EXHIBIT 8
SECTION 8 HOUSING CHOICE VOUCHERS
VERIFICATION PROCEDURES
[24 CFR Part 5, Subparts B, D, E and F; 982.516]

A. INTRODUCTION

HUD regulations require the Des Moines Municipal Housing Agency (DMMHA) to
verify the factors of eligibility and Total Tenant Payment/Family Share. Applicants
and program participants must provide true and complete information to the
DMMHA whenever information is requested. The DMMHA's verification
requirements are designed to maintain program integrity. This attachment
explains the DMMHA's procedures and standards for verification of income,
assets, allowable deductions, family status, and changes in family composition.
The DMMHA will obtain proper authorization from the family before requesting
information from independent sources.

The DMMHA staff will obtain written verification from independent sources
whenever possible and will document tenant files whenever third party
verifications are not possible as to why third party verification was not obtained
as well as the manner in which the eligibility factors were verified.

B. METHODS OF VERIFICATION AND TIME ALLOWED [24 CFR 982.516]

The DMMHA will verify information through five methods of verification according
to the hierarchy listed below:

1. Upfront Income Verification (UIV)
2. Third-Party Written Verification

3. Third-Party Oral Verification

4. Review of Documents

5. Certification/Self-Declaration

The DMMHA will generally allow up to two (2) weeks (or a shorter timeframe as
determined by DMMHA in time sensitive situations) for return of third-party
verifications and up to one (1) additional week to obtain other types of
verifications before going to the next method. The DMMHA will document the file
as to how the information was verified including an explanation for the method
utilized if other than a written third party verification.



For applicants, verifications must be received 120 60 days prior to the issuance
of a voucher. For annual recertifications for participants, they verifications
will be valid for 120 consecutive days from date of receipt.

1. Upfront Income Verification (UIV)

The DMMHA will utilize up-front income verification methods, including Child
Support Recovery on-line verifications, and the Work Number, whenever
possible as well as any other UIV that might become available to the DMMHA.

Third-party verification may continue to be used to complement up-front income
verification.

EIV may be used in lieu of 3" party verifications when there is not a substantial
difference between EIV and tenant-reported income. HUD defines substantial
difference as $200 or more per month.

> If the income reflected on the EIV verification is less than that reflected on
the tenant-provided documentation, the DMMHA will use tenant-provided
documents to calculate anticipated annual income as long as the
difference is within the aforementioned $200 threshold. The income
reflected on the EIV verification must not be more than 120 days old.

> If the income reflected on the EIV verification is greater than current
tenant-provided documentation, the DMMHA will use EIV income data to
calculate anticipated annual income as long as the difference is with in the
above mentioned $200 threshold; unless the tenant provides
documentation of a change in circumstances (i.e. change in employment,
reduction in hours, etc.) The tenant supplied documents must not be
more than 120 days old.

In cases where EIV data is substantially different than tenant-reported income,
the DMMHA will follow the following guidelines:

» Request written third party verification from the discrepant income source.

» Review historical income data for patterns of employment, paid benefits,
and/or receipt of other income, when the DMMHA cannot anticipate
income such as seasonal employment, unstable work hours, and
suspected fraud. If DMMHA is unable to anticipate annual income using
current information due to historical fluctuations in income, the DMMHA
will average amounts received /earned to anticipate annual income.

> Analyze all data (EIV data, third party verification, and other
documents/information provided by the family) and attempt to resolve
income discrepancy.



» Use the most current verified income data (and historical income data if
appropriate) to calculate anticipated annual income. Tenant provided
documents must be dated within the last 60 days of the interview date.

> If the client disputes the EIV Social Security (SS) and/or Social Security
Supplemental Income (SSI), the DMMHA will request the client to provide
current, original Social Security Administration notice or benefit letter.

» Consult Administrative Plan and/or Admissions and Continued Occupancy
Policy to verify client income reporting guidelines.

> After collecting the data, analyze the information to determine if the
income is unreported by the client (fraud) or for another reason (not fraud).
If no evidence fraud has been committed, calculate client rent with
supportive documentation in the client file within a prompt manner. Rent
adjustments will be made according to HUD regulations and DMMHA

policy.

