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MANAGEMENT OBJECTIVES

To enforce the U. S. Department of Housing and Urban Development (HUD) policies (24 CFR 982.204) as well as the Brazoria County Administrative Plan.  To ensure that families are placed on the waiting list in accordance with HUD requirements, and Brazoria County’s preference system.  Ensure that the selection process treats applicants fairly, equitable, and in a consistent manner while providing an effective method for determining eligibility.

Opening the Waiting List

The Brazoria County Housing Agency will request the approval of its Board of Commissioners when opening the waiting list.  After Board approval the following will occur:

· Brazoria County Housing Agency will advertise the opening of the waiting list through public notice, such as, the local newspaper that service the jurisdiction, postings/flyers throughout the community including all ethnicities, postings at stores giving consideration to populations least likely to apply, and notices sent to social agencies.
· The waiting list will be opened when a significant decrease occurs to where the waiting pool is less than six months based on current availability, the need to target special populations, program turnover, and HUD findings.
· The announcement of the opening will contain the date, time, and location where families may apply, the method by which families may apply, the method by which families will be chosen from the waiting list, the program for which applications are taken, and a brief description of the program for which the family may apply to.
· Applications for the elderly and disabled may be taken by phone, or home visits as Reasonable accommodations. 
· Once applications are received the hard copies will be filed and the information from the actual application will be entered in a computerized system until selected through a lottery system for determination of eligibility. 
· The notices will contain the Equal Opportunity Housing logo and non-discrimination statement in the advertisements.



CLOSING THE WAITING LIST

The closing date for taking pre-applications will be announced in the public notice along with the advertisement for opening the waiting list.

The HA will use the closing date to limit the size of the waiting list to a number of applicants who will most likely receive assistance within a twelve month to eighteen month period.

· The closing will be announced along with the opening.
· Postings will be made at locations throughout the community and may be sent to social agencies.
· Postings and notices will contain the Equal Housing Opportunity logo and non-discrimination statement.
· The waiting list may be re-opened if a sufficient number of applicants to maintain full lease-up for at lease a year.

PURGING THE WAITING LIST

The waiting list will be purged at least once annually.  The waiting list will be purged to remove the following: applicants who can no longer be reached, are no longer interested, no longer qualified, etc., using the following procedures:

· Send letters to all applicants on the waiting list.
· The letter must require the applicant to respond within 10 business days of the date of the letter.
· Applicants who fail to respond send notice of withdrawal from the waiting list with deadline date to request an informal review.
· Remove names of those who fail to respond or who are no longer interested from the computer, and document date of withdrawal on the waiting list (computer system) and in the applicant file.
· File response from applicant or post office return letter in the applicant file.
· Retain files for three years after withdrawal from the waiting list. (Can be destroyed after three years)

Other Actions

Prior to being admitted to the Housing Choice Voucher Program applicants may have changes to their circumstances, the following steps are taken:

· Changes to household composition, income, address, etc., must be reported in writing
· After receiving the documentation of the change stamp date the receipt of the document, make changes to the computer waiting list and place document in the applicant file.
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