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MISSION STATEMENT: 

 

 

 
The Housing Authority of the City of Franklin 

will provide safe, affordable housing to law-

abiding, economically responsible families. 
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I. PROGRAM APPROACH AND OBJECTIVES 

 

A. PURPOSE OF THE ADMISSION AND OCCUPANCY POLICY 

 

1. This Section 8 Administrative Plan establishes the Housing Authority of 

the City of Franklin’s discretionary policies and procedures that will be 

used in the administration of the Section 8 Housing Choice Voucher 

Program in accordance with U.S. Department of Housing and Urban 

Development requirements.  The approach to program functions contained 

in this policy are applicable to admission and occupancy in the Section 8 

Housing Choice Voucher Program. 

 

2. This Section 8 Administrative Plan policy complies with the provisions of 

24 CFR 982. 

 

3. Additional requirements can be found in the Housing Authority of the City 

of Franklin Public Housing Agency Plan.  

 

4. The overall objectives for the Housing Authority of the City of Franklin 

Section 8 Housing Choice Voucher Program are intended to achieve the 

following: 

 

a. Provide decent, safe and sanitary housing at an affordable cost to 

very-low-income families. 

 

b. Encourage self-sufficiency of program participants; and 

 

c. Assure compliance with The Department of Housing and Urban 

Development regulations, Equal Housing Opportunity 

requirements, and the Housing Authority of the City of Franklin’s 

policies. 
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B. AFFIRMATIVE MARKETING 

 

1. The Housing Authority of the City of Franklin will conduct affirmative 

marketing as needed so the waiting list includes a mix of applicants with 

races, ethnic backgrounds, ages and disabilities proportionate to the mix of 

those groups in the eligible population of the area.  The marketing plan 

will take into consideration the number and distribution of open vouchers, 

vouchers that can be expected to become vacant because of move-outs, 

and characteristics of families on the waiting list.  The Housing Authority 

of the City of Franklin will review these factors regularly to determine the 

need for and scope of marketing efforts.  All marketing efforts will include 

outreach to those least likely to apply. 

 

2. Marketing and informational materials will: 

 

a. Comply with Fair Housing Act requirements on wording, logo, 

size of font, etc; 

 

b. Describe the application process, waiting list, and preference 

structure accurately; 

 

c. Use clear and easy to understand terms and more than strictly 

English-language printed media; 

 

d. Contact agencies that serve potentially qualified applicants least 

likely to apply to ensure that accessible/adaptable units are offered 

to applicants who need their features; 

 

e. Make clear who is eligible: low-income individuals and families; 

working and non-working people; and people with both physical 

and mental disabilities; and 

 

f. Be clear about the Housing Authority of the City of Franklin’s 

responsibility to provide reasonable accommodations to people 

with disabilities. 
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C. NON-DISCRIMINATION 

 

1. Complying with Civil Rights Laws 

 

a. The Housing Authority of the City of Franklin will give equal 

treatment to the rights of applicants and Tenants in the way it 

carries out its programs.  It is the policy of the Housing Authority 

to comply with all civil rights laws, included but not limited to: 

 

1. Title VI of the Civil Rights Act of 1964, which forbids 

discrimination on the basis of race, color, religion, national 

origin or sex; 

 

2. Title VII of the Civil Rights Act of 1968 (as amended by 

the 1974 HCDA and the Fair Housing Amendments Act of 

1988), which extends protection against discrimination 

based on disability and familial status, and spell out forms 

of prohibited discrimination; 

 

3. Executive Order 11063; 

 

4. Section 504 of the Rehabilitation Act of 1973; which 

describes specific housing rights of persons with 

disabilities; 

 

5. The Age Discrimination Act of 1975, which establishes 

certain rights of the elderly; 

 

6. Title II of the Americans with Disabilities Act, otherwise 

Section 504 and the Fair Housing Amendments govern; 

 

7. Any applicable State laws or local ordinances, and 

 

8. Any legislation protecting the individual rights of tenants, 

applicants or staff that may subsequently be enacted. 

 

b. The Housing Authority of the City of Franklin shall not 

discriminate because of race, color, age, disability, sex, familial 

status, religion, or national origin in the leasing, rental, or other 

disposition of housing or related facilities (including land) included 

in any project under its jurisdiction covered by a contract for 

annual contributions under the United States Housing Act of 1937, 

as amended, or in the use or occupancy thereof.  
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c. The Housing Authority of the City of Franklin shall not, on 

account of race, color, sex, familial status, religion, age, handicap, 

or national origin: 

 

1. Deny to any family the opportunity to apply for such 

housing, nor deny to any eligible Applicant the opportunity 

to lease such housing suitable to its need;    

 

2. Provide housing which is different than that provided to 

others; 

 

3. Subject a person to segregation or disparate treatment; 

 

4. Restrict a person's access to any benefit enjoyed by others 

in connection with the Housing Choice Voucher Program; 

 

5. Treat a person differently in determining eligibility or other 

requirements for admission; 

 

6. Deny a person access to the same level of services; 

 

7. Deny a person the opportunity to participate in a planning 

or advisory groups which is an integral part of the Housing 

Choice Voucher Program; or 

 

8. Publish or cause to be published an advertisement or notice 

indicating the availability of housing that prefers or 

excludes persons who are members of a protected class. 

 

d. The Housing Authority of the City of Franklin shall not 

automatically deny admission to a particular group or category of 

otherwise eligible Applicants (e.g., unwed mothers, families with 

children born out of wedlock, elderly, or families whose head or 

spouse is a student).  Each Applicant in a particular group or 

category will be treated on an individual basis in the normal 

processing routine.  

 

e. The Housing Authority of the City of Franklin will correct 

situations or procedures that create a barrier to equal housing 

opportunity for all.  To permit people with disabilities to take full 

advantage of the Housing Authority of the City of Franklin’s 

housing program and non-housing programs, in accordance with 

Section 504, and the Fair Housing Amendments Act of 1968, refer 

to the Reasonable Accommodations Policy.
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II. PROCEDURES ON TAKING APPLICATIONS, INITIAL PROCESSING, AND 

PLACEMENT ON THE WAITING LIST, APPEAL PROCEDURES FOR 

REJECTED APPLICATIONS 

 

A. PROCESS AND ACCEPT APPLICATIONS 

 

1. The Housing Authority of the City of Franklin will accept and process 

applications in accordance with applicable Department of Housing and 

Urban Development Regulations and the following procedures.  The 

applicant will be required to place a preliminary application.  The Housing 

Authority of the City of Franklin will assume that the facts certified by the 

applicant in the preliminary application are correct, although those facts 

will be verified during the application process. 

 

B. REASONABLE ACCOMMODATIONS  

 

1. Reasonable accommodations will be provided for applicants with 

disabilities if the situation warrants.  

 

C. PRELIMINARY APPLICATION 

 

1. A sample of the Housing Authority of the City of Franklin’s application is 

available in APPENDIX III 

 

2. Obtaining a preliminary application. 

 

a. Applications are available at the entrance of the Main Office at 

Colonial Manor, 1212 Chestnut Street, Franklin, PA 16323. 

 

b. Applications are available on the website 

www.franklinhousingpa.org.  The application is in PDF fillable 

format, yet it must be printed and signed by all household members 

over 18 years old. 

 

c. If the applicant lives outside of the jurisdiction and does not have 

access to the internet, an application may be sent in the mail. 

 

d. The applicant must complete a preliminary application and turn it 

into the Main Office at Colonial Manor, 1212 Chestnut Street, 

Franklin, PA 16323. 
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e. All applications must be either dropped off or mailed to the Main 

Office at Colonial Manor, 1212 Chestnut Street, Franklin, PA 

16323.  FAXED APPLICATIONS WILL NOT BE ACCEPTED. 

 

f. All applications are date and time stamped which designates their 

place on the waiting list. 

 

3. Processing the preliminary application. 

 

a. Once the preliminary application is received, the applicant will be 

contacted by certified mail to schedule an interview to verify the 

content of their application.   

 

b. Incomplete preliminary applications will be returned to the 

applicant and will not be processed until all required information is 

provided.  

 

c. Applicants that are determined to owe other subsidized housing 

programs and/or landlords as a result of participating in a 

subsidized housing program: 

 

1. must pay all balances in full, 

 

2. must provide the Housing Authority of the City of Franklin  

paid-in-full receipts from all subsidized housing programs 

and landlords, and  

 

3. may not apply for housing assistance through this agency 

until 90 days after the applicant supplies the paid-in-full 

receipts. 
 

4. Interview and Verification Process 

 

a. Applicants who fail to attend their scheduled interview or who 

cannot be contacted to schedule an interview will have their 

applications withdrawn, subject to reasonable accommodations for 

people with disabilities. 

 

b. All family members over 18 years old should attend the interview. 

 

c. Items that must be brought to the interview and are verified: 

 

1. Birth Certificates for all members of the household; 
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2. Original Social Security Cards for all members of the 

household; 

 

3. Photo Identification for all members of the household who 

are over 18 years of age and older; 

 

4. proof of all income; 

 

5. proof of all assets;  

 

6. proof of qualification for a preference; and 

 

7. proof of Citizenship or eligible immigration status at the 

time of the interview.  

 

d. If the applicant does not have the required documents at the time of 

their interview, they will be given five (5) days from the date of the 

interview to secure the documents and turn them into the main 

office or their name will be removed from the waiting list. 

 

e. Applicants reporting zero income will be asked to complete a 

family expense form to document how much they spend on: food, 

transportation, health care, child care, debts, household items, etc. 

and what the source of income is for these expenses.  These costs 

may be considered regular monthly income and rent will be 

computed based on these expenses. 

 

f. At the close of the interview, all household family members that 18 

years old and older are required to sign the printed application, all 

authorizations for release of information, and a Fraud Statement. 

 

D. APPLICANT SCREENING 

 

1. All applicants shall be screened in accordance with The Department of 

Housing and Urban Development’s regulations and sound management 

practices. 

 

2. The Housing Authority of the City of Franklin will screen all household 

members over the age of 18 to determine if funds are owed to either the 

Housing Authority of the City of Franklin or any other subsidized 

program.  This includes previous landlords that the family rented from and 

received subsidized rental assistance. 

 

3. If negative information is received about an applicant, the Housing 

Authority of the City of Franklin shall consider the time, nature and extent 

of the applicant’s conduct and the factors that might indicate a reasonable 
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probability of favorable future conduct.  These may be considered 

mitigating circumstances and may be verified. 

 

4. The Housing Authority of the City of Franklin will screen all members 

over the age of 18 regarding the applicant’s intentional misrepresentation 

of information related to eligibility, preference for admission, housing 

history, allowances, family composition or rent.  Unintentional mistakes 

that do not confer any advantage to the applicant will not be considered 

misrepresentations. 

 

5. Criminal Background checks: 

 

a. The Housing Authority of the City of Franklin will screen all 

members over the age of 18 to determined if they have been 

arrested for the manufacture, sale of, or use of methamphetamine. 

 

b. The Housing Authority of the City of Franklin will screen all 

members over the age of 18 regarding lifetime registration 

requirements under a State sex offender registration program in 

accordance with 24CFR 982.553. 

 

c. The Housing Authority of the City of Franklin will screen all 

members of the household regardless of age for all types of 

criminal activity. 

 

d. If any screening suggests that an applicant household member may 

be currently engaged in the illegal use of drugs, the Housing 

Authority of the City of Franklin shall seek information from a 

drug abuse treatment facility to determine whether the facility has 

reasonable cause to believe the household member is currently 

engaging in illegal drug use. 

 

e. Denial for criminal activity is outlined in the “One Strike and 

You’re Out” Policy in APPENDIX II 

 

f. Procedures for Criminal Background Screening 

 

1. A letter is sent to the Franklin Police Department to verify 

if any of the family members over the age of 18 has an FBI 

number or State number on the National Crime Data Base 

and any local information. 

 

2. If the applicant and/or household members have a FBI or 

State number, a certified letter is sent to the applicant 

scheduling them to be fingerprinted. 
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3. If the applicant does not submit to being fingerprinted, they 

are immediately removed from the waiting list. 

