Independence Housing Authority Verification
Effective Date: June 1, 2020
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Chapter 7

VERIFICATION
[24 CFR 982.516, 24 CFR 982.551, 24 CFR 5.230]

INTRODUCTION

The I HA must verify al/l i nformation that 1is u
assistance and is required to obtainfth@ mi congentsto collect the informatiopplicants

and program participants must cooperate with the veiicgirocess as a condition of receiving
assistance. The IHA must not pass on the cost of verification to the family.

The IHA will follow the verification guidance provided by HUD in PIH Notice 2ai4 PIH
201019 Verification Guidance, PIH 20126, PIH2013 3, PIH 20124, PIH 201323, PIH 2013
26, PIH 201502, PIH 201504, and any subsequent guidance issued by HUD. This chapter
summarizes those requirements and provides supplementary IHA policies.

Part | describes the general verification process. Metailed requirements related to individual
factors are provided in subsequent parts including family information (Part 1l), income and assets
(Part Il), and mandatory deductions (Part V).

Verification policies, rules and procedures will be modifiedeedied to accommodate persons
with disabilities. All information obtained through the verification process will be handled in
accordance with the records management policies of the IHA.

PART I. GENERAL VERIFICATION REQUIREMENTS

A. FAMILY CONSENT TO RELEA SE OF INFORMATION [24 CER 982.516AND
982.551, 24 CFR5.230]

The family must supply any information that the IHA or HUD determines is necessary to the
administration of the program and must consent to IHA verification of that information [24 CFR
982.551].

Consent Forms

It is required that all adult applicardad participants sign form HUB886, Authorization for

Release of Information. The purpose of form HO886 is to facilitate automated data collection

and computer matching from specific sources and provides the family's consent only for the

specific purpses listed on the form. HUD and the IHA may collect information from State Wage
Information Collection Agencies (SWICASs) and current and former employers of adult family
members. HUD is authorized to collect information directly from the Internal Re\Bamvee

(IRS) and the Social Security Administration (SSA). All adult family members must sign other
consentformgsneeled t o col |l ect information relevant t
assistance
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Penalties for Failing to Consent [24 CFR 5.23

If any family member who is required to sign a consent form fails to do so, the IHA will deny
admission to applicants and terminate assistance of participants. The family may request an
informal review (applicants) or informal hearing (participantsgdoordance with IHA
procedures.

7.1.B. OVERVIEW OF VERIFICATION REQUIREMENTS

Overview

On December 29, 2009, HUD issued the final rule entitled Refinement of Income and Rent
Determination Requirements in Public and Assisted Housing Programs: Implementation of the
Enterprise Income Verification (E1V) System-Amendments, which requires PHAs to use the EIV
system in its entirety to verify tenant employment and income information during mandatory
reexaminations of family composition and income; and reduce administrative and subsidy
payment errors in accordance with 24 CFR §5.236 and administrative guidance issued by HUD.

Using EIV as an upfront income verification (UIV) technique is a valuable in validating tenant-
reported income during interim and annual reexaminations of family income; as well as
streamlining the income verification process. This will result in less administrative burden in
complying with third party verification requirements. Additionally, EIV will help to identify and
cure inaccuracies in housing subsidy determinations, which will benefit PHAs, tenants, and
taxpayers by ensuring that the level of benefits provided on behalf of families is proper and will
prevent fraud and abuse within Public and Indian Housing (PIH) rental assistance programs.

IHA Policy
The THA is required to use the EIV system in its entirety. This means the IHA must use all
features of the EIV system to:

e Verify tenant employment and income information during mandatory reexaminations of
family composition and income in accordance with 24 CFR §5.236, and HUD
administrative guidance; and

e Reduce administrative and subsidy payment errors in accordance with HUD administrative
guidance.

File Documentation

The IHA must document in the file how the figures used in income and rent calculations were
determined. All verification attempts)formation obtained, and decisions reached during the

verificati on process wil | be recorded in the family
the IHA hasfollowed all of the verification policies set forth in this plan. The record shoeuld
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sufficient to enable a staff member or HUD reviewer to understand the process followed and
conclusions reached.

