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This procedure sets forth the steps to be carried out by Authority staff to accomplish the goals of the Rent Collection Policy.  It is organized by staff functions, then roughly chronologically within functions.  It is designed to be used in conjunction with other Authority policies and procedures (which are referenced herein).

In certain instances special procedures are in effect during the Rent Collection Initiative (RCI).  These special procedures are identified as applying during the RCI only.

1.00	 Preparing for Rent Collection:  
Between the date when the books are closed and the beginning of the following month all Site staff charged with rent collection responsibilities will prepare for the next month's rent collection.  It is the responsibility of cashiers to keep all financial records up to date and to inform the Manager of the status of rent collections (or any individual resident’s status) at any time:

1.01	Getting the Exact Picture of Current Delinquency:
Cashier will study the End‑of Month Delinquency Report and daily records of late payment to obtain an accurate picture of any tenants entering the coming month with delinquent balances in rent or other charges.  Cashiers will prepare a brief memo to Managers on the last working day of the month describing delinquents accounts showing the resident name, account number, amount delinquent, source of delinquency (rent, other charges, or both), whether the resident is delinquent on a repayment contract, and the period of delinquency;

1.02	Checking Repayment Contracts:
Cashiers shall review the site’s copies of any Repayment Contracts entered into in the current month to be familiar with the amounts the tenants executing such contracts will be required to pay in addition to rent in the coming month, as well as the duration of the Repayment Contracts, and shall prepare a brief memo to the Manager summarizing the status of all active Repayment Contracts at the end of each month;

1.03	Monitoring Eviction Paperwork:
Managers shall check the files and paperwork of any delinquent tenants with cases being prepared for eviction;

1.04	Establishing New Rental Amounts:
Managers or Assistant Managers shall review the new rental amounts of any tenants admitted or recertified for the coming month;

1.05	Tracking Income Sources:
The Manager or Assistant Manager should become aware (if not already aware) of the amount, source and date when each tenant household can expect its income for the coming month.  It is only sensible to plan collection efforts around the time income is received.  There is little reason to remind families on the tenth or fifteenth about paying rent if they received their checks on the second of the month.  By the tenth their money is often gone.

1.06	Preparing Rent Statements
Since this is a routine accounting and data processing function carried out by Central Accounting Office, the only special note that must be made is that site staff should be notified as quickly as possible if there is any delay or error in sending out rental statements.

1.07	Crediting Partial Payments:
Whenever a tenant pays less than the full amount billed, the partial payment shall be credited as follows:

	First to maintenance and repair charges, if any; 
	Second to excess utility charges, if any;
	Third to Repayment Agreements covering retroactive rent;
	Fourth to current rent;
	Fifth to delinquent rent under a Repayment Contract;
	Sixth, and last to delinquent rent not under a Contract

Under this method, unless a delinquent tenant pays in full, he will always owe delinquent rent and if he owes one month's delinquent rent, will still be subject to eviction.  Also remember, the only way a tenant can have a Grievance Hearing on non-payment is to pay the amount due the month before the grievance into escrow.

2.00  Collecting Rent: 

2.01	Focus on Rent Collection:
For site staff the first ten days of each month should be devoted to rent collection until the majority of residents get into the habit of paying on a timely basis. No training, annual inspections or recertifications should be scheduled during the first ten days of a month.  Move‑ins will be carried out, but only one management staff member will attend each move‑in.

2.02	Maintaining the Rental Ledger:
As residents pay their rent, the cashier will keep the rental ledger up to date, so all site staff may review the books at the end of each day to ascertain who has and has not paid rent (including any amounts covered by Repayment Contracts).

2.03	Staff Roles in Rent Collection:
Each morning, site management staff will review the rental ledger to determine which tenants have not paid rent.  Depending on when the tenants can expect their income, the manager will assign staff or will personally contact delinquent tenants to discuss payment as described below.