 

4. Criminal activity is researched on the internet at several 

sites for all members of the household. 

 

6. Credit checks are conducted to verify previous addresses.  Those 

addresses are researched to determine if any debts are owed to other 

subsidized housing or government-funded programs. 

 

7. Mitigating circumstances are facts relating to the applicant’s negative 

rental history or behavior, that when verified, indicate:  

 

a. the reason for the unsuitable rental history and/or behavior; and 

 

b. that the reason for the unsuitable rental history and behavior is no 

longer in effect or is under control, and applicant’s prospect for 

lease compliance is an acceptable one, justifying admission.  

Mitigating circumstances may overcome or outweigh information 

already gathered in the screening process. 

 

c. If the applicant asserts that mitigating circumstances relate to a 

change in disability, medical condition or treatment, the Housing 

Authority of the City of Franklin shall refer such information to 

persons qualified to evaluate the evidence and verify the mitigating 

circumstance.  

 

d. Examples of mitigating circumstances might include: 

 

1. Evidence of successful rehabilitation; 

 

2. Evidence of the applicant family’s participation in social 

service or other appropriate counseling services; or 

 

3. Evidence of successful and sustained modification of 

previous disqualifying behavior. 

 

e. Consideration of mitigating circumstances does not guarantee that 

an applicant will qualify for the waiting list.  The Housing 

Authority of the City of Franklin will consider such circumstances 

in light of: 

 

1. The applicant’s ability to verify the mitigating 

circumstances and prospects for admission; 
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2. The applicant’s over all performance with respect to all the 

screening requirements; 

 

3. The nature and seriousness of any criminal activity, 

especially drug-related criminal activity, that appears in the 

applicant’s record. 

 

8. Third-Party Verification 

 

a. Income will be verified through the Earned Income Verification 

System (EIV) and letters to income sources. 

 

b. Assets, medical expenses, and child care expenses will be verified 

through letters sent to the source, requesting the information by the 

source completing and returning the form/letter. 

 

c. Requests are accompanied by the appropriate Authorization for 

Release of Information. 

 

d. Third-party verification may be sent and received via first class 

mail or faxing.   

 

e. Third-party verification is kept confidential in the tenant family’s 

file. 

 

f Verified information will be analyzed and a determination made 

with respect to: 

 

1. Eligibility of the Tenant as a family or as the remaining 

member of a family; 

 

2. Unit size required for the family (using the Occupancy 

Guidelines); and 

 

3. The Rent the family should pay 

 

g. If attempts to obtain third party written verification are 

unsuccessful, the Housing Authority of the City of Franklin may 

use the following: 

 

1. Telephone verification with the results recorded in the file, 

dated, and signed by Housing Authority of the City of 

Franklin staff; 

 

2. Applicants must cooperate fully in obtaining or providing 

the necessary verifications; or 
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3. If no other form of verification is available, the documents 

presented by the applicant may be accepted. 

 

h. The PHA must receive information within the period of 60 days in 

the following circumstances: 

 

1. verifying that an applicant is eligible before the PHA issues 

a voucher to the applicant. 

 

2. verifying that an applicant is eligible before the PHA 

admits the family to the program by entering into a 

Housing Assistance Payments Contract with the landlord. 

 

3. before the renewal of the Housing Assistance Payments 

Contract.  

 

4. before the completion of an interim reexamination.  

 

E. THE PREFERENCE SYSTEM 

 

1. A waiting list preference does not guarantee admission.  Preferences 

establish the order of placement on the waiting list.   

 

2. Preferences will be granted to applicants who are otherwise qualified and 

who meet the definitions of the preferences to be placed on the waiting 

list. 

 

3. Applicants that are otherwise eligible and self-certified as qualifying for a 

preference will be placed on the waiting list in the appropriate applicant 

pool. 

 

4. Applicants that self-certify to a preference at the time of pre-application 

and cannot verify current preference status at the time of certification to be 

placed on the list, will be moved into the non-preference category, and to a 

lower position on the waiting list based on date and time of application. 

 

5. Income-Targeting Preference (2 Points) 

 

a. Preference in effect based on ranges of income. 

 

b. At least 75% of all admissions in any year shall be extremely low-

income.  Extremely low income is defined as annual income which 

falls between 0% and 30% of area median income. 
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c. A lower percentage of extremely low-income families may be 

admitted if: 

 

1. The Housing Authority of the City of Franklin had 

conducted marketing and outreach programs targeting 

extremely low-income families; 

 

2. There is not a sufficient pool of extremely low-income 

families on the waiting list; 

 

3. Admission of very low-income families is the worst case 

housing need as determined by the Department of Housing 

and Urban Development. 

 

6. Local Preferences (1 Point per Preference Category for which the 

applicant fits the criteria.) 

 

a. Displacement  

 

1. The Housing Authority of the City of Franklin defines 

Displacement Preference to include applicants who can 

document that they have been displaced through no fault of 

their own for any of the following reasons: 

 

A. Natural Disaster: If the President of the United 

States declares the area surrounding the residence is 

uninhabitable due to tornado, hurricane, fire, floods, 

and acts of war. 

 

B. Governmental action: Properties that are 

condemned.  Properties that fall under the eminent 

domain (the power of the commonwealth to take 

private property for public use in return for just 

compensation).  

 

C. Domestic Violence, Dating Violence, or Stalking 

 

1. An applicant that is transitioning from an 

interim housing program designed to assist 

victims of domestic violence and their 

children.   
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2. Applicants that have police reports and/or 

are active with a social service agency 

assisting the family that is in an abusive 

situation and can provide documented proof 

may qualify for this preference. 

 

     D. Witness Protection 

 

1. The applicant was a witness to violent 

crimes occurring in or around public, Indian, 

or other HUD-assisted housing that 

cooperate with the relevant governmental 

law enforcement and prosecutorial agencies 

in their investigation and prosecution of the 

perpetrators are eligible for this preference. 

 

2. The witness (and their immediate family) is 

not required to be a current resident of the 

aforementioned HUD-assisted housing in 

order to be considered eligible for the 

preference, but must be otherwise eligible to 

receive a Section 8 Housing Choice 

Voucher.   

 

3. Eligibility for this preference is determined 

through documentation from the Office of 

Inspector General and the Office of the 

Department of Housing and Urban 

Development.   

 

b. Residency Preference 

 

1. Qualification 

 

A. The applicant must be a resident of the County of 

Venango. 

 

B. The applicant must be permanently employed at a 

business that is located within 20 miles of the 

boundaries of the City of Franklin. 

 

C. The applicant must be an enrolled student or trainee 

within the County of Venango. 
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2. Required documentation 

 

A. Rent Receipts that contain the applicant’s name and 

the address where they reside. 

 

B. Utility bills (gas, electric, water, sewage, garbage) 

 

C. Other bills (cell phone, cable, internet)  

 

D. Pay stubs from the same employer(s)  

 

E. Driver’s License 

 

F.  Vehicle Registration 

 

G. Written proof of enrollment (grades, transcripts, 

tuition bill) 

 

7. Administration and Method of Applying Preferences 

 

a. The Housing Authority of the City of Franklin should admit the 

statutorily required 75 percent of all admissions during the fiscal 

year to families with extremely low-incomes.   

 

b. Points will be applied to Local Preferences as stated above. 

 

c. The applicant with the most points and the oldest application will 

be placed on the waiting list accordingly. 

 

d. Depending on the amount of time an applicant may have to sit on 

the waiting list, the Housing Authority of the City of Franklin will 

verify preferences at the time of the application or require that 

applicants certify to their qualification for a preference at the time 

of pre-application.  Preference verifications shall not be more than 

120 days old at the time of certification. 

 

e. The family will be advised to notify the Housing Authority of the 

City of Franklin of any change that may affect their ability to 

qualify for a preference. 

 

f. Families that do not qualify for a preference will be categorized as 

non-preference families. 
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F. ACCEPTED OR REJECTED APPLICATION 

 

1. Verified information will be analyzed and a determination made with 

respect to the acceptance or rejection of the application. 

 

2. An applicant is eligible to be placed on the waiting list if the following 

occurs: 

 

a. Pass the criminal background in accordance with the “One Strike 

and You’re Out Policy”; 

 

b. Pass the credit history that confirms that money is not owed to any 

other subsidized housing organization; 

 

c. The applicant composition qualifies as the definition of family 

 

d. Eligibility of the applicant with respect to income limits for 

admission; 

 

e. Eligibility of the applicant with respect to citizenship or eligible 

immigration status; 

 

f. Unit size required for and selected by the family; 

 

g. Preference category (if any) to which the family is entitled; and 

 

3. A letter will be sent notifying the family that they are placed on the 

waiting list, yet will be required to reverify and update information 

contained in their application. 

 

4. An application may be rejected due to the following: 

 

a. Does not pass the criminal background checks in accordance with 

the “One Strike and You’re Out” Policy; 

 

b. If it is determined that any member of the household owes money 

to any subsidized housing program; 

 

c. The applicant does not meet the definition of family in accordance 

with 24 CFR 982 and 24 CFR 5;  

 

d. The total family income is above the maximum allowable income 

limits set by the Department of Housing and Urban Development; 

 

e. All household members do not qualify under the citizenship or 

eligible immigration status in accordance with 24 CFR 5; 
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f. A certified letter will be sent notifying the family that their 

application was rejected listing the reasons for denial.  The 

applicant has the right to appeal the decision in writing within five 

(5) days of receipt of the letter. 

 

 5. Applicants who are rejected may file a written appeal in 

accordance with the Housing Authority of the City of Franklin’s 

Grievance Procedure. 
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III. ESTABLISHING AND MAINTAINING THE WAITING LIST 

 

A. It is the policy of the Housing Authority of the City of Franklin to administer its 

waiting lists as required by The Department of Housing and Urban Development’s 

regulations. 

 

B. ORGANIZING THE WAITING LIST 

 

1. The waiting list must contain the following information for each applicant 

listed: 

 

a. Applicant name; 

 

b. Family unit size (number of bedrooms for which family qualifies 

under PHA occupancy standards); 

 

c. Date and time of application; 

 

d. Qualification for any local preference; 

 

e. Racial or ethnic designation of the head of household. 

 

C. OPENING AND CLOSING WAITING LISTS 

 

1. In order to maintain a balanced application pool, the Authority at its 

discretion, may restrict application taking, suspend application taking, or 

close waiting lists for a period of time. 

 

2. If the Authority has too many applications, it may elect to: 

 

a. close the waiting list completely;  

 

b. close the list during certain times of the year; 

 

D. Decisions about the waiting list will be based on the amount of funding available 

during the fiscal/calendar year.  Closing the waiting lists, restricting intake, or 

opening the waiting lists will be publicly announced and require Board approval. 

 

E. During the period when the waiting list is closed, the Authority will not maintain a 

list of individuals who wish to be notified when the waiting list is reopened. 

 

F. PROCEDURES FOR UPDATING THE WAITING LIST 

 

1. Annually the Housing Authority of the City of Franklin will update in 

writing applications that are over one year old by sending a certified letter 

to address listed on the application. 
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2. The applicant must contact the Housing Authority of the City of Franklin in 

writing to confirm they are still interested within (5) five days of receipt of 

the certified letter.   

 

3. If there is no response to the certified letter, the Housing Authority of the 

City of Franklin will remove the name of an applicant from the waiting list.
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IV. ADMISSION TO THE PROGRAM 

 

A. MAKING AN OFFER TO A QUALIFIED APPLICANT FOR A HOUSING 

CHOICE VOUCHER 

 

1. To assure equal opportunity and nondiscrimination on grounds of race, 

color, sex, religion, national origin, age, disability or familial status, PLAN 

“A” will be used to make unit offers. 

 

2. Local and ranking preferences will be a factor in most admissions, although 

there may be instances that the Housing Authority of the City of Franklin 

will make an offer to an applicant who does not qualify for a ranking 

preference.  

 

3. The first qualified applicant in sequence on the waiting list is made one 

offer for a Housing Choice Voucher. 

