be 
executed. The unit will be re-inspected to ascertain that the necessary work has been performed, and the unit meets 
HQS for occupancy. 

The IHA will maintain a copy of every inspection and re-inspection report for three years, with one exception. If the unit 
inspected requires testing for Lead Based Paint, and/or the unit requires treatment of chewable surfaces based on the 
testing. IHA shall keep the test results indefinitely, and, if applicable, the Owner certification of the treatment. The 
inspection reports will specify the defects or deficiencies that must be corrected in order for the unit to meet HQS. The 
inspection report will also reflect any other defect or deficiencies that do not cause the unit to fail in the event of a 
subsequent claim by the Owner that they were caused during the period of occupancy by the family. 

 

XXII Inspection Standards 
Before a unit can be approved for Occupancy under the program, the unit must meet the performance requirements set 
forth in 24 CFR 982.401, Housing Quality Standards (HQS). 

HQS Inspection Areas. The following areas are included in HQS inspections: 

● Sanitary Facilities 
● Food Preparation and Refuse Disposal 
● Space and Security 
● Thermal Environment 
● Illumination and Electricity 
● Structure and Material 
● Interior Air Quality 
● Water Supply 
● Lead-Based Paint 
● Access 
● Site and Neighborhood 
● Sanitary Condition 
● Smoke Detector 

Note - IHA's inspection only certifies that the unit meets federal regulations and the IHA is not responsible items not 
included in the HQS inspection. IHA will use the HUD approved inspection forms to perform HQS inspections. 
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Types of HQS Inspections 

1. Initial inspection - performed by the IHA staff after receiving the Request for Unit Approval from the applicant. 
2. Annual inspections -performed by the IHA staff and required by HUD, completed for participants continuing to 

receive assistance and remaining in the same unit. 
3. Re-inspection - performed by the IHA staff, completed for the purpose of verifying that deficiencies noted in the 

previous inspection have been corrected and meet HQS. 
4. Special inspections - these types of inspections may be necessary when a federal or state official visits the IHA 

to perform a compliance review of the IHA and/or the Owner may request a special inspection be performed to 
document the condition of the unit. 

 

XXIII Lead Based Paint Procedures 
Visual lead-based paint inspection of units built prior to 1978 must take place during the HQS inspection. Units exempt 
from this requirement include pre-1978 units where children under age 6 and pregnant women do not/will not reside. Also 
exempt are 0 bedroom units, SROs, and units exclusively for the elderly and disabled where children age 6 and under 
will not/do not occupy the unit. 

Treatment Methods and Requirements. Treatment of defective paint surfaces and chewable surfaces must consist of 
covering or removal of the paint. A defective paint surface shall be treated if the total area of defective paint on a 
component is: 

1. More than 20 square feet on an exterior wall. 
2. More than 2 square feet on an interior or exterior component with a large surface area excluding exterior walls 

and including but not limited to ceilings, floors, doors, and interior walls. 
3. More than 10 percent of the total surface area on an interior or exterior component with a small surface area, 

including, but not limited to, windowsills, baseboards, and trim. 

 

Lead Based Paint Stabilization/Abatement. Lead based paint stabilization/abatement procedures must take place at 
the expense of the owner within 30 days of notification to the owner. Owners must pay for stabilization and/or abatement 
procedures prior to move in and following move in if lead-based paint is identified during annual or periodic inspections. 
If the owner declines to provide stabilization or abatement, another unit must be selected by the family.  The owner of 
the unit must meet the requirements of lead-based pant hazard reduction as defined in 24 CFR Part 3 5 Subpart M 
Sec35 .1225 (c), (d) and (e). If the owner does not complete hazard reduction, the dwelling unit is in violation of Housing 
Quality Standards. 

If lead based paint is identified following move in and/or during an annual or periodic re-inspection, depending on the 
scope of the work to stabilize the paint, and if necessary, the owner is responsible for relocating the tenant to a 
comparable dwelling free of lead-based paint while the work is taking place. 

Quarterly Report. At least quarterly, the IHA shall provide an updated report of pre-1978 addresses with children under 
age six and/or pregnant women to the local health department. At the same time, the IHA shall attempt to get the names 
and addresses of children under age six with an elevated blood level from the health department. 

XXIV Determination of Participant Rent and Reexamination of Income and Family Circumstances 

Rent, as initially determined or at annual reexamination, will remain in effect for a period between regular reexamination 
of family income and composition, unless the following changes in family circumstances occur. Families will be required 
to report and provide certification of any changes in their income status within ten (10) calendar days of the occurrence 
of employment and/or any other type of income received. Families with zero income must recertify monthly. 