» DMMHA will complete recoupment form(s) for fraudulent unreported
income with supportive documentation attached. Based on DMMHA
written procedures in the Administrative Plan and the Admissions and
Continued Occupancy Policy and Agency and Agency Unreported Income
Procedures, staff will process the client file for either agency repayment or
termination.

» The Housing Case Manager will place the documentation that the
discrepancy has been investigated and handled appropriately AND
forward a copy to the Senior Housing Case Manager for placement in the
Master EIV Discrepancy file.

> |If there are questions on this procedure or the discrepancy investigation
itself, staff will meet with the Senior Housing Case Manager and/or
Occupancy and Program Enforcement Administrator for further
assistance.

If the DMMHA is unable to anticipate annual income using current information
due to historical fluctuations in income, the DMMHA may average amounts
received/earned to anticipate annual income.

If the tenant disputes EIV SS/SSI benefit data, the DMMHA will request the
tenant to provide a current original SSA notice or benefit letter within two weeks
of being notified of the dispute.

2. Third-Party Written Verification

Third-party verification is used to verify information directly with the income
source. Third-party written verification forms will be sent and returned via first



class mail. The family will be required to sign an authorization for the information
source to release the specified information.

Verifications received electronically directly from the income source are
considered third party written verifications. Verifications hand carried by clients
will not be considered third party verifications unless the verification is from a
government agency.

The DMMHA will accept verifications in the form of computerized printouts
delivered by the family from the following agencies:

» Social Security Administration
Veterans Administration
Welfare Assistance

Unemployment Compensation Board

Y V V V

City or County Courts

3. Third-Party Verbal Verification

Verbal third-party verification will be used when written third-party
verification is delayed or not possible. When third-party verbal verification
is used, staff will be required to document the file by noting with whom
they spoke, the date of the conversation, and the facts provided. If verbal
verification is utilized the DMMHA must originate the call.

4. Review of Documents

In the event that third-party written or verbal verification is unavailable, or
the information has not been verified by the third party within two (2)
weeks, the DMMHA will annotate the file accordingly and utilize
documents provided by the family as the primary source if the documents
provide complete information.

All such documents, excluding government checks, will be photocopied and
retained in the applicant file. In cases where documents are viewed which cannot
be photocopied, staff viewing the document(s) will document the file by noting the
document they viewed, the date of viewing, and any other pertinent facts related
to the viewing of the document.

The DMMHA will accept the following documents from the family provided that
the document is an original and does not appear to be tampered or altered.

» Printed wage stubs



» Computer print-outs from the employer
> Letters signed by the employer or other appropriate party
» Other documents noted in this attachment as acceptable verification

The DMMHA will accept faxed and photocopied documents when received
directly from the generating source.

If third-party written verification is received after documents have been accepted
as provisional verification, and there is a significant discrepancy, the DMMHA wiill
utilize the third party verification.

The DMMHA will not delay the processing of an application beyond two (2)
weeks because a third party information provider does not return the verification
in a timely manner.

5. Self-Certification/Self-Declaration

When verification cannot be made by third-party verification or review of
documents, families will be required to submit a self-certification. Self-
certification requires a notarized and witnessed
statement/affidavit/certification/statement under penalty of perjury.

C. RELEASE OF INFORMATION [24 CFR 5.230]

Adult family members will be required to sign the form HUD 9886 Release of
Information/Privacy Act form. In addition, all adult family members will be
required to sign specific authorization forms when information is needed that is
not covered by the HUD form 9886, Authorization for Release of
Information/Privacy Act Notice. Each member requested to consent to the
release of specific information will be provided with a copy of the appropriate
forms for their review and signature.

Refusal to cooperate with the prescribed verification system will result in denial of
admission or termination of assistance because it is a family obligation to supply
any information and to sign consent forms requested by the DMMHA or HUD.

D. ITEMS TO BE VERIFIED [24 CFR 982.516]

All income not specifically excluded by the regulations. DMMHA reserves the
right to verify excluded income as well.

Zero-income status of household.