 

4. The applicant must accept the voucher offered within five (5) working days 

of the date the offer is communicated (by phone, mail, or the method of 

communication designated by an applicant with disabilities) or be removed 

from the waiting list.  All offers made over the phone will be confirmed by 

letter.  If unable to contact an applicant by phone or first class mail, the 

Housing Authority of the City of Franklin will send a certified letter, return 

receipt requested. 

 

5. When the Housing Authority of the City of Franklin has less than (30) 

thirty applicants on its waiting list and the applicant refuses the unit offer, 

they will be removed from the waiting list and advised to reapply when 

they are ready to move. 

 

6. Applicants who are removed from the waiting list because they refuse the 

unit offer without good cause may not reapply for housing for 60 days. 
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7. An applicant is not considered to have been offered a unit when: 

 

a. An applicant is willing to accept the unit offered but is unable to 

move at the time of the offer and presents clear evidence of his/her 

inability to move to the Authority's satisfaction, refusal of the offer 

shall not require that the applicant be placed at the bottom of the 

waiting list provided there are more than (30) thirty applicants on 

waiting list. 

 

b. An applicant presents to the satisfaction of the Authority clear 

evidence that acceptance of the offer of a suitable vacancy will 

result in undue hardship or handicap not related to considerations of 

race, color, sex, religion national origin, or special needs, such as 

inaccessibility to source of employment or children's day care, 

refusal of the offer shall not require that the applicant be placed at 

the bottom of the waiting list provided there are more than (30) 

thirty applicants on waiting list. 

 

B. DETERMINING UNIT SIZE/PAYMENT STANDARD 

 

1. The primary standard is that the unit size assigned to the family shall not 

require more than two (2) people to occupy the same bedroom. 

 

2. Subsidy Standards 

 

a. Vouchers shall be issued to and units shall be occupied by families 

of the appropriate size as set forth in the table below.  This policy 

maintains the usefulness of the units, while preserving them from 

excessive wear and tear and under-utilization. 

 

No. of Bedrooms  No. of Persons 

Min.  Max. 

 0 1 1 

1 1  2 

2 2 4 

3 3  6 

4  5  8 
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b. It will not be necessary for persons of different generations or 

opposite sex, other than husband and wife, to occupy the same 

bedroom, although they may do so at the request of the family.  (An 

exception may be made for infants and young children up to the age 

of two who are of the opposite sex). 

 

c. Exceptions to the largest permissible unit size may be made in case 

of reasonable accommodations for a person with disabilities. 

 

d. Two children of the opposite sex will not be required to share a 

bedroom, although they may do so at the request of the family. 

 

e. An unborn child will be counted as a person in determining unit 

size.  Applicants are required to supply documentation of 

pregnancy. 

 

f. The Housing Authority of the City of Franklin will count a child 

who is temporarily away from the home because the child has been 

placed in foster care, kinship care, or is away at school. 

 

g. A single head of household parent shall not be required to share a 

bedroom with his/her child, although they may do so at the request 

of the family. 

 

h. A live-in attendant may be assigned a bedroom.  Single, elderly, or 

disabled tenants with live-in attendants will be assigned one or two 

bedroom units. 

 

i. The local Housing Code permits a minimum of 50 square feet in a 

bedroom per person.  Two persons per bedroom will be the standard 

for the smallest units a family may be offered. 

 

j. The largest unit size that a family may be offered would provide not 

more than one bedroom per family member, taking into account 

family size and composition. 

 

k. If a family opts for a smaller unit size than would normally be 

assigned under the largest unit size standard, the family will be 

required to sign a statement agreeing to occupy the unit assigned at 

their request until their family size or circumstances change. 

 

3. Payment Standards 

 

a. The Housing Authority of the City of Franklin adopts a Payment 

Standard Schedule based on number of bedrooms between 90 

percent and 110 percent of the current Fair Market Rents published 

by the Department of Housing and Urban Development. 
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b. The Payment Standard Schedule is used to calculate the monthly 

Housing Assistance Payment for a family. 

 

c. The Housing Authority of the City of Franklin adjusts the Payment 

Standards to assure they remain between 90 percent and 110 

percent of the current Fair Market Rents published by the 

Department of Housing and Urban Development. 

 

1. The Housing Authority of the City of Franklin will compare 

the current monthly Payment Standard to the monthly 

Payment Standard used to calculate the Housing Assistance 

Payment at the last regular reexamination. 

 

A. If the current Payment Standard is higher than the 

Payment Standard used to calculate the monthly 

Housing Assistance Payment at the last regular 

reexamination, the higher Payment Standard will be 

used for the first reexamination after the Payment 

Standard was changed. 

 

B. If the current Payment Standard is lower than the 

Payment Standard used to calculate the monthly 

Housing Assistance Payment at the last regular 

reexamination, the higher Payment Standard will be 

used for the second reexamination after the Payment 

Standard was changed. 

 

C. After the Second reexamination following the 

decrease in the Payment Standard, the lower 

Payment Standard will be used to calculate the 

monthly Housing Assistance Payment.  

 

D. After the Second reexamination following the 

decrease in the Payment Standard, if the Housing 

Authority increases the Payment Standard, the higher 

Payment Standard will be used to calculate the 

monthly Housing Assistance Payment. 

 

E. If the family composition increases or decreases 

which causes a change in unit size, the appropriate 

Payment Standard is used to calculate the monthly 

Housing Assistance Payment at the first 

reexamination after the change.  (Note: An interim 

examination is conducted to change the family 

composition, yet the Payment Standard does change 

until the annual reexamination.) 
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F. The Housing Authority may use a higher Payment 

Standard within the basic range for the family as a 

reasonable accommodation if the family includes a 

person with disabilities.   

 

d. The Housing Authority must request approval to establish a 

payment standard amount that is either higher than 110 percent or 

lower than 90 percent of the current Fair Market Rents. 

 

e. The payment standard for the family must be the lower of: 

 

1. The payment standard for the family unit size; or 

 

2. The payment standard for the unit size rented by the family. 

 

C. QUALIFYING FOR ADMISSION 

 

1. It is the Housing Authority of the City of Franklin’s policy to admit only 

qualified applicants. 

 

2. Applications are reverified at the time a Housing Choice Voucher is 

offered. 

 

3. An applicant is qualified if he or she meets all of the following criteria at 

the time the Housing Choice Voucher is offered: 

 

a. Those who qualify as a Family. 

 

b. Whose Annual Income at the time of admission does not exceed the 

income limits for occupancy posted separately in Authority Offices 

and as defined in Definition of Terms of this policy. 

 

c. Have at least one family member who is either a U.S. citizen or an 

eligible immigrant. 

 

d. The family qualifies for the available size unit when they reach the 

top of the list.  

 

e. Preference category (if any) to which the family is entitled. 

 

f. Who meet Screening Standards set forth in Paragraph II.,D., 

Applicant Screening of this policy. 

 

g. Provide original Social Security Cards for every family member 

that were not originally included in the application or certify that 

they do not have Social Security numbers. 
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4. Reasonable accommodations will be provided for applicants with 

disabilities if the situation warrants.  

 

D. UNQUALIFIED APPLICANT 

 

1. Applicants on the waiting list who no longer meet the criteria stated in the 

section “Qualifying for Admission” shall then be considered Unqualified. 

 

2. The Housing Authority of the City of Franklin will send a certified letter 

notifying the family that they are being denied a Housing Choice Voucher 

and stating the basis for such determination.  

 

3. Unqualified Applicants will be removed from the waiting list. 

 

4. Applicants may appeal the denial in writing within five (5) days from 

receipt of the certified notice by requesting an Informal Hearing. 

 

5. An Unqualified Applicant that requests an Informal Hearing shall be moved 

to the bottom of the waiting list until a determination is made.   

 

E. REMOVING APPLICANT NAMES FROM THE WAITING LIST 

 

1. To ensure vouchers are filled in a timely manner, the Housing Authority of 

the City of Franklin needs a waiting list that is accurate.  Each applicant 

must keep the Housing Authority of the City of Franklin apprized of 

changes in address, phone number, income or other circumstances, no 

applicant shall be removed from the waiting list except when one of the 

following situations occurs: 

 

a. The applicant receives and accepts a voucher. 

 

b. The applicant requests that his/her name be removed from the 

waiting list. 

 

c. The applicant is currently receiving housing assistance from other 

program. 

 

d. The applicant is rejected, either because he/she is ineligible for a 

voucher at the time of certification, or because he/she fails to meet 

the applicant selection criteria. 

 

e. The application is withdrawn because the Housing Authority of the 

City of Franklin attempted to contact the applicant and was unable 

to do so.  In attempting to contact an applicant, one or more of the 

following methods may be undertaken before an application may be 

withdrawn: 
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1. The applicant will be sent a letter by certified mail to the 

applicant’s last known address asking the applicant to 

contact the Housing Authority of the City of Franklin 

within(5) five days of receipt of the letter. 

 

2. The applicant may be telephoned using the telephone 

number listed on the application. 

 

3. A contact may be made with personal references listed on 

the application. 

 

4. The applicant may be contacted at their place of 

employment. 

 

2. Persons who fail to respond to the Housing Authority of the City of 

Franklin’s attempt to contact them because of verified situations related to 

a disability shall be entitled to a reasonable accommodation.  In such 

circumstances the Housing Authority of the City of Franklin shall reinstate 

these individuals in their former waiting list positions. 

 

3. If the Housing Authority of the City of Franklin does not have a substantial 

waiting list and the families are on both the Public Housing and the Section 

8 waiting list, they must put in writing in which program they choose to 

participate.  The applicant will have their name removed from the other 

programs after being housed in one of the programs. 

 

F. HOUSING CHOICE VOUCHER ISSUANCE, EXTENSIONS AND 

EXPIRATIONS  

 

1. Issue a Voucher/Extensions 

 

a. When the family qualifies for the program after reverification, the 

family is issued a voucher.  The initial term of the voucher will be 

60 calendar days and is stated on the voucher.   

 

b. A 30 day extension may be granted if the applicant can provide a 

detailed listing of all landlords and houses that he/she has contacted 

without success of finding suitable housing.   

 

c. Only two additional extensions may be granted to a maximum of an 

additional 60 days.   

 

d. A person with a disability may request an extension as a reasonable 

accommodation to make the program accessible.  The Housing 

Authority of the City of Franklin will extend the voucher term up to 

a term reasonable for that purpose.  
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2. Family Briefing 

 

a. All families selected to participate in the program will be given an 

oral briefing.  The briefing will include items in the briefing packet. 

 

3. Housing Choice Voucher Holder’s Briefing Packet 

 

a. The family will receive a packet that will include the following: 

 

1. Forms/Documents 

 

A. An original signed and dated Housing Choice 

Voucher. 

 

B. The Department of Housing and Urban Development 

required tenancy addendum, which must be included 

with the lease. 

 

C. A Request for Tenancy Approval Packet that 

includes but is not limited to the following forms: 

 

1. HUD Form, 52517, “Request for Tenancy 

Approval” 

 

2. IRS Form W-9, “Request for Taxpayer 

Number and Certification” 

 

3. Section 8 Landlord Certification 

 

4. Disclosure of Information on Lead-based 

Paint and/or Lead-based Paint Hazards 

5. Direct Credit Payment Authorization Form 

 

D. The Department of Housing and Urban Development 

brochure on how to select a unit, “A Good Place to 

Live”. 

 

E. The Department of Housing and Urban Development 

lead-based paint brochure, “Protect Your Family 

from Lead in Your Home.” 

 

F. A copy of the HUD-903, “Housing Discrimination 

Complaint Form” 
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2. An explanation of the following: 

 

A. A description of how the program works. 

 

B. The term of the voucher.  The policy on any 

extensions or suspensions of the term of the voucher. 

 

C. Family and owner responsibilities. 

 

D. Where the family may lease a unit, including areas 

outside of the Housing Authority of the City of 

Franklin jurisdiction. 

 

E. How the Housing Authority of the City of Franklin 

establishes the payment standard and its role in the 

calculation of rent. 

 

F. A review of the maximum rent for an assisted unit as 

well as the total tenant payment, utility allowance, 

Housing Assistance Payment. 

 

G. Explanation of portability and a list of portability 

contacts at neighboring Housing Authorities. 

