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General Characteristics—Housing Needs 

1. What is the total population of the community? 

2. What are the income levels of the people? 

3. What is the race/ethnicity breakdown? 

4. What percentage of the population speak a first language other than English? 

a. What languages? 

5. What percentage of the population are: 

a. Homeless 

b. Elderly 

c. Documented/Undocumented 

d. People with disabilities 

e. Large families 

f. Single parent households 

g. Farmworkers 

General Characteristics—Market Trends of the Community 

1. Types of Housing in the community: 

a. Total number of housing units 

b. Ratio of single family v. multi-family housing 

c. Ratio of rental units v. ownership units 

d. Size of units: What percentage of units are studio, one-, two-, three- or 

four-bedroom, or larger? 

2. Rental Housing: 

a. What is the average rent? 

b. Are rents increasing or decreasing? 

c. Are landlords charging more for security deposits? 

d. Is there a high number of “absentee landlords”? 

e. Is there a high number of renters being evicted post-foreclosure? 
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3. Ownership Housing: 

a. What is the average sales price? 

b. Are sales prices increasing or decreasing? 

c. Are there a high number of foreclosures? 

d. Are homeowners able to obtain conventional prime mortgages—or are they 

forced to get non-traditional, “sub-prime” (i.e., higher interest rate and fees) 

loans? 

e. Is the jurisdiction participating in a Neighborhood Stabilization Program or other 

foreclosure-mitigating program? 

4. Housing Affordability: 

a. How much housing is available for people earning:1 

i. Less than 30% of area median income (AMI)? 

ii. Between 30 and 50% of AMI? 

iii. Between 50 and 80% of AMI? 

iv. Between 80 and 120% of AMI? 

v. Over 120% of AMI? 

b. Are households “cost burdened,” paying more than 30% of their income for 

housing costs and utilities?2 

5. Housing Occupancy: 

a. Are households “over-crowded”?3 

b. What is the vacancy rate?4 What is the “healthy” vacancy rate for that 

community? 

6. Is gentrification an issue? 

a. Are higher income people moving into the neighborhood? 

b. Are lower income people being displaced? 

c. Are new homeowners purchasing rental units, resulting in the eviction of current 

renting residents? 

d. Are rental and housing prices increasing in a traditionally low-income 

neighborhood? 
                                                      
1 See 12 U.S.C. §1701z-11 5(a) (defining when a unit is affordable); 42 U.S.C. §1437u (defining 
maximum rents as part of the incentives for participation); 24 C.F.R. 81.17 (defining moderate-
income, low-income, very-low-income and especially-low-income). 
2 “Cost burden” is established when a family’s gross housing cost, including utilities exceeds 30% 
of their gross income. 42 U.S.C. §1437f(o); 24 C.F.R. 91.5. 
3 “Over-crowding” occurs when a housing unit contains more than one person per room.” See 
also 24 C.F.R. 91.5, 791.402(b). In California, “‘overcrowding’ means exceeding the standard 
referenced in Article 5 (commencing with Section 32) of Chapter 1 of Title 25 of the California 
Code of Regulations,” Cal. Health & Safety Code §33031; 25 C.C.R. §32. 
4 Typically, a vacancy rate of 2–5% is a healthy vacancy rate. http://www.hcd.ca.gov/housing-
policy-development/housing-resource-center/plan/he/humboldt_cou5rhna063012.pdf, 
attachment 2 of HCD Regional Housing Need Determination: Humbolt CAOG. 

http://www.hcd.ca.gov/housing-policy-development/housing-resource-center/plan/he/humboldt_cou5rhna063012.pdf
http://www.hcd.ca.gov/housing-policy-development/housing-resource-center/plan/he/humboldt_cou5rhna063012.pdf
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7. Is blight an issue? 

a. Are buildings becoming more rundown and/or vacant? 

b. Are there decreased banking services? Or increased payday loan businesses? 

c. Are there adequate schools, parks and services for the neighborhood? 

General Characteristics—Housing Market 

1. Who lives in the “housing”? 

a. Is it mostly occupied by owners? Or by renters? 

b. Is it mostly single family homes, or multi-family? 

c. In multi-family, are the units mostly apartments or are they condominiums and 

other housing types typically owned by the occupants? 

d. Are commercial buildings being used for housing purposes? 

i. Transient motels and hotels? 

ii. Abandoned warehouses? 

iii. Storefronts (because the vacancy rate for commercial 

rentals is too high?) 

iv. Legal live/work? 

2. Are there adequate housing types? 

a. Are there enough single room occupancy (SROs) or studio apartments? 

b. Housing with three and four bedrooms? 

c. Senior housing? 

d. Supportive or transitional housing for: 

i. Homeless individuals and families? 

ii. People with disabilities? 

iii. Emancipating foster youth? 

e. Emergency shelters for: 

i. Families? 

ii. Single men and women? 

iii. Youth (either “runaway” youth or emancipating foster youth)? 

iv. Survivors of domestic violence situations? Are male children prohibited 

from staying at domestic violence shelters? 

v. Are conditions, such as religious participation, placed on residents 

staying in emergency shelters? 

f. Affordable housing near transit opportunities? 
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3. Are there programs to assist people returning to the community from: 

a. Prison? 

b. Mental and Physical Institutions? 

c. Foster care? 