1. Loss or addition of any family member through birth, death, divorce, removal, or other continuing circumstances, 
and the amount, if any, of family member's income. 

2. Employment, unemployment, or changes in employment of a permanent nature of the family head, spouse, or 
other wage earners that is 18 years of age or older. 

3. To correct errors made when determining eligibility, or at the re-examination. 

If an error results in a retroactive rent payment due to the participant not providing correct information concerning annual 
income, the TBRA participant may request the IHA representative to approve a repayment schedule. The TBRA 
participant must make the request, in writing, to the IHA representative. The amount of the repayment will be the highest 
of $10.00 per month or 10 percent of the family adjusted income. The IHA representative will provide the TBRA participant 
with a written response to their request and if approved, the written notification will include the amount of the monthly 
repayment, plus the due date of the first payment. 
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The final estimate of family income will be made by the IHA on the basis of verified information regarding income. There 
is no minimum income requirement, but the staff should use good interviewing skills to determine whether there is income 
that is not being reported. 

Families may not be required to apply for public assistance, but it may be suggested to them. If the family reports zero 
income, the IHA will have the family sign a verification form to verify that no income is being received. 

Annual Recertification. Once each year, or as required by the lHA, the IHA must reexamine the income and family 
composition of all families participating in the TBRA Program in accordance with 24 CFR 5.617. Verifications acceptable 
to the IHA shall be obtained and determination made. In the event of failure or refusal of the family to report the necessary 
information, the IHA may terminate the assistance. The IHA will notify the family of upcoming annual recertifications 120 
days prior to the end of their first-year contract. 

Records shall be maintained by the IHA to ensure that every participant's income and family composition has been   
reexamined within a twelve-month period. 

Upon completion of re-examination and verification, the participant shall be notified, in writing, no later than 30 days prior 
to the effective date of the following: 

1. Any change in rent and the date on which it becomes effective. 
2. Any changes required because of a change in the composition of the family. 

Interim Redetermination of Rent. Rent, as established at admission or annual reexamination, will remain in effect for 
the period between regular rent determinations, unless changes in family circumstances occur. The participant is 
required and agrees to report, in writing, the following specified changes in family income and composition within ten (10) 
calendar days of occurrence: 

1. Loss or addition to family composition of any kind through birth, death, marriage, divorce, removal, or other 
continuing circumstance, and the amount, if any, of such family member's income. Any such additions, other 
than birth, must be approved by the IHA in advance, and must qualify the same as an applicant or any 
prospective new participant. 

2. Employment, unemployment, or changes in income for employment of a permanent nature of the family head, 
spouse, or other wage earner 18 years of age or older. Increases in income will not be considered unless the 
increase is $100 or more a month. 

3. The stating of or stopping of, or an increase or decrease of any benefits or payments received by any member of 
the family or household from pension, TANF, Black Lung, Railroad Retirement, private pension fund, disability 
compensation, Veteran’s Administration, child support, alimony, regular contributions or gifts. Lump sum 
payments or retroactive payments of benefits from any of the above sources, which constitute the sum of monthly 
payments for a receding period paid in a lump sum, must be reported and rent adjusted retroactively on such 
income to date of eligibility for any family member residing in the household for that period of time. 

4. Cost of living increases in social security or public assistance grants need not be reported until next reexamination 
or redetermination of rent. 

5. Errors of omission made at admission or reexamination shall be corrected by the IHA. Retroactive payment will 
be made to the participant if the error is in his or her favor. 

6. A participant who has had a rent reduction/increase after initial occupancy, or after annual re-examination, must 
report all changes in income within ten (10) calendar days, regardless of the amount or source. 

Notice of Temporary Rent. On occasions, the IHA is required to compute rent based on information that is supplied by 
the participant and third-party information that has not or will not be provided by the employer. When this situation occurs, 
the IHA will compute a temporary rent based on the information available. Once the information is verified, the participant 
will be notified in writing. If an underpayment was made based on the information provided, the participant will have 
fourteen (14) days from the date of the IHA notification to pay the amount specified. If the participant has made an 
overpayment, that amount will be credited to his/her account with the landlord. The head of household and spouse and 
an IHA representative signs the Notice of Temporary Rent and is filed appropriately with a copy provided to the participant. 

Effective Dates of Interim Redetermination of Rent. Any decrease in rent resulting from any decrease in family income 
will be made effective the first of the month following the date the decrease in family income was reported and verified in 
writing. The participant agrees to pay any increase in rent resulting from an increase in family income the first of the 
second month following the date in which such increase in family income occurred, and to pay any back rent due because 
of failure to report such increase in family income. 