2.04	Telephone Contact:
First contact will be attempted by telephone, either at the tenant's home, if the tenant has a telephone, or place of employment, if the tenant is employed.  An appointment will be scheduled for the tenant to come to the office and either pay in full (if he/she already has a Repayment Contract or was delinquent at the end of the previous month) or to sign a Repayment Contract (Only if paid current as of the first of the month with no Repayment Contract in force).

2.05	Home Visit:
If the telephone contact is unsuccessful, site staff will go to the tenant's apartment (repeatedly, if needed) both during and after working hours, either to see the tenant or to leave a letter requesting the tenant to schedule a repayment appointment.  If, after repeated visits, the tenant appears to be away, staff will contact the neighbors to find out whether the delinquent tenants may have abandoned the unit.

2.06	Verifying Abandoned Units:
If there is any possibility that a unit may have been abandoned, site staff shall promptly send the family a letter by first class mail (with a copy to the file) notifying the family that they must contact the site office within 24 hours or staff will enter the unit to verify possible abandonment. 

Should the family fail to contact the site office within three days after the letter is mailed, site staff will enter the unit to determine whether it has been abandoned.  A unit can be considered to be abandoned if there are no signs of recent habitation, nothing of  value left in the unit, and no one seen entering or leaving the premises lately.  If the unit is abandoned, it should be secured promptly by the maintenance staff.

If a unit is abandoned by delinquent tenants, the site staff will make every effort to determine the total charges owed, including any repairs needed to the unit caused by the tenant's actions or negligence, and will submit a request to write off these amounts as collection losses according to the collection loss procedure.

2.07	Documenting the File:
Each attempt to contact the tenant about the delinquency will be noted in the tenant's file indicating the date of the attempted contact, the method of attempted contact, the person attempting the contact, and the outcome.  Copies of all Legal Notices will be retained in the file.  Any items sent by certified mail and returned unclaimed will be held in the file unopened (to be opened in Court).

2.08	Repayment Appointment:
When site staff meet with the tenant, the purpose of the meeting is either to obtain payment in full, or to negotiate a realistic Repayment Contract with the delinquent tenant.  See the paragraphs on Repayment Contracts (4.05 and 4.06) for the procedure.

If file review gives staff a reason to suspect the presence of a condition hazardous to life, health or safety in the unit, the employee conducting the Repayment Appointment can verify whether or not the hazardous condition still exists in the unit (which would warrant a rent abatement that might affect the delinquency)  See Section 3 of these procedures for instructions concerning rent abatements.

2.09	Conducting the Repayment Appointment:
It is vital to keep the repayment appointment professional.  Instead of trying to frighten or threaten tenants into paying rent, Authority staff will emphasize that the payment choice lies completely with the tenant ‑  If the tenant chooses to pay, he or she may stay.  On the other hand, if the tenant chooses not to pay, the Housing Authority has no choice but to evict.  There is nothing personal in the decision and staff would prefer that tenants pay and remain, however, if the tenant elects to use his or her available funds for purposes other than rent, the Authority will pursue eviction and will take the unit back.

2.10	Rent Collection Period:
Attempts to reach all delinquent tenants by telephone and home visit will be continued until the ninth day of the month.  If rent and other charges are not paid in full by the tenth of the month the tenant will be sent the both the Notice to Vacate for Non‑payment of Rent and the 14 day Notice of Lease Termination (at the same time). 

2.11	Beginning the Eviction Paperwork:
Between the 10th and the 24th of the month (when the Notice of Lease Termination has expired) site staff will begin assembling preliminary eviction paperwork on families that received 14 days notices.  During  the 14‑day Notice period site staff are authorized either to execute Repayment Contracts with tenants who request them ( and who were paid in full at the beginning of the month with no active Repayment Contract) or to receive payments in full (from tenants with current Repayment Contracts or prior month delinquencies).

On the 25th of the month, after the expiration of the 14‑day Notice Period, eviction paperwork will be forwarded to the Legal Division for every family that has not either paid in full or signed a Repayment Contract.

