BRAZORIA COUNTY HOUSING AUTHORITY
STANDARD OPERATING PROCEDURES

SEMAP SELF-ASSESSMENT 

INDICATOR 3. DETERMINATION OF ADJUSTED INCOME
At admission and re-examination, the PHA must properly:
· Obtain third verification on income

· Use the verified information

· Properly attribute allowances for expenses

· Use the appropriate utility chart where the family is responsible for the utility under the lease

· Proper deductions are used

· Document and calculate assets

Verification Methods

A number of methods are used to verify and document income, assets and other factors that affect the determination of family adjusted income:

· HUD prefers third party verification unless third party is not obtainable.  If third party is not possible the PHA must document why third party verification is not available.

· Third party verification is obtained directly from the source of the income or from the provider of the service.

· Employment income, Temporary Assistance to Needy Families (TANF), veteran’s benefits, unemployment compensation and social security income, interest and dividends, full time student status or child care expenses should be verified directly with the third party source.
· Documents supplied by the family is not considered third party

Auditing Process

The PHA will randomly select tenant files for review to determine whether the PHA verifies and determines adjusted income and uses the appropriate utility allowances in the determination of gross rent.

· The file sampling information will be compared to information listed on the 50058 printout to the verification forms in the tenant file.

· Any errors will be noted and brought to the attention of the Housing Specialist who did the work.  

· Consistent errors will indicate necessary training 
Sample Size

	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
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