Any interim change in rent will require re-verification of all family income that has not been verified within ninety (90) 
calendar days of the previous rent determination. Participant agrees to pay any increase in rent resulting from the 
implementation of changes in rent computation or increases due to changes in regulations, policies or procedures 
requiring implementation by HUD. Temporary employment/unemployment or increases and decreases in wages, "for any 
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reason," of less than 30 days, will not constitute a rent adjustment. 

If it is found that a participant has misrepresented, or failed to report facts upon which rent is based so that the participant 
paying less than they should be paying, the increase in rent shall be made retroactive to the date the increase would have 
taken affect. The participant will be required to pay the difference between the rent paid and the amount that should have 
been paid. In addition, the participant may be subject to civil and criminal penalties. Misrepresentation is a serious program 
violation, which may result in termination. 

Special Reexamination. Special reexaminations are pre-scheduled extensions of admission or continued occupancy 
determinations, and will be considered for the following reasons: 

1. If it is impossible to determine annual family income accurately due to instability of family income and/or family 
composition, a temporary determination of income and rent is to be made and a special reexamination shall be 
scheduled for thirty (30), sixty (60), or ninety (90) days, depending on circumstances. The participant shall be 
notified in writing of the date of the special re-examination. 

2. If the family income can be anticipated at the scheduled time, the reexamination shall be completed and 
appropriate actions taken. If a reasonable anticipation of income cannot be made, another special reexamination 
shall be prescribed, and the same procedure followed as stipulated in the preceding paragraph until a reasonable 
estimate can be made. 

3. Rents determined at special reexaminations shall be made effective as noted above. 

Minimum Rent Hardship Exemptions. The IHA shall immediately grant an exemption from application of the minimum 
monthly rent to any family making a proper request in writing that is unable to pay because of financial hardship, which 
shall include: 

1. The family has lost eligibility for, or is awaiting an eligibility determination from a federal, state, or local assistance 
program, including a family that includes a member who is an alien lawfully admitted for permanent residence 
under the immigration and naturalization act who would be entitled to public benefits but for Title IV of the 
Personal Responsibility and Work Opportunity Reconciliation Act of 1996. 

2. The family would be evicted as a result of the implementation of the minimum rent (this exemption is only 
applicable for the initial implementation of the minimum rent or increase to the existing minimum rent). 

3. The income of the family has decreased because of changed circumstances, including loss of employment. 
4. A death in the family has occurred which affects the family circumstances. 
5. Other circumstances which may be decided by the IHA on a case by case basis. 

All of the above must be given by the resident providing verifiable information in writing to the IHA prior to the rent 
becoming delinquent, and before the lease is terminated by the IHA. 

If a resident requests a hardship exemption (prior to the rent being delinquent) under this section, and the IHA reasonably 
determines the hardship to be of a temporary nature, exemption shall not be granted during a ninety day period beginning 
upon the making of the request for the exemption. A resident may not be evicted during the ninety-day period for non-
payment of rent. In such a case, if the resident thereafter demonstrates that the financial hardship is of long-term basis, 
the IHA shall retroactively exempt the resident from the applicability of the minimum rent requirement for such ninety day 
period. This paragraph does not prohibit the IHA from taking eviction action for other violations of the lease. 

Reduction of Welfare Benefits. If the program participant requests an income re-examination, and the rent reduction 
is predicted on a reduction in participant income from welfare, the request will be denied, but only after obtaining written 
verification from the welfare agency that the families have been reduced because of: 

1. Non-compliance with economic self-sufficiency program. 
2. Work activities requirements. 
3. Fraud. 

Exception to Rent Reductions. Families whose welfare assistance is reduced specifically because of fraud, or failure 
to participate in an economic self-sufficiency program, or comply with a work activities requirement, will not affect their 
tenant-based assistance. 

 

XXV Absence from the Assisted Unit 
Absence means that no member of the family is residing in the unit. Families participating in the program may be absent 
for a period of fourteen calendar days without notifying the IHA. If the family anticipates being absent from the unit for more 
than fourteen consecutive calendar days, the head of household must notify the IHA prior to leaving the assisted unit. The 
written notice should be submitted to the office the month preceding the month in which the family will be absent from the 
unit. The notice should also be given to the landlord. Participants should notify the IHA when they are going on vacations, 
hospitalization, or other cause that will keep them from the unit for more than 14 consecutive calendar days. If the family 
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anticipates being absent from the unit for more than 180 days, the IHA will terminate the HAP Contract. 

If an emergency situation exists, such as hospitalization, the head of household and/or a representative, must notify the 
IHA by telephone as soon as possible and request a determination via the telephone. Verbal request for determination 
may only be made in emergency situations. The IHA will respond verbally and follow-up in writing within 10 days of the 
verbal request. 