4. What is the age and condition of the housing? 

a. Is it old or new? If the housing was built before 1977, does the jurisdiction 

address applicable lead-based paint issues? 

b. Are there other health hazards in the existing housing, such as mold and mildew 

and other habitability issues? 

c. Are there adequate parking spaces for the residents? 

d. Is the housing safe from crime? 

5. What about code enforcement? 

a. Is code enforcement effective? 

b. Do they respond timely, or at all, to tenant’s complaints? 

c. Is code enforcement used to unnecessarily displace tenants? 

6. Are there local policies impeding the development of affordable housing? 
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Sources of Housing Data and Analyses 
B.2 

The following is a list of sources to find housing data and analyses that help you understand the 

demand and supply for affordable housing in your community. 

In the right column are one or more initials corresponding to the types of information that the 

source provides. The four initials, T, Q, C and P refer to the four categories of information in the 

section above. 

• “T” is for Types of Housing 

• “Q” is for Quality of Housing 

• “C” is for Cost of Housing 

• “P” is for People Who Live in the Community 

California Association of Realtors C 

Lobbying organization for realtors in California. The CAR frequently is cited in newspaper articles 

on housing trends in California. Occasionally, their website has relevant home ownership 

information regarding pricing, foreclosures and mortgage rates. 

Website: http://www.car.org/ 

CoreLogic C 

CoreLogic is a private business that tracks housing prices and other data in California and is a 

frequent source for newspaper accounts of housing prices. CoreLogic publishes Configurable 

Real Estate Reports. Registration and purchase may be required to download the reports: 

http://www.corelogic.com/about-us/research.aspx. 

Website: http://www.corelogic.com/solutions/configurable-real-estate-data-reports.aspx/ 

http://www.car.org/
http://www.corelogic.com/about-us/research.aspx
http://www.corelogic.com/solutions/configurable-real-estate-data-reports.aspx/
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Government Planning Documents TQCP 

Much of the work of gathering and analyzing housing data may already have been done by your 

local government agency. Many government planning documents such as housing elements or 

consolidated plans analyze available housing and affordable housing needs. Existing planning 

documents are a good place to start your research. Use caution, however, as most government 

planning documents understate affordable housing needs. 

In addition, local governments occasionally use studies to evaluate particular housing issues. 

Examples of city studies include Los Angeles’ Economic Study of the Rent Stabilization 

Ordinance1 and its Study on Preservation in Transit-oriented Districts,2 and San Diego’s Creating 

Affordable Housing Through Public Housing Conversion Report.3 

Website: This type of report can usually be found on city or county websites under housing, 

building, community development or related department sections. 

HUD’s American Housing Survey TQCP 

Annual survey of U.S. housing, analysis is based on samples of metropolitan areas. The Survey 

provides a multitude of housing data by city and for all of U.S. 

Website: http://www.huduser.org/portal/datasets/ahs.html 

HUD’s Point In Time (PIT) Count of Homeless People P 

Local agencies receiving federal Continuum of Care funding conduct an annual count of 

unsheltered and sheltered homeless people every January. The methodology for collecting data 

has been criticized as flawed, but the “Point in Time” count remains one of the most often cited 

data source for issues impacting homeless people. 

Website: https://www.hudexchange.info/manage-a-program/coc-homeless-populations-and-

subpopulations-reports/ 

                                                      
1 Available at: https://economicrt.org/publication/economic-study-of-the-rent-stabilization-
ordinance-rso-and-the-los-angeles-housing-market/. 
2 Available at: http://hcidla.lacity.org/lahd-preservation-affordable-housing-transit-oriented-
districts-study-2012. 
3 Available at: http://www.sdhc.org/Affordable-Housing/Creating-Affordable-Housing/. 

http://www.huduser.org/portal/datasets/ahs.html
https://www.hudexchange.info/manage-a-program/coc-homeless-populations-and-subpopulations-reports/
https://www.hudexchange.info/manage-a-program/coc-homeless-populations-and-subpopulations-reports/
https://economicrt.org/publication/economic-study-of-the-rent-stabilization-ordinance-rso-and-the-los-angeles-housing-market/
https://economicrt.org/publication/economic-study-of-the-rent-stabilization-ordinance-rso-and-the-los-angeles-housing-market/
http://hcidla.lacity.org/lahd-preservation-affordable-housing-transit-oriented-districts-study-2012
http://hcidla.lacity.org/lahd-preservation-affordable-housing-transit-oriented-districts-study-2012
http://www.sdhc.org/Affordable-Housing/Creating-Affordable-Housing/
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National Low-Income Housing Coalition’s Out of Reach TC 

Annual report calculates the Housing Wage on rental housing in every county and several 

hundred cities in the U.S. The Housing Wage is the amount of money a household must earn in 

order to afford a rental unit at a range of sizes (0, 1, 2, 3, and 4 bedrooms) at the area’s Fair 

Market Rent (FMR). 

Website: http://nlihc.org/oor 

National Low-Income Housing Coalition and Public & Affordable Housing 

Research Corporation’s National Housing Preservation Database TQCP 

Research Corporation’s National Housing Preservation Database and mapping tool incorporates 

data from multiple federal funding programs and allows advocates to search properties by 

location, source of funding, property owner, risk of loss, and other characteristics. 