IHA Policy
The IHA will document, in the family file, the following:

Reported family annual income

Value of assets

Expenseselated to deductions from annual income
Other factors influencing adjusted income

When the IHA is unable to obtain thighrty verification, the IHA will document in the family
file the reason that thirgarty verification was not available [24 CFR 98&&)(2); Notice
PIH 201019].

The EIV System

The EIV System is a web-based application, which provides IHA with employment, wage,
unemployment compensation and social security benefit information of tenants who participate
in the Public Housing and various Section 8 programs under the jurisdiction of the Office of
Public and Indian Housing (PIH). This system is available to [HA. Information in EIV 1s derived
from computer matching programs initiated by HUD with the Social Security Administration
(SSA) and the U.S. Department of Health and Human Services (HHS), for all program
participants with valid personal identifying information (name, date of birth (DOB), and social
security number (SSN)) reported on the form HUD-50058.

IHA is required to review the EIV Income Report of cach family before or during mandatory
annual and interim reexaminations of family income and/or composition to reduce tenant under
reporting of income and improper subsidy payments. EIV 1s classified as an ULV technique (or
automated written third party verification), which helps to identify income sources and/or
amounts that the tenant may not have disclosed. This UIV technique in many instances will
reduce the need to mail or fax third party veritfication request forms to an income source. EIV
also provides various reports to assist IHA with the following:

o Identifying tenants whose reported personal identifiers do not match the SSA database:
e Identifying tenants who need to disclose a SSN;

o [dentifying tenants whose alternate identification number (Alt ID) needs to be replaced
with a SSN;

e Identifying tenants who may not have reported complete and accurate income
information:
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e ldentitying tenants who have started a new job;
o Identifying tenants who may be receiving duplicate rental assistance;
e [dentifying tenants who are deceased and possibly continuing to receive rental assistance;

e [dentifying former tenants of PIH rental assistance programs who voluntarily or
involuntarily left the program and have a reportable adverse status and/or owe money to a
PHA or Section 8 landlord.

IHA Policy
All THA staff (including IHA-hired management agents), who have a need to access the
EIV system, is required to complete and submit the EIV Access Authorization Form &
Rules of Behavior and User Agreement to their designated EIV Coordinator in the local
HUD office. The form is available online at:

http://www .hud.gov/offices/pih/programs/ph/rhiip/uivsystem.ctim.

The user’s access must be approved by the IHA Executive Director or designee in order for
the local HUD office to process all EIV access requests. Individuals who will not directly
access the EIV system, but will have access to the EIV data in printed or electronic form is
also required to complete the EIV Access Authorization Form & Rules of Behavior and
User Agreement and maintain on file (do not submit the form to the local HUD office).

The Verification Hierarchy
IHA Policy

The IHA will begin with the highest level of verification techniques. [HA is required to view
the EIV Former Tenant and Existing Tenant Report for any SSA matches involving another
PHA or a Multifamily entity. The IHA is required to maintain the report and documentation
of any followrup in the tenant file. If the tenant is a new admission to the IHA, and a match is
identified at a Multifamily property, the IHA must report the program admission date to the
Multi-family property and document the notification in the tenant file.

The IHA is also required to obtain the Income Report for each household. The IHA is
required to maintain the Income Report in the tenant file along with the form%00B68 and
other supporting documentation to support income and rent determinations for all mandatory
annual reexaminations of family income and cosifion.

If the Income Report does not contain any employment and income information for the family, the
IHA will attempt the next lower level verification technique, as noted in the below chart.
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LevelVerification Technique Ranking

Level Verification Ranking
Technique
6 Upfront Income Verification Highest (Mandatory)

(UIV) using HUD’s Enterprise
Income Verification (EIV)
system (not available for income
verifications of applicants)

5 Upfront Income Verification Highest (Optional)
(UIV) using non-HUD system

4 Written third Party High (Mandatory to supplement EIV-
Verification reported income sources and when EIV

has no data; Mandatory for non-EIV
reported income sources; Mandatory
when tenant disputes EIV - reported
employment and income information and
is unable to provide acceptable
documentation to support dispute)

3 Written Third Party Medium-Low (Mandatory if written third
Verification Form party verification documents are not
available or rejected by the PHA; and
when the applicant or tenant is unable to
provide acceptable documentation) Low
(Mandatory if written third party
verification is not available)

2 Oral Third Party Verification Low (Mandatory if written third party
verification is not available)

1 Tenant Declaration (Self Low (Use as last resort when unable tc
Certification) obtain any type of thirgharty verification)

This verification hierarchy applies to income determinations for applicants and participants.
However, EIV is not always available for verifying income of applicants. The IH#lisequired to

use EIV for applicants to determine other factors as relates to eligibility and maintain a copy of the
record in the file.