 
XXVI Continued Assistance After Family Break-Up 

The IHA shall determine which family members will continue to receive assistance after a family break-up. The head of 
household, spouse, or any adult member of the household must notify the IHA that there has been a family break-up and 
continued assistance is being requested. The assisted family member making the request must submit the request in 
writing to the IHA and request a determination. The request must be made within 10 calendar days of the break-up. 

The IHA will consider the following factors in making this determination: 

1. Assisted Unit - whether the assistance should remain with family member remaining in the original assisted unit 
2. Interest of Family Members - the interest of minor children or of ill, elderly, or disabled family members. 
3. Physical violence - whether family members are forced to leave the unit as a result of actual or threatened 

physical violence against family members by a spouse or other member of household. 

The IHA will issue a determination within 10 calendar days of receipt of the request for a determination. The person 
requesting the determination may request an Informal Hearing in accordance with the IHA established procedures if they 
disagree with the determination of the IHA. 

If a court determines the disposition of property between members of the assisted family in a divorce or separation under 
a settlement or judicial decree, the IHA is bound by the court's determination of which family member continue to receive 
assistance in the program. 

 

XXVIl Adjustment to Utility Allowances, Contract Rents, and Monthly Housing Assistance Payments 
Utility Allowances. At least annually, the IHA shall determine whether there has been a substantial change in utility rates 
or other charges of general applicability, and whether an adjustment is required to the Utility Allowance and Other Services 
by reason of such changes, or because of errors in the original determination. If the IHA determines that an adjustment 
should be done, the IHA shall establish a schedule of adjustments taking into account size and type of dwelling units and 
other pertinent factors and shall furnish HUD with a copy of the adjusted schedule. (Reference 24 CFR 882.214) 

Maintaining Utility Allowance Schedule. The IHA must maintain a utility allowance schedule for all tenant-paid utilities 
(except telephone), for cost of tenant-supplied refrigerators and ranges, and for other tenant-paid housing services (e.g., 
trash collection). The IHA must give HUD a copy of the utility allowance schedule. At HUD's request, the IHA also must 
provide any information or procedures used in preparation of the schedule. Utility allowances schedule must be 
determined based on the typical cost of utilities and services paid by energy-conservative households that occupy housing 
of similar size and type in the same locality. In developing the schedule, the IHA must use normal patterns of consumption 
for the community as a whole and current utility rates. 

What the IHA Utility Allowance Must Determine. The IHA's utility allowance schedule and the utility allowance for an 
individual family must include the utilities and services that are necessary in the locality to provide housing that complies 
with the housing quality standards. However, the IHA may not provide allowance for non-essential utility costs, such as 
consists of cable or satellite television.  In the utility allowance schedule, the IHA must classify utilities and other housing 
services according to the following general categories: 

1. Space Heating 
2. Air Conditioning 
3. Cooking 
4. Water Heating 
5. Water, Sewer and Trash Collection 
6. Other Electric 
7. Refrigerator (tenant-supplied) 
8. Range (tenant-supplied) 
9. Other Specific Housing Services. 

The IHA must provide utility allowance for tenant-paid air-conditioning costs if the majority of housing units in the market 
provide centrally air-conditioned units or there is appropriate wiring for tenant-installed air conditioners. 
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The cost of each utility and housing service category must be stated separately. For each of these categories, the utility 
allowance schedule must take into consideration unit size (by number of bedrooms), and unit type (apartment, row house, 
townhouse, single-family detached, and manufactured housing) that are typical in the community. 

Use of Utility Allowance Schedule. The IHA must use the appropriate utility allowance for the size of dwelling unit 
actually leased by the family (rather than the family unit size as determined under the IHA subsidy standards). At 
reexamination, the IHA must correct the utility allowance schedule. On request from a family which includes a person 
with disabilities, the IHA must approve a utility allowance which is higher than the applicable amount on the utility 
allowance schedule if a higher utility allowance is needed as a reasonable accommodation in accordance with 24 CFR 
Part 8. 

Contract Rents. Contract rent may be adjusted by the IHA on an annual basis and for special adjustments as provided 
below: 

1. Annual Adjustments - upon request from the Owner to the IHA, an annual adjustment may be made if the contract 
unit is decent, safe, and sanitary, and the Owner is otherwise in compliance with the terms of the Lease and the 
HAP Contract. Annual adjustments as of any anniversary date shall be determined by using the Section 8 Annual 
Adjustment Factor most recently published by HUD in the Federal Register. The contract rent may be adjusted 
upward or downward. However, in no case shall the adjusted rent be less than the contract rent on the effective 
date of the contract. 

