EPS, Inc.		 
Service Bureau to the Subsidized Housing Industry 

Checklist for Unpaid Rent and Tenant Damages
Property Name: 	Contract#: 		_ Resident Name: 	Unit#: 		_
Special Claims for Unpaid Rent and Tenant Damages must include the following documents in accordance with HUD Handbook 4350.3 and the HUD Special Claims Processing Guide effective 8/01/06. Please indicate with a checkmark the items you are enclosing. Submissions without ALL documentation may be returned unprocessed. 
 
Note: Special Claims may only be requested for a unit that was occupied by a Section 8 household receiving subsidy. If assistance was terminated based on increased income causing the tenant to no longer qualify for assistance, owners cannot submit a claim 

*Must be received by PBCA within 180 Days from the date the unit became available for occupancy*(Pg15, Sec 3-4 A)

1._____Form HUD-52670-A Part 2 with Signature (Pg25, Sec 5-3 A)
2._____Form HUD-52671-A with Signature (Pg27, Sec 5-3 A) Unpaid rents and tenant damages must be filed 
              on the same form.
3._____A copy of the signed form HUD 50059 completed at move in for the former tenant, which
              shows the amount of the security deposit required. (Pg25, Sec 5-3 C2a)
4._____Documentaion that the appropriate security deposit was collected from the tenant: e.g. a
              copy of the original lease, copy of the tenant ledger or copy of the receipt(s) for security
              deposits. (Pg25 Sec 5-3 C2b)
5._____A copy of the security deposit disposition notice provided to the tenant, which indicates the
              move-out date, amount of security deposit collected, amount of security deposit returned,
              and any charges withheld from the deposit for unpaid rent, tenant damages or other charges
              due under the lease. (Pg26, Sec 3-3 G)
6_____Copies of ALL Move-In and Move-Out inspection forms for the unit and resident the claim is 
              being submitted. (Pg26, Sec 5-3 D3) 
7._____Documentaion that the matter was turned over to a Collection Agency and Agency has attempted to
               collect the debt. (i.e. copy of agency’s 1st demand letter or confirmation statement (Pg23, 
               Sec 5-2 D2a: Pg25, 5-3 C2 c & d) 
8._____Copy of certified letter/demand for payment to tenant detailing damages and related charges, demand 
               payment, and notice that failure to pay will result in the hiring of a collection agency
              (Pg23, Sec 5-2 D2a: Pg25 Sec 5- 3 C2 c &d)
9._____ TRACS print out from HUD Secure-System. For a MI/MO print the MI/MO Query. For a UT print
              the certification query for unit. MI/MO and/or UT must be viewable in TRACS or claim will
              be denied. (Pg14, Sec 3-3 E2)
10.____Itemized list of damages and breakdown of costs to repair the damages. (Damage Claims Only) 
              (Pg26, Sec 5-3 D5)
11.____A checklist of required documentation must be submitted for each unit included in claim. (Pg3, Sec 1-5 B)

Name, phone number and email address of the person to contact for questions concerning the claim.
Name of Contact Person:_______________________________Phone Number:_____________ 
Email Address:____________________________________________Fax Number:_________________
19 Gregory Drive, Suite 200  South Burlington, VT 05403 
 802-660-2800  802-846-2726 (fax)
North Carolina Claims: nc.special.claims@tracsexperts.com   Michigan Claims: mi.special.claims@tracsexperts.com
California Housing Claims: calhfa.special.claims@tracsexperts.com Hawaii Claims: hi.special.claims@tracsexperts.com
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