3.00	Rent Abatement for Defects Hazardous to Life, Health or Safety:
In compliance with federal regulations [ 24 CFR Part 966.4(h)], the Authority is required to abate rent, in full or in part, when conditions hazardous to the life, health or safety of the occupants exist in Authority units and all the following conditions are met:

	 	The Authority is aware of the conditions (e.g. an inspection form, work request or work order log entry in an Authority file documents the existence of such a condition); and

 	The Authority has neither repaired the conditions within a reasonable time nor offered the tenant standard alternative accommodations; and

 	The condition was not caused by the tenant, household members or guest or the tenant did not reject the alternative accommodations offered; 

3.01	When staff must consider rent abatements:
When a tenant or unit file contains a "smoking gun".  For example, an inspection report that indicates a ceiling is collapsing, a commode is inoperable, the unit has no water or no hot water,  windows are boarded up etc.; or

When  a tenant requests maintenance to correct a defect hazardous to life, health or safety and the work is not accomplished (regardless of the reason) in a reasonable time;

3.02	Rent Abatement and Rent Collection:
When conditions in a an Authority unit warrant rent abatement, it will have a direct effect on rent collection, since applying rent abatements will reduce or possibly eliminate a delinquency.  

Another way of expressing this concept is to say that the Authority cannot charge rent on units that contain conditions hazardous to life, health or safety, so tenants living in such units cannot become delinquent.

A third way of looking at rent abatements is that they wipe out tenant accounts receivable since it is impossible for tenants to owe any rent at all on units eligible for full abatement during the period covered by the abatement

3.03 	Determining whether a unit is eligible for rent abatement:
This process entails two steps:

 	First a file review of tenant file, work order file and work order log must be conducted to determine whether the Authority has any record of a condition hazardous to life, health or safety;

 	Second,  an Authority staff member must go to the unit and verify that the condition still exists and that it does, in fact, pose a hazard.

In most instances the verification of the condition warranting rent abatement can be combined with a repayment appointment, killing two birds with one stone.

3.04	Deciding on the appropriate amount of rent abatement:
Staff must decide, based on the severity of the condition and the extent to which the tenant's use of the unit is impaired, whether to grant a full or partial abatement of rent.

If the condition is very serious or dangerous, such as no heat (in the winter), no water in the bathroom or kitchen, a serious roof leak, faulty wiring, etc., a full abatement would be in order.  

If, on the other hand, the situation is a major inconvenience but not actually life threatening, a partial abatement would be appropriate.  Examples include a roof leak that affects only one room, no hot water, etc.

Using the Rent Abatement Form, (Exhibit A) staff will determine the appropriate amount of rent to be abated per month based on the seriousness of the condition.

3.05	Rent Abatement Period:
The duration of the rent abatement period will be the length of time from the earliest documentation of the condition leading to the abatement in the Authority files until either the condition is corrected or the tenant is transferred to a different unit.  Thus, if a serious roof leak is shown on a work order date 10/22/95 and on an inspection form dated 7/24/94, the rent abatement period would begin on 7/24/94 because this is the earliest date at which the condition was documented.  The bottom part of the Rent Abatement Form (Exhibit A) should be used to compute the full rent abatement due.

4.00	Repayment Contracts

4.01	Purpose of Repayment Contracts
A Repayment Contract sets up a legally binding agreement between a delinquent tenant and the  Authority under which the tenant agrees to pay  current rent plus a fair amount each month toward delinquent rent until the delinquency is repaid in full.  A sample Repayment Contract is attached as Exhibit B. 

The Authority, for its part, agrees not to terminate the lease of the delinquent tenant for nonpayment unless the terms of the Repayment Contract are broken by the tenant.

4.02	Who may be offered a Repayment Contract:
The only tenants who may be offered Repayment Contracts are those who meet the following conditions:

 	They do not already have Repayment Contracts in force (for this requirement no distinction is made between those tenants with up‑to‑date contracts and those with delinquent contracts who are being evicted); and

 	They were paid in full as of the first day of the month in which the Repayment Contract is requested ( For example, a Contract is requested for the month of August so the site staff ascertains that no delinquent amounts were owed prior to August first); and

 	They are requesting Repayment Contracts between the first and the 24th of the first month in which their delinquency occurs (To use the above example again, the family requests a Repayment Contract between August first and 24th).