Verification Technique Definitions Third Party Verification Techniques

Upfront Income Verification (UIV) (Level 6/5)
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The verification of incoméefore or during a family reexamination, through an independent
sourcethat systematically and uniformly maintains income information in computerized form
for a number of individuals.

The EIV system is available to the IHA as a UIV technique. The IHA is encouraged to continue
using other nofHUD UIV tools, sich as the The Work Number, VerifyToday.com,
CCCVerify.com and EVerify.com (automated online verification systems) and state government
databases, to validate tenaaported income when available.

Written Third Party Verification (Level 4)

An original or authentic document generalgda thirdparty source dated either within

the 60day period preceding the reexamination or the IHA request date. Such
documentation may be in the possession of the tenant (or applicant), and is commonly
referred to as tenaqprovided documents.

These taantprovided documents are considered written tpiady verification since they
originated from a thirgbarty source. The IHA may, at its discretion, reject any tenant

provided documents and follow up directly with the source to obtain necessaryatienifi
of information.

Examples of acceptable tengmbvided documentation (generated by a tpiadty source)
include, but are not limited to:

e Pay stubs,

e  Payroll summary report,

e  Employer notice/letter of hire/termination,

e  SSA benefit verification ker,

e  Bank statements,

e  Child support payment stubs,

e  Welfare benefit letters and/or printouts, and;
e Unemployment monetary benefit notices.

e Current acceptable tenaptovided documents must be used for income and rent
determinations.

The IHA is requredto obtain at a minimum, foy#) current and consecutive pay stubs for
determining annual income from wagesr Rew income sources or when four P&y stubs are
not available, the IHA should project income based on the information from a traditioti@hwri
third-party verification form or the best available information.

Documents older than 60 day$rom the IHA interview/determination or request date) is
acceptable for confirming effective dates of income.
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Written Third Party Verification Form (Level 3)

Also, known as traditional thirgarty verification. A standardized form to collect information
from a thirdparty source. The form is completed by the Hpiadty by hand (in writing or typeset).
The IHA sends the form directly to tharthparty source by mail, fax or email.

It is the IHA’s position that the administrative burden and risk associated with use of the
traditional third party verification form may be reduced by the IHA relying on acceptable
documents that arc generated by a third party, but in the possession of and provided by the
tenant (or applicant). Many documents in the possession of the tenant are derived from third
party sources (i.e. employers, federal, state and/or local agencies, banks, etc.).

The THA recognizes that third party verification request forms sent to third party sources
often are not returned. In other instances, the person who completes the verification form
may provide incomplete information; or some tenants may collude with the third party source
to provide false information; or the tenant intercepts the form and provides false information.

Oral Third Party Verification (Level 2)

Independent verification of information by contacting the individual income/expense source(s), as
identified through the UIV technique or identified by the family, via telephone-pelison visit.

IHA staff should document in the tenant file, paper and/or electronic, the date amd tivae
telephone call (or visit to the third party), the raai the person contacted and telephone number,

along with the confirmed information.

IHA Policy
This verification will be used in the event that the independent source does not respond to the
|l HA6s faxed, mail ed, ooninanmesdinable imeffrang,ue,$eh f or

(10) business days.
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Non-Third Party Verification Technique Tenant Declaration (Level 1)

The tenant submits an affidavit or notarized statement of reported income and/or expenses to the
IHA. This verification method shoulge utilizedas a last resort when the IHA has not been
successful in obtaining information via all other fieation techniques. When the IHA relies on
tenant declaration, the IHAustdocument in the tenant file why third party verification was not

available.