Full-time student status including High School students who are 18 or over.



Current assets including assets disposed of for less than fair market value in the
preceding two years.

Childcare expenses when it allows an adult family member to be employed, to
actively seek employment or to further his/her education.

Medical expenses of all family members in households whose head or spouse is
elderly or disabled.

Disability assistance expenses to include only those costs associated with
attendant care or auxiliary apparatus for a disabled member of the family, which
allow an adult family member to be employed.

Disability for determination of reasonable accommodations, allowances or
deductions.

U.S. citizenship/eligible immigrant status.
Social Security Numbers for all family members.

Income received from all student financial aid programs and institutions to
include but not limited to academic and/or athletic scholarships

"Preference" status, as applicable.
Marital status when needed for head or spouse definition.
Verification of Reduction in Benefits for Noncompliance:

Before granting a family’s request for rent reduction because of a decrease in
benefits, the DMMHA will obtain written verification from the Welfare agency
stating that the family’s benefits were not reduced because of fraud or non-
compliance with an economic self-sufficiency requirement.

E. VERIFICATION OF INCOME [24 CFR 982.516]

This section defines the methods the DMMHA will use to verify various types of
income.

1. Employment Income

Verification forms request the employer to specify the:
> Dates of employment
» Amount and frequency of pay

» Annual earnings



Year to date earnings
Year to date income from overtime, tips, and bonus pay.
Acceptable methods of verification in addition to EIV include:

Employment verification form completed by the employer.
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Check stubs or earning statements, which indicate the employee's
gross pay, frequency of pay or year to date earnings.

» W-2 forms plus income tax return forms.

» Income tax returns signed by the family may be used for verifying self-
employment income, or income from tips and other gratuities.

Applicants and program participants may be requested to sign an authorization
for release of information from the Internal Revenue Service for further
verification of income, IRS Form 8121. In cases where there are questions about
the validity of information provided by the family, the DMMHA will require the
most recent federal income tax statements. Confirmation may be made on a
case-by-case basis.

2. Social Security, Pensions, Supplementary Security Income (SSI),
Disability Income

Acceptable methods of verification in addition to EIV include:
> Benefit verification form completed by agency providing the benefits.

» Award or benefit notification letters prepared and signed by the
providing agency.

» Computer report electronically obtained or in hard copy.

3. Unemployment Compensation

Acceptable methods of verification in addition to EIV include:

» Verification form completed by the unemployment compensation
agency.

» Computer report electronically obtained or in hard copy, from
unemployment office stating payment dates and amounts.

» Payment stubs.



4. Welfare Payments or General Assistance

Acceptable methods of verification in addition to EIV include:

>

>

The DMMHA verification form completed by payment provider.

Written statement from payment provider indicating the amount of
grant/payment, start date of payments, and anticipated changes in
payment in the next 12 months.

Computer-generated Notice of Decision.
Computer-generated list of recipients from Welfare Department.

E-mail verifications from an established contact person at the lowa
Department of Human Services.

5. Alimony or Child Support Payments

Acceptable methods of verification in addition to EIV include:

>

>

>

Copy of a separation or settlement agreement or a divorce decree
stating amounts and types of support and payment schedules.

A notarized letter from the person paying the support.

Family's self-certification of amount received and of the likelihood of
support payments being received in the future, or that support
payments are not being received.

If payments are irregular, the family must provide:

>

>

A copy of the separation or settlement agreement, or a divorce decree
stating the amount and type of support and payment schedules.

A statement from the agency responsible for enforcing payments to
show that the family has filed for enforcement.

A notarized affidavit from the family indicating the amount(s) received.

A welfare notice of action showing amounts received by the welfare
agency for child support.

A written statement from an attorney certifying that a collection or
enforcement action has been filed.



6. Net Income from a Business

In order to verify the net income from a business, the DMMHA will review IRS
and financial documents from prior years and use this information to anticipate
the income for the next 12 months.

Acceptable methods of verification include:

» IRS Form 1040, including Schedule C (Small Business), Schedule E
(Rental Property Income), Schedule F (Farm Income). Note: If
accelerated depreciation was used on the tax return or financial
statement, an accountant's calculation of depreciation expense
computed using straight-line depreciation rules.

