EPS, Inc., 19 Gregory Drive, Ste 200,
South Buriington, VT 05403

Phone: 802-660-2800
EMail: EPS@TRACSExperts.com

WEB WwWw.tracsexperts.com




Please turn off or mute
your cell phone

For your neighbor’s sake, please keep side conversations to a minimum



Our objective....

Tenant Rental Assistance Certification Systems (TRACS) and trying to
understand its numerous error messages is always an adventure. This

session will hopefully teach you how to read and understand MAT and
TRACS errors.

Also we will delve into the complexities of Special Claims and what you
need to report claims accurately







What 1s a MAT?

Monthly Activity Transmission
* MAT 10 - 50059 information
* MAT 15 — Unit Address information
 MAT 30— HAP Voucher information
* MAT 40 — Move Out information
 MAT 65 — Termination of Tenancy information

 MAT 70 — Unit Transfer or Gross Rent Change
information




Okay, so what 1s a MAT Error?

— When data is submitted to TRACS, it first must pass a
MAT specification check regarding the file structure. If
the file does not pass the MAT spec check, a MAT error
is generated and returned to sender. If the file passes
the MAT spec check, then the TRACS check occurs.

— The TRACS check reviews the file for accuracy and
compliance with eligibility rules and rent calculations.

— When you send a TRACS file to EPS, the same exact
actions occur in our systems.

— 827 potential TRACS errors between both TRACS and
EPS — XC errors are from our system




The MAT check 1s asking: does this file
follow the structural guidelines of the

specification? If not, how can I trust
your data with the TRACS system?

If you fail the MAT review, it will not look

to see if there are any TRACS errors




There are 4 different Action
Required Codes for TRACS errors:

A FATAL — Correct and resubmit

01 - Submit correction within 45 days.

Y 02 - Submit correction on next submission and/or certification.

@ 03 - Informational message; may or may not require correction.

< 04 -Follow up required (For Field Office Use Only).
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§ So 1 got this MAT error,

§ what do I need to do?

R

Tenant Number : 0123456789
— Record Type : MAT10

Record Section : 2

Record Number : 3
— Field Number : 78
— Mandatory Error: S

— Error Message : A MANDATORY FIELD MUST NOT BE SPACE
FILLED
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Here 1s a copy of the TRACS file that was sent

_Posted: Wed, 10 Jul 2019 15:36:34-0400
| From: TRACMO1234 =% PROPERTY TRACSMALLID
To: TRACMOZ341 =% £PS TRACSMALLID
| Subj: MAT Bundle o Fabulous Living Place at 7/10/2019 1247.57PM
| TENHR20.2.D0000107102013124757328 FABULOUS LIVING PLACI23 E. THIRD STREETDETROIT MI012340000100000000000000000000000000000000000F ABULOUS LIVING PLACE 1 053EH025MIL9T791008000005TRACMO123407102019REALPA
TENANT HEADER
210001000100000000

123450783 (4012019121620081R (/10000000000000000000000000000000000000000000000000000000000000000000000003300002190001315023

:MMISTEWART JON HO7I41313E 0123436785EC
| SECTION3RECORD4
| TENND2.0.2.000005




First Part of
Error:

Record Type :

MAT10
Record
Section : 2
Record
Number : 3
(Jon Stewart)

_PUEtEd: Wed, 10 Jul 2019 15:56:34 -0400

|From: TRACMO1234 PROPERTY TRACSMAILID

To:  TRACMO&341 EPS' TRACSMAILID

|Subj: MAT Bundle for Fabulous Living Place at 7/10/2019 12:47:57 PM
|TENHR2.0.2.D0000107102019124757328 FABULOUS LIVING PLACI:
| TENANT HEADER

|MAT102.0.2.D0000210001000100000000

| MAT 10 RECORD 2

1 2000030123456753 04012019121620081R

SECTION 2 RECORD 3 P
ISTEWART __ JON 07141919E 0123456789EC

| SECTION 3 RECORD 4
| TENND2.0.2.D00005



Second Part of

Error:
Field Number : 78
Mandatory Error : S

Error Message : A
MANDATORY

FIELD MUST NOT
BE SPACE FILLED

— You can now scroll 78 fields to the right on this
very long chain

AoB ( D PG H \ ! £ L M N 0 Py Q RS T UV WX
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| S0MOLSTEWART  JON

Posted: Wed, 10 Jul 2019 15:56:24-0400
From: TRACWIOL234 =% PROPERTY TRACSMALLID
To: TRACVORRAL = ESTRACSHAILD
Subj: MATBundle forFabulous Living Placeat7/10/2019 124757PM
TENHRZ.0.2.00000107I0200514757328 FABULOUS IVING PLACIZ3E, THIRD STREETDETROIT 012340000 200000000000000000000000000000000000FABULLS LIVING PLACE 1
TENANTHEADER
ATL02.0.2.0000210001000100000000
MAT10RECORD?
0000301243678
SECTION 2RECORD3

(33 EH2aN 19T 7S 00300000STRACN 234071020 SREALPA

(4012019121620081R (0000 00 00 a0 a0 a0 a0 a0 00A00ADIADIADIND0N03300002130001315023  DNO00000C000ND0ND00DA0DANDADADADADIAN0N0AN

G~7
HOTI4L309E (123436785EC 0 L\—\N

SCRO

SECTION 3 RECORD4
TENND2.0.2.000005

ST VEEP




Long scrolling chain, keep going:

364441803 581366718 000000000000000

N1201201801 101-2 000207 I 00000000000000000005012019 N NNN 000000000025

L= T I

Bedroom Count : 01
Building ID :
Unit_Number : 101-&
Security Deposit : 000207
Filler75 :
Filler7e :

Tenant Signed Date

00000000

WIEL ned D
HH Citizenship Eligibility ! E
Family Addition Adoption : 00
Family Rddition Pregnancy : 00
Familv Addition Foster Child : 00
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Or grab or google the MAT guide:
https://www.hud.gov/program offices/housing/mfh/trx/trxdocs

5.3 MAT10 Section 2: Basic Record
({There is always a single basic record for each (Re) Certification)

e e —

1 397 8 Date The date the owner sioned this (re)certification.
MMDDYYYY | The owner, or his or her representative, must sign and date a 50039
certification generated by the owner’s automated system, as provided by MAT
Guide Chapter 7.
Note: the owner signed date may be different than the tenant sioned date.
HH Citizenship Required by TRACS for tenants with a Project Move-In Date on or after
Eligihility (Formerly 6/19/95. Also required for all in-place tenants no later than 6/19/96. If not
Household Assistance submutted when required, TRACS will generate a discrepancy message. This

M = Mandatory field; has a value not equal to spaces or zeros  M¥ = Mandatory, zaros allowed  MOC = Mandatory on condition(z)  F = Fuhue field; TRACS nall value with the appropnate fill characters
Revised August 5, 2014 5-39

3 Focus



https://www.hud.gov/program_offices/housing/mfh/trx/trxdocs

When looking at a TRACS file, you
can see the record numbers..

Posted: Tue, OZ Jul 2019 16:82:36 -0
From: TRACKRIOLZIA

T TRACMKRIOE9LD

Subj: OWO1l2345678, DNCRO2345678

TEMNHRZ2.0.2. DO 1070220191 594202 Fabulous Living Place Winftield
M TAGZ 0. 2. D02 MNIOOL23AS56 729 ayarath mAIER MO0 19670627200
PAATAD2 0.2 DI S MO9S 7ESAI210Hardy Brenda 1124195061320 01
Pl T O 2 0, 2 DO 3OO OO OO OO OO

20000522710 OO O OO oo o De202019052020 1M1
OIS0 L MMaynard Chris LHMNCOO932 1970 11313 IIECT 2
Pl T O 2 0, 2 DO OO OO DO OO OO 1L

200O00EZ2FLA OO O OO oo o OFO01L2019020220121R
OO0 LSail Kenmneth FRHMOLIOODS1ISIH 2222222022 FEC 2

A0 001 SSs OOea0
SO01L10lPrepaild Debit Card OO0 L OHOHOHOHOHOHOHOMOHOHORORORD

MAATAD2 0.2 CHHMGOL2MROIZIZIIZIZIZIZIIRITEhaler Samamntha D92 19530 0092
P T 02 0 2 EHOO0 1S OO OO OO0 OO 2