Exceptions to Third Party Verification Requirements 24 CFR §960.259(c)(1) and
§982.516(a)(2)

The exception to third party verification is, “The IHA must obtain and document in the family
file third party verification of the following factors, or must document in the file why third
party verification was not available.”
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If third party verification 1s not available for a variety of reasons These reasons include::

e The IHA may have made numerous attempts to obtain the required verifications with no
success, or

e [t may not be cost effective to obtain third party verification of income, assets, or expenses,
when the impact on total tenant payment is minimal.

In these cases, the [HA is required to document in the family file the reason(s) why third
party verification was not available.

The exception to third party verification can be found at 24 CFR §960.259(c)(1) and
§982.516(a)2).

Third party verification requirements 24 CFR §960.259(c)(1) and 24 CFR §982.516(a)(2)

In accordance with for the Public Housing and the HCV programs, respectively, the [HA must
obtain and document in the tenant file third party verification of the following factors, or must
document in the tenant file why third party verification was not available:

e Reported family annual income
e The value of assets
e Expenses related to deductions from annual income

e Other factors that affect the determination of adjusted income.

Compliance and reduction of the administrative burden of third party verification
requirements of family annual income

IHA can comply with and reduce administrative burden of third party verification requirements
for employment, wage, unemployment compensation and social security benefits, and any other
information that is verifiable using EIV by all of the following:

e Reviewing the EIV Income Report to confirm/validate tenant-reported income

e Printing and maintaining an EIV Income Report (or an EIV Individual Control Number
(ICN) page for interim reexaminations) in the tenant file

e Obtaining current acceptable tenant-provided documentation to supplement EIV
information

e Using current tenant-provided documentation and/or third party verification to calculate
annual income.

Note: Social Security benefit information in EIV is updated every three months. If the tenant
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agrees with the EIV-reported benefit information, IHA does not need to obtain or request a
benefit verification letter from the tenant. See PIH Notice 2010-03 for guidance on verifying
Social Security benefit income through the EIV system.

The THA may also reduce the administrative burden of obtaining third party verification by
relying on acceptable documents that are generated by a third party, but provided by the tenant.
Many documents in the possession of the tenant are derived from third party sources (i.c.
employers, federal, state and/or local agencies, banks, etc.).

The IHA must request written third party verification under the following circumstances:

e When the tenant disputes the EIV information and is unable to provide acceptable
documentation to support his/her dispute (24 CFR §5.236(b))

e When the IHA requires additional information that is not available in EIV and /or the
tenant is unable to provide the IHA with current acceptable tenant-provided

documentation.

Examples of additional information, includes but is not limited to:

o Effective dates of income (i.e. employment, unemployment compensation, or
social security benefits)

o For new employment: pay rate, number of hours worked per week, pay frequency,
etc.

o Confirmation of change in circumstances (i.e. reduced hours, reduced rate of pay,

temporary leave of absence, etc.)

Note: 24 CFR §5.236(a), prohibits IHA from taking adverse action based solely on EIV
information.

Types of file documentation required to demonstrate IHA compliance with mandated use
of EIV as a third party source to verify tenant employment and income information (24
CFR §5.233(a)(2)(i)).

1. For cach new admission (formHUD-50058actiontypel ), the IHA is required to do the
following:

e Review the EIV Income Report to confirm/validate family-reported income within 120
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days of the PIC submission date; and
e Print and maintain a copy of the EIV Income Report in the tenant file; and

e Resolve any income discrepancy with the family within 60 days of the EIV Income Report
date.

2. For each historical adjustment (form HUD-50058 action type 14), the IHA is required to do
the following:

e Review the EIV Income Report to confirm/validate family-reported income within 120
days of the PIC submission date; and

e Print and maintain a copy of the EIV Income Report in the tenant file;

e Resolve any income discrepancy with the family within 60 days of the EIV Income Report
date.

3. For cach interim reexamination (form HUD-50058 action type 3) of family income and
composition, I[HA is required to have the following documentation in the tenant file:

. ICN Page when there is no houschold income discrepancy noted on the houschold’s
Income Discrepancy Report tab or Income Discrepancy Report. The IHA has the
discretion to print the EIV Income report, however, only the ICN page is required.