	The only exceptions that can be granted to these requirements would occur during the Amnesty Month of the Rent Collection initiative (RCI) and in subsequent months if the tenant can prove that he or she was unable to execute a Repayment Contract between the first and the 24th of the first month in which delinquency occurred.  Examples of reasons the tenant would be unable to execute a Contract would include the hospitalization of the tenant, serving on a sequestered jury, etc.  When  an Authority staff member grants such an exception, the facts of the case must be documented in the file.

4.03	Repayment Contracts During Amnesty Month of RCI:
Only during the Amnesty Month of the Rent Collection Initiative may all tenants (with the exception of those already scheduled for Court or with Court awarded possession by the Authority)  be offered Repayment Contracts.  This one time occurrence is permitted because many previous repayment agreements had terms that were too onerous for the tenant to demonstrate willingness to make timely rental payments.

4.04	Terms of Repayment Contracts:
The terms of all Authority Repayment Contracts shall be as follows:

 	A down payment shall be required when the Contract is executed equal to no less than 15% of the total amount delinquent (rent plus charges) and no more than 50% of the total amount delinquent.  The actual amount of down payment will be negotiated between the tenant and site staff.  The more the tenant is able to put down, the shorter the duration of the contract will be.

 	The monthly payment shall be equal to one third of the Total Tenant Payment (Tenant Rent plus Utility allowance).  

	Since the tenant is already paying thirty percent of adjusted monthly income as TTP toward current rent, the additional amount of one third of this amount will bring the monthly payment for current rent plus the Contract amount to forty percent of the tenant's adjusted monthly income.  It is quite unrealistic to expect families to pay more than forty percent of their income to Authority.

	The monthly payment on the Repayment Contract must never be greater than one third of the TTP, so it is in the staff's best interest to move on delinquencies as quickly as possible, either getting the tenants under Repayment Contracts or processing them for eviction.

 	The duration of the Repayment Contract shall be figured as follows:  Take the total amount delinquent and subtract the amount paid down.  The amount remaining is covered by the Repayment Contract.  Divide this amount remaining by one third of the TTP to get the number of months that the Repayment Contract will run.

A sample Repayment Worksheet is attached to this procedure as Exhibit C.  It simplifies the calculations described above.

4.05	Preparing to Negotiate a Repayment Contract:
The following steps will apply whether staff is preparing to negotiate Repayment Contracts during the Amnesty Month of the RCI, or later in the normal rent collection mode:

 	A file review will be conducted before meeting or other contact with the tenant  to determine whether the tenant's rent is computed correctly, whether the tenant is entitled to some Interim reduction in rent not yet granted, whether the tenant's Utility Allowance has been reviewed within the past year as required by HUD regulations (24CFR, Part 965), or whether the tenant might be entitled to a rent abatement because of documented conditions hazardous to life, health or safety.

	Any of these situations might reduce or alter the amount delinquent (or, indeed, eliminate the delinquency) so all these possibilities must be checked before meeting with the tenant.

	If a change in the amount of rent due must be made because of a rent computation error (In Annual Income, Allowances, or calculation) or an Interim Adjustment not yet made, the rent amount should be corrected, and any resulting rent credits applied retroactively to the time the error in computation was made or the Interim should have been granted.  The tenant must then be informed of the corrected delinquent amount (if any) and negotiations may proceed.

	If the tenant did not have his/her Utility Allowance reviewed or adjusted as required by the Part 965 Regulations, the Manager should contact that staff member responsible for Utility Allowance reviews who will determine what the Utility Allowance should have been for the period in question.  Once the correct Utility Allowance is known, the Tenant Rent can be recalculated and the resulting rent credits applied for the appropriate period.

	If an Inspection Report or Work Request suggests the presence of a condition hazardous to life, health or safety, the condition must be verified.  This verification requires a visit to the unit, which can coincide with the Repayment Appointment, described below ( See Section 3.03).

 	The staff will contact the tenant, either by telephone or at home to schedule a Repayment Appointment, which should take place in the tenant's home.