20001122 IEGEE OO O OO oo o OEO01l 2019021 5200320 F
IO IS0IDNCKSOM MNMatalie FKHFOSO01L19562H J449993303F( 2

AOOLE0AW O ELES

SOO0L7FOoOLUSS Bambk OO O OO OO OO OO O

SOOLS0LIUSS Bank OO0 7 2 OO OO OO

P T O2 0. 2 CHOO0 1S OO OO OO0 OO 1L

20020332695 OO O OO oo o B0l 2019021 1200 FOAR
IOO2101LSarm psonm Joe WHMNLZ22ZI1993ZE 555555555 EC 2
AOOZ2 20151 OL190

SO02I0LSky's the Limit Bank COOH L 1S OO OO OO O

MAAT L0202 D000 29 1000 D000 10000 OO L

20025 336859 OO OO OO OO o OSOo01l 20190503201 508
IO 2S0 LR oOrt Faul SHMLIO22I1959H 666660660EC 2
A0 2 FOLsSSsS Olez20

SOOO0Z2S01LLCL Bamk OO 2 SO OO OO O OO OOy

TEMMND2Z2 0.2 DO0O0D29



Posted: Tue, 02 Jul 2019 16:42:36 -0400
From: TRACMO01234

To: TRACMOE941

Subj: OV012345678, OCR02345678

TEMHR2.0.2.00000107022019154202 Fabulous Living Place  Winfield
MATA02.0.2.D00002M 00123456789 ayarath Mith mO4011967062720
MATA02.0.2.000003MO9876543210Hardy Brenda K112419540618201
MAT102.0.2.D0000410001000100000000

20000533710 00000000 00000000 0620201906202019M1
30000601Maynard Chris LHMOO981970 111111111EC 2
MATL102.0.2.00000710001000100010001

20000533711 Qo000000 Q0000000 0701201902022013IR

300003015ail Kenneth RHMO10061963H 222223223EC 2
4000100155 006060
50001101Prepaid Debit Card CO00000100000000000000

MATA02.0.2.D00012M0333333333Ritthaler Samantha D0902195306042
MAT102.0.2.00001310001000100010002
20001433688 00000000 00000000 0801201908152003AR

30001501DICKSON Matalie KHF0B011962H 444444444FC 2
40001601W 007615

50001701USA Bank (CO00070600000000000000

50001801USA Bank (CO00072100000100000000
MAT102.0.2.00001910001000100010001

20002033695 00000000 00000000 0801201908112017AR
300021015ampson loe WHM12231943E 555555555EC 2
4000220151 011904

500023015ky's the Limit Bank C000119100000100000000
MAT102.0.2.00002410001000100010001

20002533689 00000000 00000000 02012019080322015AF
30002601Port Faul SHM10221359H 666666660EC 2%
4000270155 016320

50002801L0OL Bank COo0002500000000000000

TENMD2.0.2.D00029

Which tenant has
this error?

— Record Type : MAT10
— Record Section : 2

— Record Number : 20
— Field Number : 78

— Mandatory Error : S

— Error Message : A MANDATORY
FIELD MUST NOT BE SPACE
FILLED

bv Unknown Author is


http://theconversation.com/go-on-then-what-are-the-creative-industries-18958

Record Number 20:
Joe Sampson

Now you know that the there is an issue with this file, and
you need to do the following:

% Add the owner signed date

% Recreate the certification, since the file had a fatal, you
do not need to add a correction flag (unless already a
correction), you are simply redoing the file

* Resubmit the certification to EPS

% If you are proactive in looking at your responses, you
will know there is an error prior to the analyst even
working on your property, and you can resubmit.

This Photo by Unknown Author is licensed under CC BY-SA-NC


https://elconta.com/2015/12/09/sat-declarar-de-oficio-prescripcion-de-creditos-fiscales/
https://creativecommons.org/licenses/by-nc-sa/3.0/

I wish 1t was easier to understand

those TRACS errors....


http://www.spring.org.uk/2012/06/destructive-daydreams-why-wishful-thinking-is-dangerous.php
https://creativecommons.org/licenses/by-nc/3.0/

78\\

One of 827 potential errors

E CR07T

Tncorrectprevious housing code submittedfor moveein, | Submutcomeet previous hovsing code (1, 2.3, 4, 5 ar),




Beginning with 203A, reading your
TRACS errors will be easier!

— The discrepancy codes will now be more understandable
— Will give you an explanation on how to remedy the error

— The message will tell you where to find it in the following places as
applicable:

= 4350.3Rev.1Chg4
=  MAT guide
= 50059 Instructional

=  50059A Instructional

HUD Notices




203A: CEO77 — Incorrect Previous
Housing Code submitted for MI.

Recommended Solution:

Submit correct Previous Housing Code (1,2,3,4,5 or 6)

NOTES: The Recommended Solution section indicates the valid codes that can be used. HUD is
placing more emphasis on Previous Housing data collection as it relates to homelessness. Codes 1, 3,
and 4 should be used when applicable. DO NOT use Code #2 for new Move-In certifications being
transmitted under TRACS 202D. Instead of choosing Code #2, choose either CODE #5: Individuals and
families who lack a fixed, regular, and adequate nighttime residence and includes a subset for an
individual who resided in an emergency shelter or a place not meant for human habitation and who is
exiting an institution where he or she temporarily resided OR CODE #6: Individuals and families who
are fleeing, or are attempting to flee, domestic violence, dating violence, sexual assault, stalking, or
other dangerous or life-threatening conditions that relate to violence against the individual or a family
member. Only use Code #2 (Without or Soon to Be Without Housing) when submitting a correction
to a Move-In that was originally transmitted under TRACS 202C or TRACS versions previous to 202C.
See the current MAT Guide: Chapter 5, MAT10 Section 2: Basic Record, Field 23, and the HUD-50059,
ltem 10



RESOURCES:

— 50059 AND 50059A INSTRUCTIONALS:

L https://www.tracsexperts.com/resources/general/500
59-202D-instructions-08-15-14.pdf

— https://www.tracsexperts.com/resources/general/500
59-A-202D-instructions-08-15-14.pdf

— Also find on HUD’s website:
https://www.hud.gov/sites/documents/50059A-

INS.PDF
— https://www.hud.gov/sites/documents/50059A-
INS.PDF J
— MAT GUIDE: /AN

— https://www.hud.gov/program offices/housing/mfh/t / o
rx/trxdocs look under 202D MAT Guide h A ‘



https://www.tracsexperts.com/resources/general/50059-202D-instructions-08-15-14.pdf
https://www.tracsexperts.com/resources/general/50059-A-202D-instructions-08-15-14.pdf
https://www.hud.gov/sites/documents/50059A-INS.PDF
https://www.hud.gov/sites/documents/50059A-INS.PDF
https://www.hud.gov/program_offices/housing/mfh/trx/trxdocs

NN T

QUESTIONS?

802-660-2800 x 134

XV \N7/4

.\\_\\\\\ \\

RN


mailto:Hilary.c@tracsexperts.com
http://www.tatawarrior.com/2014/02/doctor-doctor-we-did-have-appointment.html
https://creativecommons.org/licenses/by-nc-nd/3.0/

SPECIAL CLAIMS




POINTS OF
DISCUSSION... &

What are Special
Claims?

Eligibility Requirements

Different Types of
Special Claims

Submission
Requirements

Common lssues
References

Questions

This Photo by Unknown Author is licensed under CC BY-SA-NC



https://www.peoplematters.in/article/best-practices/importance-of-multitasking-for-a-leader-6673
https://creativecommons.org/licenses/by-nc-sa/3.0/

Special Claims — What are theye

» HUD recognizes the financial risks
owners undertake in their efforts to
provide affordable housing. Itis HUD's
infent to ensure that owners involved
in this effort remain financially viable
partners. The special claims process is
one tool that owners can use to be
reimbursed for their financial loss.
Owners are encouraged to submit
special claims for eligible losses.