The EIV Income Report provides a summary when there is an income discrepancy noted on the
household’s Income Discrepancy Report tab or Income Discrepancy Report. For each annual
reexamination of family income and composition, the IHA is required to have the following
documentation in the tenant file:

. No Dispute of EIV Information: EIV Income Report, current acceptable tenant-
provided documentation, and if necessary (as determined by the IHA), traditional third
party verification form(s).

o Disputed EIV Information: EIV Income report, current acceptable tenant- provided
documentation, and/or traditional third party verification form(s) for disputed
information.

. Tenant-reported income not verifiable through EIV system: Current tenant-
provided documents, and if necessary (as determined by the IHA), traditional third
party verification form(s).

HCV Administrative Plan 7-11



Independence Housing Authority Verification
Effective Date: June 1, 2020
Adopted by Canmission: July 21, 2020

Tenants That Do Not Provide the IHA with Requested Information

If the tenant does not provide the requested information, the THA may mail or fax a third party
verification request form to the third party source. The IHA is required to request third party
verification when the tenant disputes EIV information and the tenant is unable to provide
acceptable documentation to support disputed information. However, the IHA shall remind the
tenant that s/he is required to supply any information requested by the IHA for use in a regularly
scheduled annual or interim reexamination of family income and composition.

The IHA may determine that the tenant is not in compliance with program requirements and
terminate tenancy or assistance, or both, if the tenant fails to provide the requested information in
a timely manner,

Using the EIV to Reduce Administrative and Subsidy Payment Errors.

EIV has the ability to identify other potential issues, which may impact a family’s level of
assistance. EIV contains stand-alone reports, which the THA may generate at any time i.¢.;

e Deceased Tenants Report,
e New Hires Report,
e Multiple Subsidy Report,
e [dentity Verification Report,
e Income Discrepancy Report,
e Debts Owed to PHAs & Termination Report, and Immigration Report
1 IncomeValidation Tool
However, it should be noted that the information from these stand-alone reports are contained in

the Income Report for each houschold. The IHA is required to address any and all potential
issues at the time of the annual or interim re-exam, as conveyed in the Income Report.

The THA may use the stand-alone reports to monitor staft’s progress in reducing the following
administrative and subsidy payment errors by using the listed reports:

Incorrect/invalid SSNs/name/date of birth — Identity Verification Report

Follow- up with families who need to disclose a SSN — Immigration Report

Duplicate rental assistance — Multiple Subsidy Report

Unreported increasc in income — Income discrepancy Report

Improper payments on behalf of deceased tenants — Deceased Tenants Report
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e Unreported new employment (PHAs with interim increase policy) — New Hires

Report

e Adverse Termination/Outstanding Debt to PHA — Debts Owed to PHAs & Termination
Secarch

In order to ensure the IHA is aware of potential subsidy payment errors, the IHA is required to
monitor the following EIV reports on a monthly basis:

e Deceased Tenants Report
e Identity Verification Report

e Immigration Report

In order to ensure the IHA 1s aware of potential subsidy payment errors, the IHA is required to
monitor the following EIV reports on a quarterly basis:

e Income Discrepancy Report
e Multiple Subsidy Report

e Ncw Hires Report (if IHA has an interim increase policy)

EIV Requirements for Recertification

To minimize tenant underreporting of income, the IHA is required to obtain an EIV Income
Report for each family any time the PHA conducts an annual or interim reexamination of family
income and composition.

In accordance with 24 CFR §5.236(b)(2)(3), IHA is required to compare the information on the
EIV report with the family-reported information. If the EIV report reveals an income source that
was not reported by the tenant or a substantial difference in the reported income information, the
IHA is required to take the following actions:

e Discuss the income discrepancy with the tenant

e Request the tenant to provide any documentation to confirm or dispute the unreported
or underreported income and/ or income sources;

e Inthe event the tenant is unable to provide acceptable documentation to resolve the
income discrepancy, the IHA is required to request from the third party source, any
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information necessary to resolve the income discrepancy

e [fapplicable, determine the tenant’s underpayment of rent as a result of unreported or
underreported income, retroactively*

e Take any other appropriate action as directed by HUD or the IHA’s administrative
policies.

* The IHA is required to determine the retroactive rent as far back as the existence of
complete file documentation (form HUD-50058 and supporting documentation) to support
such retroactive rent determinations.

Note: A substantial difference is defined as an amount equal to or greater than $2,400),
annually.