> Audited or un-audited financial statement(s) of the business.

» Documents such as manifests, appointment books, bank statements,
and receipts will be used as a guide for the prior six months (or lesser
period if not in business for six months) to project income for the next
12 months. The family will be advised to maintain these documents in
the future if they are not available.

» Family's self-certification as to net income realized from the business
during previous years.

» DMMHA's self-employment certification form.

7. Child Care Business

If an applicant/participant is operating a licensed day care business, income will
be verified as with any other business.

If the applicant/participant is operating a day care business which may or may
not be licensed, the DMMHA will require that the applicant/participant complete a
form for each customer which indicates: name of person(s) whose child (children)
is/are being cared for, phone number, number of hours child is being cared for,
method of payment (check/cash), amount paid, and signature of person. Section
8 participants must provide evidence that they are in compliance with all state
and local licensing, permits and applicable building code requirements upon
request of the DMMHA.

If the family has filed a tax return, the family will be required to provide it.

The DMMHA may conduct interim reevaluations every 120 days and require the
participant to provide a log with the information about customers and income.

If childcare services were terminated, a third-party verification will be sent to the
parent whose child was cared for.



If the child care business provides day care services for the State of lowa, a third
party income verification will be sent to the Daycare Service Department.

8. Recurring Gifts

DMMHA will send the Agency’s third party gift verification form to the provider of
the gift income. This gift verification form contains the following information:

» The person who provides the gifts
» The value of the gifts

» The regularity (dates) of the gifts
» The purpose of the gifts

9. Zero Income Status

Families claiming to have no income will be required to execute verification forms
to determine that forms of income such as unemployment benefits, TANF, SSI,
Child Support, etc. are not being received by the household. The DMMHA will
also request information from the lowa Workforce Development Center. Families
claiming to have not income will have to certify to this status at least quarterly
when notified by the DMMHA.

10. Full-time Student Status

Only the first $480 of the earned income of full time students, other than head,
co-head, or spouse, will be included towards family income. Financial aid,
scholarships and grants received by full time students are not family income.

Verification of full time student status includes:
» Written verification from the registrar's office or other school official.

» School records indicating enrollment for sufficient number of credits to
be considered a full-time student by the educational institution.

F. INCOME FROM ASSETS [24 CFR 982.516]

1. Savings Account Interest Income and Dividends

Acceptable methods of verification include:

» Account statements, passbooks, certificates of deposit, or the DMMHA
verification forms completed by the financial institution.
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2.

>

Broker's statements showing value of stocks or bonds and the
earnings credited the family. Earnings can be obtained from current
newspaper quotations or oral broker's verification.

IRS Form 1099 from the financial institution provided that the DMMHA
must adjust the information to project earnings expected for the next
12 months.

Interest Income from Mortgages or Similar Arrangements

Acceptable methods of verification include:

>

A letter from an accountant, attorney, real estate broker, the buyer, or
a financial institution stating interest due for next 12 months. (A copy of
the check paid by the buyer to the family is not sufficient unless a
breakdown of interest and principal is shown.)

Amortization schedule showing interest for the 12 months following the
effective date of the certification or re-certification.

3. Net Rental Income from Property Owned by Family

Acceptable methods of verification include:

G.

>

>

IRS Form 1040 with Schedule E (Rental Income).

Copies of latest rent receipts, leases, or other documentation of rent
amounts.

Documentation of allowable operating expenses of the property: tax
statements, insurance invoices, and bills for reasonable maintenance
and utilities, and bank statements or amortization schedules showing
monthly interest expense.

Lessee's written statement verifying rent payments to the family and
family's self-certification as to net income realized.

VERIFICATION OF ASSETS

1. Family Assets

The DMMHA will require the information necessary to determine the current cash
value of the family’s assets, (the net amount the family would receive if the asset
were converted to cash).

Acceptable verification may include any of the following:

>

Verification forms, letters, or documents from a financial institution or
broker.
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» Passbooks, checking account statements, certificates of deposit,
bonds, or financial statements completed by a financial institution or
broker.