 

H. Information on how to fill out and file a housing 

discrimination complaint.   

 

I. Information on Federal, State, and local equal 

opportunity laws. 

 

J. A statement of the Housing Authority of the City of 

Franklin policy on providing family information to 

prospective landlords. 

 

K. The Housing Authority of the City of Franklin 

subsidy standards, including when exceptions will be 

considered. 

 

L. List of landlords or others who may be willing to 

lease a unit. 

 

M. Lists of properties or organizations that operate 

outside of poverty or minority concentration. 
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N. A notice that if the family includes a disabled 

person, the family may request a current listing of 

accessible units that are known to the Housing 

Authority of the City of Franklin and may be 

available. 

 

O. Grounds on which the Housing Authority of the City 

of Franklin may terminate assistance because of 

family action or failure to act. 

 

P. Housing Authority of the City of Franklin informal 

hearing procedures. 

 

G. SEARCHING/FINDING HOUSING 

 

1. Voucher holder will look for housing within the jurisdiction of the housing 

authority that issued a voucher in the bedroom size designated on the 

voucher and within an allowable rent and utility budget. 

 

2. If the family finds a unit, and the owner is willing to lease the unit under 

the program, the family must submit a Request for Tenancy Approval to 

the Housing Authority of the City of Franklin prior to expiration of the 

voucher.   

 

3. If the landlord has his/her own lease, it must be submitted with the request 

for tenancy approval.  

 

4. The Housing Authority of the City of Franklin will provide for the 

suspension of the voucher term after the family has submitted a Request for 

Tenancy Approval up to the time when the Housing Authority of the City 

of Franklin approves or denies the request. 
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H. DISAPPROVAL OF OWNER 

 

1. The Housing Authority of the City of Franklin will not approve an assisted 

tenancy if the owner is a parent, child, grandparent, grandchild, sister or 

brother of any member of the family unless approving the unit would 

provide reasonable accommodations for a family member with disabilities. 

 

2. The Housing Authority of the City of Franklin will not approve an assisted 

tenancy if it has been notified that the owner is debarred, suspended, or 

subject to a limited denial of participation under 24 CFR 982.306. 

 

3. The Housing Authority of the City of Franklin will not approve an assisted 

tenancy when directed by The Department of Housing and Urban 

Development if: 

 

a. Federal administrative or judicial action is pending against the 

owner for violating the Fair Housing Act or other federal equal 

opportunity requirement. 

 

b. A court or administrative agency has determined that the owner has 

violated the Fair Housing Act or other federal equal opportunity 

requirements. 

 

4. The Housing Authority of the City of Franklin may deny approval to lease 

a unit from an owner for any of the following reasons: 

 

a. The owner has violated his or her obligations under a Section 8 

Housing Assistance Payment contract. 

 

b. Owner has committed fraud, bribery or any other corrupt or 

criminal act involving any federal housing program. 

 

c. Owner has engaged in any drug-related or violent criminal activity. 

 

d. The owner has a history or practice of noncompliance with housing 

quality standards for tenant-based programs or with applicable 

standards for other federal housing programs. 
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5. The owner has a history or practice of failing to terminate the tenancy of 

tenants of units assisted under Section 8 or any other federally assisted 

housing program for activity engaged in by the tenant, any member of the 

household, a guest or another person under the control of any member of 

the household that: 

 

a. Threatens the right to peaceful enjoyment of the premises by other 

Tenants. 

 

b. Threatens the health or safety of other Tenants, employees of the 

Housing Authority of the City of Franklin or the owner, or other 

persons engaged in management of the housing; 

 

c. Threatens the health or safety of , or the right to peaceful enjoyment 

of their residences, by persons residing in the immediate vicinity of 

the premises; or 

 

d. Is arrested for drug-related criminal activity or violent criminal 

activity. 

 

6. The owner has a history or practice of renting units that fail State or local 

housing codes. 

 

7. The owner has not paid State or local real estate taxes, fines, or 

assessments. 

 

8. The regulations do not intend to give any owner any right to participate in 

the program. 

 

I. REASONABLE RENT 

 

1. Prior to scheduling a Housing Quality Standards Inspection, the rent to 

owner including utility allowances may at no time exceed the reasonable 

rent as determined or redetermined by the Housing Authority of the City of 

Franklin.   

 

2. To determine whether the rent to owner is reasonable in comparison to 

other comparable unassisted units by considering: 

 

a. The address and census tract of the unit. 

 

b. The unit type, size, and number of bedrooms. 

 

c. The condition and age of the unit.  

 

d. What utilities are paid by the owner and what utilities are paid by 

the tenant. 
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e. Any special amenities that include but are not limited to laundry 

facilities, garage, air conditioning, and etc.  

 

3. The Housing Authority of the City of Franklin may redetermine rent 

reasonableness at any time. 

 

4. The owner may give the Housing Authority of the City of Franklin any 

information regarding rents charged by the owner for other units in the 

premises or elsewhere. 

 

J. INSPECTIONS/HOUSING QUALITY STANDARDS 

 

1. The unit will be inspected within 15 days after the family and the owner 

submit a Request for Tenancy Approval.  The 15 day clock is suspended 

during any period when the unit is not available for inspection.  

 

2. The Housing Authority of the City of Franklin will use The Department of 

Housing and Urban Development’s inspection checklist.  APPENDIX IV 

 

3. An inspection of the unit will be conducted in accordance with the Housing 

Quality Standards (HQS) as set by the Department of Housing and Urban 

Development.  Housing Quality Standards (HQS) are minimum nationwide 

standards applying to all units assisted under the Section 8 Housing Choice 

Voucher Program. 

 

4. Housing Quality Standards inspections must be conducted and passed 

during the following periods: 

 

a. Before a new Housing Assistance Payment contract becomes 

effective.   

 

b. At least annually for each assisted unit. 

 

c. When a family or owner requests the inspection.  (complaint 

inspection). 

 

5. If the unit fails inspection, the Housing Authority of the City of Franklin 

will provide the landlord and the tenant with a detailed list of items that 

must be corrected and the scheduled reinspection date. 

 

6. Units should pass the Housing Quality Standards within 30 days.  

 

7. If a unit does not pass within the 30 days, the Housing Authority of the 

City of Franklin may initiate the following: 
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a. Cancel the Housing Assistance Payment contract in accordance 

with this policy. 

 

b. Choose not to renew the Housing Assistance Payment contract. 

 

c. Abate the Housing Assistance Payments until the items are 

corrected. 

 

K. HOUSING ASSISTANCE PAYMENT CONTRACT/LEASE 

 

1. Housing Assistance Payment Contract 

 

a. The Housing Assistance Payment Contract (HUD Form 5264) is 

between the Housing Authority of the City of Franklin and the 

owner to provide housing assistance for the family.  It only applies 

to the household and contract unit listed in Part A.  The Housing 

Assistance Payment contract must provide the following:   

 

1. Name of tenant 

 

2. Address of the contract unit 

 

3. Names of persons approved by the Housing Authority of the 

City of Franklin to reside in the unit 

 

4. The initial lease term beginning and ending dates 

 

5. The initial rent to owner 

 

6. The initial housing assistance payment 

 

7. Utilities and appliances to be provided for by tenant and 

owner 

 

8. Signatures of Housing Authority of the City of Franklin 

representative and owner 

 

9. Address to which payments are to be mailed 

 

b. The term of the Housing Assistance Payment contract begins on the 

first day of the term of the lease and ends on the last day of the term 

of the lease. 

 

c. After the initial term of twelve (12) months, the Housing Assistance 

Payment Contract will renew on a month-to-month basis. 

 



Section IV—15 
 

 

SECTION 8 ADMINISTRATIVE PLAN  Rev. 7/1/2013 

d. The Housing Assistance Payment contract terminates if the lease 

terminates. 

 

e. The Housing Authority of the City of Franklin will use its best 

efforts to execute the Housing Assistance Payment Contract before 

the beginning of the lease term. 

 

f. The Housing Authority of the City of Franklin will not pay any 

Housing Assistance Payments to the owner until the Housing 

Assistance Payment Contract has been executed. 

 

g. The Housing Assistance Payment Contract is between the Owner 

and the Housing Authority of the City of Franklin. 

 

2. Lease 

 

a. The lease must contain the following: 

 

1. The name of the owner and tenant 

 

2. The address of the unit rented 

 

3. The term of the lease 

 

4. The amount of the monthly rent to owner 

 

5. Specifications about which utilities and appliances are to be 

supplied by the owner and which are to be supplied by the 

family.  

 

6. The Security Deposit paid by the tenant (Tenant and 

Landlord must provide proof of payment(s) of the Security 

Deposit.) 

 

b. The Housing Authority of the City of Franklin supplies the 

Landlord with a standard Section 8 Lease in accordance with State 

and local laws. 

 

c. The HUD Form Tenancy Addendum is included as part of the 

Lease that sets forth the tenancy requirements for the program. 

 

d. The initial term of the lease must be for at least twelve (12) full 

months.   

 

e. During the initial term of the lease: 

 

1. The owner may not raise the rent.  
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2. The owner may not change the responsibility of the utilities.  

 

3. The tenant may not move to another unit. 

 

f. Owner’s Lease 

 

1. If the owner uses a standard lease form for unassisted 

tenancies on the premises, the landlord may use the standard  

lease for the assisted tenancy as long as said lease is 

subordinate to the standard Section 8 Lease. 

 

2. The term and conditions of the lease are consistent with 

State and local law. 

 

3. The owner’s Lease will be attached, made part of, and made 

subordinate to Housing Authority of the City of Franklin’s 

standard Section 8 Lease. 

 

g. The Lease is between the Owner and Tenant Family. 

 

3. Contract/Lease Execution 

 

a. Once the leasing documents are prepared, the Housing Authority of 

the City of Franklin will meet with the landlord and family to 

review the documents with them. 

 

b. In addition to reviewing the specific terms of the contract and lease, 

the Housing Authority of the City of Franklin will explain in detail 

the owner requirement to maintain the unit, allow inspections, and 

inform the Housing Authority of the City of Franklin if the tenant 

vacates without notice.  Also, the tenant requirement to pay rent, 

maintain the unit, allow inspections, cooperate with the Housing 

Authority of the City of Franklin’s reexamination requirements, and 

notify the Housing Authority of the City of Franklin when the 

family wishes to move.  After the review the landlord, tenant, and 

Housing Authority of the City of Franklin execute the documents as 

appropriate. 

 

c. Documents to be signed and distributed as follows: 

 

1. Owner: One copy of each of the Housing Assistance 

Payment Contract, the Lease, the Tenancy Addendum, and 

Landlord Fraud Statement. 
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2. Tenant: One copy of each of the Housing Assistance 

Payment Contract, the Lease, the Tenancy Addendum, and 

the Tenant Fraud Statement. 

 

3. Housing Authority of the City of Franklin Family File: One 

copy of each of the Housing Assistance Payment Contract, 

the Lease, the Tenancy Addendum, the Landlord Fraud 

Statement, and the Tenant Fraud Statement. 

 

d. The tenant must have the legal capacity to enter into a lease under 

State and local law. 

 

4. Termination of Tenancy by PHA 

 

a. The Housing Assistance Payment contract terminates if any of the 

following occur: 

 

1. The lease is terminated by the owner or tenant. 

 

2. The Housing Authority of the City of Franklin terminates 

the Housing Assistance Payment contract for the following 

 

A. If the unit does not meet Housing Quality Standards. 

 

B. If the landlord does not have the required paperwork 

completed, signed, and returned to Housing 

Authority within the designated time frame. 

 

C. If the landlord is not current with property taxes. 

 

D. If the landlord is arrested for drug-related criminal 

activity including possession of, manufacture of, 

and/or intent to sell illegal drugs and/or 

paraphernalia that constitutes a crime under the 

Commonwealth of Pennsylvania “The Controlled 

Substances, Drugs, Device, and Cosmetic Act” Act 

of 1972, P.L. 233, No. 64.   

 

E. If the family is absent from the unit for a period of 

more than 180 consecutive calendar days in any 

circumstance, or for any reason.  

 

F. If the owner has otherwise breached the Housing 

Assistance Payment contract. 

