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STANDARD OPERATING PROCEDURES

EIV RECORDS MANAGEMENT

The purpose of this SOP is to provide instructions to staff and to ensure that staff is aware of the proper use of the Upfront Income Verification (UIV) system.  The UIV system is designed to reduce tenant misrepresentation of income which leads to the reduction of income and rent calculation errors and improper subsidy payments.  HUD’s new UIV system is called Enterprise Income Verification (EIV) system. The BCHA will implement the following policy:

· Only designated staff will be allowed entry into the EIV system.

· Family members 18 years of age and older must sign Form HUD-9886, Authorization for the Release of Information/Privacy Act Notice. The HUD-Form 9886 will be placed in the tenant file in the designated area according to the file checklist. The HUD-Form 9886 expires 15 months after the date signed.

· If a new member 18 years of age or older enters the household they must sign the HUD-Form 9886.

· Information will be obtained from EIV on all family members 18 years old or older before or during a family re-examination.

· By signing this form the family member authorizes HUD and the PHA to obtain and verify income and unemployment compensation information from various sources including current and former employers, state agencies, The Work Source, The Work Number, Social Security Administration, and any other entities that may be identified in the future. 

· The income information provided by the family at the recent re-examination will be matched to the income reported by the family the prior year.

Acceptable Third Party Verification by Hierarchy

1. Upfront Income Verification (UIV)
(Highest level of Verification)

2. Written Third Party Verification
-High level (mandatory if UIV is not available, or UIV data differs substantially from that reported by the family, and the tenant disputes the difference)

3. Oral Third Party Verification 
Medium level (Mandatory if written third party verification is not available)

4. Tenant provided documents (Documents Review)
Medium-low level (use on provisional basis)

5. Tenant Declaration
Low level (Use as a last resort when higher levels of verification are not available.
                         
Income Discrepancy Resolution
  
· If any discrepancies are noted the PHA will request written third party verification (Mail out the request for income information to the income provider).

· The PHA will use third party verification to calculate the tenant rent portion and match the information with the data from EIV.

· If there is a substantial difference (substantial difference is defines as a difference of more than $200 per month of income) the PHA will resolve the discrepancy by contacting the source of the income directly.

· When UIV data is not substantially different from the income reported by the tenant the following process is to be followed:

1. If UIV data is less than tenant reported income, use tenant provided documentation to calculate anticipated income.

2. If UIV data is greater than tenant reported income, use UIV data to calculate anticipated annual income, unless the tenant can provide the PHA with acceptable documentation to verify a change in circumstances.

· If it is found that the amount reported by the family that the family should pay a higher rent portion or that the family owes an amount retro-active to a certain date.  The family may be given the opportunity to pay the amount owed back to the PHA in full or through a payback agreement, or be terminated in accordance with the Administrative Plan.

 UIV/EIV Data Integrity

· User IDs and pass words are to be periodically updated for security purpose. 

· The PHA will restrict access to UIV data only to persons whose duties or responsibilities require access.
· The PHA will maintain a record of users who have approved access to UIV data.

· The PHA will revoke the access rights of those users who no longer require access or modify the access rights if a change in the user’s duties or responsibilities indicates a change in the current level of privilege.

· The PHA will not disclose UIV information to anyone other than to one it pertains to.

· UIV data of minors may be provided to the minor’s parent or guardian.

· UIV data will be handled in such a manner that it does not become misplaced or available to unauthorized personnel.

Records Security and Storage

· File records storage/security includes lockable containers in the Housing Specialist office where there are lockable doors.

· Access to the perimeters or lockable containers where the tenant files containing the UIV document are stored will be limited to the staff assigned to handle the case files.

· Tenant file records will not be felt on the top of the Housing Specialist desk at the close of business.

· All tenant files must be stored in the file storage containers at the close of business.

The PHA will enforce the safeguards outlined in the Privacy Act.
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