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STANDARD OPERATING PROCEDURES

QUALITY CONTROL

It is the policy of the Brazoria County Housing Authority to conduct quality control reviews to ensure staff work is properly monitored for accuracy and completeness.  Quality controls will be incorporated into all aspects of the Housing Choice Voucher Program operation. The quality control will ensure that staff’s decisions on tenant eligibility, selection from the waiting list, tenant rent, rent reasonableness, housing assistance payments, and Housing Quality Standards conforms to the U. S. Department of Housing and Urban Development (HUD) and Brazoria County Housing Agency policies.

Sample Selection

Waiting list sampling shall be done at 100% of the total number of applicants pulled from the waiting list for that month.  Selection from the waiting list must be based on HUD policies and procedures outlined in the administrative plan.  

A 100% monthly review will be done on client files completed for admission and/or re-certification.  Annual re-certification includes families who move at the time of annual.  The files reviewed must be a combination of the staff responsible for the work.    

Admission, Re-certification, Interims

Errors will be recorded on a file screening form.   The file will be screened for proper stacking order according to the “Organization checklist”.  The review will include calculations for tenant rent, HAP, utility allowance/reimbursement and the proper unit size.  Missing documents and errors must be noted on the “Organization checklist.”  All corrections are to be made by the staff responsible for the file.

Corrective Action

Once the review is complete, the errors and omissions will be documented and the file is to be returned to the responsible staff for corrections.  The staff member must take corrective action within five days to resolve the problem.  Additional time may be necessary if information is needed from the family and/or landlord. Once the corrections are made, the file is then returned to the quality control person to verify the corrections.

Quality control findings will be used for on-going staff training.

For quality control, staff assignment/caseloads may be rotated at the discretion of the program administrator.
Inspections

Landlords and tenants are to be notified that their unit has been selected for an audit inspection.  The sample size must be 10% of the units inspected for that month.  The objective of the audit is to examine the quality of the original inspector’s work and the accuracy of the inspector’s determination regarding whether or not the unit complied with Housing Quality Standards (HQS) at the time it was inspected.  Any deficiencies identified must be documented in the appropriate inspections booklet and a letter listing the deficiencies must be given to the landlord with a date the repairs must be made.  If repairs are not made timely, the payment to the landlord may be abated.  Items that fail due to the fault of the tenant, if not corrected, may cause the tenant to be terminated.  The quality control inspection must be conducted by a supervisor or designee.

Rent Reasonableness

Rent Reasonableness is conducted at the time the family moves into a unit for the first time, the unit the family selects at admission, or when the landlord request a rental increase. The Inspector and/or Housing Specialist are to ensure that the rents for each unit leased on the program is reasonable based upon current rents for comparable unassisted units.  The rent reasonableness is to be placed in the client file.

Corrective Action

The quality control review must ensure that the Inspector and/or Housing Specialist followed the method documented in the Authority’s rent reasonable procedures insuring that the rent to the owner is reasonable based on current rents for comparable unassisted rents at the time of initial leasing, before a rental increase to the owner, and at the time of contract anniversary if there is a five percent decrease in the published FMRs in effect 60 days before the HAP contract anniversary.  The Inspector and/or Housing Specialist responsible for documenting the rent reasonable are to be advised of any errors for corrective action and training.  The Inspector must update the rent reasonable data base periodically to ensure unassisted units are used as comparables and to ensure the data is the most current.


*******************


*All findings must be reported to the program administrator.  The HUD Appendix A:  Tenant File Review Check list is to be filled out and placed in a binder separated by month.

   

  

Sample Size 

The random selection is based on families currently leased on the Housing Choice Voucher Program.  The BCHA may sample more than the HUD requirement.

	Estimated Families Assisted

	Number of files to be selected



	50 or Less
	5

	51-600
	5 plus 1 for each 50 (or part of 50) over 50

	601-2000
	16 plus 1 for each 100 (or part of 100) over 600

	Over 2000
	30 plus 1 for each 200 (or part of 200) over 2000




The file review sample will include the following:

· Compare the information in the file to each family’s HUD 50058 form
· Determine whether the annual income was correctly calculated
· Check for correct income codes and correct calculations of assets and asset income
· Determine whether the adjusted income was correctly calculated
· Determine whether correct allowances were used for elderly, disabled, full time student, minors, etc.
· Determine whether verifications are properly documented such as, third party verifications, if third party verification is not in the file, there should be a notation in the file as to why third party verification was not possible, and another verification method was used.
· Determine whether the correct utility charts were used.  Compare the list of tenant furnished utilities listed on the lease to the utility allowance used on the HUD 50058.  The utility allowance chart approved for the PHA use must be in the tenant file.
· For inspections determine whether the unit was inspected and met HQS at the time of contract execution.
· Was rent reasonableness conducted to determine whether the approved rent was reasonable?
· Determine whether the unit after lease-up has been re-inspected within the last twelve months since the last full inspection.
· Review failed inspections for HQS enforcement.  Was proper action taken to abate payment or action taken against tenant for failure to correct deficiency?
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