2. Special Adjustment - subject to HUD approval, to reflect increases in the actual and necessary expenses of 
owning and maintaining the unit which have resulted from substantial general increases in real property taxes, 
utility rates, or similar costs (i.e. assessments and utilities not covered by regulated rates), but only if and to the 
extent that the Owner clearly demonstrates that such general increases have cause increases in the Owner's 
operating costs which are not adequately compensated for by the annual adjustments provided for the Number 
1 above of this section. The Owner shall submit financial information to the IHA which clearly supports the 
increase. 

Overall limitations of Adjustments of 1 and 2 above - notwithstanding any other provisions of this part, adjustments as 
provided for in this section shall not result in material differences between the rents charged for assisted and comparable 
unassisted units. 

Housing Assistance Payments. Monthly payments will be made to an Owner on behalf of a family participating in the 
program. Payments will be issued in accordance with the Housing Assistance Payments (HAP) Contract. The 
payments will be issued on a monthly basis and mailed directly to the participating Owner (due on the fifth day of each 
month for the current month). A copy of the payment will be kept and serve as a record of payment. 

 

XXVIII Fair Market Rent (FMR), Payment Standard and Rent Reasonableness Limitation 
Negotiating Rent to Owner and Rent Reasonableness.  The Owner and the family negotiate the Rent to Owner but at 
the family's request, the IHA must help the family negotiate the Rent to Owner. The IHA may not approve a lease until the 
IHA determines that the initial Rent to Owner is a reasonable rent. The IHA must redetermine the reasonable rent before 
any increase in the Rent to Owner and if there is a five percent decrease in the published FMR in effect 60 days before 
the contract anniversary (for the unit size rented by the family) as compared with the FMR in effect one year before the 
contract anniversary. The IHA may determine the reasonable rent at any other time. 

At all times during the assisted tenancy, the Rent to Owner may not exceed the reasonable rent as most recently 
determined or redetermined by the IHA. The IHA must determine whether the Rent to Owner is a reasonable rent in 
comparison to rent for other comparable unassisted units. By accepting each monthly housing assistance payment from 
the IHA, the Owner certifies that the Rent to Owner is not more than rent charged by the Owner for comparable unassisted 
units in the premises. Owner must give the IHA information requested by the IHA on rents charged by the Owner for 
other units in the premises or elsewhere. 

Distribution of Housing Assistance Payments. The IHA pays the Owner the lesser of the housing assistance payment 
or the Rent to Owner. If the housing assistance payment exceeds the Rent to Owner, the IHA may pay the balance of 
the housing assistance payment either to the family or directly to the utility supplier to pay the utility bill on behalf of the 
family. 

Family Share. The family share is calculated by subtracting the amount of the housing assistance payment from the 
gross rent. The IHA may not use housing assistance payments or other program funds (including any administrative fee 
reserve) to pay any part of the family share. Payment of the family share is the responsibility of the family. 

Family Income and Composition (regular and interim examinations). The IHA's responsibilities for re-examining 
family income and composition are specified in 24 CFR Part 5, subpart 7. The IHA must obtain and document in the 
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participant file, third party verification for the following factors, or must document in the participant file why third-party 
verification was not available: 

1. Reported family annual income 
2. Value of assets 
3. Expenses related to deductions from annual income 
4. Other factors that affect the determination of adjusted income 

 

When the IHA Conducts Interim Re-examinations. At any time, the IHA may conduct an interim reexamination of family 
income and composition. At any time, the family may request an interim determination of family income or composition 
because of any changes since the last determination. The IHA must make the interim determination within a reasonable 
time after the family request. Interim examinations must be conducted in accordance with policies in the lHA administrative 
plan. 

 

XXIX Rent Provisions 
Rent Negotiation. The Rent to Owner is a matter of negotiation between the Owner and the family. The rent must be 
within the guidelines of "rent reasonableness" and the rental amount must be certified by the lHA as falling within the 
guidelines of "rent reasonableness". If requested by the family, the IHA must assist the family in negotiating a reasonable 
rent with the owner (reference 24 CFR 982.309). 

Rent Increase. The Rent to Owner may not be increased during the first year of the lease. The lease may provide that 
the Owner may increase the rent at any time after the first anniversary of the lease, but the Owner must give the tenant 
and the IHA a ninety-day written notice of any increase before it takes effect (24 CFR 982.309). 

IHA Disapproval of Lease. The IHA may disapprove a lease for a rent that is not reasonable, based on rents charged 
for comparable rental units. The IHA may exercise authority in communities where the market is not functioning normally, 
or where some families are not able to negotiate reasonable rent on their own. For example, where there is a 
concentration of ownership by a small number of landlords, or where rents charged to voucher holders are greater than 
rents charged to certificate holders living in comparable units. The IHA must document each case in which it disapproves 
a lease because the rent is not reasonable (24 CFR 982.309). 

