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STANDARD OPERATING PROCEDURES

ANNUAL AND INTERIM RECERTIFICATION

The annual re-certifications are conducted ninety (90) days in advance of the anniversary date.  The anniversary date is the first day of the month in which the lease was executed.  If the lease was executed on a date other than the first of the month the anniversary date is the first day of the month prior to the lease execution. (Example:  If the lease was executed on May 1, 2006 the anniversary date is May 1st.  If the lease was executed on May 15, 2006 the anniversary date is May 1st.)

The annual recertification is done by mail, but may be done by scheduled appointment when necessary.

THE ANNUAL RECERTIFICATION PROCESS

1. A computer printout is obtained ninety days prior to the anniversary date.
2. A notice is sent to each tenant with a deadline date to fill out and return the enclosed information along with any additional information requested.  The tenant may also indicate whether they plan to move at the time of the annual re-certification.  An appointment is scheduled if the tenant plans to move.
3. The deadline date to return the requested information is two weeks from the date of the notice.
4. Third party verification is done on all income. 
5. EIV is pulled and matched with the income information provided by the tenant.
6. Criminal background check is done on any family members turning 18 during the prior year or any new family member 18 years or older.
7. If the landlord is requesting a rental increase, the request must be received by BCHA at least sixty (60) days prior to the anniversary date.  A rent reasonableness survey is done to determine whether the requested increase is reasonable. 
8. Once all information is received by BCHA, the computer system is updated with the current information and locked in.
9. An addendum will be printed and mailed to the tenant and landlord, which includes the current information and any changes in payment due by BCHA and/or tenant.
10. The tenant file is updated with the annual paperwork and filed away.

TERMINATION PROCESS

· If the tenant fails to return the requested information within the timeframe required, a termination notice will be sent to the tenant with rights to an informal hearing.

INTERIM RE-CERTIFICATION

All changes in income and household composition must be reported within ten (10) days of occurrence.

1. BCHA will determine whether the change warrants an interim re-certification.
2. If the change is within sixty (60) days of the anniversary date the change may be delayed until the annual re-certification.
3.  If the interim change includes a reduction in income, the change will be effective the first of the month after the change is reported.
4. Changes in the utilities and contract rent can only be done at the time of the anniversary date.
5. If the change in income causes an increase to the tenant’s rent portion the change will be effective thirty (30) days after it is reported. The change can only be effective on the first of a month. (Example: If the family reports an increase in income on May 15, 2006 that causes the tenant’s rent portion to increase, the change will be effective July 1, 2006)
6. Once the interim change is complete, the information is locked in the computer system and the tenant’s file is updated. 
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