Website: http://www.preservationdatabase.org/ 

PolicyLink.org’s National Equity Atlas P 

National Equity Atlas is a comprehensive resource for data that can be used to track, measure, 

and make the case for inclusive growth in America. The Atlas includes data on demographic 

changes and racial and economic inclusion for: the largest 150 regions, all 50 states, the District 

of Columbia, and the United States as a whole. 

Website: http://nationalequityatlas.org/ 

Real Answers C 

Real Answers is a research organization and database publisher specializing in the multifamily 

housing market. The data is used to establish comparables when pricing or appraising a property. 

There is a charge for the data. Real Answers is often cited in California newspapers on rent 

trends, income from rental properties, etc. Their press releases and the data supporting it are 

available on their website. 

Website: http://www.realanswers.biz 

http://nlihc.org/oor
http://www.preservationdatabase.org/
http://nationalequityatlas.org/
http://www.realanswers.biz/
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Rentometer TC 

Input rental address, bedroom number and rent and site says how compares to rest of the 

neighborhood and provides satellite photos. 

Website: http://www.rentometer.com/ 

U.S. Census Bureau TQCP 

The U.S. Census is conducted every ten years and collects data on a multitude of topics. Housing 

data comprises a significant part of that data. There are shortcomings: Depending on what you 

are looking for, the data can be old (the last census was 2010) or the data can be difficult to find 

or not already analyzed. The bright side is that because this is a primary source of much housing 

data, much of the housing data you come across will be based on the Census data. So, you may 

be able to find a report which has already sifted through the Census for the data you are looking 

for. (See Chapter 5 for a guide to census mapping.) 

Website: http://www.census.gov/housing/ 

Zillow TC 

Input residential address and get estimated property value, square footage and satellite photo of 

the property. 

Website: http://www.zillow.com/ 

http://www.rentometer.com/
http://www.census.gov/housing/
http://www.zillow.com/
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Resources for Understanding Planning and Affordable Housing 

• Center for Community Change 

o Support community organizations that seek to impact public policy. 

Publications include How and Why to Influence Public Policy—An 

Action Guide for Community Organizations 

o http://www.communitychange.org/ 

• Clearinghouse Review 

o Anti-poverty publication with articles written by public interest advocates 

on topics including affordable housing 

o http://povertylaw.org/content/clearinghouse-review-0 

• Institute for the Study of Homelessness and Poverty 

o Quick Data Guide on finding statistics on various subjects, 

including housing 

o http://www.weingart.org 

• Legal Aid Foundation of Los Angeles 

o Los Angeles Residents’ Guide to Development 

o https://lafla.org/ 

• Los Angeles Alliance for a New Economy 

o Community Benefit Agreements: Making Development Projects 

Accountable: http://www.goodjobsfirst.org/publications/community-

benefits-agreements-making-development-projects-accountable 

• National Housing Law Project 

o Resource and support for advocates on federal housing and 

planning issues 

o http://www.nhlp.org/ 

• National Low-Income Housing Coalition 

o Provides education materials for advocates on affordable housing issues 

o Advocates’ Guide to Housing and Community Development Policy 

– http://nlihc.org/library/guides 

• Policy Link 

o Policy papers on affordable housing strategies 

o http://www.policylink.org/resources 

• Solano Press 

o “Curtin’s California Land Use and Planning; Redevelopment in 

California” available for purchase at http://www.solano.com 

http://www.communitychange.org/
http://povertylaw.org/content/clearinghouse-review-0
http://www.weingart.org/
https://lafla.org/
http://www.goodjobsfirst.org/publications/community-benefits-agreements-making-development-projects-accountable
http://www.goodjobsfirst.org/publications/community-benefits-agreements-making-development-projects-accountable
http://www.nhlp.org/
http://nlihc.org/library/guides
http://www.policylink.org/resources
http://www.solano.com/
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Conducting a “Power Analysis” 
C.2 

Advocates seeking to influence the planning process must understand the motivations and 

interests of decisionmakers and stakeholders. Power analysis involves examining the people 

involved in a process, what type of power they have, and mapping interrelationships and sources 

of influence. Often in government individuals with no official decisionmaking authority wield power 

from behind the scenes with financial or other leverage. Part of a power analysis involves 

identifying “targets” for advocacy and what power they have. To move the primary target, 

advocates must understand the target’s self-interests. Most importantly, we must understand our 

own power to affect the target. We can compel compliance with applicable laws but to be truly 

effective, we should also conduct a “power analysis” of the target’s other motivations. While this 

manual mainly focuses on legal compliance, it is important to conduct a power analysis to 

determine whether your goals can be achieved through a faster political process. 

 

The power analysis should examine all decision-makers and major stakeholders. Stakeholders 

are people affected by or interested in the planning decisions. Interests can be financial, political 

and relational. For the most part, stakeholders are the same people who were consulted for 

                                                      
1 There are many models for how to conduct a power analysis. The discussion here is a simplified 
version of one model. For a more comprehensive discussion of this and other models, see Power 
Tools’ Stakeholder Power Analysis by James Mayers, International Institute for Environment and 
Development, http://www.policy-powertools.org/Tools/Understanding/docs/stakeholder_power_ 
tool_english.pdf; or SCOPE LA at http://scopela.org/. 