» Section 1-1 Special Claims Processing
Guide (SCPG)



http://jmmcdowell.com/tag/sci-fi/
https://creativecommons.org/licenses/by-nc-nd/3.0/

What Makes Them Soooo Speciale

This Photo by Unknown Author is
licensedunder CC BY

» Free money paid through vouchers

>

>
>
>

For when you can't fill the unit
For when a tenant skips out on rent
For when a tenant damages your unit

For when you could default on your
mortgage from trying to fill vacant units

» Lots of paperwork

» Regulations



http://saasmarketingstrategy.blogspot.com.au/
https://creativecommons.org/licenses/by/3.0/

Who is eligible to receive Special Claimse

» Section 8 Development » Resident must be receiving
» Section 8 i:UbSIqr}I/I e
- » Can still make a claim for @
> Sec’r!on 202 terminated resident, if the
» Secfion 811 PRAC resident wasn’t ferminated due
» Section 811 PRA Demo to their TTP being at Market

Rent because of income

> Security deposit must be » Tl =TIP Equals/Exceeds Gross Rent

collected or moving to market rent
> ST = OThﬂh A rTehason rgjo’r coverer
. y any of the other codes — mus
Section 3-2, 4-2, 5-2 (SCPG) supply documentation to the

reason




Other Common

Eligibility
Requirements

vV v v Vv

File the correct paperwork
Adhere to HUD's fimelines
MO/MI/UT must all be viewable in TRACS

All claims must be filed before 180 days
after the Ready for Occupancy (RFO)
date (Example: MO 9/9/19 RFO 9/12/19,
then claim must be submitted to EPS
prior to 3/10/20)



What are the types of Special Claims®e

» Regular Vacancy — compensation to O/A for loss of rental income for a vacant
unit

» Unpaid Rents/Tenant Damages —
» UR —reimbursement for former tenants' failure to pay rent

» 1D — paying O/A for damages caused by negligence or abuse by former
tenant

» Debt Service — submitted to HUD Account Executives for PBCA, or for Traditional
Properties, your CA. Debt Service is used when there are vacancies that are
over 60 days, in order to avoid mortgage default

Section 3-1, 4-1, 5-1 (SCPG)



SUBMISSION
NEOISIINSIISNIN




IMPORTANT - Processing Timelines

» Claim Submissions

>

>

Must be submitted within 180 days from
RFO (Ready For Occupancy Date)

CA has 30 calendar days to process the
claim and return to the property

60 Days is the maximum number of days
HUD will pay for vacancy loss

Cannot submit a vacancy claim until 60
days has passed, or a new tfenant has
moved into that unit (the earlier of the two)

You then have 90 calendar days to put the
approved claim on your HAP voucher

This Photo by Unknown Author is licensed under CC BY-NC-ND



http://work-girl.blogspot.com/2011/01/weekends-are-for-living.html
https://creativecommons.org/licenses/by-nc-nd/3.0/

PROCESSING
REQUIREMENTS:
Checklist for
Regular Vacancy

EPS, Inc.

Service Bureau to the Subsidized Housing Industry

Checklist for Regular Vacancy

Property Name: Contracti:
ResidentName: Unit#:

Special Claims for Regular Vacancy MUST include the following documents in accordance with HUD Handbook 4350.3 and the HUD
Special Claims Processing Guide effective 8/1/06. Please indicate with a checkmark the items you are enclosing. Submissions without
ALL documentation may be returned unprocessed. Thank you for your cooperation.

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)

2670-A Part 2 with Signature (Pg12, Sec 3-3 A)
| 671-C with Signature (Pgl2, Sec 3-3 A)
__Acopy of the signed form HUD 50059 completed at move in for the former tenant, which

shows the amount of the security deposit required. (Pg13, Sec 3-3 C2)

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. (Pg13 Sec 3-3 C3; Pg15 Sec 3-5 A)

5. Acopy of the security deposit disps n 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. (Pg13, Sec 3-3 C4)

6__ 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)

7. Copy of current waiting list showing date and time the applications were received and processed.
If a waiting list is not available, then current advertising efforts must be included. (Pg13, Sec 3-3 C6)

8.___ Copy of the reconditioning unit log showing the move-out date, start/finish dates of unit repair,
date unit ready for occupancy, and date unit was re-rented. (Pg13 5: Pg15, Sec 3-5 C, Appendix 3-C)
Date unit ready for occupancy is the first full day after all work was completed.

9.__ Ifthe Ml or MO was UT, documentation to validate the reason for the transfer, and evidence that
security deposit was transferred, or a new one was secured.

10.__ Achecklist 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 ContactPersom oo Phong Number:
Email Addres: . Fax Number:

19 Gregory Drive, Suite 200 « South Burlington, VT 05403
« 802-660-2800 ext. 118 » 802-846-2726 (fax)
North Carolina Claims: special.claims@TRACSExperts.com
Michigan Claims: mi.special.claims@tracsexperts.com

Rev: 12/2018




Checklist for Regular Vacancy Requirements

» Regular Vacancy
» 1. HUD 52670A Part 2
» 2. HUD 52671-C

» 3. Copy of signed HUD-50059
competed at Ml for former tenant

» 4. Copy of Original Lease

» Page 1, the page showing
Security Deposif, and signature
page. (If the move-in

shows the amount of the security

deposit collected, a copy of the
move-in lease is not required)

» 5. Disposition of Security
Deposit

EPS, Inc.

Service Bureau to the Subsidized Housing Industry

Checklist for Regular Vacancy

Property Name: Contract#:

Unit#:

Special Claims for Regular Vacancy MUST include the following documents in accordance with HUD Handbook 4350.3 and the HUD
Special Claims Processing Guide effective 8/1/06. Please indicate with a checkmark the items you are enclosing. Submissions without
ALL documentation may be returned unprocessed. Thank you for your cooperation.

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 qualifyfor 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 (Pg12, Sec 3-3 A)
2. Form HUD-52671-C with Signature (Pg12, Sec 3-3 A)

3. Acopy of the signed form HUD 50059 completed at move i for the former tenant, which
shows the amount of the security deposit required. (Pg13, Sec 3-3 C2)
4. Documentaion that the appropriate security deposit was collected from the tenant: e.g. a

8
oy of the original lease, copy of the tenant ledger or copy of the receiptls) for security
deposits. (Pg13 Sec 3-3 C3; Pg15 Sec 3-5 A)

5. Acopy 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. (Pg13, Sec 3-3 C4)
6___TRACS print out from HUD Secure-System. For a MI/MO print the MI/MO Query. For a UT print

he certification query for unit. ur i inTRACS o claim will
be denied. (Pgl4, Sec 33 E2)
7.____Copy of current waiting lst showing date and time the applications were received and processed.
If 2 waitingistis not available, then current advertising efforts must be included. (Pg13, Sec 3-3 C6)
8. Copy of the reconditioning unit log showing the move-out date, start/finish dates of unit repair,

date unit ready for occupancy, and date unit was re-rented. (Pg13, Sec CS: Pg15, Sec 3-5 C, Appendix 3-C)
Date unit ready for occupancy is the frst full day after all work was completed.

9.___Ifthe MI or MO was UT, documentation to validate the reason for the transfer, and evidence that
Security deposit was transferred, or a new one was secured.

10.___Acheckist of required documentation must be submitted for each unit included in claim. (Pg3, Sec 1-5 8]

Name, phone number and email address of the person to contact for questions concerning the claim.

Name of Contact Person Phong Number:

Email Addre; Fax Number:

19 Gregory Drive, Suite 200  South Burlington, VT 05403
+ 802-660-2800 ext. 118 « 802-846-2726 (fax)
North Carolina Claims: special.claims@TRACSExperts.com
Michigan Claims: mi.special.claims@tracsexperts.com

Rev: 12/2018




Checklist for Regular Vacancy Requirements

» Regular Vacancy Cont.
» 6. TRACS Print Out from HUD Secure Systems
» MI/MO Query
» Certification Query for UT's
» 7. Waiting list
» 3 months OR

» Pages displaying contact & outcome of
new tenant

» 8. Copy of Reconditioning Log

» NOTE: Date unit ready for occupancy is
the first FULL day after work completed
(this includes final inspection)

» 9. If Ml or MO was UT, Documentation fo
validate the reason for transfer, and evidence
that SD was transferred.

» 10. Copy of completed checklist

EPS, Inc.

Service Bureau to the Subsidized Housing Industry

Checklist for Regular Vacancy

Contract#:

Units;

Special Claims for Regular Vacancy MUST indlude the following documents in accerdance with HUD Handbook 425C.
Special Claims Processing Guide effective 8/1/06. Please Incicate with a checkmerk the items you are enclosing. Submissions without
ALL ion may be Thank you for your cooperation.