» Quotes from a stockbroker or realty agent as to net amount family
would receive if they liquidated securities or real estate.

> Real estate taxes statements if the approximate current market value
can be deduced from assessment.

» Financial statements for business assets.

» Copies of closing documents showing the selling price and the
distribution of the sales proceeds.

» Appraisals of personal property held as an investment.

» Family's self-certification describing assets or cash held at the family's
home or in safe deposit boxes.

2. Assets Disposed of for Less than Fair Market Value (FMV) During Two
Years Preceding Effective Date of Certification or Recertification

For all Certifications and Re-certifications, the DMMHA will obtain the Family's
certification as to whether any member has disposed of assets (valued at $5,000
or more) for less than fair market value during the two years preceding the
effective date of the certification or re-certification.

If the family certifies that they have disposed of assets for less than fair market
value, verification or certification is required that shows: (a) all assets disposed of
for less than FMV, (b) the date they were disposed of, (c) the amount the family
received, and (d) the market value of the assets at the time of disposition. Third
party verification will be obtained whenever possible.

H. VERIFICATION OF ALLOWABLE DEDUCTIONS FROM INCOME

[24 CFR 982.516]

1. Child Care Expenses

Written verification from the person who receives the payments is required. If the
childcare provider is an individual, s/he must provide a statement of the amount
they charge and receive from the family for their services. Verifications must
specify the child care provider's name, address, telephone number, Social
Security Number, the names of the children cared for, the number of hours the
child care occurs, the rate of pay, and the typical yearly amount paid, including
school and vacation periods. Family's certification as to whether any of those
payments have been or will be paid or reimbursed by outside sources.
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Child care expenses are deducted only to the extent that they are not reimbursed
and reflect a reasonable charge; and are paid for the care of children under the
age of 13.

As stated elsewhere in this document, child care is allowable for the following
reasons:

» Child-Care to Work

The maximum child-care allowed will be based on the amount earned
by the person enabled to work. The "person enabled to work™ will be
the adult member of the household who earns the least amount of
income from working.

> Child-Care for School

The HA will compare the number of hours the family member is
attending school relative to the number of child care hours to determine
the number of child care hours that will be included in the rent
calculation.

> Rate of Expense

The HA may choose to survey the local day care providers in the
area/community to determine a reasonableness standard. The
determination will be made only on a reasonable HOURLY rate. The
reasonable rate will be determined based upon the type of care chosen
by the family, i.e., center-based or in-home care; State provided care or
private care.

> Actively Seek Employment

DMMHA will allow a family to receive reasonable child care expense
allowance, as determined by DMMHA, if not working or going to school and
only if actively seeking employment. The family will be allowed to submit
three (3) months of child care expenses in a twelve month period while not
working or going to school. The child care shall not exceed four hours a day
during the time in which the family is not working or going to school.

The HA will obtain evidence that the individual is fulfilling welfare-to-work
requirements or the requirements for receiving unemployment
compensation; or is otherwise actively seeking employment.  Written
verification from a local or state government agency that oversees work-
related activities will be accepted.
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If third party verification is not possible, the DMMHA will review documents
provided by the family and/or a notarized statement from the family member
attesting to his or her efforts to find employment.

2. Medical Expenses

Families, who claim medical expenses will be required to submit a certification as
to whether or not any expense payments have been, or will be, reimbursed by an
outside source. One or more of the methods listed below will verify all expense
claims:

» Written verification by a doctor, hospital or clinic personnel, dentist,
Pharmacist, of (a) the anticipated medical costs to be incurred by the
family and regular payments due on medical bills; and (b) extent to
which those expenses will be reimbursed by insurance or a
government agency.

» Written confirmation by the insurance company or employer of health
insurance premiums to be paid by the family.

» Written confirmation from the Social Security Administration of
Medicare premiums to be paid by the family over the next 12 months.
A computer printout will be accepted.

» For attendant care:

The DMMHA will require certification from a qualified professional
having knowledge of the person’s need for an attendant and who
can verify the attendant is necessary as a medical expense.