Types of Power 

• People—multitudes wield power when they act in a coordinated way such as 

when voting or withdrawing cooperation in civil disobedience 

• Relational—people who have access to and influence other people with power 

• Financial—people who use money to influence decisions such as through 

political donations 

• Positional power—people who wield power by virtue of their positions 

o Elected officials 

o Planning commission members 

o Agency directors 

http://www.policy-powertools.org/Tools/Understanding/docs/stakeholder_power_tool_english.pdf
http://www.policy-powertools.org/Tools/Understanding/docs/stakeholder_power_tool_english.pdf
http://scopela.org/
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information about the need for affordable housing in the community. They are also people who 

may oppose affordable housing in the community. Opposition may be caused by ignorance 

caused by an irrational fear of low-income people in general or declining housing values. It may 

also be caused by racism, disguised by arguments of traffic concerns, overcrowding of schools 

and the like. 

 

Potential Supporters of Affordable Housing 

• Current residents and people in need of affordable housing, including: 

o People with physical and/or mental disabilities 

o Tenants 

o Owner-occupants 

o Renters with income below 30% of median area income 

o Renters with income below 50% of median area income 

o Renters with income below 80% of median area income 

o People who are homeless 

o Farmworkers 

• Community institutions whose membership need affordable housing 

o Churches 

o Schools 

o Unions 

o Community organizations 

• Affordable housing developers and their investors 

o For profits 

o Non-profits 

o Shelters (domestic violence, homeless, etc.) 

o Transitional and shelter housing providers 

• Affordable housing advocates 

o Tenant organizers 

o Legal services attorneys 

• Investors in affordable housing 

Potential Opponents of Affordable Housing 

• Current residents of market-rate housing, homeowners 

• Developers of market rate housing 

• Commercial developers of upper-income developments 

• Environmental and slow-growth advocates opposed to additional developments 

or increased population 

• Realtors 

• Community institutions whose membership does not need affordable housing 

o Churches, private schools, country clubs, political clubs 
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By using the chart below, advocates can graph the applicable stakeholder power and the 

potential for sharing their self-interests or, if representing low-income people, the interests of their 

clients. When charting the stakeholders, advocates should determine their own power to 

influence decision-makers as well as their power to influence other stakeholders. 

 

To better understand who can influence elected officials, consider the following factors: 

• Where is their constituency? 

• Who are their political bases? 

• Who donates to their campaign? 

• What constituted their winning election margin? 

• When is their term over and what seat will they run for then? 

• Could your constituency influence a future election? 

• What will it take to get them to be your champion? 

A power analysis helps provide an understanding of the self-interest of each stakeholder. It helps 

determine which stakeholders are potentially aligned with our self-interests or the interests of our 

clients. We can identify also which potential stakeholder has influence over a decision-maker. 

After conducting the power analysis, advocates should ask, “Does our client or group have what it 

takes to move the target?” If not, there is a need for allies. However, even if the power exists to 

move the target, it may still be essential to incorporate allies into the advocacy process, 

especially if there is strong opposition to affordable housing. Allies can be determined by asking: 

• What organizations share your mission, or the interests of your clients? 

• What organizations will help because of your relationship with them? 

• What individuals/organizations with power do you have a relationship with? 

Sample Stakeholder Power Analysis 

 Most Powerful  Most Powerful 

 Least Shared Interest  Most Shared Interest 

 Moderate Power Moderate Power Moderate Power 

 Least Shared Interest Moderate Shared Interest Most Shared Interest 
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The answers to these questions are the organizations we should consider for allies. Prioritize the 

list and conduct research and meet with representatives from each of the organizations to find out 

where they are on the Power Analysis chart and whether the organization is a potential partner in 

the advocacy effort. 

While allies bring resources and influence, they can also limit control. Allies will expect to have 

some ownership of the campaign. The more allies enlisted, the less control the originating 

advocate may have. Keep this in mind by bringing in only allies who offer real value to the 

campaign or who will help establish an administrative record if litigation is anticipated. 
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Tips for Conducting Private Meetings with Decision-Makers 
D.2 

Private meetings are meetings where you and your allies meet with a decision-maker without 

others being present. 

• Purpose of your meeting 

o Gather information from target, including: 

– Facts, documents 

– Target’s position on issue 

– Other decision-maker’s positions on issue 

o Influence target to support your position by giving information that: 

– Explains strengths of your position 

– Explains weaknesses of your opponent’s position 

– Explains why your position is good for the community and/or specific 

groups that you represent 

• Whom to meet with 

o Someone who can help get you what you want 

– Legislator or her staff person? 

 Insist on meeting with legislator unless the aide or staffer can 

help you get what you want, but be respectful of the knowledge 

and influence staff people have. Developing positive working 

relationships with staff people is a critical way to develop your 

influence. 

 You may have to or want to meet with the staff person if the staff 

person knows more about the issue than the legislator and she 

has demonstrated influence with the legislator. 
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• Getting the meeting 

o Direct ask: 

– You, your organization or an ally directly contacts the target. 

– If the target is an elected official or an executive type, you probably will 

have to go through a staff person. Ask the highest ranking staff person 

whom you have a relationship with. This is usually more effective than 

making a general request to the office. 

– Whether you get the meeting usually depends on your credentials with 

the target. Know your target. Whom does she respect? Who can 

influence her? What does she care about? Frame your meeting request 

around these answers to enhance your chances of getting the meeting. 