 	The individual conducting the Repayment Appointment should complete the first 6 lines of the Repayment Worksheet prior to the Appointment.

4.06	Negotiating a Repayment Contract
If possible, the Repayment Contract should be discussed in the tenant's home, although it must be executed and the down payment made at the development office, since no payments can change hands elsewhere.

The primary topic for negotiation will be the amount of down payment the tenant will make.  The staff member, who is likely to be aware of the tenant's circumstances and reliability, should seek the largest down payment the tenant can afford.  Staff may not accept less than 15% of the total delinquent amount and cannot insist on a down payment in excess of 50% of the total delinquent amount.  If the delinquency has been caught quickly enough, some families may be able to pay in full, which is certainly desirable, although unlikely for most of our very low income population.

The larger the down payment, the shorter the term of the agreement.  Most families will want to get out from under the additional burden of a Repayment Contract at the earliest opportunity.

It must be made clear to the family that the Repayment Contract being offered is the only one that will be offered, and failure to take advantage of the offer will result in the tenant's payment in full or eviction.

After staff and the tenant have agreed to the terms of the Repayment Contract , they will set a mutually agreeable date and time for execution of the Contract, at which point the down payment will be made.  Contracts can be executed at any time during the Amnesty Month of the RCI, but only during the first 24 days of the month in the normal rent collection mode.

4.07	Executing the Repayment Contract
At the time agreed in the Appointment, the delinquent tenant will come to the office, make the down payment and execute the Repayment Contract.  

4.08 	Filing Copies of the Repayment Contract:
The Tenant will receive a receipt for the down payment and a copy of the Contract.  Accounting will receive both a copy of the down payment receipt and the Contract, and a copy of the Contract will be placed in the tenant file.  If there are sufficient contracts to warrant it, a log of current contracts will be maintained in the site office.

5.00	Rent Collection Monitoring

5.01	The HUD 52295 Form:
Each month the HUD 52295 Form will be completed for each site with units under management by the Cashier.  Before the forms are sent to the Central Accounting office, the Manager shall check them for correctness and completeness.  The 52295s will be turned in to Housing Management at the main office by the 20th of the month for the preceding month.    The Manager shall be held accountable for both the content and the timeliness of the forms, regardless of which site staff member actually completes the forms.

5.02	Delinquency Explanation Form
By the fifth of each month the Manager will send a Delinquency Explanation Form to Housing Management at the main office.  This form (which is attached as Exhibit D) lists all delinquent tenants by status:  Under Repayment Contract, Being Processed for Eviction, and Other (Explanation Required).

5.03	Management Staff Performance Assessment
The rent collection performance of their developments shall be considered as a significant aspect of all management staffs' performance appraisals.  Rent collection is a key indicator of management  competence so an inability to collect rent must be considered a demonstration of incompetence. Specific rent collection goals may be made a part of management staff's performance standards. Furthermore, percentage of rents uncollected is a significant Indicator in the Public Housing Management Assessment Program under which the Authority is rated by HUD.

Area Administrators will be assessed by the rent collection performance of the sites they administer.

Failure to meet stated rent collection goals will be grounds for transfer, demotion or termination.

6.00 The Rent Collection Initiative:  Month One
The following procedures apply only to Month One of the Rent Collection Initiative (RCI).  Two activities are to be accomplished:  Publicizing the RCI and preparing for the Amnesty Month.  To the extent that procedures are the same as those during the normal rent collection cycle, they reference other parts of this policy.  The RCI is presented as a series of chronological steps below:

6.01	Month One:  Meeting with Tenant Leaders

 	Meetings will be convened by each site manager with the official and unofficial tenant leaders to inform them of the RCI. The purpose of the meetings is to explain the purpose of the RCI, the schedule, and the future rent collection procedure one the RCI is over.  

	In some developments, where rent has been collected pretty well, the RCI and the rent collection procedure will not represent a great change from the status quo.  It is apparent from reviewing TARs, however, that at other developments rent collection has been pursued sporadically at best, so the RCI and subsequent rent collection procedure will be a major change from 'business as usual'.