 

XXX Security Deposit 
The Owner establishes the amount of the security deposit to be charged. The security deposit may not exceed two months 
contract rent for the unit. When the tenant moves out of the dwelling unit, the Owner, subject to state and local laws, may 
use the security deposit, including any interest on the deposit and in accordance with the lease, as reimbursement for any 
unpaid rent payable by the tenant, damages to the unit, or for other amounts the tenant owes under the lease. The Owner 
must give the tenant a written list of all charges against the security deposit, and the amount of each item. After deducting 
the amount, if any, used to reimburse the owner, the owner must refund promptly the full amount of the unused balance to 
the tenant. If the security deposit is not sufficient to cover amounts the tenant owes under the lease, the owner may seek to 
collect the balance from the tenant. The IHA is not responsible for any damages to the unit. 

 

XXXI Violence Against Women Act (VAWA) Policy 
Prohibition against denial of assistance to victims of domestic violence, dating violence, and 
stalking. The Violence against Women Act of 2005 (VAWA) and the HUD regulation at 24 CFR 5.2005(b) 
prohibit IHA from denying admission to an otherwise qualified applicant on the basis that the applicant is or 
has been a victim of domestic violence, dating violence, or stalking. 

Definitions of key terms used in VAWA are provided below, where general VAWA requirements and policies pertaining 
to notification, documentation and confidentiality are also located. 

 
Purpose and Applicability 
Notwithstanding its title, this policy is gender-neutral, and its protections are available to males who are victims of domestic 
violence, dating violence, or stalking as well as female victims of such violence.  

The purpose of this policy (herein called “Policy”) is to implement the applicable provisions of the Violence Against Women 
and Department of Justice Reauthorization Act of 2005 and more generally to set forth IHA’s policies and procedures 
regarding domestic violence, dating violence, and stalking, as hereinafter defined. This Policy shall be applicable to the 
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administration of TBRA by the IHA. 
 
Definitions  
As used in this Policy: 

A. Domestic Violence – The term ‘domestic violence’ includes felony or misdemeanor crimes of violence committed 
by a current or former spouse of the victim, by a person with whom the victim shares a child in common, by a 
person who is cohabiting with or has cohabited with the victim as a spouse, by a person similarly situated to a 
spouse of the victim under the domestic or family violence laws of the jurisdiction receiving grant monies, or by 
any other person against an adult or youth victim who is protected from that person’s acts under the domestic or 
family violence laws of the jurisdiction.” 

  
B. Dating Violence – means violence committed by a person— 

a. who is or has been in a social relationship of a romantic or intimate nature with the victim; and 
b. where the existence of such a relationship shall be determined based on a consideration of the following 

factors: 
i. The length of the relationship. 
ii. The type of relationship. 
iii. The frequency of interaction between the persons involved in the relationship. 

C. Stalking – means – 
a. (i) to follow, pursue, or repeatedly commit acts with the intent to kill, injure, harass, or intimidate another 

person; and (ii) to place under surveillance with the intent to kill, injure, harass or intimidate another person; 
and 

b. in the course of, or as a result of, such following, pursuit, surveillance or repeatedly committed acts, to 
place a person in reasonable fear of the death of, or serious bodily injury to, or to cause substantial 
emotional harm to – 

i. that person; 
ii. a member of the immediate family of that person; or 
iii. the spouse or intimate partner of that person; 

D.  Immediate Family Member - means, with respect to a person – 
a. a spouse, parent, brother, sister, or child of that person, or an individual to whom that person stands in 

loco parentis; 
b. or any other person living in the household of that person and related to that person by blood or marriage. 

E. Perpetrator – means person who commits an act of domestic violence, dating violence or stalking against a 
victim. 

 
Notification  
IHA Policy: 

A. IHA acknowledges that a victim of domestic violence, dating violence, or stalking may have an unfavorable history 
(e.g., a poor credit history, a record of previous damage to an apartment, a prior arrest record) that would warrant 
denial under the IHA’s policies. Therefore, if IHA makes a determination to deny assistance to an applicant family, 
the IHA will include in its notice of denial information about the protection against denial provided by VAWA in 
accordance with section XV and XVI of the TBRA Administrative Plan and will request that an applicant wishing to 
claim this protection notify the IHA within 10 business days. 

B. If, based on a criminal record or sex offender registration information an applicant family appears to be ineligible, 
IHA will notify the family in writing of the proposed denial and provide a copy of the record to the applicant and to 
the subject of the record. The family will be given 10 business days to dispute the accuracy and relevance of the 
information. If the family does not contact IHA to dispute the information within that 10-day period, IHA will proceed 
with issuing the notice of denial of admission. A family that does not exercise their right to dispute the accuracy of 
the information prior to issuance of the official denial letter will still be given the opportunity to do so as part of the 
informal hearing process. 