Note: Special Claims mey only be requestec for a unit that was occupied by a Section 8 household receiving subsicy. If assistance:
was terminated based on increased income ceusing the tenant to no longer qualfy for assistance, owners cannot submit a daim

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

1 FormHUD-52670-A Part 2 with Signature (Pg12, Sec 3-3 A)

2. Form HUD-52671-C with Signature (Pg12, Sec 3-3 A)

3. Acopy of the signad form HUD 50059 completed at move in fer the former tenznt, which
showss the amount of the sacurity depos't required. (Pg13, Sec 33 2)

4. Documertaion that the appropriate security deoosit was collected from the tnant: e.g. a
copy of the original Izase, copy of the tenant edger or copy of the receipt{s) for security
deposits. (Pg13 Sec 3-3 C3; Pg15 S2c 35 A)

5. Acopy of the security deposit dispcsition rotice provided to the tenant, which indicates the
move-out date, smount of security deposit collectad, amount of security deposit returned,
and eny charges withheld from the deposit for unpaid rent, tenant damages o other charges
due under th lease. (Pg13, S2c 3-3 ()

6___TRACS print aut from HUD Secure-System. For a MI/MO print the MI/MO Cuery. For a UT print
the certificaticn query “or unit. MI/MO and/or UT must be viewable in TRACS or claim will
be denied. (Pgl4, Sec 33E2)

7.___Copy of current waiting lst showing date and time the aoplications were received and prccessed.
2 waitingistis not available, then current advertising effcrts must be includad. (Pg13, Sec 3-3 C6)
8. Copy of the reconditioning unit log showin the move-out date, start/finish dates of unit regair,

dete unit rzady for occupancy, and date unit was re-rented. (Pg13, Sec C5: Pg15, Sec 3-5 C, Appendix 3-C)
Date unit readyfor occupancy is the first fullday after all work was completed.

9.___Ifthe MI or MO was UT, documntation to valicate the reason for the transfer, and evidence that
Security deposit was transferred, or a new one was secured.

10.___AchecKlist of required documentation must be susmitted for each unit induded 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 Phang Number:

Email Adersss:

Fa Number

19 Gregory Drive, Suite 200 « South Burlington, VT 05403
 802-660-2800 ext. 118 « 802-846-2726 (fax)
North Carolina Claims: special.claims @TRACSExperts.com

Michigan Claims: mi.special.claims@tracsexperts.com
Rev:12/2018




EPS. Inc.

Service Bureau to the Subsidized Housing Industry

hecklist for Unpaid Rent and Tenant Damages
Property Name: Gontract#:

ResidentName: 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*(Pgl5, Sec 3-4 A)

Form HUD-52670-A Part 2 with Signature (Pg25, Sec 5-3 A}
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__ Acopyofthe security d 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 unps ent, 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 1* demand letter or confirmation statement (Pg23,
1Pg25,5-3C2c & d)
d 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 ¢ &d)
RACS print out from HUD Secure-System. For a MI/MO print the MI/MO Query. For a UT print
rtification query for unit. MI/MO and/or UT must be viewable in TRACS or claim will
be denied. (Pg14, Sec 3-3 £2)
10.___itemized list of damages and breakdown of costs to repair the damages. (Damage Claims Only)
(Pg26, Sec 5-3 D5)
11.__ Achecklist 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; i Phone Number:,

Email Adqre;s - FaX Number:
19 Gregory Drive, Suite 200 « South Burlington, VT 05403
* 802-660-2800 ext. 118 » 802-846-2726 (fax)
North Carolina Claims: special.claims@TRACSExperts.com
Michigan Claims: mi.special.claims@fracsexperts.com

Rev: 12/2018

PROCESSING
REQUIREMENTS:
Checklist for

Unpaid Rent and
Tenant Damages




Checklist for Unpaid Rent and Tenant

Damages Requirements

EPS. e » Unpaid Rent/Tenant Damages

Service Bureau to the Subsidized Housing Industry

S — » 1.HUD 52670-A Part 2

Unit:

Spacial Caims for Unpaid Rent and Tenant Damages must include the following documens n accerdance with HUD Hendbook
4350.3 and thz HUD Special Claims Processing Guide effective 8/01/06. P ease indicate with a checkmark the items you are
enclosing. Submissicrs wthout ALL documentation may b returned unprocessed. -

.

Note: Special Claims may crly be requested for a unit that was occupied by a Secticn 8 household receiving suksidy. If assistence
was terminatec based on increased income causing the tenant to nc longer cuelifyfor assistance, oaners cannot submit a claim

e b » 3. Copy of signed HUD-50059

1. Form HUD-52670-A Part 2 with Signature (Pg25, Sez5-3 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 oot KD LU comltdat o fr s, wich com p eteg d or rormer tendn
shouws the amount cf the security depasit required. (P325, Sec 5-3 C2a)
4____ Documentaion that the appropriate szcurity deoosit was collected from the tenant: e.g. @
copy of the original lease, copy of the tenan: ledger or copy o° the receio(s| for security
deposits. (Pg25 Sec 53 (2] . .
5. Acopy of the security deposit disposicion notice provided to the tenant, which indicates the
e e » 4. Co of Original Lease
and any charges withheld from tha cepasit fr unpaid rent, tenant damages or other charges .
due under the lease. [Pg26, Sec 3-3 G
5. Cooies of ALL Move-In a1d Move-Out inspection forms for the unit and resident the claim is
being submicted. (Pg26, Sec 5-3 D3]
7. Documentaion that the matter was turned over tc a Collection Agency and Agency has attemptad to . .
ot bt 1 eyl g - e e oo st » Page 1, the page showing Securit
Sec 52 D2a; Pg25, 53 C2 c & d) ’
8_ Capy o certified letter/demand for payment to tenant detailing dermages and related charges, demand

payment, and notice that failure ta pay will result in the Firing cf & collection agency M M
eposit, and signature page e
TRA ’ °

print out from HUD Secure-System. For a MI/MG print the MI/MO Query. For & UT print

9.
the certification query for unit. MI/MO and/or UT must be viewable in TRACS or claim will

R e (o o move-in 50059 shows the amount

(Pg26, Sec 5-2 D5)
11 Achecklist cf required documentation must be submitted for each unit included in claim. (Pg3, Sec 15 £)

of the security deposit collected,
the move-in lease is not required.)

Email Addre; Fax Number:

19 Gregory Drive, Suite 200 « South Burlington, VT 05403
+ 802-660-2800 ext. 118  802-846-2726 (fax)

S S e » 5. Disposition of Security Deposit

Rev: 12/2018




Checklist tor Unpaid Rent and Tenant

Damages Requirements

EPS. nc » Unpaid Rent/Tenant Damages Cont.

Service Bureau to the Subsidized Housing Industry

- » 6. Copies of ALL MI/MO Signed and dated

o Inspection Reports.

Special Claims for Unpaid Rent and Tznant Damages must include the fllowing documents in accerdance with HUD Hendbook

4350.3 and the HUD Secial Claims Processing Guide effective 8/01/06, Please indicate with a checkmark the items you are M M

2nclosing. Submissicrs without AL documentation may be returned unprocessed. > O e( : Ior ' er '( :y r 'O I ( :e O e
.

Note: Special Claims may crly be requested for a unit that was occupied by a Secticn 8 household receiving suksidy. If assistence M

s terminated based on inrecsed income causig thetenant to o longer cuslify for asistance, sarers cannak sabmit a caim ( :O e( 3 |Or | O S eer | O er N p e

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

1 Form HUD-52670-A Part 2 with Signature (Pg25, Sec 53 A) b o *
o b b S s s e e > O O ertified Letter to resident o
on the same form. °
3___Acopy of the signec orm FUD 5C58 completed at move in for the former tenant, wich
(oot e e amaaes and related charges
4____ Documentaion that the appropriate security deoosit was collected from the zenant: e.g. &
copy cfthe original lease, copy of the tenan: ledger or copy o° the receiot(s for security
deposit. {Pg25 Sec 5-3 C25) .
5___Acopy of the security deoosit disposition notice provided to the tenant, which indicates the
» 9. TRACS Print Out from HUD Secure Systems
and any charges witaheld from the eposit for unpsid rent, terant damages o other charges
due under the lease. [Pg26, Sec 3-3 6]

5___ Cooles of ALL Move-In and Move-Out nspection forms fer the unit and resident the claim s
being submited. (Pg26, Sec 5-3 D3]
7.____Documentaion that the matter was turned over tc a Collection Agency and Agency has attemptad to U e ry

collect the dekt. ie. copy of agency’s 1 éemand letter or confirmation stetement (Pg23,