	While it is appealing to hope that tenant groups will support the Rent Collection Initiative on its own merits, some leaders of the tenant groups will themselves be delinquent or have spotty payment histories.  The important message for staff to try to convey at meetings with tenants is the importance to all of the Authority's residents of improved rent collections, and the fact that, under the RCI, everyone will get a last chance to straighten out his or her rental delinquency. 

	We do not recommend large meetings.  Experience has shown that a series of small meetings with people who normally get along with each other is usually more productive than a mass meeting.  We also recommend having a formal agenda for the meeting. 



6.02 	Tenant Letters (Publicity Month RCI)

Every Tenant will get one of two letters from the site staff during Month One.  The letters, attached as Exhibits E and F, will be signed by the site manager and will either be mailed or hand delivered in early in Month One.   Both letters explain the Rent Collection Initiative, but the first, sent to the good rent‑payers, also has a message of gratitude from the Authority for their responsible behavior.  The second letter, sent to all rental delinquents, warns them of the eventual consequences of non‑payment, but lets them know that the Amnesty Month will offer an opportunity to get on the right track.

6.03	Preparing for the Amnesty Month
This activity will require pulling the tenant files of all delinquent tenants near the end of Month One, prioritizing the work of file review, assigning staff, and checking the files for the following:

 	Possible errors in rent computation.  (These may be mistakes in Annual Income, Allowances not granted [especially the medical allowance for elderly families], or arithmetic errors);

 	Need for an Interim Reduction in rent.  This is an easy matter to check.  Has the tenant requested an Interim Reduction in Rent?  If so, is the verification complete?

 	For residents with tenant‑paid utilities only, whether the Utility Allowance been reviewed and updated if needed;

 	Potential need for rent abatement due to conditions hazardous to life, health or safety of the tenant.  See Section 3 of this procedures if documentary evidence should suggest such conditions.

The purpose of the file review is to be certain that the amount of delinquency is indeed correct, since any of the above conditions could reduce or even eliminate the delinquency.  In the event that the Authority ends up pursuing eviction, it is in everyone's best interest to be certain that no inadvertent misrepresentation of the facts occurs.

6.04	Activities of Other Authority Staff
While the site staff focus on activities that directly affect the tenants, the Legal Department will be working with the Courts to prepare for the potential flood of evictions in Month Three.  The Board will have the responsibility of working with elected officials and the power structure of the City to ensure that they understand both the necessity of the Authority's course of action and the fairness of the process.


7.00	The Rent Collection Initiative: Month Two - Amnesty
Month Two, the Amnesty Month, is the key to the Rent Collection Initiative.  If the site staff work assiduously and succeed in getting the majority of rental delinquents under fair Repayment Contracts during Month Two, their work will be greatly reduced from that point forward.  If, on the other hand, few Repayment Contracts are executed in Month Two, there will be a large and painful eviction workload in Months Three and Four.  A site‑by‑site comparison will be instructive.

7.01	Amnesty Period Letters
Form letters to be either mailed or hand delivered to all rental delinquents in Month Two.  One letter should go out to each delinquent tenant each week of the month until a Repayment Contract is executed.  The letters are numbered and go from a sort of friendly warning to a clear threat.

7.02	Contacting Delinquent Tenants
Besides the letters, site staff will be contacting rental delinquents by telephone (at home or at work) and by dropping by the unit. They should be prepared to visit the tenant in the evening, if necessary, and should speak to neighbors and relatives (if any are known) in an effort to get the tenants to contact site staff.  

7.03	Trying to Negotiate Repayment Contracts
Once contact is made with the delinquent tenant, every attempt will be made to negotiate a Repayment Contract (See Section 4).  During the Amnesty Month only, staff will be permitted to negotiate Contracts with tenants who already have prior contracts and with tenants that carried in delinquencies from prior months.

7.04	Points to Make During the Negotiating Session:
Staff must be certain to impress upon the delinquent tenant that the opportunity to sign a Repayment Contract will be available only during  Month Two and that the family will have to pay in full to avoid eviction thereafter.  In addition, it should be noted that the monthly payment required under the Repayment Contract is not more than the family can afford.