– If you do not have sufficient influence over the target, the direct ask may 

not be effective. 

o Broker ask: 

– Use your power analysis and stakeholder list to identify a broker. A 

broker is someone you know who also knows the target and can use her 

influence on your behalf to broker a meeting. Part of preparation for 

meeting with a target should include identifying other targets that this 

target could broker a meeting with. When you meet with a target, ask if 

she would help you set up a meeting with another target. 

o The contacts you make in trying to get a meeting can help you later on. Be polite 

and respectful in your interactions. The person who is unhelpful this time around 

might be critical to you next time you are trying to influence a decision-maker. 

• Preparing for the Meeting 

o Goal: Make the meeting “your meeting.” Your agenda, your location, the people 

you want at the table. Consider holding the meeting in at a location in the 

community that will help the decision-maker understand your concerns. For 

example, if you are concerned about dilapidated conditions in subsidized 

housing, ask the decision-maker to meet with you in the community room of a 

housing development that needs repair. 

o Plan an agenda that you will propose at the meeting. 
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– A good agenda is simple—four or five points with an assigned time for 

each section. The following is a list of possible agenda items: 

 Introductions. Let the target know what institution or constituency 

you represent. Frame it in a way that highlights your leverage 

with the target. For example, mention that you’re a constituent or 

that you are a member of an organization that is in the district or 

that you know someone who influences the target. 

 Frame 

• Someone from your team frames the purpose of the 

meeting—why you are here 

 Ask for what you want from the target 

• The “Ask” adds tension and purpose to a meeting. 

The Ask could be for: 

o Target’s action/support on an issue 

o Access to a document or information 

o Target’s agreement to another meeting 

o Target’s agreement to broker a meeting with a 

different target 

• Be prepared to educate. The target may not know what 

he or she needs to know about the issue to get you what 

you want. 

• Be prepared to negotiate. You don’t often get everything 

you want but you can almost always get some of what 

you want. 

 Next steps 

• What else needs to happen to get the target to do what 

you want the target to do? This could be summarizing 

what everyone at the meeting agreed to do. Make sure 

you agree on who will do what, deadlines, and how the 

information will be shared. If you want another meeting 

with the target, schedule it during “Next Steps.” 
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o Choose who will attend for you 

– Choose based on: 

 Ability to influence the target 

• People directly affected by the issue are often effective 

communicators, although that does not mean they 

necessarily will influence the target. 

 Familiarity with topic and persuasive when talking about it 

 Skills you want to develop in your organization 

– If the target is resistant to having everyone you want to attend, gently 

remind her of who you are and what leverage you bring. Remind her that 

you build leadership through experience at meetings like these; you 

represent a diverse group of people and you want the group to 

reflect that. 

o Assign meeting responsibilities 

– Facilitator 

 Proposes agenda at the meeting 

 Frames your side of the issue 

 Ensures all agenda topics are covered 

 Ensures people assigned to speak get to speak 

 Keeps the meeting on topic 

– Notetaker 

 Important but often overlooked. Document what happened as it’s 

easily forgotten. Notes should be typed up and circulated within 

a few days of the meeting. 

– Speakers on each agenda item or issue 

 Choose according to: 

• Ability to influence the target 
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• Familiarity with topic and persuasive when 

talking about it 

• Skills you want to develop in your organization. 

• At the meeting: 

o Initiate the discussion 

– Your facilitator should initiate the introductions, frame why you are there 

and then propose the agenda. This will help make it your meeting. 

Usually the party that takes the lead at the meeting in proposing an 

agenda gets the agenda adopted, with perhaps a few additions from the 

other party. 

– If the target is particularly assertive with her agenda, offer a compromise 

that addresses the target’s concerns but also meets your needs. 

o Stay on topic 

– Don’t raise extraneous or personal issues. Stick to the agenda. A little 

getting-to-know-you at the beginning is good but once you get to the 

agenda items, stick to them. 

o Tone 

– Always be respectful, whether meeting with friend or foe. Your style 

should reflect your values. Disrespect can come back to bite you when 

trying to work with other people. 

– Always insist on being treated with respect. 

– Don’t defer just because the target is in a position of authority. Respect 

does not mean deference. This may mean saying the difficult thing when 

it needs to be said. 

o Listen 

– If you are meeting to get information or to find out the position of the 

target, listen when the target is doing what you came for: 

 Speaking from the heart 

 Explaining relevant information 

 Explaining his or her position 
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– It is tempting to offer a favorite story or joke or make a withering critique 

but don’t do so if it means you are interrupting the target from talking 

about what you need to hear. 

– You don’t have to just listen when others are talking off topic. Politely 

interrupt and bring them back on topic. 

o Speak in order to: 

– Ask for what you want 

– Put target back on topic 

 Targets, especially politicians, will talk about everything. If you 

are running out of time and have not addressed key points, 

politely interrupt and bring them back on topic. 

– Convey your position 

– Clarify your position 

– Share relevant information 

– Establish trust 

• Immediately after the meeting 

o Debrief: Once you are out of seeing and hearing distance from the other side, 

gather your team together and evaluate the meeting. 

– Acknowledge the good work of your colleagues. 

– Point out areas to improve without unnecessary negativity. 

– Evaluate whether the goals of the meeting were achieved. 

– Identify next steps, who is going to do them and by when. 