Attendant's written confirmation of hours of care provided and
amount and frequency of payments received from the family or
agency (or copies of canceled checks the family used to make
those payments) or stubs from the agency providing the services.

» Receipts, canceled checks, or pay stubs that verify medical costs and
insurance expenses likely to be incurred in the next 12 months.

» Copies of payment agreements or most recent invoice that verify
payments made on outstanding medical bills that will continue over all
or part of the next 12 months.

» Receipts or other record of medical expenses incurred during the past
12 months that can be used to anticipate future medical expenses. The
DMMHA may use this approach for "general medical expenses" such
as non-prescription drugs and regular visits to doctors or dentists, but
not for one time, nonrecurring expenses from the previous year.
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>

The DMMHA will use mileage at the IRS rate, or cab, bus fare, or other
public transportation cost for verification of the cost of transportation
directly related to medical treatment.

3. Assistance to Persons with Disabilities [24 CFR 5.611(c)]

>

In All Cases:

Written certification from a reliable, knowledgeable professional that
the person with disabilities requires the services of an attendant and/or
the use of auxiliary apparatus to permit him/her to be employed or to
function sufficiently independently to enable another family member to
be employed.

Family's certification as to whether they receive reimbursement for any
of the expenses of disability assistance and the amount of any
reimbursement received.

Attendant Care:

Attendant's written certification of amount received from the family,
frequency of receipt, and hours of care provided.

Certification of family and attendant and/or copies of canceled checks
family used to make payments.

Auxiliary Apparatus:

Receipts for purchases or proof of monthly payments and maintenance
expenses for auxiliary apparatus.

In the case where the person with disabilities is employed, a statement
from the employer that the auxiliary apparatus is necessary for
employment.

. VERIFYING NON-FINANCIAL FACTORS [24 CFR 982.153(b)(15)]

1. Verification of Legal Identity and Familial Relationships

The DMMHA will require applicants to furnish verification of legal identity for all
family members. The documents listed below will be considered acceptable
verification of legal identity for adults. If a document submitted by a family is
illegible or otherwise questionable, more than one of these documents may be

required.

>

>

Certificate of Birth, naturalization papers

Church issued baptismal certificate
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» U.S. military discharge (DD 214)
» U.S. passport
» Voter's registration
» Verification of guardianship is:
® Court-ordered assignment
o Affidavit of parent

Documents considered acceptable for the verification of legal identity for minors
may be one or more of the following:

> Certificate of Birth

» Adoption papers

» Official Custody agreement
» School records

If none of these documents can be provided, a third party who knows the person
may, at the DMMHA'’s discretion, provide certification to be used as verification.

2. Verification of Marital Status (when necessary to determine custody of

children)

> Verification of divorce status will be a certified copy of the divorce
decree, signed by a Court Officer.

> Verification of a separation may be a copy of court-ordered
maintenance or other records or a notarized statement from a non-
family member verifying that the individual is separated from their
spouse.

» Verification of marriage status is a marriage certificate.

3. Verification of Permanent Absence of Family Member

If an adult member who was formerly a member of the household is reported
permanently absent by the family, the DMMHA will consider any of the following
as verification:

» Divorce Decree

» Legal separation agreement
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» Order of protection/restraining order obtained by one family member
against another

» Proof of another home address, such as utility bills, canceled checks
for rent, driver’s license, or lease or rental agreement, if available.

» Statements from the landlord or manager that the adult family member
is no longer living at that location.

» If the adult family member is incarcerated, a document from the Court
or correctional facility should be obtained stating how long they will be
incarcerated.

» If no other proof can be provided, the DMMHA will accept a self-
certification from the head of household or the spouse or co-head, if
the head is the absent member.

5. Verification of Change in Family Composition

The DMMHA may verify changes in family composition (either reported or
unreported) through letters, telephone calls, utility records, inspections, landlords,
neighbors, credit data, school or DMV records, and other sources.

6. Verification of Disability

Verification of disability must be receipt of SSI or SSA disability payments under
Section 223 of the Social Security Act or 102(7) of the Developmental Disabilities
Assistance and Bill of Rights Act (42 U.S.C. 6001(7) or verified by the completion
of the DMMHA Certification of Disability form completed by a professional with
specific knowledge regarding the disability.