 

3. The Housing Authority of the City of Franklin terminates 

assistance for the family for the following: 
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A. If the tenant does not have the required paperwork 

completed, signed, and returned to Housing 

Authority within the designated time frame.  

 

B. If the tenant has not reported income, assets, 

expenses, and/or change in family composition 

within the designated time frame. 

C. If the family moves from the contract unit. 

 

D. If there has been more than 180 days since the last 

Housing Assistance Payment has been made to the 

owner. 

 

E. If the family breaks up, the PHA may terminate the 

Housing Assistance Payments contract, or may 

continue payments on behalf of the family members 

who remain in the unit. 

 

5. Termination of Tenancy by Owner  

 

a. During the initial lease term, the owner may not terminate the 

tenancy unless the owner is terminating the tenancy because of 

something the family did or failed to do.  For example the landlord 

cannot terminate for the following reasons: 

 

1. Failure by the family to accept the offer of a new lease or 

revision. 

 

2. The owner's desire to use the unit for personal or family use, 

or for a purpose other than as a residential rental unit. 

 

3. A business or economic reason for termination of the 

tenancy (such as sale of the property, renovation of the unit, 

or desire to lease the unit at a higher rental). 

 

b. During the term of the lease, the owner may terminate the tenancy 

on the following grounds that are specifically included in the Lease 

and/or attached Rules and Regulations: 

 

1. Serious violation (including but not limited to failure to pay 

rent or other amounts due under the lease) or repeated 

violation of the terms and conditions of the lease; 

 

2. Violation of federal, State, or local law that imposes 

obligations on the tenant in connection with the occupancy 

or use of the premises; or 
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3. Other good cause 

 

A. Criminal Activity 

 

1. Drug-related criminal activity including 

possession of, manufacture of, and/or intent 

to sell illegal drugs and/or paraphernalia that 

constitutes a crime under the Commonwealth 

of Pennsylvania “The Controlled Substances, 

Drugs, Device, and Cosmetic Act” Act of 

1972, P.L. 233, No. 64.  This includes but is 

not limited to first-time offense or a pattern 

that interferes with the health, safety, or right 

of peaceful enjoyment the residents and/or 

visitors on or surrounding the property. 

 

2. Threatens a resident and/or visitors of the 

resident that creates a health or safety issue 

and/or interferes with right of peaceful 

enjoyment of the resident. 

 

3. A visitor(s) of the resident that threatens 

another resident and/or a visitor of another 

resident that creates a health or safety issue 

and/or interferes with right of peaceful 

enjoyment of the resident. 

 

4. If the resident is permitting a fugitive felon or 

a parole violator to live with the resident. 

 

5. A family history of disturbance of neighbors 

or destruction of property, or of living or 

housekeeping habits resulting in damage to 

the unit or premises; 

 

6. The owner's desire to use the unit for 

personal or family use, or for a purpose other 

than as a residential rental unit; or 
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7. A business or economic reason for 

termination of the tenancy (such as sale of 

the property, renovation of the unit, or desire 

to lease the unit at a higher rental). 

 

c. Notices to Terminate Tenancy 

 

1. The owner must give the tenant a written notice that 

specifies the grounds for termination of tenancy during the 

term of the lease. The tenancy does not terminate before the 

owner has given this notice, and the notice must be given at 

or before commencement of the eviction action. 

 

2. The notice of grounds may be included in, or may be 

combined with, any owner eviction notice to the tenant. 

 

3. Types of Notices 

 

A. Eviction notice:   

 

1. Owner eviction notice means a notice to 

vacate, or a complaint or other initial 

pleading used under State or local law to 

commence an eviction action. 

 

2. The owner must give the PHA a copy of any 

owner eviction notice to the tenant. 

 

B. Eviction by court action.  

 

1. The owner may only evict the tenant from the 

unit by instituting a court action. 

 

d. The Owner cannot terminate tenancy for nonpayment of the 

Housing Assistance Payment by the Housing Authority of the City 

of Franklin on behalf of the tenant.  

 

e. Nondiscrimination limitation and protection for victims of domestic 

violence, dating violence, or stalking.  The owner's termination of 

tenancy actions must be consistent with fair housing and equal 

opportunity provisions of 24 CFR 5.105, and with the provisions for 

protection of victims of domestic violence, dating violence, or 

stalking in 24 CFR part 5, subpart L. 
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L. RENTAL PAYMENTS/UTILITY REIMBURSEMENTS 

 

1. Rent to Owner 

 

a. Owners may not charge a higher rent than currently being charged 

when the unit initially enters the program.  For example, an owner 

may not increase the amount of rent for a unit shortly before or 

upon entering the Section 8 Program.  None of the forgoing shall 

prevent a landlord from asking for a rent increase for the unit at any 

annual reexamination. 

 

b. The owner may not charge or accept payment in addition to the rent 

(that is set forth in the Housing Assistance Payment Contract and 

the standard Section 8 Lease) from the family or any other source.   

 

c. Initial Term 

 

1. The initial rent to owner may not exceed the amount 

approved by the Housing Authority of the City of Franklin.   

 

2. Owner may not raise the rent during the initial term of the 

lease or change the responsibility of the utilities.   

 

d. Changes in rent to owner and responsibly for utilities may only be 

accomplished by a lease addendum at the time the annual 

reexamination.  

 

e. During the initial term of the lease, and any extension term, the rent 

to the owner may not exceed the reasonable rent as most recently 

determined by the Housing Authority of the City of Franklin. 

 

f. Rent to owner includes all housing services, maintenance, utilities, 

and appliances to be provided and paid by the owner as stated in the 

lease. 

 

g. Rent to owner does not include cost of any meals or supportive 

services or furniture which may be provided by the owner.  Non-

payment of any such charges is not grounds for termination of 

tenancy.  The owner may not charge extra for items customarily 

included in the rent to owner, or provided at no additional cost to 

unassisted tenants in the area.   

 

2. Family Payment to Owner     

 

a. The family must pay any portion of rent to owner not covered by 

the Housing Assistance Payment.   
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b. The owner must immediately return any excess rent payment to the 

tenant. 

 

3. Utility reimbursement will be paid directly to the utility company who 

supplies the heat. 

 

M. HOUSING ASSISTANCE PAYMENTS TO OWNERS 

 

1. The Housing Authority of the City of Franklin will make monthly direct 

deposit payments to the owner’s checking or savings account in accordance 

with the adopted schedule in the amount specified in the Housing 

Assistance Payment Contract. 

 

2. Housing payments will only be paid while the family is residing in the unit 

during the term of the Housing Assistance Payment contract.   

 

3. The Housing Authority of the City of Franklin will not pay for any month 

after the month the lease terminates.   

 

4. The amount of monthly Housing Assistance Payment payments shall be 

determined by the Housing Authority of the City of Franklin.   

 

5. The monthly Housing Assistance Payment amount is subject to change 

during the Housing Assistance Payment contract term.   

 

6. The Housing Authority of the City of Franklin will notify the family and 

owner of any changes.  

 

7. The Housing Authority of the City of Franklin may deduct the amount of 

overpayment from any amounts due to the owner.  This includes amounts 

due under any other Housing Assistance Payment contract. 

 

8. Housing Assistance Payment is credited against monthly rent to owner for 

the unit.   

 

9. Housing Authority of the City of Franklin failure to pay Housing 

Assistance Payment is not a violation of the lease, and the owner may not 

terminate tenancy for Housing Authority of the City of Franklin failure to 

pay the Housing Assistance Payment.  Landlord may only make tenant 

responsible for the total rent due and if unpaid terminate tenancy in the 

event that the Housing Assistance Payment Contract is terminated.  The 

tenant may not be held responsible for the Housing Authority of the City of 

Franklin’s portion of the rent as long as the Housing Assistance Payment 

Contract is in forc
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V. ELIGIBILITY FOR CONTINUED OCCUPANCY, ANNUAL 

REEXAMINATIONS, INTERIM REEXAMINATIONS, AND REMAINING 

FAMILY MEMBERS 

 

A. ELIGIBILITY FOR CONTINUED OCCUPANCY 

 

1. Tenants who meet the following criteria will be eligible for continued 

occupancy: 

 

a. Those tenants who qualify as a family as defined in 24CFR.982 

(APPENDIX I). 

 

b. Those tenants who are in full compliance with tenants’ obligations 

and responsibilities as stated in this policy under “Family 

Responsibilities,” in the Housing Assistance Payments Contract, in 

the Lease, and in the Tenancy Addendum. 

 

B. REEXAMINATIONS: ANNUAL, INTERIM, SPECIAL 

 

1. Annually the family composition and incomes of all household members 

are reviewed at least once a year. 

 

2. Interim Reexamination shall be conducted when the following changes 

occur:   

 

a. The family reports a change in their income.  A change of income 

means: 

 

1. A family member(s) secures a job. 

 

2. A family member(s) is terminated from a job. 

 

3. The head of household leaves the unit and the remaining 

member becomes primary leaseholder. 

 

   b. Any  persons that is added or removed from the lease. 

 

3. Special Reexaminations are conducted when it is not possible to estimate 

family income accurately, a temporary determination will be made with 

respect to income and a special reexamination will be scheduled every 60 

days until a reasonably accurate estimate of income can be made. 
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C. PROCEDURES 

 

1. Annual Reexamination 

 

a. Ninety (90) days prior to the expiration of the Housing Assistance 

Payments Contract, a letter is sent to the tenant stating that it is time 

to renew the contract.  The letter contains instructions for the 

completion of the enclosed packet of forms and the date and time of 

the inspection.  The forms must be completed and returned prior to 

the inspection being conducted.   

 

b. The Tenant Packet must be completed, signed, and dated by all 

household members 18 years of age and older.  The packet includes 

the following: 

 

1. Application for Continued Occupancy 

 

2. HUD Form 9886, “Authorization for Release of Information 

and Privacy Notice”  

 

3. Housing Authority of the City of Franklin’s Authorization 

for Release of Information.   

 

4. Proof of the items addressed on the application including but 

not limited to income, assets, medical expenses, child care 

expenses, and utility bills paid by the tenant. 

 

5. Zero Income Families: Unless the family has income that is 

excluded for rent computation, families reporting zero 

income will have their circumstances examined every 60 

days until they have a stable income.  Monetary or non-

monetary contributions from persons not residing in the 

dwelling unit for any purpose other than payment or 

reimbursement of medical expense shall be considered 

income.  Tenants will be required to complete a zero income 

form to be used to anticipate income and calculate rent. 

 

c. The Landlord Packet must be completed, signed, dated, and 

returned to the housing authority’s main office prior to the 

inspection date.  The packet includes the following: 

 

1. Request for Tenancy Approval 
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2. Section 8 Landlord Certification 

 

3. Rent Reasonableness Form 

 

4. Disclosure of Information on Lead-Based Paint 

 

d. Inspection 

 

1. Inspections will not be conducted if the required documents 

are not completed, signed, dated, and returned. 

 

2. If the family or landlord is not available on the scheduled 

date, a letter scheduling an alternate inspection will be 

issued.  If the inspection is not able to be completed, a final 

letter will be sent as a notice of a program violation and 

Housing Assistance Payments Contract will either be 

terminated or not renewed. 

 

3. Two members of the Housing Authority of the City of 

Franklin staff will conduct the inspection in accordance with 

the Housing Quality Standards regulations and the 

procedures outlined in this policy under the 

“Inspections/Housing Quality Standards Section.” 

 

e. The housing authority will follow the procedure under the “Third-

Party Verification” section in this policy. 

 

f. Third-party verification is kept confidential in the tenant family’s 

file. 

 

g. Verified information will be analyzed and a determination made 

with respect to: 

 

1. The eligibility of the Tenant as a family or as the remaining 

member of a family; 

 

2. The unit size required for the family as stated in the 

“Subsidy Standard” section of this policy.   

 

3. The Rent the family should pay. 

 

h. Contract Renewal 
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1. The landlord may request an increase in rent in writing 60 

days prior to the expiration of the contract. 

 

2. The landlord may request to change the responsibility of any 

of the utilities in writing 60 days prior to the expiration of 

the contract. 