Sec 52 D2a: Pg25, 53 C2 c & d)
8. Capy of certified letcer/demand for payment to tenant detailing demages and related charges, demand

.o .
payment, and notice that failure ta pay will esultin th hiring cf 2 collectian agency !
(Pg23, Sec 5-2 D2a: Pg25 Sec'5-3 C2.c &d] I I I l , y

9 TRACS print out from HUD Secure-Syster. For a MI/MO print the M)/MO Query. For & UT print
the certiication query for unit. MI/MO and/or UT must be viewable in TRACS or claim will
be denied, (Pg14, Sec 3-3 2]

N » 10. [temized list of damages and breakdown of

11 Achecklist cf required documentation must be submitted for each unit included in claim. (Pg3, Sec 15 £) f |
N phru b e i aon o ot o g i Ccost O repailr dan 1age Cldims on Y)

Name of Contact Persor;. Pheng Number:

Email Addre; Fax Number:

+ 802-660-2800 ext. 118  802-846-2726 (fax)
North Carolina Claims: special.claims@TRACSExperts.com
Michigan Claims: mi.special.claims@tracsexperts.com

19 Gregory Drive, Suite 200 « South Burlington, VT 05403

11. Copy of completed checklist

Rev: 12/2018




C h cC |<| |ST | Te m ] fO [ b O T h = Sohedule Pk

Federal Housing Commissicnar

Project Name
Contract Number
Columns 1- 4, 6
REMEMBER TO SIGN and DATE!
Please place as many units on a page as your
software allows
Please DO NOT put the social security number on
this page
L o el o P
met; 2nd ic) all requirad decumentation will be rateined in the project's files for 3 years. E z:::: :::::dﬁz::::n.
POge -| 2, Sec 3—3A (SCPG) s Reg. voconcy owlner‘cprlnteuname.slgnamrauateanaphoneno I Officlal's name, signature. and date
P q ge 2 5, S ec 5_3 A (SCP G) o Unp Old Ren’r /DCIm Clg es e e e e

Pravious varsions ohsokta form HUD-62670-A Part 2 (052014}
ref. HB 4350.3 Rev. 1




Checklist [tem 2 for Regular Vacancy Requirements

» HUD 52671-C Regular Vacanc
» REMEMBER TO SIGN and DATE!

» Be Aware of.

» # 3 Date Unit Ready for
ccupancy (RFO Date

» #5 Date unit was re-rented

» #/ Contract Rent/Operating Rent
at MO

#8 Daily Contract Rent

i i U.S. Department of Housing epror
Special Claims and Urban Developmenl

for Regular Vacancies Office ot Housing

140 25022
[ :mu.-z:m

Faderal Housing Commissions:

Tor WPACIPRA Canty

Instrus ns Projet rame.
Follow guidelines
i

43503, Rev. 1,

i araiect ne

[umeated Tamant name Unit s

Chapter §
1. Tamantsmoseon 2 Mo dwmstshence |5, Dareunt reacy for
dats. clean Praper unt sesaoney

Parl A

ate v rmscy for o ol
Gekup. + 53 cays

Tnciumdes 3
ol gy in i &)

e b the 7 Cowieal relioperalg el ol move-oul

Tollzng)
f rac: rmbicpeeating et ¢ e corrs
EB Sestion B Hew i e m il o e o ol by achin i 2y
Censtiaztien TaganbL
81 Susstanial 3 MMiply [Mes 6 30 & {Conlracl rent foperating rant for days
el alic sl

et ranle

84 Rt v 6 Yl (12 9y 533 o Sl 8245 il ©
Sences e AT SRS Rl P e

B95: LMBA Subipat A b eneunta ceid by ether sources
£21: Sty Heas iSecarlty deposl, Tris |, de

12, Sublact line 1 from line

13 Sempare Ina 12 i 1< 12 & entar she fssser amaant
Ente” in column 8 o1 HU D 52870-4 F

0.00

e TonnEe morout 16 Novdoys toeie 18 Saiw v eadh o |17
Euan 1 ank it secupnty

18, Exeer daiy assistancs paymert
Bt e bayen Szt on move ut dsle £y
'

Ecual ne. das In Mevs-cu manth
20 Wuriply inas 16 by e 18
zontinae ¥ilh g 21
iBnth 35 the
DI90U5 WNErL Moved out. akip 18 ling 26,

sk chi af ma. (a1 day belof 88, Mumber of days vaasatin frst manh
maln 1 %20 et LI 17 mons s 16, Flus sna ey
Rt to asened 301

2. Dy of 45004 MOTN the Unlt was rerted

Fard 22.Bastract o o s 21 (2 ier aetul 1. Gaye
—— ik B AP e

288 Zraputy

rosio 2B dy conlruat rentcpareting et <2nide contact ranis

ey = by aetual ra. fagn
o onin s

29.Mulply line 22 byline 22

25 Huely e 20 by 80
=4 HIJD will pay for the cecond month.

26457 lines 20 825

27 Frer amants paid £y oten soues
[Sucurity sepesit, Tille | sic

285Ut (1 27 Tran 3
AT 3o f A AU 526704 Part 2

[Canliry. (2 ONiLs are In Gecent, sale. &10 saniary condnon, and are aealabie (o
escupanzy duing e vacaney perios in wich Ihe FaumEats arc clemed. ib) Ths Cwns
£ Agent il noi szuse the varancy by violding e Isase. te serfract. o a1y applably
lew. (5 | nelfied HUD or the coriract sdministrster Immedietely upon [aming of the
wscaney. or prospestive vacancy, snd the reasons for il id1 | compled with all HUD
reirerens on teTrinat

i lhe e

L in cveninal sndr
B Santons S5, 3an7,

HUDICantract Administter Reuisws
Claim appioved
Glaim adusted Reeson.
Claim denien. Reason

Ofidial's name, signalure & dete

Clem B i

PR TE ErEIe s SReleTe TR SR OGTTET &7 T EEREE
Claa Al o 2

Torm HUD-52671-G (0072002
Ef HE 43503 Rew. |




i i L.5. Dapartmant of Housing (OMB Approval Mo. 2502-0182 o
SpE{:Ial Clﬂlms and Urban Development ‘ h e C |<| I S-l-
Office of Housging

for Regular Vacancies
Federal Housing Commissionar

Instructions Project Name FiA project no Section APACFRAC Cont # | -|- e m 2 fO r
Follow guidelines

il HUD Handbook Apartmants

4350.3, Rev. 1 Vacated Tanant name Linik Mo
__ - egular

1. Tenani's move-oul | 2_ No. doys takenio |3 Diaie unif ready for 4_Dale unit ready for | 5. Daleunifwas | & No.of s vacan

dale el eanrepair nd BECLIpANGY tetup. + B9 days fee-reried (Mot o e B
Inchude day in line 3 < O | I< y

Part A 05/152019 1 0572872019 07272018 | 08132019 but nt day i line 5 )

'r-"mpl'“ to the 1. Coniract renbiperaling rent o mive-oul $685.00 .

0l wang

R 5,_.7-::;_“15 New Enter daily confract rentioperating ren (Divide coniract rent e U I re | I . e I I S
Consr :r o operating rent in eBect on move-cut date by schual no. days in ;

—— mgve-oul monih

BE1: Substanbal
Rehabiltation B, Multipy line & and 8 (Contrad renbioparating ren for days % — X O I I . e
B884: Rural Housing

vacanl

Sarvices
A86: LIMSA Subpan A 10 Mutiiply line & by .80 for Section &/PAC unil or 0.0 for Section

T T ot L1 i) ¥ £265.20
891 Eldery Housing 2024811 PRAC units (This is he most HUD will pay

11, Entter amound paid by othar sources
(Secunty deposit, Tithe | oic.)