• Follow up with the decision-maker and her staff 

o Within a day or two of your meeting, follow up with an email thanking the 

decision-maker for the meeting. Make sure to thank staff members or others you 

met with or who helped you set up the meeting. 

o Keep your message brief: a few sentences regarding your discussion and 

identifying any action items you discussed. Thank the target in advance for 

completing any action items discussed at the meeting. 

o The goal of your message is to keep lines of communication open. 
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– Following up with a thank you and action items will make a friendly 

decision-maker more likely to take action to support your position. It may 

also make her think of you when this issue comes up again, and 

encourage her to contact you when other related issues impacting your 

community arise. 

– If the decision-maker did not seem supportive of your position during the 

meeting, a thank you will demonstrate your professionalism and can 

serve as a way to give you an opportunity to identify points of agreement. 

It also leaves the door open for future conversations when other issues 

arise where you may have more common ground. 
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www.wclp.org 

Los Angeles (Headquarters)      Sacramento  
3701 Wilshire Blvd., Suite 208      1107 9th Street, Suite 700        
Los Angeles, CA 90010            Sacramento, CA 95814           
T. 213.487.7211                            T. 916.442.0753                      
F. 213.487.0242                            F. 916.442.7966                      

 
 
 
January 9, 2006 
 
           
 
U.S. Department of Housing & Urban Development 
Region 9, Community Planning and Development 
600 Harrison Street, Third Floor 
San Francisco, CA 94107 
 
 
 Re: Freedom of Information Act Request 
 
 
Dear Community Planning and Development: 
 
Pursuant to the Freedom of Information Act (5 USC 552 et seq.), we request the 
opportunity to inspect and/or copy public records related to the County of Solano’s 
receipt of federal funds (including but not limited to McKinney-Vento Homeless 
Assistance Act funds), and the implementation of programs, for the homeless population 
in the County.  We request inspection of the following documents: 
 
 
1. Any and all documents related to the County of Solano’s Continuum of Care for 

FY 2005; 
 
2. Any and all documents related to the County of Solano’s Continuum of Care for 

FY 2004; 
 
3. Any and all documents related to the County of Solano’s Continuum of Care for 

FY 2003; 
 
4. Any and all documents related to the County of Solano’s Continuum of Care fo 

FY 2002; 
 
5. Any and all documents related to the County of Solano’s Continuum of Care for 

FY 2001. 
  
6. Any and all financial and performance information reports for FY 2005 related to 

the County of Solano’s Continuum of Care, including but not limited to any IDIS 
report(s) and any written request and/or response for technical assistance. 

 
7. Any and all financial and performance information reports for FY 2004 related to 

the County of Solano’s Continuum of Care, including but not limited to any IDIS 
report(s) and any written request and/or response for technical assistance. 



 
 

 

 
8.         Any and all financial and performance information reports for FY 2003 related to 

the County of Solano’s Continuum of Care, including but not limited to any IDIS 
report(s) and any written request and/or response for technical assistance. 

 
9. Any and all financial and performance information reports for FY 2002 related to 

the County of Solano’s Continuum of Care, including but not limited to any IDIS 
report(s) and any written request and/or response for technical assistance. 

 
10. Any and all financial and performance information reports for FY 2001 related to 

the County of Solano’s Continuum of Care, including but not limited to any IDIS 
report(s) and any written request and/or response for technical assistance. 

 
As used herein, the term “document” includes any writing containing information related 
to the above, including but not limited to hand and typed writings, photocopies, emails 
and every other means of recording upon any form of communication or representation. 
 
  
Pursuant to 24 C.F.R. §15.110, Western Center on Law and Poverty is an “other 
requester”.  We are a non-profit legal services provider which provides free civil legal 
services and community education to the lower income community, many of whom 
federal funds and programs for the homeless are principally intended to benefit.   For this 
reason, we request, pursuant to 24 C.F.R. §15.110(h), that HUD reduce or waive any fees 
in connection with this request.  Of course, in order to avoid any duplication or 
unnecessary expense, we request inspection of the documents prior to having any of the 
documents copied. 
 
  
Thank you very much for your cooperation.  I can be contacted by telephone at (510) 
891-9794 ext. 125 or by email slmartinez@wclp.org. 
 
 
      Very truly yours, 
 
 
 
      S. Lynn Martinez 
      Attorney at Law 
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Participation Plan 



 

 

H. Sample Citizen Participation Plan 

 
 
 

Sample Citizen Participation Plan 
H.2 

I. Overview 

The City invites comments from its citizens on critical planning issues and decisions for the 

CDBG and HOME Programs. The City commits to provide the general public and interested and 

affected persons with ample notification of these critical actions and ample time to comment. 

Meetings will take place at City Hall or other accessible locations in the community. 

At a minimum, the Citizen Participation Plan shall apply to the following: (1) the Consolidated 

Plan, (2) the Annual Plan, (3) Performance Reports, and (4) substantial amendments to these 

documents. 

The City will prepare a Five Year Consolidated Plan. The City may prepare an Annual Plan each 

fiscal year or the City may prepare multiple Annual Plans in one fiscal year. 

Performance Reports shall be prepared as required by the U.S. Department of Housing and 

Urban Development (HUD) and shall also be subject to the provisions of the Citizen Participation 

Plan. 

The City may consider substantial amendments to any of these plans or documents. In such 

cases, the City will invite public comments. 