 

3. The unit must pass inspection prior to the expiration date. 

 

4. The tenant rent is calculated based on the verified 

information and any landlord requested increase and/or 

change of payment of utilities. 

 

5. The documents are prepared and sent to tenant family and 

landlord for signatures more than 30 days prior to the 

expiration of the contract. 

 

2. Interim Reexaminations 

 

a. Tenants are required to report all changes in family composition in 

writing to the administrative offices within 10 calendar days of the 

occurrence.  Documented proof may consist of but not limited to 

birth certificates, obituaries, and death certificates. 

 

b. Tenants are required to report all changes of sources of income in 

writing to the administrative offices within 10 calendar days of the 

change.  Documented proof may consist of but not limited to an 

appointment letter, pay stubs, and award letter. 

 

c. Tenants are required to report all changes of child care and medical 

expenses in writing to the administrative offices within 10 calendar 

days of the change.  Documented proof may consist of, but is not 

limited to a letter from a care giver, child care facility, subsidized 

child care service, and out of the ordinary substantial paid medical 

expense. 

 

d. Interim Reexaminations are conducted if the following situations 

occur: 

 

1. The Housing Authority of the City of Franklin will process 

an interim reduction in rent if the income decrease will last 

more than 30 days for the following reasons: 
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A. If the employer initiates a reduction in hours, a 

layoff, or a termination. 

 

B. If the tenant is off of work for unpaid medical leave 

or short-term disability. 

 

C. Tenants granted a reduction in rent under these 

provisions will be required to report special 

reexaminations at intervals determined by the 

housing authority.  Reporting is required until 

income increases or it is time for the next regularly 

scheduled reexamination, whichever occurs first. 

 

2. If the tenant receives an increase in income from the same 

job during the contract year, the Housing Authority of the 

City of Franklin may defer the increase of earned income for 

the next scheduled reexamination.   

 

3. If the tenant changes jobs, an interim reexamination may be 

conducted.  The Housing Authority of the City of Franklin 

may defer the increase of earned income for the next 

scheduled reexamination.   

 

4. If the individual is disabled and begins to work, an interim 

examination may be conducted to incorporate the earned 

income disallowance.   

 

5. If a tenant fails to report any changes in family composition 

and income in writing within the 10 calendar days of the 

occurrence or change, it may result in a retroactive rent 

increase, but not a retroactive credit or rent reduction.  The 

Housing Authority of the City of Franklin will apply an 

increase in rent retroactive to the month following the month 

in which the misrepresentation was made.  Procedures for 

calculation of retroactive rent and policies for repayment 

and/or criminal charges are in the “Income Discrepancies” 

section of this policy. 

 

e. Interim Reexaminations will not be conducted if the following 

situations occur: 

 

1. A family member(s) changes jobs more than two (2) times 

in 60-day period. 
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2. A family member(s) willfully terminates from a job without 

just cause. 

 

3. A family member(s) is terminated from employment due to 

misconduct. 

 

f. The housing authority will follow the procedure under the “Third-

Party Verification” section in this policy. 

 

g. Third-party verification is kept confidential in the tenant family’s 

file. 

 

h. Verified information will be analyzed and a determination made 

with respect to: 

 

1. The eligibility of the Tenant as a family or as the remaining 

member of a family; 

 

2. The unit size required for the family (using the Occupancy 

Guidelines). 

 

3. The Rent the family should pay. 

 

i. Effective Date of Adjustment 

 

1. All third party verification must be received by the 20
th

 of 

the month for the rent adjustments to take effect as follows: 

 

A. Rent decreases go into effect the first of the 

following month following the receipt of 

verification.  

 

B. Rent increases (except those due to 

misrepresentation) require a 30-day notice and 

become effective the first of the second month 

following the receipt of verification. 

 

2. All third party verification received after the 20
th

 of the 

month for rent adjustments will take effect the first of the 

second month following the receipt of verification.  

 

3. Special Examinations 
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a. A family may be required to report income on a monthly basis if the 

following situations occur: 

 

1. A family member is self-employed. 

 

2. A family member’s hours of work are sporadic.  

 

3. A family member is off work due to a layoff. 

 

4. A family member is off work due to unpaid medical leave or 

short-term disability. 

 

4. Income Discrepancy 

 

a. Tenants are in violation when they fail to report changes in family 

composition and changes of income.  The means for discovering the 

violations include but are limited to the following: 

 

1. Information received during the Third-Party Verification 

process.   

 

2. A housing authority employee witnessing facts that give rise 

to a violation.   

 

3. The housing authority receives a verbal or written 

complaint.   

 

b. Tenants must submit change information to the Housing Authority 

of the City of Franklin within ten (10) days that the change occurs 

as follows:   

 

1. Adding person(s) to the household as follows: 

   

a. By submitting a Preliminary Application for anyone 

over 18 years old.  

 

b. By supplying custody or court order for anyone 

under 18 years old. 

 

2. Removing any person(s) from the household regardless of 

age as follows: 
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a. By submitting a letter stating the forwarding address 

of the person(s) leaving the unit for anyone over 18 

years old.  

 

b. By supplying custody or court order for anyone 

under 18 years old. 

 

3. Changes in income in writing as follows: 

 

a. reporting changes in jobs and wages. 

 

b. reporting employment information for household 

members listed on the Housing Assistance Payments 

Contract or Lease. 

 

c. reporting income of students that are 18 years old 

and older. 

 

d. reporting the award of Social Security for all 

household members. 

 

e. Changes in child support. 

 

4. Changes in expenses as follows: 

 

a. Subsidized child care 

 

b. Medical expenses not paid for by the tenant 

 

c. Procedures for Investigating If it is determined that a tenant has not 

promptly notified the housing authority in writing of the foregoing 

information, the Procedures for Investigating will be followed: 

 

1. Depending the circumstances of the perceived violation, the 

Tenant may be notified in writing and sent certified mail 

giving them ten (10) days from the date the notification is 

received to contact the Housing Authority of the City of 

Franklin and provide written verification of all household 

income. 

 

2. The Housing Authority of the City of Franklin will conduct 

an investigation by sending request for information to the 
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agencies that are listed in the EIV data base, as well as the 

Department of Public Welfare. 

 

3. The Housing Authority of the City of Franklin will 

coordinate its investigation efforts with the Office of the 

Inspector General and the City of Franklin Police 

Department.  

 

d. Procedures for unreported income and reimbursement of back rent. 

 

1. If it is determined that cost of back rent is between $1 to 

$1,999, the tenant will be required to sign a repayment 

agreement with a 25 percent deposit.  The time frame for the 

payback is: 

 

A. $1 - $500: up to six months to be paid in full 

 

B. $501 - $1,000: up to 12 months to be paid in full 

 

C. $1,001 - $1,999: up to 18 months to be paid in full 

 

2. If it is determined that the cost of back rent is between 

$2,000 - $9,999 the following may occur: 

 

A. The Office of Inspector General and the City of 

Franklin Police Department will be requested to 

proceed with criminal charges.  

 

B. The Tenant will be required to pay back all rent from 

unreported income and any costs incurred with the 

filing of the charges.   

 

C. The Tenant will be terminated from the program. 

 

D. No one over18 years old will be permitted to utilize 

any housing assistance anywhere in the United States 

of America until all charges are satisfied. 

 

3. If it is determined that the cost of investigation and back rent 

is over $10,000: 
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A. The Office of Inspector General and/or the Franklin 

Police Department will be requested  proceed with 

felony criminal charges.  

 

B. The Tenant will be required to pay back all rent from 

unreported income and any costs incurred with the 

filing of the charges.   

 

C. The Tenant will be terminated from the program. 

 

D. They will not be permitted to utilize any housing 

assistance anywhere in the United States of America 

until all charges are satisfied. 

 

e. The Tenant will have a right to appeal in accordance with the 

“Informal Review” section of this policy. 

 

D. FAMILY RESPONSIBILITIES 

 

1. A family must comply with program regulations and this policy as follows: 

 

a. Supply any information that the Housing Authority of the City of 

Franklin or The Department of Housing and Urban Development 

determines is necessary in the administration of the program, 

including submission of required evidence of citizenship or eligible 

immigration status. 

 

b. Supply any information requested by the Housing Authority of the 

City of Franklin for use in regularly scheduled reexamination or 

interim reexamination of family income and composition in 

accordance with The Department of Housing and Urban 

Development requirements. 

 

c. Disclose and verify social security numbers and sign and submit 

consent forms for obtaining information. 

 

d. Supply true and complete information to the Housing Authority of 

the City of Franklin. 

 

e. Allow the Housing Authority of the City of Franklin to inspect the 

unit at reasonable times and after reasonable notice. 
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f. Notify the Housing Authority of the City of Franklin and the owner 

in writing thirty (30) days before the family moves out of the unit or 

terminates the lease on notice to the owner.  Failure to give proper 

written notice is considered a breach of family obligations and may 

jeopardize any future housing assistance.   

 

g. Promptly give the Housing Authority of the City of Franklin a copy 

of any owner eviction notice. 

 

h. Promptly notify the Housing Authority of the City of Franklin of 

the birth, adoption, or court-awarded custody of a child. 

 

i. Submit a written request to the landlord to add any other family 

member as an occupant of the unit with a copy to the Housing 

Authority of the City of Franklin with a Preliminary Application.   

 

j. Promptly notify the Housing Authority of the City of Franklin in 

writing within ten (10) days if any family member no longer resides 

in the unit.  A forwarding address of the person leaving must be 

included with the notice.  The person will not be removed from the 

required documents until the Housing Authority of the City of 

Franklin secures written confirmation. 

 

k. Engage in legal profit making activities in the unit only if such 

activities are incidental:  the primary use of the unit is for residence 

by members of the family. 

 

l. Supply any information or certification requested by the Housing 

Authority of the City of Franklin to verify that the family is absent 

from the unit, including the purpose of such absences. 

 

m. Must pay the tenant’s responsibility of the rent to the landlord in 

accordance with the Lease, the Tenancy Addendum, the Housing 

Assistance Payments Contract, and any other documents required to 

continue participation in the program. 

 

n. Must have the bills for any tenant paid utilities in the name of the 

head of household and assure prompt payment to avoid cancellation 

of the service.  (The water, garbage, and sewage may be in the 

landlord’s name with the tenant paying charges.  The City of 

Franklin requires water, garbage, and sewage bills to be maintained 

in the owner’s name.) 
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o. The family must maintain appliances whether they are supplied by 

the landlord or owned by the tenant.  The appliances must function 

as designed.   

 

p. Comply with the lease, Tenancy Addendum, the Housing 

Assistance Payments Contract, “One Strike and You’re Out” 

Policy.  Refer to APPENDIX II 

 

2. A family must not violate program regulations or this policy including but 

not limited to the following: 

 

a. Commit any serious or repeated violation of the lease. 

 

b. Sublease or rent the unit. 

 

c. Assign the lease or transfer the unit. 

 

d. Own or have any interest in the unit. 

 

e. Commit fraud, bribery or any other corrupt or criminal act in 

connection with the program. 

 

f. Engage in drug-related criminal activity, violent criminal activity 

that threatens the health, safety, or right to peaceful enjoyment of 

other Tenants and persons residing in the immediate vicinity of the 

premises.   

 

g. Abuse alcohol in a way that threatens the health, safety or right to 

peaceful enjoyment of other Tenants and persons residing in the 

immediate vicinity of the premises. 

 

h. Receive Section 8 tenant-based assistance while receiving another 

housing subsidy, whether for the same unit or for a different unit, 

under any duplication of Federal, State, or local housing assistance 

program. 
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i. Receive Section 8 tenant-based program housing assistance while 

residing in a unit owned by a parent, child, grandparent, grandchild, 

sister or brother of any member of the family, unless the Housing 

Authority of the City of Franklin has determined (and has notified 

the owner and the family of such determination) that approving 

rental of the unit, notwithstanding such relationship, would provide 

reasonable accommodation for a family member who is a person 

with disabilities. 

 

3. Termination of Family Assistance 

 

a. The Housing Authority of the City of Franklin may terminate 

assistance for a family for any of the following reasons: 

 

1. The family is evicted due to serious lease violations. 

 

2. If any member of the family fails to sign and submit consent 

forms for obtaining information in accordance with program 

regulations and any other documents as required. 