Further ideas about negotiating the Contract may be found in this procedure under Section 4.06.

7.05	Combining Management Activities During the Amnesty Month:
It is recognized that rent collection is only one aspect of a Manager's job, but many other aspects of the work can be combined to produce better results during the Amnesty Month.  Recertifications and Inspections, for example, can be combined with Negotiation of Repayment Contracts for Delinquent Tenants.  The staff should make it as difficult as possible for delinquent tenants to hide during the Amnesty Month.

7.06	Preparing for the Eviction Month
Throughout Month Two staff will be unflagging in their attempts to reach Repayment Contracts with delinquent tenants.  As the month progresses, however, it will become clear that certain tenants intend to call the Authority's bluff.  Once repayment negotiations have irretrievably broken down, staff can begin assembling the eviction paperwork on that tenant.

The process of preparing will entail cleaning up the file, putting the contents in neat and logical order and being certain that the file contains all the proper notices and proof of the Authority's attempts to reach an agreement short of eviction.

If there are any delinquent tenants whose files reveal a probable cause for rent abatement and whose units have not been visited, staff must send a 2‑day Inspection Notice, go to the house and confirm or deny the presence of a condition hazardous to life, health or safety.  Appropriate amendments can then be made to the delinquency amounts of such tenants. 

8.00	The Rent Collection Initiative: Month Three

Month Three is the month when the eviction of those tenants who refused to sign Repayment Contracts will begin..  The schedule is detailed below:

8.01	Send out Notice to Vacate for Non‑payment of Rent and 14‑day Lease Termination Letter:
On the 9th day of Month Three, the Notice to Vacate for Non‑payment of Rent and 14‑day Lease Termination Letter (Identified as Exhibits 1 and 2 in the Eviction Procedure) will be sent out  for every tenant who has not paid in full, including any amounts due under Repayment Contracts.

8.02	Method to Notify Tenants:
As prescribed in the lease, the two Notices identified in step 8.01 above may be mailed to the tenant (Certified mail will, of course, produce a receipt for either acceptance or refusal of delivery), given in person to an adult household member, or posted on the door of the unit.

From the point of view of proving delivery in court Certified Mail is best.

8.03	Tenants Who Want to Pay: No Partial Payments:
If tenants seek to pay to avoid eviction between the end of Month Two and the 25th of Month Three (when the 14 days has elapsed), they must pay the entire delinquent amount that they owe.  No Partial Payments Will Be Accepted.

8.04	Preparing the Court paperwork and List of Evictees:
On the 25th of Month Three site staff will prepare final Court paperwork for eviction and the site‑wide List (with Notice to Vacate attached and listed as Exhibits 3 and 4 in the Eviction Procedure) for every tenant then delinquent.  The Docket Number column will be left blank, since the docket numbers are issued by the Court.

The original of these materials will be hand delivered by site staff to the Legal Office on the 25th of Month Three.  A copy of the List will be given to the Director of Housing Management.

8.05	Legal Costs:
On Month Three 26th staff of the Legal Office will arrange for Authority checks to pay legal fees for the Courts.

8.06	Eviction Cases Filed in Court
On the 27th of Month Three, the Legal staff will pay the Court Costs  and file the appropriate paperwork with the Court.  At this point the cases will have left the Authority system and will be a part of the court system.

The Court will issue a docket number for each case.  Legal will record these docket numbers and send copies of the lists, now with the docket numbers filled in, to the appropriate Managers along with the Notice of Filing Letter (Exhibit 5 of the Eviction Procedure), which gives the date for the Court Hearing. 

Site staff will review the Notice of Filing Letters carefully and schedule personnel to cover every hearing date.  Especially for cases brought in Month Three, all the hearings may not be on the same day.

Staff of the Legal Department will prepare the Master Court Date List after the docket numbers are issued.

From this point on, the Eviction procedure in effect during the Rent Collection Initiative will track the regular Eviction Procedure, beginning at step 7. 
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