The subsequent sections of the Citizen Participation Plan address the specifics of how and when 

the public will be notified, how they may provide comments, how long they will have to comment, 

and where documents will be available. 

II. Public Hearings 

A. Consolidated Plan 

Every five years, the City shall conduct at least two public hearings on its Consolidated Plan. The 

public hearings may be conducted by the Community Development Commission and/or the City 

Council. The first public hearing shall be conducted to receive input and comments on the City’s 

needs and priorities. This input shall be considered by the City in the development of the 

Consolidated Plan. 
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The second public hearing shall be conducted after the City has prepared a draft of the 

Consolidated Plan. The purpose of the public hearing shall be to receive comments and input on 

the draft Consolidated Plan. 

B. Annual Plan 

The City shall conduct at least two public hearings every year on its Annual Plans. The City may 

adopt multiple Annual Plans in one year. For example, in Fiscal Year 1995/96, the City may adopt 

Annual Plans for Fiscal Year 1996/97, 1997/98, 1998/99, and 1999/2000. 

The first public hearing shall be conducted to receive comments and input on housing and 

community development needs and proposed activities. The purpose of the public hearing shall 

be to determine how the needs may have significantly changed from those identified in the 

Consolidated Plan and what, if any, changes in proposed activities may be appropriate. 

The second public hearing shall be conducted to receive comment and input on the proposed 

Annual Plan(s). 

C. Performance Reports 

The City shall conduct at least one public hearing on any performance report required by HUD. 

The purpose of the public hearing shall be to receive comment and input on the contents of the 

draft performance report. 

D. Substantial Amendments 

A substantial amendment is defined as the addition or deletion of any program or activity. A 

substantial amendment also includes any change in statistical data of 20% or more in the 

Consolidated Plan, Annual Plan, or Performance Report. 

Amendments that are NOT substantial are: increases or decreases in the amount of funds 

allocated to an approved project or activity, to achieve the original purpose of the project or 

activity. 

At least one public hearing is required for a substantial amendment to any of the plans or 

documents. 
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Sample Citizen Participation Plan 
H.4 

III. Public Notice 

At least fourteen (14) days prior to each public hearing the City shall publish a notice in the local 

newspaper at least twice. The notice shall indicate the place, time, and location of the public 

hearing. The notice shall provide sufficient information on the purpose of the public hearing. 

The notice shall be a display advertisement in the non-legal section of the newspaper. 

At least fourteen (14) days prior to each public hearing the City shall provide local Chambers of 

Commerce, ethnic organizations, the Housing Authority, the public libraries, and interested 

persons, with a copy of the public notice at least twice. 

The public notice for the proposed Consolidated Plan will include a summary of the Plan. It shall 

indicate the amount of assistance the City expects to receive (grant funds and program income), 

the range of activities that may be undertaken, and the estimated amount of funds that will benefit 

low/moderate income persons. This summary shall describe the contents and purposes of the 

Consolidated Plan. It shall also list the locations where the Consolidated Plan will be available for 

examination. These locations shall include at least the following - the City Clerk’s Office of City 

Hall, the Housing and Community Development Division of the City, and local public libraries. 

IV. Comment Period 

The City shall provide a period of at least thirty (30) days to receive comments on the draft 

Consolidated Plan and on any substantial amendments. The 30-day period may start on the date 

the document is available to the public. The City must also provide public notice regarding the 

availability of documents and the dates of the 30-day comment period. 

For performance reports and annual plans, the City shall provide at least fifteen (15) days to 

receive public comment. 

The City shall consider all comments received. The City shall respond to all complaints, in writing, 

within fifteen (15) days. All comments and responses shall be attached to the document. 

V. Availability of Documents 

The Consolidated Plan, Annual Plan, Performance Report, and any amendments shall be 

available to the public at the City Clerk’s Office and Housing and Community Development 

Division Office during normal working hours, and on the City’s Internet Website. The documents 

shall be provided to the interested party within three (3) working days of their request. 

The documents shall be retained for at least five (5) years. 
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The City shall make available at least ten (10) free copies of the Consolidated Plan to local 

residents or organizations. 

VI. Technical Assistance 

The City shall provide up to forty (40) hours per year of technical assistance to organizations that 

represent low/moderate income persons. This technical assistance may include: 

• publishing instructions on how to fill out forms/applications; 

• conducting workshops to explain: (1) the process for submitting proposals and 

(2) federal and local requirements; 

• providing comments and advice on the telephone or in meetings; and 

• reviewing and commenting on draft proposals. 

The City shall also provide ongoing assistance to CDBG-funded agencies as needed to help 

them maintain their eligibility for full funding. 

The City may provide additional (beyond forty (40) hours) technical assistance if, in the opinion of 

the City Manager, staff time is available. 

VII. Assistance to Non-English Speaking 

When City staff reasonably expects a significant number of non-English speaking residents to  

participate at a public hearing, the City will make a translator available at the meeting. 

VIII. Displacement 

The federal regulations stipulate that the City shall include in its Citizen Participation Plan the 

City’s “plans to minimize displacement of persons and to assist any persons displaced, specifying 

the types and levels of assistance. . . .” 