E— P ltfem 6 x [tem 8 x 80% - ltem 11
13, Compare ne 10 weh ing 12 & enier the lessar amodnt - H-em ]3 (round Up)

Entes in column & on HUL 52670-A Pan 2




Checklist Item 2 for Unpaid Rent & Tenant Damages

Special Claims for

U. S. Department of Hou:

OB Approval No. 25020182

4 d Urban Development (Exp. CHRG0NE)
Unpaid Rent/ Damages i TR

Fegers Hasing Sonmisoner
T S SRS

Followguidelines in
HUD Handbook 4350.3, _

Rev. | Chapierd EE= e EGi
Tt smount
cellcted fiom 1. Enter the security deposk amount required,
tenant
2 Enterthe seourty deposit amount collested
4 Enter the greater of Ines 1 and 2
4 Enter the interest eamed on the security depesit
5. Enter the money colected for unpaid rens and damages (ifom tenant. insurance, efc.).
6 Toalamount colected. Add lines 3 through 5
HUDs maamim . Evter the monily confrac ent a move-outFor Secton BorPAG unks,or he morthly
liskilty operating rent for Section 202811 PRAG.
& SuBNECLng 8 1o ine 7 (equals maximum HUD Fbily). I this amount 159 er
negative, stop! This exceeds HUD'S raximum ard 1o claitn is alowed
Ungsidrentaiim o Erfer the rent and any other allonabe charges due U the lease that were charged but
unpaid at mowe-out
10, Subtract line 6 from ine 9 ot less than O}
41 ENtor the lesser ofines. 8.and 10. Round to the whole doll. Aiso, eter n column Ion
HUD 52670-A Pait 2
HUD's ramsining 42 Subtratne 11 from i & IFehis amount s 0 or negat ve, stop! Ths exceeds HUD'
lsbilty applizale mazimum and ne elaim for damages is a lowed.
1o tamages
13, Enter cost to repai camage
14 ENer he remaining amount of the securty depost {ine 6 minus ine 9). Thiscannot be
less than
15 Amountof damage exceeding the femaining secu iy depost: (ine 13 minus line 141, This
canno be less than 0
15 ENtor he lesser ofines T2and 15. Round to the whole dolar. Also, enter i column 4 on
HUD 52570-APart 2
Teertty (o] Bed temants Tor unpard et o damages and ock ol [HUDIContact Adrin sration Review
)

e to e tenants nealigence o abuse, ) Al dosumenvaion i b refines| | Om sepraed

in the projects file for 3 years.

iminal ancior ol penallies (16 U.5.C. Seslins 1001, 1010. 1012, 31

U.C. Savlions 3725, 3802

[] G asiusted. Reasen
[] Gsim cenied Resson

Oner's printed name, signsture. and cie Offcal's neme, signsture, anc gate

d
<

Claim 1D

Previos versions absdlots

Torm HUDS2671 A (052014)
el HE

43503 Rev. 1

» HUD 52671-A - Unpaid Rent/Tenant Damages
» Charges Not Allowed for Unpaid Rent
» Legal Fees
» Collection Agency Fees
» Unpaid Utility Bills

» Cost of photographing unit to prove
damages

» NSF Fees
» REMEMBER TO SIGN and DATE!




Checklist Item 2 for Unpaid Rent & Tenant Damages

Special Claims for U. 3. Department of Hour OWarr o 2012
; d Urban Development & )
Unpaid Rent/ Damages e i
FecerlHousng Cammissonst
R APt TS

Followguidelines in
HUD Handbook 4350.3, _

Rev. | Chapierd EE= e EGi
Tt smount
cellcted fiom 1. Enter the security deposk amount required,
tenant
2 Enterthe seourty deposit amount collested
4 Enter the greater of Ines 1 and 2
4 Enter the interest eamed on the security depesit
5. Enter the money colected for unpaid rens and damages (ifom tenant. insurance, efc.).
6 Toalamount colected. Add lines 3 through 5
HUDs maamim . Evter the monily confrac ent a move-outFor Secton BorPAG unks,or he morthly
liskilty operating rent for Section 202811 PRAG.
& SuBNECLng 8 1o ine 7 (equals maximum HUD Fbily). I this amount 159 er
negative, stop! This exceeds HUD'S raximum ard 1o claitn is alowed
Ungsidrentaiim o Erfer the rent and any other allonabe charges due U the lease that were charged but
unpaid at mowe-out
10, Subtract line 6 from ine 9 ot less than O}
41 ENtor the lesser ofines. 8.and 10. Round to the whole doll. Aiso, eter n column Ion
HUD 52670-A Pait 2
HUD's ramsining 42 Subtratne 11 from i & IFehis amount s 0 or negat ve, stop! Ths exceeds HUD'
lsbilty applizale mazimum and ne elaim for damages is a lowed.
1o tamages
13, Enter cost to repai camage
14 ENer he remaining amount of the securty depost {ine 6 minus ine 9). Thiscannot be
less than
15 Amountof damage exceeding the femaining secu iy depost: (ine 13 minus line 141, This
canno be less than 0
15 ENtor he lesser ofines T2and 15. Round to the whole dolar. Also, enter i column 4 on
HUD 52570-APart 2
Teertty (o] Bed temants Tor unpard et o damages and ock ol [HUDIContact Adrin sration Review
)

e to e tenants nealigence o abuse, ) Al dosumenvaion i b refines| | Om sepraed

in the projects file for 3 years.

iminal ancior ol penallies (16 U.5.C. Seslins 1001, 1010. 1012, 31

U.C. Savlions 3725, 3802

[] G asiusted. Reasen
[] Gsim cenied Resson

Oner's printed name, signsture. and cie Offcal's neme, signsture, anc gate

d
<

Claim 1D

Previos versions absdlots

Torm HUDS2671 A (052014)
el HE

43503 Rev. 1

» HUD 52671-A - Unpaid Rent/Tenant Damages

» Other Charges Allowed for Unpaid Ren

>

» Failure to Return Keys
» Late Fees

» Charges for Damages during Tenancy
that was previously billed that are still
unpaid at the time of MO

REMEMBER TO SIGN and DATE!




Checklist Item
2 for Unpaid
Rent/Damages

Requirements —
Example

No quick guide, just follow
the bouncing ball

Progect Mama FHA project no
Apartments

Saction BPALPRAC Coniract Mo

Wacaled Terart name

Tenam vacan! dabe

4 712019

Total amount
colleched from
tenant

Enter the security deposit amount requined

589.00

Enter the security deposit amount collected

399.00

Enter the greater of lines 1 and 2

£09.00

Enter the interest aarmed on the Security deposil.

Enter the money collected for unpaid rents and damages (from lenant, insurance, &ic.)

$0.12
$0.00

Total amount collected. Add lines 3 through 5

$08.12

HUD'S maximum
i@k lity

Enter monthly contract rent at move-out for Saction 8 ar PAC units; of the monthly
operabng rent for Section 202811 PRAC

$616.00

Subtract line & from line 7 (eqguals masdmum HUD liabdity). If this amount is 0 or
negative, stop! This axcesads HUDs maximum and no claim i allowed.

$516.88

Unpasd rent claim

Enter the rent and any other allowable charges due under the |ease thal were charged
but wnpaid at move-out

£445,00

. Subract line 6 from line 9 (not less than 0)

$345.88

Enter the lesser of ines & and 10. Round to the whole dollar. Also, enter in column 3 on
HUD 52670- A, Pan 2

§346.00

HUD's remaining
liability applcable
o damages

Subitract line 11 from lne 8. If this amount is 0 or negative, stop!  This exceads Hud's
mdanmum and no claim for damages |5 allowed

$170.88

Enter cost to repair damage

Enter the rermaining amount of security deposit (line & minus line 9) This cannot be
&5 than 0

$225.00

$0.00

Amount of damage exceeding the remaining security deposit (bne 13 minus ling 14) Thiz
- cannot be less than 0

Enter the lesser of ine 12 and 15. Round o the whole dollar. Alzo, enter in column 4 an
HUD 52670-A, Part 2

$225.00

$17T1.00




Checklist Item 3 for
both

A copy of the signed MI 50059
completed at Ml for the former tenant

WHAT IF I DON'T HAVE IT BECAUSE OF
A NATURAL DISASTER, OR HOSTILE
TAKEOVER®?