 

3. If the family does not supply all of the required proof of the 

items addressed on the Application including, but not 

limited to income, assets, medical expenses, child care 

expenses, and utility bills paid by the tenant for all 

household members. 

 

4. If a family member does not establish citizenship or eligible 

immigration status. 

 

5. Family violates any family obligation. 

 

6. If any family member commits fraud, bribery, or another 

corrupt or criminal act regarding any federal housing 

program. 

 

7. If the family breaches an agreement with the Housing 

Authority of the City of Franklin to pay amounts owed to 

the Housing Authority of the City of Franklin. 

 

8. If the family has engaged in or threatened abusive or violent 

behavior towards Housing Authority of the City of Franklin 

personnel. 
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9. If the family currently owes rent or other amounts to the 

Housing Authority of the City of Franklin or to another 

housing authority in connection with Section 8 or Public 

Housing Program. 

 

10. If the family has not reimbursed any housing authority for 

the amounts paid to an owner under a Housing Assistance 

Payment contract for rent, damage to unit, other amounts 

owed by family under the lease. 

 

11. The Housing Authority of the City of Franklin will 

immediately terminate assistance for a family under the 

program if the Housing Authority of the City of Franklin 

determines that any member of the household has ever been 

arrested of drug-related criminal activity including but not 

limited to the manufacture or production of 

methamphetamine. 

 

12. The Housing Authority of the City of Franklin will 

immediately terminate assistance for a family under the 

program if the Housing Authority of the City of Franklin 

determines that any member of the household has ever been 

required to register as a sexual offender.   

 

13. If the family has engaged in criminal activity or alcohol 

abuse as stated in the “One Strike and You’re Out Policy” in 

APPENDIX II 

 

14. Breach of Housing Quality Standards as follows: 

 

A. Failure to pay utilities for which the family is 

responsible. 

 

B. Failure to provide or maintain appliances for which 

the family is responsible. 

 

C. Damage to the unit beyond normal wear and tear by 

a household member or guest. 

 

15. If more than 180 days has elapsed since the last Housing 

Assistance Payment, the family must reapply to receive 

further assistance. 

 



Section V—37 
 

 

SECTION 8 ADMINISTRATIVE PLAN  Rev. 7/1/2013 

16. The family may not be absent from the unit for a period of 

more than 180 consecutive calendar days for any reason. 

 

17. If the family does not promptly supply the Housing 

Authority of the City of Franklin with proof of discrepancies 

in what the family has reported as the sources and the 

amount income compared to the information stated on the 

Department of Housing and Urban Development’s Earned 

Income Verification (EIV) System. 

 

E. LANDLORD/OWNER RESPONSIBILITIES 

 

1. A landlord/owner must comply with program regulations and this policy.  

 

2. It is the owner’s responsibility to screen the families prior to admission and 

that may include the following items: 

 

a. Family’s behavior or suitability for tenancy. 

 

b. The tenant’s payment history with rent and utility bills.  

 

c. How well the tenant took care of prior units and the premises. 

 

d. If the tenant and their visitors respected the rights of other residents 

to the peaceful enjoyment of their housing. 

 

e. If the tenant, family member, either residing in the household or 

not, or any visitors engaged in any drug-related criminal activity or 

other criminal activity that is a threat to the health, safety or 

property of others. 

 

f. If the tenant complied with other essential conditions of tenancy. 

 

3. The owner must maintain the unit and premises in accordance with the 

Housing Quality Standards.   

 

4. The owner must notify the Housing Authority of the City of Franklin of 

rent changes in writing at least 60 days before the changes are to be 

effective.  Rent changes are subject to rent reasonableness requirements. 
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5. The owner must inform the Housing Authority of the City of Franklin and 

the family of any known lead-based paint or lead-based paint hazards on 

the premises. 

 

6. The owner may collect a security deposit from the tenant.  The owner must 

give the tenant a written list of all items and amounts charged against the 

security deposit.  After deducting any reimbursement, the owner must 

promptly refund the unused balance of the security deposit to the tenant.  If 

the security deposit is not sufficient to cover amount the family owes under 

the lease, the owner may seek to collect the balance from the tenant. 

 

7. The owner must be current with real estate taxes. 

 

F. PHA RESPONSIBILITIES 

 

1. The Housing Authority of the City of Franklin must comply with program 

regulations and this policy. 

 

2. The Housing Authority of the City of Franklin will supply the following 

information of past and current participants to landlords: 

 

A. The family's current and prior address 

 

B. The name and address of the landlord at the family's current and 

prior address. 

 

C. Other information that pertains to the rental history of the family 

while participating in the program. 

 

3. The Housing Authority of the City of Franklin will inform the family of the 

obligation to provide this information to future landlords. 
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VI. APPENDIX I - DEFINITION OF TERMS 

 

Absorption.  
In portability (under subpart H of this part 982): the point at which a receiving PHA stops billing 

the initial PHA for assistance on behalf of a portability family. The receiving PHA uses funds 

available under the receiving PHA consolidated ACC. 

 

Administrative fee.  

Fee paid by HUD to the PHA for administration of the program. See §982.152. 

 

Administrative fee reserve (formerly “operating reserve”).   
Account established by PHA from excess administrative fee income. The administrative fee 

reserve must be used for housing purposes. See §982.155. 

 

Administrative plan.  
The plan that describes PHA policies for administration of the tenant-based programs. See 

§982.54. 

 

Admission.  

The point when the family becomes a participant in the program. The date used for this purpose is 

the effective date of the first HAP contract for a family (first day of initial lease term) in a tenant-

based program. 

 

Applicant (applicant family).  
A family that has applied for admission to a program but is not yet a participant in the program. 

 

Budget authority.  

An amount authorized and appropriated by Congress for payment to HAs under the program. For 

each funding increment in a PHA program, budget authority is the maximum amount that may be 

paid by HUD to the PHA over the ACC term of the funding increment. 

 

Bifurcate.  
To divide a lease as a matter of law such that certain tenants can be evicted or removed while the 

remaining family members' lease and occupancy rights are allowed to remain intact. 

 

Common space.  
In shared housing: Space available for use by the assisted family and other occupants of the unit. 

 

Congregate housing.  
Housing for elderly persons or persons with disabilities that meets the HQS for congregate 

housing. A special housing type: see §982.606 to §982.609. 
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Continuously assisted.  
An applicant is continuously assisted under the 1937 Act if the family is already receiving 

assistance under any 1937 Act program when the family is admitted to the certificate or voucher 

program. 

 

Cooperative.  

Housing owned by a corporation or association, and where a member of the corporation or 

association has the right to reside in a particular unit, and to participate in management of the 

housing. 

 

Cooperative member.  
A family of which one or more members owns membership shares in a cooperative. 

 

Dating violence.  
Violence committed by a person: 

(1)  Who is or has been in a social relationship of a romantic or intimate nature with 

the victim; and 

(2)  Where the existence of such a relationship shall be determined based on a 

consideration of the following factors: 

(i)  The length of the relationship; 

(ii)  The type of relationship; and 

(iii)  The frequency of interaction between the persons involved in the 

relationship. 

 

Domestic violence.  
Includes felony or misdemeanor crimes of violence committed by a current or former spouse of 

the victim, by a person with whom the victim shares a child in common, by a person who is 

cohabitating with or has cohabitated with the victim as a spouse, by a person similarly situated to 

a spouse of the victim under the domestic or family violence laws of the jurisdiction receiving 

grant monies, or by any other person against an adult or youth victim who is protected from that 

person's acts under the domestic or family violence laws of the jurisdiction. 

 

Downpayment assistance grant.  
A form of homeownership assistance in the homeownership option: A single downpayment 

assistance grant for the family. If a family receives a downpayment assistance grant, a PHA may 

not make monthly homeownership assistance payments for the family. A downpayment 

assistance grant is applied to the downpayment for purchase of the home or reasonable and 

customary closing costs required in connection with purchase of the home. 
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Fair market rent (FMR).  
The rent, including the cost of utilities (except telephone), as established by HUD for units of 

varying sizes (by number of bedrooms), that must be paid in the housing market area to rent 

privately owned, existing, decent, safe and sanitary rental housing of modest (non-luxury) nature 

with suitable amenities.  See periodic publications in the Federal Register in accordance with 24 

CFR part 888. 

 

Family.  
A person or group of persons, as determined by the PHA, approved to reside in a unit with 

assistance under the program. See discussion of family composition at §982.201(c). 

 

Family rent to owner.  
In the voucher program, the portion of rent to owner paid by the family. For calculation of family 

rent to owner, see §982.515(b). 

 

Family self-sufficiency program (FSS program).  
The program established by a PHA in accordance with 24 CFR part 984 to promote self-

sufficiency of assisted families, including the coordination of supportive services (42 U.S.C. 

1437u). 

 

Family share.  
The portion of rent and utilities paid by the family. For calculation of family share, see 

§982.515(a). 

 

Family unit size.  
The appropriate number of bedrooms for a family, as determined by the PHA under the PHA 

subsidy standards. 

 

Funding increment.  

Each commitment of budget authority by HUD to a PHA under the consolidated annual 

contributions contract for the PHA program. 

 

Gross rent.  
The sum of the rent to owner plus any utility allowance. 

 

Group home.  
A dwelling unit that is licensed by a State as a group home for the exclusive residential use of two 

to twelve persons who are elderly or persons with disabilities (including any live-in aide). A 

special housing type: see §982.610 to §982.614. 

 

HAP Contract.  

Housing Assistance Payment Contract. 
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Housing Assistance Payment.  
The monthly assistance payment by a PHA, which includes: 

(1)  A payment to the owner for rent to the owner under the family's lease; and 

(2)  An additional payment to the family if the total assistance payment exceeds the 

rent to owner. 

 

Housing Quality Standards (HQS).  

The HUD minimum quality standards for housing assisted under the tenant-based programs. See 

§982.401. 

 

Immediate family member.  
With respect to a person: 

(1)  A spouse, parent, brother, or sister, or child of that person, or an individual to 

whom that person stands in loco parentis; or 

(2)  Any other person living in the household of that person and related to that person 

by blood or marriage. 

 

Initial PHA.  
In portability, the term refers to both: 

(1)  a PHA that originally selected a family that later decides to move out of the 

jurisdiction of the selecting PHA; and 

(2)  a PHA that absorbed a family that later decides to move out of the jurisdiction of 

the absorbing PHA. 

 

Initial payment standard.  
The payment standard at the beginning of the HAP contract term. 

 

Initial rent to owner.  
The rent to owner at the beginning of the HAP contract term. 

 

Jurisdiction.  
The area in which the PHA has authority under State and local law to administer the program. 

 

Lease.  
A written agreement between an owner and a tenant for the leasing of a dwelling unit to the 

tenant. The lease establishes the conditions for occupancy of the dwelling unit by a family with 

housing assistance payments under a HAP contract between the owner and the PHA. 

 

Manufactured home.  
A manufactured structure that is built on a permanent chassis, is designed for use as a principal 

place of residence, and meets the HQS. A special housing type: see §982.620 and §982.621. 
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Manufactured home space. 
 In manufactured home space rental: A space leased by an owner to a family. A manufactured 

home owned and occupied by the family is located on the space. See §982.622 to §982.624. 

 

Merger date.  
October 1, 1999. 

 

Notice of Funding Availability (NOFA).  
For budget authority that HUD distributes by competitive process, the Federal Register document 

that invites applications for funding. This document explains how to apply for assistance and the 

criteria for awarding the funding. 

 

Owner.  

Any person or entity with the legal right to lease or sublease a unit to a participant. 

 

Participant (participant family).  
A family that has been admitted to the PHA program and is currently assisted in the program. The 

family becomes a participant on the effective date of the first HAP contract executed by the PHA 

for the family (first day of initial lease term). 

 

Payment standard.  
The maximum monthly assistance payment for a family assisted in the voucher program (before 

deducting the total tenant payment by the family). 

 

PHA plan.  
The annual plan and the 5-year plan as adopted by the PHA and approved by HUD in accordance 

with part 903 of this chapter. 