J. VERIFICATION OF CITIZENSHIP/ELIGIBLE IMMIGRANT STATUS
[24 CFR 5.508, 5.510,5.512, 5.514]

To be eligible for assistance, individuals must be U.S. citizens or eligible
immigrants. Individuals who are neither may elect not to declare their status.
Eligible immigrants must fall into one of the categories specified by the
regulations and must have their status verified by Immigration and Naturalization
Service (INS). Each family member must declare their status. Assistance
cannot be delayed, denied, or terminated while verification of status is pending
except that assistance to applicants may be delayed while the DMMHA informal
review is pending.

1. Citizens or Nationals of the United States

All applicants and participants are required to sign a declaration under penalty of
perjury. The DMMHA will require citizens to provide documentation of citizenship.
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Acceptable documentation will include at least one of the following original
documents:

United States birth certificate
United States passport

Resident alien/registration card

vV V VvV V

Social Security card
» Other appropriate documentation as determined by the DMMHA

2. Eligible Immigrants who were Participants and 62 or over on June 19,
1995

Eligible Immigrants who were Participants and 62 or over on June 19, 1995 are
required to sign a declaration of eligible immigration status and provide proof of
age.

3. Non-citizens with eligible immigration status

Non-citizens with eligible immigration status must sign a declaration of status and
verification consent form and provide their original immigration documents which
are copied front and back and returned to the family. The DMMHA verifies the
status through the INS SAVE system. If this primary verification fails to verify
status, the DMMHA must request within ten days that the INS conduct a manual
search.

4. Ineligible family members

Ineligible family members who do not claim to be citizens or eligible immigrants
must be listed on a statement of ineligible family members signed by the head of
household or spouse.

5. Non-citizen students on student visas

Non-citizen students on student visas are ineligible members even though they
are in the country lawfully. They must provide their student visa but their status
will not be verified and they do not sign a declaration but are listed on the
statement of ineligible members.

6. Failure to Provide

If an applicant or participant family member fails to sign required declarations and
consent forms or provide documents, as required they must be listed as an
ineligible member. If the entire family fails to provide and sign as required, the
family may be denied or terminated for failure to provide required information.
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7. Time of Verification

For applicants, verification of U.S. citizenship/eligible immigrant status occurs at
the same time as verification of other factors of eligibility for final eligibility
determination at the time of initial application. The DMMHA will not provide
assistance to any family prior to the affirmative establishment and verification of
the eligibility of the individual or at least one member of the family. The DMMHA
will verify the U.S. citizenship/eligible immigration status of all participants no
later than the date of the family’s first annual reexamination following the
enactment of the Quality Housing and Work Responsibility Act of 1998.

For family members added after other members have been verified, the
verification occurs at the time the individual is added to the assistance. Once
verification has been completed for any covered program, it need not be
repeated except that, in the case of port-in families, if the initial HA does not
supply the documents, the DMMHA must conduct the determination.

8. Extensions of Time to Provide Documents

The DMMHA will grant an extension of 30 days for families to submit evidence of
eligible immigrant status.

9. Acceptable Documents of Eligible Immigration

The regulations stipulate that only the following documents are acceptable unless
changes are published in the Federal Register.

> Resident Alien Card (I-551)

Alien Registration Receipt Card (I-151)
Arrival-Departure Record (1-94)
Temporary Resident Card (1-688)

Employment Authorization Card (1-688B)

YV V. ¥V VY 'V

Receipt issued by the INS for issuance of replacement of any of the
above documents that shows individual's entittlement has been verified

A birth certificate is not acceptable verification of status. All documents in
connection with U.S. citizenship/eligible immigrant status must be kept five years.

K. VERIFICATION OF SOCIAL SECURITY NUMBERS [24 CFR 5.216]

Social security numbers must be provided as a condition of eligibility for all
family members. Verification of Social Security humbers may be done
through a Social Security Card issued by the Social Security
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Administration, or DMMHA may request direct verification from the Social
Security Administration.
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