Termination of Tenancy or Assistance 
VAWA Protections. A tenant may not be denied assistance rights solely on the basis of criminal activity directly 
relating to domestic violence, dating violence, sexual assault, or stalking if:  

The criminal activity is engaged in by a member of the household of the tenant or any guest or other person under 
the control of the tenant.  

Limitations of VAWA Protections.  

A. Nothing in the above section limits the authority of the IHA to comply with a court order with respect to the 
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rights of access or control of property, including civil protection orders issued to protect a victim of domestic 
violence, dating violence, sexual assault, or stalking, or the distribution or possession of property among 
members of a household.  

B. Nothing in the above section limits any available authority of the IHA to terminate assistance to a tenant 
for any violation not premised on an act of domestic violence, dating violence, sexual assault, or stalking. 
However, the IHA will not hold to a more demanding standard, a tenant or an affiliated individual who is or 
has been a victim of domestic violence, dating violence, sexual assault, or stalking.  

C. Nothing in the above section limits the authority of the IHA to evict or terminate from assistance any tenant 
or lawful applicant if: 

a. The IHA can demonstrate an actual and imminent threat to IHA staff administering an IHA 
program; and 

b. No other actions that could be taken to reduce the threat have been successful, including 
previously transferring the victim’s assistance to a new property.  

The tenant or an affiliated individual of the tenant is the victim or threatened victim of such domestic violence, 
dating violence, sexual assault, or stalking. An incident of actual or threatened domestic violence, dating violence, 
sexual assault, or stalking shall not be considered as a or good cause for terminating the assistance. 

Verification of Domestic Violence, Dating Violence or Stalking 

Requirement for Verification. For those seeking protection under this Policy, the law allows, but does not require, IHA to 
verify that an incident or incidents of actual or threatened domestic violence, dating violence, or stalking claimed by a 
tenant or other lawful occupant is bona fide and meets the requirements of the applicable definitions set forth in this policy. 
Subject only to waiver as provided in paragraph VII. C., IHA shall require verification in all cases where an individual claims 
protection against an action involving such individual proposed to be taken by IHA. If there is reason to believe that 
verification is incomplete or inaccurate, the IHA may require additional documentation of the incident(s). Verification of a 
claimed incident or incidents of actual or threatened domestic violence, dating violence or stalking can be accomplished in 
one of the following three ways:  

1. HUD-approved form - by providing to IHA a written certification, on a form approved by the U.S. Department of 
Housing and Urban Development (HUD) and available from IHA, that the individual is a victim of domestic 
violence, dating violence or stalking; that the incident or incidents in question are bona fide incidents of actual or 
threatened abuse meeting the requirements of the applicable definition(s) set forth in this policy. The incident or 
incidents in question must be described in reasonable detail as required in the HUD-approved form, and the 
completed certification must include the name of the perpetrator. If there is reason to believe that the certification 
is incomplete or inaccurate, the IHA may require additional documentation of the incident(s). Such documentation 
requirement shall not place the victim in danger. As necessary, the IHA shall work with the victim to identify 
appropriate sources of documentation.  

2. Other documentation - by providing to IHA documentation signed by an employee, agent, or volunteer of a victim 
service provider, an attorney, or a medical professional, from whom the victim has sought assistance in 
addressing the domestic violence, dating violence or stalking, or the effects of the abuse, described in such 
documentation. A form is available from IHA. The professional providing the documentation must sign and attest 
under penalty of perjury (28 U.S.C. 1746) to the professional’s belief that the incident or incidents in question are 
bona fide incidents of abuse meeting the requirements of the applicable definition(s) set forth in this policy. The 
victim of the incident or incidents of domestic violence, dating violence or stalking described in the documentation 
must also sign and attest to the documentation under penalty of perjury. 

3. Police or court record – by providing to IHA a Federal, State, tribal, territorial or local police or court record 
describing the incident or incidents in question. 