 

Portability.  

Renting a dwelling unit with Section 8 tenant-based assistance outside the jurisdiction of the 

initial PHA. 

 

Premises.  

The building or complex in which the dwelling unit is located, including common areas and 

grounds. 

 

Private space.  
In shared housing: The portion of a contract unit that is for the exclusive use of an assisted family. 

 

Program.  
The Section 8 tenant-based assistance program under this part. 
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Program receipts.  
HUD payments to the PHA under the consolidated ACC, and any other amounts received by the 

PHA in connection with the program. 

 

Public housing agency (PHA).  

PHA includes both: 

(1)  Any State, county, municipality, or other governmental entity or public body 

which is authorized to administer the program (or an agency or instrumentality of 

such an entity), and 

(2)  Any of the following: 

 

(i)  A consortium of housing agencies, each of which meets the qualifications 

in paragraph (1) of this definition, that HUD determines has the capacity 

and capability to efficiently administer the program (in which case, HUD 

may enter into a consolidated ACC with any legal entity authorized to act 

as the legal representative of the consortium members); 

(ii)  Any other public or private non-profit entity that was administering a 

Section 8 tenant-based assistance program pursuant to a contract with the 

contract administrator of such program (HUD or a PHA) on October 21, 

1998; or 

(iii)  For any area outside the jurisdiction of a PHA that is administering a 

tenant-based program, or where HUD determines that such PHA is not 

administering the program effectively, a private non-profit entity or a 

governmental entity or public body that would otherwise lack jurisdiction 

to administer the program in such area. 

 

Reasonable rent.  
A rent to owner that is not more than rent charged: 

(1)  For comparable units in the private unassisted market; and 

(2)  For comparable unassisted units in the premises. 

Receiving PHA.  
In portability: A PHA that receives a family selected for participation in the tenant-based program 

of another PHA. The receiving PHA issues a voucher and provides program assistance to the 

family. 

 

Renewal units.  
The number of units, as determined by HUD, for which funding is reserved on HUD books for a 

PHA's program. This number is used is calculating renewal budget authority in accordance with 

§982.102. 
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Rent to owner.  
The total monthly rent payable to the owner under the lease for the unit. Rent to owner covers 

payment for any housing services, maintenance and utilities that the owner is required to provide 

and pay for. 

 

Residency preference.  
A PHA preference for admission of families that reside anywhere in a specified area, including 

families with a member who works or has been hired to work in the area (“residency preference 

area”). 

 

Residency preference area.  
The specified area where families must reside to qualify for a residency preference. 

 

Shared housing.  
A unit occupied by two or more families. The unit consists of both common space for shared use 

by the occupants of the unit and separate private space for each assisted family. A special housing 

type: see §982.615 to §982.618. 

 

Single room occupancy housing (SRO).  
A unit that contains no sanitary facilities or food preparation facilities, or contains either, but not 

both, types of facilities. A special housing type: see §982.602 to §982.605. 

 

Special admission.  
Admission of an applicant that is not on the PHA waiting list or without considering the 

applicant's waiting list position. 

 

Special housing types.  
See subpart M of this part 982. Subpart M of this part states the special regulatory requirements 

for: SRO housing, congregate housing, group home, shared housing, manufactured home 

(including manufactured home space rental), cooperative housing (rental assistance for 

cooperative member) and homeownership option (homeownership assistance for cooperative 

member or first-time homeowner). 

 

Stalking. 
(1) To follow, pursue, place under surveillance, or repeatedly commit acts with the 

intent to kill, injure, harass, or intimidate another person; and 

(2)  In the course of, or as a result of, such following, pursuit, surveillance, or 

repeatedly committed acts, to place a person in reasonable fear of the death of, or 

serious bodily injury to, or to cause substantial emotional harm to 

(i)  That person, 

(ii)  A member of the immediate family of that person, or 

(iii)  The spouse or intimate partner of that person. 

 

  



Section VI—8 
 

SECTION 8 ADMINISTRATIVE PLAN  Rev. 7/1/2013 

 

 

Statement of homeowner obligations.  
In the homeownership option: The family's agreement to comply with program obligations. 

 

Subsidy standards.  
Standards established by a PHA to determine the appropriate number of bedrooms and amount of 

subsidy for families of different sizes and compositions. 

 

Suspension.  
Stopping the clock on the term of a family's voucher, for such period as determined by the PHA, 

from the time when the family submits a request for PHA approval of the tenancy, until the time 

when the PHA approves or denies the request. 

 

Tenant.  
The person or persons (other than a live-in aide) who executes the lease as lessee of the dwelling 

unit. 

 

Tenant rent.  
For a tenancy in the certificate program: The total tenant payment minus any utility allowance. 

 

Utility reimbursement.  
In the voucher program, the portion of the housing assistance payment which exceeds the amount 

of the rent to owner. (See §982.514(b)). (For the certificate program, “utility reimbursement” is 

defined in part 5, subpart F of this title.) 

 

VAWA.  
The Violence Against Women and Department of Justice Reauthorization Act of 2005 (Pub. L. 

109–162, approved August 28, 2006), as amended by the U.S. Housing Act of 1937 (42 U.S.C. 

1437d and 42 U.S. 1437f).  

 

Voucher holder.  
A family holding a voucher with an unexpired term (search time). 

 

Voucher (rental voucher).  
A document issued by a PHA to a family selected for admission to the voucher program. This 

document describes the program and the procedures for PHA approval of a unit selected by the 

family. The voucher also states obligations of the family under the program. 

 

Waiting list admission.  
An admission from the PHA waiting list. 

 

Welfare-to-work (WTW) families.  

Families assisted by a PHA with voucher funding awarded to the PHA under the HUD welfare-to-

work voucher program (including any renewal of such WTW funding for the same purpose).
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VII. APPENDIX II - “ONE STRIKE AND YOU’RE OUT” POLICY 

 

Admission 

 

1. Any applicant and/or family member who carries a police record that involves 

drug-related activity will not be admitted to the Section 8 Housing Choice Voucher 

Program. 

 

2. Any applicant and/or family member whose reference and background check 

demonstrates a pattern that involves alcohol abuse, driving while under the 

influence of alcohol, and violence related to alcohol will not be admitted to the 

Section 8 Housing Choice Voucher Program. 

 

3. Any applicant and/or family member who was evicted from a housing authority 

anywhere in the United States of America for drug-related activity will not be 

admitted to the Section 8 Housing Choice Voucher Program. 

 

4. Any applicant and/or family member who was evicted from a housing authority 

anywhere in the United States of America for alcohol abuse, driving while under 

the influence of alcohol, and violence related to alcohol will not be admitted to the 

Section 8 Housing Choice Voucher Program. 

 

5. The applicant and/or family member may only be considered for the Section 8 

Program if he/she can prove he/she has successfully completed an extensive 

rehabilitation program.  The applicant is responsible for supplying the center's 

name, address, telephone number, and contact person(s). 

 

6. Any applicant or family member who has been convicted of any misdemeanor, 

classified or unclassified, or felony offense as those offenses are defined by the 

Pennsylvania Crimes Code, (Title 18, Pa.C.S.A.), may be disqualified from 

admission to the Section 8 Program.  If in the opinion of the Executive Director, 

the criminal convictions are of such character that admission would be 

inappropriate, the applicant would be denied admission to the Section 8 Program. 

 

7. Any applicant or family member who has been convicted of more than one 

summary offenses, as such offenses are defined by the Pennsylvania Crimes Code, 

(Title 18, Pa.C.S.A.), may be disqualified from admission to the Section 8 

Program.  If in the opinion of the Executive Director, the summary convictions are 

of such character that admission to housing authority-owned rental properties 

would be inappropriate, the applicant would be denied. 
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8. The Housing Authority may waive consideration of any charges if they are over 10 

years old and in the sole discretion of the Executive Director, they are not pertinate 

to the application for admission. 

 

Occupancy 

 

1. Any tenant or family member who is arrested on or off the housing authority-

owned properties for a drug-related activity will have the Section 8 Contract 

cancelled promptly. 

 

2. Any tenant or family member who demonstrates a pattern that involves alcohol 

abuse, driving while under the influence of alcohol, violence related to alcohol, or 

any other substance will have the Section 8 Housing Choice Voucher Program 

contract cancelled promptly. 

 

3. The eviction or termination of any tenant family from any program administered 

by the Housing Authority of the City of Franklin will become a public record of 

every Housing Authority in the United States of America and said tenant will not 

be permitted housing assistance. 

 

4. The tenant or family member may seek rehabilitation, but cannot remain in the 

Section 8 Program during that time.  If he/she can prove he/she has successfully 

completed an extensive rehabilitation program, he/she may be permitted to place 

an application for future assistance.  The tenant or family member is responsible 

for supplying the center's name, address, telephone number, and contact person(s). 

 

5. Any tenant or family member who has been convicted during their tenancy of any 

misdemeanor, classified or unclassified, or felony offense as those offenses are 

defined by the Pennsylvania Crimes Code, (Title 18, Pa.C.S.A.), will be terminated 

from the Section 8 Program.  If in the opinion of the Executive Director, the 

criminal convictions are of such character that admission to housing authority-

owned rental properties would be inappropriate, the applicant would be denied. 

 

6. Any tenant or family member who has been convicted during their tenancy of 

more than one summary offense, as such offenses are defined by the Pennsylvania 

Crimes Code, (Title 18, Pa.C.S.A.), will be expelled from the Section 8 Program.  

If in the opinion of the Executive Director, the summary convictions are of such 

character that admission would be inappropriate, the tenant and family will be 

terminated from the Section 8 Program. 
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Definitions 

 

1. Drug-related criminal activity - It is the illegal manufacture, sale, distribution, use 

or possession with intent to manufacture, sell, distribute or use a controlled 

substance. 

 

2. Alcohol Abuse - Any alcohol-related action that may interfere with the health, 

safety, or right of peaceful enjoyment of the premises by other residents, 

neighbors, and/or family members. 

 

3. Rehabilitation - The applicant/tenant must be admitted to a rehabilitation center for 

substance abuse or seek counseling on an outpatient basis.  This must be a 

supervised rehabilitation program. 

 

4. Pattern of Abuse - Two or more arrests or record incidents including police, 

newspapers, social service agencies or any another source. 



 

 
 

 

 

 

 

Company Name: HOUSING  AUTHORITY OF THE CITY OF  FRANKLIN  

Company Tax ID 25-1208511 

 

I authorize HOUSING AUTHORITY OF THE CITY OF FRANKLIN, hereinafter 

called COMPANY, to initiate credit entries to my (   ) Checking  (   ) Savings 

account (select one) indicated below at the depository financial institution named 

below, hereinafter called DEPOSITORY.  Also, if necessary, initiate adjustments 

for any transactions credited in error.  

 

Depository 

Bank Name  _______________________________ Branch ____________________________ 

 

City  _______________________________ State  _____________Zip  ____________  

 

Routing/Transit Number  _____________________ Account No.  ________________________ 

 

This authorization will remain in full force and effect until COMPANY has 

received written notification from me of its termination in such time and in such 

manner as to afford COMPANY and DEPOSITORY a reasonable opportunity to 

act on it. 

 

Customer 

Name  ____________________________________ SSN  _______________________________ 

   PLEASE PRINT 

Customer 

Signature  _________________________________ Date  _______________________________ 

 

OPTIONAL:   

Depository Bank Verification:  ____________________________ Date:  __________________ 

    SIGNATURE OF BANK REPRESENTATIVE 

 

NOTE:IN THE  CASE OF REVOKED AUTHORIZATION, ALL WRITTEN 

AUTHORIZATIONS MUST BE REVOKED ONLY BY NOTIFYING THE 

ORIGINATOR (COMPANY) IN WRITING NO LATER THAN 15 DAYS BEFORE THE 

NEXT TRANSACTION EFFECTIVE DATE. 

 

A VOIDED CHECK MUST BE ATTACHED TO THIS FORM.  STAPLE VOIDED 

CHECK BELOW. 

DIRECT CREDIT PAYMENT 

AUTHORIZATION FORM 
 