When there is an unsubstantial or no disparity between tenant-reported and EIV-reported income
information, the IHA is required to obtain from the tenant, any necessary documentation to
complete the income determination process. As noted previously, the IHA may reject any tenant-
provided documentation, if the IHA deems the documentation unacceptable. The IHA may reject
documentation provided by the tenant for only the following HUD-approved reasons:

e The document is not an original; or
e The original document has been altered, mutilated, or is not legible; or

e The document appears to be a forged document (i.e. does not appear to be authentic).

The THA will explain to the tenant, the reason(s) the submitted documents are not acceptable and
request the tenant to provide additional documentation. If at any time, the tenant is unable to
provide acceptable documentation that the IHA deems necessary to complete the income
determination process, the IHA is required to submit a traditional third party verification form to
the third party source for completion and submission to the I[HA.

If the third party source does not respond to the IHA’s request for information, the IHA 1s
required to document the tenant file of its attempt to obtain third party verification and that no
response to the third party verification request was received.

The THA should then pursue lower level verifications in accordance with the verification
hicrarchy.

Tenant Actions for IHA Underpayments of Rent
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IITA Policy

The tenant must be provided an opportunity to contest the IHA s determination of tenant rent
underpayment. HUD regulations require the IHA to promptly notify tenants in writing of any
adverse findings made on the basis of the information verified through the aforementioned
income discrepancy resolution process. The tenant may contest the findings in accordance
with the IHA’s established grievance procedures, as required by HUD. The IHA may not
terminate, deny, suspend, or reduce the family’s assistance until the expiration of any notice
or grievance period.

Tenant Repayment Agreement and Failure to Report Income

Tenants are required to reimburse the IHA if they were charged less rent than required by HUD’s
rent formula due to the tenant’s underreporting or failure to report income. The tenant is required
to retmburse the IHA for the difference between the tenant rent that should have been paid and
the tenant rent that was charged. This rent underpayment is commonly referred to as retroactive
rent.

If the tenant refuses to enter into a repayment agreement or fails to make payments on an
existing or new repayment agreement, the IHA must terminate the family’s tenancy or
assistance, or both. HUD does not authorize any ITHA-sponsored amnesty or debt forgiveness
programs, therefore, no amnesty or debt forgiveness program will be provided.

All repayment agreements must be in writing, dated, signed by both the tenant and the IHA,
include the total retroactive rent amount owed, amount of lump sum payment made at time of
execution, it applicable, and the monthly repayment amount. At a minimum, repayment
agreements must contain the following provisions:

e Reference to the paragraphs in the Public Housing lease or Section § information packet
whereby the tenant is in non-compliance and may be subject to termination of tenancy or
assistance, or both.

¢ The monthly retroactive rent repayment amount is in addition to the family’s regular rent
contribution and is payable to the IHA.

¢ The terms of the agreement may be renegotiated if there is a decrease or increase in the
family’s income.

e Late and missed payments constitute default of the repayment agreement and may result in
termination of tenancy and/or assistance.

e The THA is required to determine retroactive rent amount as far back as they have
documentation of family reported income. For example, if the IHA determines that the
family has not reported income for a period of five years and only has documentation for
the last three years, the IHA is only able determine retroactive rent for the three years for
which documentation is available.
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Repayments shall be in accordance with IHA’s repayment polices and agreement.

EIV Record Retention

IHA Policy

The THA’s record retention policy will determine the length of time the IHA should
maintain EIV printouts in a tenant file. IHA is authorized to maintain the EIV Income
Report in the tenant file for the duration of tenancy and no longer than three years from the
end of participation (EOP) date. In accordance with revised regulation, 24 CFR §908.101,
the IHA is required to maintain at a minimum, the last three years of the form HUD-50058,
and supporting documentation for all annual and interim reexaminations of family income.
All records are to be maintained for a period of at least three years from the effective date
of the action.

Disclosure of an Individual’s E1V Information

The Federal Privacy Act (SUSC§552a, as amended) prohibits the disclosure of an individual’s
information to another person without the written consent of such individual. As such, the EIV
data of an adult household member may not be shared (or a copy provided or displayed) with
another adult household member, unless the individual has provided written consent to disclose
such information.
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