Send a copy of the oldest SIGNED
full 50059 that you have on file,
with an explanation as to why you
are missing the original Ml

These will be considered for
approval on a case by case basis

w

5 .. ’4

&

5

This Photo by Unknown Author is licensed under CC BY-ND



http://tobyschubert.deviantart.com/art/Elephant-scared-of-mice-286437550
https://creativecommons.org/licenses/by-nd/3.0/

Checklist ltem 5 for both

» A copy of the security deposit disposition notice provided to the
tenant, which indicates the

» Tenant Name and Unit

» Move-out date

» Amount of security deposit collected, and any interest earned
» Amount of security deposit returned

» Any charges withheld from the deposit for unpaid rent, tfenant
damages or other charges due under the lease

Page 13, Sec 3-3 C4 (SCPG) — Regular Vacancy
Page 26, Sec 5-3 G (SCPG) - Unpaid Rent/Damages




Statement of Security Depesit Accounts
Unit ITEMIZED LIST OF DAMAGES

Account #

Tesant
Hamter
sl Rricrena

St

To: . Manithly Charges . i e
. Rent '

Subsidy i e

Tatal Moninly Changas

seuriy depoasi mmy be used 5 providied in Secs

™ = |

In aocordancd with Secton 5 of the Securky Dapedit Law, At 348 o B Publs Acts o 1672, which prouisi,
i { camage to fhe reatal unt of ethar bigetinn againg the seourty depoat, e Ao shall mail b
the t=nant, within 30 Says afler the bemimtion of cooupancy, an Bemized |kt of damages caimed 1or which the

the esdimaind cos of repair of aach prepay
Crudila T damaged kbam 2nd the AMIUNG and Basi on which ke inlends tn assess tha fonark " A revlew of sur conds
I ke l Desoripiion Foyments Cobdrgpii il an nspection of S abose semed spanment recanty vacted by yis discioosd T Talawing:

Examples of

Agrasmant

GEANI0S  DOnbe Moved b Amount e Security Depost
His& Date Notice Given A rAerest from  Mewve-ln Duls;

GEOXOT  Dabe Noved Dul Tetal Escursy Dopost and Inberesl

= Security

CATICH OF ITEM AND DESCRIPTICN £F BANAGE
Sacurily Depoall Pusd S400 WORR OROER (CHANGE LOcKE)
Total Deposits SWHUJ' Dermait iiaraat 208 WORK ORDER (CHAMGE LOCK 20.00
WORK ORDES [CHANGE LOGHS) 20.00
Total Deposits ™ SEE08 WORK ORDES [CHANGE LOGKS) — 2,00 ®
REFLACE BATHROOM DOOR (HOLE) A0.00
Courresed Salances Murch rent S11557 PATCH HOLE GOWN SECROOM 2500
Hipril eant 208 ) -
March & Apri inke feas §50.00 e —
May rent ) ::ﬁ o
[ 4 _
ms $E5.00

Tolal Surrant Chianges BE27.ET

Tokal of Balances dus £1,403.17

[ ] [ ] [ ]
Damages & Foes: Mo cul charges-soe enclosed st 7550 Bubtatal af Praparty Durmics V=500
——— Mnpaid Uiy Bl
Total gamages and Foos 447550 Unpaid Farm —_— CROIE T amznan =00
ama Chrer_ LATE FEEE JULY & AUGLIST 2900
Tolal Deposits d ATTORNY FEES = ;
Tatal Prapaids = AT I

Test b on Whio we ISl [0 dacbécs you 1# o1 Acliowrs:

ez n chos wa. Fadlir 50 pay o0 resotes Fus Inres sithin 30 a7 may s

V¥ you do nol ks pagmant o gagmanl ETangEm ans wihin 30 days of this natice, your sceount will be tr_':“ M;td, m::?;" - .

placed for colizchon with the Mercham Services Bursau. —‘Lh”_“._ ,".'__“._";_ b

You have 7 days from e date of this nobice 1o dsputs thess charges in writng S—
RIIS0n FOr movieg:

Arnicrril 1 D rafnded — TOTAL OF PROPERTY DAMAGE, UNPAID UTILITIES. UNFAID RENT AND GTHER o2 00
g DIFFERENCE BETWEEN DAMAGES CLAMED & AMOUNT OF SECURITY DEPGST
Amount dus property $1.3510.08 ETount B arciasd




Checklist Item 6 for Regular Vacancy and ltem 9 for
Unpaid Rent & Damages

» 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

» If new MIis not a subsidized tenant,
HUD requires a hard copy of the Ml
50059 for the market renter

Pagel4, Sec 3-3 E2 (SCPG)




EBNe f O @ AbouthiD ProgramOffices  Resources  ContactUs  Informacion en Espafiol

SECRETARY OF HUD WHAT WE DO PRESS ROOM 0 HUMANS OF HUD

Multifamily
Housing TRACS -

HOUSING HOME ABOUT US SINGLE FAMILY HEALTHCARE PROGRAMS MULTIFAMILY HOUSING COUNSELING MORE

nanual procedures

»2017-12-01 13.00 2.0.3.A Industry Call.mp4



https://www.hud.gov/program_offices/housing/mfh/trx/trxsum

TRACS MI/MO Query & Certification

Tenant

s Assistance Payvment Query

o Certification Query < =

s Certifications with Discrepancies Query

s Late Recertification Query
— s« Move-In/Move-Out Query

s Muluiple Occupancy Query

s Project Evaluaton Query

s Tenant Unit Address Query

o Vernfication Query




TRACS MI/MO Query

TRACS
Move-In/Move-Out Query

Enter the Contract or Project Mumber.

Contract Number: -— Select One —— “| or Project Number: | — Select One — o
From Date (MM/DDMY Y YY) 5= [:}
To Date (MM/DDNY ™YY ™) E
REFORT BY: @ growser () Download

| Submit l Reset I




La

TRACS MI/MO Re

U.S. Department of Housing and Urban Development

contract mnumber: I

Date Ramng+e: DL SO 200066 —

L0, 2SS0 FOLG

= e mRoVeE- IR o0 ReVe DT record widhier abme reorea
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R
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TRACS Certification Query for UT’s

TRACS

TRACS Menu Certification Query

TRACS Queries Cption 1 displays per household the most current certification effective within the past 15 months.
O ption 2 displays the tenant’'s most current cerification regardless of its age.
All futures are displayed too.

Enter one of tr[%'fnjlnwing options:

1. Confract or Project Number
2. Conftract or Project Number and Tenant SSN

Enter the Contract or Project Mumber.

Coontract Mumiler: -— Sealect One —— v| or Project Number: | -—- Select One -—-

Tenant SSMN: | |

SORT BY: @ unit () Mame

REFPORT BY: (%) Browser ) Download

| Submit I Reset I




TRACS Cerlification Quer

- U.S. Department of Housing and Urban Development
“TRACS Menu TRACS Certification History List

’—TRACS @[ICEE8 Head Tenant Name: JACKSON, I
Head Tenant SSN: I

Back to Query
Selact a Head Tenant Name to view additional certification details.

Project/Contract Number: MI I
Sorted By: Effective Date

TRACS Assist Previous Next
Head Tenant Unit Effective Seq Cert Action Process Annual Adjusted Gross Status Project/Contract Subsidy Contract Recert Bedroom Over/lUnder Move in Dl
Name Head SSN  Number Date Num Type Cod ect Date Date AP TTP Income Income Rent Code Number Type Number Date Count Housed Date Nui
JACKSON, 0215300 | 06/16/2019 1 | *IR* UT | 06/16/2019 | 06/20/2019 | $1023 $25 %0 50 51048 E 1 04/01/2020 3 04/11/2016 | 0842
JACKSON, 1315741  06/01/2019 1 IR 07/18/2019 | $735 | %25 &0 80 $760 E 1 04/01/2020 2 U 04/11/2016 0842
JACKSON, 1315741  04/01/2019 | 2 AR CT | 04/01/2019 | 07/18/2019  $648  $112  $5904  $4464 $760 E 1 04/01/2020 2 u 04/11/2016 | 0842
JACKSON, 1315741 04/01/2019 1 AR 03/13/2019  $638  $124 35904  $4944 8760 E 1 04/01/2020 2 04/11/2016  084:
JACKSON, 1315741  04/01/2018 | 2 AR GR | 10/01/2018 | 11/14/2018 | $636 | $124  $5904 @ $4944 8760 E 1 04/01/2019 2 04/11/2016 | 0842
JACKSON, 1315741 04/01/2018 1 AR 03/08/2018  $627 $124 35904  $4944 8751 E 1 04/01/2019 2 04/11/2016  084:
JACKSON, 1315741 | 10/01/2017 | 1 IR 09/18/2017  $624  $127 36043  $5083 8751 E 1 04/01/2018 2 04/11/2016 | 084%
JACKSON, 1315741 04/01/2017 1 AR 03/10/2017 | $710  $25  $139 50 $735 E 1 04/01/2018 2 04/11/2016  084:Z
JACKSON, 1315741 | 01/01/2017 | 1 IR 02/07/2017 | $710 | $25 $60 S0 $735 E 1 04/01/2017 2 04/11/2016 | 084%
JACKSON 1315741  04/11/20186 1 Al 04/22/2016 | $557 | $155 | $7164 $6204 5712 E 1 04/01/2017 2 04/11/2016  084Z
HUD Home TRACS Home Secure Systems Contact Us User Guide

javascript:document.getElementByld('tenant3’).submit() »




Checklist [tem 6-8 & 10 for Unpaid Rent &

Ble[gglefe[sh

>

ltem 6 — MI/MO Inspection Forms

> IC\)/\>J,§\T be signed and dated by tenant and

ltem 7 — Collection Agency
documentation, Agency attempt at
collecting the debt.