Time allowed to provide verification/failure to provide. An individual who claims protection against adverse action 
based on an incident or incidents of actual or threatened domestic violence, dating violence or stalking, and who is 
requested by IHA to provide verification, must provide such verification within 14 business days (i.e., 14 calendar days, 
excluding Saturdays, Sundays, and federally-recognized holidays) after receipt of the request for verification. Failure to 
provide verification, in proper form within such time will result in loss of protection under VAWA and this policy against a 
proposed adverse action. Time for response will be extended upon a showing of good cause. 
Waiver of verification requirement. The Executive Director of the IHA may, with respect to any specific case, waive the 
above-stated requirements for verification and provide the benefits of this policy based on the victim’s statement or other 
corroborating evidence. Such waiver may be granted in the sole discretion of the Executive Director. Any such waiver 
must be in writing. Waiver in a particular instance or instances shall not operate as precedent for, or create any right to, 
waiver in any other case or cases, regardless of similarity in circumstances. 
Perpetrator Documentation. If the perpetrator of the abuse is a member of the applicant family, the applicant must 
provide additional documentation consisting of one of the following:  
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A signed statement (1) requesting that the perpetrator be removed from the application and (2) certifying that 
the perpetrator will not be permitted to visit or to stay as a guest in the unit for which assistance is being paid. 
Documentation that the perpetrator has successfully completed, or is successfully undergoing, licensed or 
certified and supervised rehabilitation or treatment. The documentation must be signed by an employee or 
agent of a domestic violence service provider or by a medical or other knowledgeable professional from whom 
the perpetrator has sought or is receiving assistance in addressing the abuse. The signer must attest under 
penalty of perjury to his or her belief that the rehabilitation was successfully completed or is progressing 
successfully. The victim and perpetrator must also sign or attest to the documentation. 
 

Confidentiality 
Right to confidentiality. All information (including the fact that an individual is a victim of domestic violence, dating 
violence or stalking) provided to IHA or to a TBRA landlord in connection with a verification required under section VII 
of this policy or provided in lieu of such verification where a waiver of verification is granted, shall be retained by the 
receiving party in confidence and shall not be entered in any shared database nor provided to any related entity, except 
where disclosure is: 

1.   requested or consented to by the individual in writing, or 
2.   required in connection with termination of TBRA, as permitted in VAWA, or 
3.   otherwise required by applicable law. 

Portability of assistance  

Portability. A TBRA recipient or IHA tenant will not be denied portability to a unit in another location 
(notwithstanding the term of the tenant’s existing lease has not expired, or the family has not occupied the unit for 
12 months) so long as the tenant has complied with all other requirements of the TBRA program or IHA transfer 
policy and has moved from the unit in order to protect the health or safety of an individual member of the household 
who is or has been the victim of domestic violence, dating violence or stalking and who reasonably believes that 
the tenant or other household member will be imminently threatened by harm from further violence if the individual 
remains in the present dwelling unit. Additionally, a TBRA recipient or IHA tenant will not be denied portability to a 
unit in another location (notwithstanding the term of the tenant’s existing lease has not expired, or the family has 
not occupied the unit for 12 months) so long as the tenant has complied with all other requirements of the TBRA 
program or IHA lease and has been evicted by the landlord because of domestic violence.  

Court orders 

It is IHA’s policy to honor orders entered by courts of competent jurisdiction affecting individuals assisted by IHA and their 
property. This includes cooperating with law enforcement authorities to enforce civil protection orders issued for the 
protection of victims and addressing the distribution of personal property among household members in cases where a 
family breaks up. 

Relationship with Other Applicable Laws 

Neither VAWA nor this Policy implementing it shall preempt or supersede any provision of Federal, State or local law that 
provides greater protection than that provided under VAWA for victims of domestic violence, dating violence or stalking. 

Amendment 

This policy may be amended from time to time by IHA as approved by its Executive Director following a 30-day written 
notice to interested parties. 

 
XXXII Kansas Housing Resources Corporation Review of Contract Compliance 

The Kansas Housing Resources Corporation will review program operations at such intervals as it deems necessary to 
ensure that the owner and the IHA are in full compliance with the tenant and conditions of the grant. Equal opportunity 
reviews may be conducted with the scheduled HUD review, or at any time deemed appropriately by HUD. 

 

XXXIII  Closing Files and Purging Inactive Files 
The IHA will purge inactive files after they have been closed for a period of three years, with the exception of troubled 
cases, or cases involving a household containing a minor with a reported elevated blood-lead level. 

During the term of each assisted lease and for three years thereafter, the IHA will retain the lease, HAP Contract, and 
the original application from the family. In addition, the IHA must retain, for at least three years, the following records: 

● Records with racial, ethnic, gender, and disability status data for applicants and participants. 
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● Applications from each ineligible family and the notice advising the applicant was ineligible. 
● Kansas Housing Resources Corporation required reports and files. 
● Lead-based paint inspection reports, as required." 
● Unit inspection reports. 
●     Accounts and other reports supporting the IHA, and financial statements. 
●     Other records which HUD may specify. 

The IHA shall retain all data for current applicants for audit purposes. No information shall be removed which may affect an 
accurate audit. 
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