» Special Claimreceived and sent to
collection agency dates must not be the
same

ltem 8 — Copy of certified letter/demand
for payment sent to tenant.

ltem 10 - Itemized listing of damages
and breakdown of costs. Must include at
least one: Invoices, receipts, pictures of
damages, other O/A certification
(Damage Claims only)

a@»@@‘@@\




Checklist I[tem 7 for Copy of current waiting list

If you don’t have a list, then current

R e 9 U | O r VO C O n Cy Sudbvriir:rrirseedmem efforts must be




How Do | Know What Date the Unit was

Readye¢

Date Unit was Ready for Occupancy (RFO)

» Vacancy claims may not be paid for the days a
unit was being prepared for occupancy

» The claim period begins the day the unitis
available for occupancy

» Thus, RFO is the date after the final work is donel

HUD EXAMPLE:
» Unit Vacated May 5t

» Cleaned from May 5 - May 8
» RFO May 92th

This Photo by Unknown Author is licensed under CC BY



https://ccmit.mit.edu/observation/
https://creativecommons.org/licenses/by/3.0/

Checklist Item 8 for Regular Vacancy

» Copy of the Unit Reconditioning Log or commonly called RFO Log
» Must include the following:
» Former Tenant Name and Unit Number
» MO Date
» Start/Finish dates of Unit Repair
» Date Unit was Re-rented
» Date Unit was Ready for Occupancy

» Complete claim forms and documentation must be received by HUD/CA within 180
days from the RFO date

» Unpaid Rent/Damage claims do not require RFO logs. However, still abide by the 180-
day rule.



Examples of RFO Logs

NI RECONDITIONING LOG This date must be later than all other

dates on this form (besides M)

PROPERTY: | * UPDATE THIE LOG DALY *
— | W S

| § R
umIT g8 & | & | & | 4
SZE | MO, | | £ | i [ 5 II E

_|_NAME VACATING |UNINO.| STYLE | DATE | El y : | g | & MLDATE|  COMMENTS

T =  fp———




More Examples of RFO Logs....

Apl. A

Crate Completed

UNIT RECONDITIONING LOG

Former Resadent:

WP

__ AMTM

L X
AR

1. Dite Batifiasd of Maove-Ohos
{from Vacate Moticedsttach copy)
1. Projected Move-Che (from Vacats Motice)
3. Actual Move-Oul (walk throfkeys turned-in)
4, Batry lock changed
5. Maantznance preparation
G, Extraprdinery repairs beyand nonmal (list below)
7. DrspesBlinds clean'replace PO &

8. Painting echeduled PO¥

9. Carpet repeinfreplace PO

10, Crrpet cleansd POK__ _
11, Vinyl reploced or ceramic - PO

12, Unit cleaned

13, Maintenance restore unit
L4, Pre-bdove In Final Inspection

Extranadinary repairs bevond posmal:

This date
must be

later than all

other dates
on this form
(besides M)

10.

12

14.

16. Date Approved for Occupancy:

Approved By:

Appendix 3-C

Sample

Vacancy Reconditioning Log

Project Name:

Contract Number:

Unit Number:

Date of Death:
Unit Transfer:

Date of Move-Out:

Maintenance: Start Date:

7. Anticipated Move-In Date:

9. Finish Dam:h

5. Date of Unit Transfer:

Comments:

Painted: Start Date: 11. Finish Date:

Comments:

Carpet Cleaned: Start Date: 13. Finish Date:

Noft
RFO
date

Comments:

Unit Cleaned: Start Date: 15. Finish Date:

Comments:

Date:




"oy B Checklist

ltem 10 RV
ltem 11 UR/D



http://lehighvalleyramblings.blogspot.com/2014/05/parsons-aurand-and-capozzolo-show-me.html
https://creativecommons.org/licenses/by-nd/3.0/

Did | mention
this was a |lof

of paperworke




SUbMITTING IGHEE .-

» Most Important:

» Make sure your claims package is complete with all
necessary documentation for each claim

» Remember you only get two denials, and paperwork
should not be one of them

» Please send to all claims to
mi.special.claims@tracsexperts.com

» EPS has 30 calendar days to review and return your
claims

» Rememberto add your approved claim to your HAP
Voucher within 90 days from the date at the top of your
approval letter

THE



mailto:mi.special.claims@tracsexperts.com
http://ipkitten.blogspot.com/2010/10/friday-fantasies_15.html
https://creativecommons.org/licenses/by/3.0/

Preferred Order of Claims Sulbmission

Unpaid Rent and

These' HUD 52671-A Waiting List (1 copy per package)

Completed Checklist HUD 52471-C

HUD 52670-A Part 2 TRACS Queries Checklist

: Security Deposit Disposition

TRACS Queries > RFO Log

(1 list per package for Copy of Certified Letter fo

all units listed) Resident Security Deposit
Collection Agency letter Disposition
Lease Lease

Move-In HUD-50059

Move-In/Move-Out
Inspection Reports

Move-In HUD-50059






Common Causes for Denials!!!

» NO Signaturesl!
» Move Ins/Move Quts/Unit Transfers not viewable in TRACS

» Vacancy being submitted before 60-day period is over (if no
new Ml)

» New resident is a Market Renter or 236 resident

> 266005896 note it on the checklist and provide the Move In

» Submitting claims that are over 180 days from RFO date

> Cloiminc? Market Rent as Unpaid Rent — if fenant was a MR at
MO an el|gr;|ble, must use proration to figure out days eligible
onl¥) when they are eligible for subsidy, do you get Unpaid
en




Adjusted Claims and
ANNOYyaNCeES

Unclear RFO Dates — not using date when work is
completed versus the day after

Incorrect Contract Rent at MO —remember if you
have aretro GR, prior to MO date, you need to
update the MO Conftract Rent

Security Deposit interest not being claimed

Not utilizing the 52670-A Part 2 to its fullest
capability (list all units on one)

uthor is licensed under CC BY-SA-NC



http://fangshih-yutriviawingshaolintemple.blogspot.com/2010/09/revisions-they-drive-me-charlie-brown.html
https://creativecommons.org/licenses/by-nc-sa/3.0/

Special Claims References

» wWwWW.TRACSEXPERTS.com — for EPS’ Checklists

» Special Claims Processing Guide :

» hitps://www.hud.gov/program offices/administration/hudclips/guidebooks/HS
G-06-01

» Special Claims Processing Guide FAQ:
» hitps:// www.hud.gov/sites/documents/DOC 14970.PDF

» Multifamily TRACS on Secure System:

» hitps://www.hud.gov/program offices/housing/mfh/irx/irxsum

» Multiamily Help Desk:
» fracs@HUD.gov
» 800-767-7588



http://www.tracsexperts.com/
https://www.hud.gov/program_offices/administration/hudclips/guidebooks/HSG-06-01
https://www.hud.gov/sites/documents/DOC_14970.PDF
https://www.hud.gov/program_offices/housing/mfh/trx/trxsum
mailto:tracs@HUD.gov

References Continued....

» HUD Handbook 4350.3 Rev. 1 Chg. 4, Chapters 2, 4, 6
» Notice H2014-16: Waiting List Administration

» Multifamily Memo and Letters:
» https://www.hud.gov/program offices/housing/mfh



https://www.hud.gov/program_offices/housing/mfh
https://www.hud.gov/program_offices/housing/mfh



http://stupendoustidbits.wordpress.com/2010/07/01/clue-clueless-cluelessness/
https://creativecommons.org/licenses/by-nc-sa/3.0/

Richard Crowell

General Manager
Richard.c@TRACSExperts.com
802-660-2800 x 118

CONTACT

INFORMATION

Hilary Crowell

Policy, Procedures and Training Manager
Hilary.c@TRACEXxperts.com

802-660-2800 x 134



mailto:Richard.c@TRACSExperts.com
mailto:Hilary.c@TRACExperts.com
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