The City has adopted (Resolution 81-723) a General Relocation Plan. This plan meets the 

requirements of 24 C.F.R. §91.105(b)(1). It is attached. 
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CONSOLIDATED PLAN CHECKLIST - ENTITLEMENTS  

 
Grantee:      __________________  Period Covered by Consolidated Plan: 3  4  5 years   
       Start year:__ ______  End Year: ___________ 
 
Reviewed by:      ________________  Date:      _________ 
 
Programs covered by plan:   CDBG   HOME   ESG   HOPWA 
  
Date plan received in IDIS:      _________   

    Original, signed SF 424 received       Date Received:  _________________ 
    Original, signed Certifications received   Date Received:  _________________ 

 
Automatic approval date:      _________ 
Note: The 45 day review period begins when the Field Office receives either the signed, hard copies of the SF-424 
and Certifications or email notification that the Con Plan has been submitted in IDIS.     
 
 
AD-25: Consortia Specific 
If a Consortia, list participating communities & note status Lead HOME 

funds only 
CDBG 
Entitlement 

ESG 
Entitlement 

     
     
     
     
     
     
 Yes No Comments/Verification 
Did the lead select Consortia and the plan type and enter 
all participating communities and their status correctly? 

☐ ☐  

Did each of the CDBG and ESG entitlement communities 
complete an attached participating consortium plan? 

☐ ☐  

If any of the entitlement participating members are missing or an entitlement  participating member has completed 
a standalone plan, immediately send this submission back to the jurisdiction for correction. 
  
For additional information on how consortia plans should be set up in the system, consult the e-Con Planning Suite 
Desk Guide at https://www.hudexchange.info/resource/2641/econ-planning-suite-desk-guide-idis-conplan-action-
plan-caper-per/.  Incorrectly set-up plans cannot be approved until set-up correctly. 
 
 
AD-25: Administration 91.220(a) 
Has the original Standard 424 Form ( (DUNS) Number in block 8(c)) with the 
applicable programs, the correct dollar allocations, and signed by the 
appropriate official been received by the field office?    
Note: Grantees can upload a scanned copy in the AD-25 screen, but they are 
still required to submit one original signed copy of each document to HUD. 

☐ ☐  

Note: Attachments may not download with a Word report of the plan. Citizen Participation, grantee unique 
appendices and SF-424 certification attachments can be downloaded as appendices. 
  

https://www.hudexchange.info/resource/2641/econ-planning-suite-desk-guide-idis-conplan-action-plan-caper-per/
https://www.hudexchange.info/resource/2641/econ-planning-suite-desk-guide-idis-conplan-action-plan-caper-per/
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ES-05: Executive Summary  91.200 
Does the plan contain a concise executive summary that includes: Yes No Comments/Verification 

    Objectives and outcomes? ☐ ☐  

    An evaluation of past performance? ☐ ☐  

    A summary of the citizen participation process and          
    public comments? 

☐ ☐  

    A description of efforts made to broaden public  
    participation in the development of the consolidated  
    plan?” 

☐ ☐  

PR-05: Lead and Responsible Agencies 
Is there a description of the lead agency or entity responsible for overseeing 
the development of the Consolidated Plan?  Also see PR-10 and PR-15 

☐ ☐  

PR-10: Consultation/Coordination 24 CFR 91.100, 91.200 91.215(l), 91.220 
Does the plan provide a concise summary of the grantee's activities to 
enhance coordination between public and assisted housing providers and 
private and governmental health, mental health, and service agencies 
(91.215(l)?   

☐ ☐  

Does the plan describe coordination with continuums of care and efforts to 
address the needs of homeless persons (particularly homeless individuals 
and families, families with children, veterans and unaccompanied youth) and 
persons at risk of homelessness?   

☐ ☐  

ESG Specific: If a jurisdiction receives an ESG grant, does its plan describe the 
grantee’s consultation with continuums of care to determine how to allocate 
ESG funds, develop performance standards and evaluate outcomes of 
projects and activities assisted with ESG funds and develop funding policies 
and procedures for the operation and administration of HMIS? 

☐ ☐  

Does the plan describe coordination with the following entities in preparing 
the jurisdiction’s homeless strategy and resources available to address the 
needs of homeless persons (particularly chronically homeless individuals and 
families, families with children, veterans and unaccompanied youth) and 
persons at risk of homelessness?    

☐ ☐  

    Housing Services and Assisted Housing ☐ ☐  

    Health Services ☐ ☐  

    Social and fair housing services, including those  
    focusing on services to children, elderly person,  
    persons with disabilities, persons with HIV/AIDS and  
    their families , and homeless persons 

☐ ☐  

    Continuum(s) of Care that serve the jurisdiction’s geographic area ☐ ☐  

    Public and private agencies that address housing,  
    health, social service, victim services, employment, or  
    education needs of: 

Low-income individuals and families 
Homeless individuals and families, including veterans, youth and persons 
with special needs 

☐ ☐  
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    Publicly funded institutions and systems of care that  
     may discharge persons into homelessness, such as: 

Health-care facilities  
Mental health facilities 
Foster care and other youth facilities 
Corrections programs and institutions 

☐ ☐  

    Business and Civic Leaders ☐ ☐  

    Does the plan describe consultation with the following entities in  
    preparing the portion of the jurisdiction’s plan concerning lead-based  
    paint hazards: State and local health and child welfare agencies,  
    including health department data on the addresses of  
    housing units in which children have been identified  
    as lead-poisoned 

☐ ☐  

    Adjacent units of general local government and regional government     
    agencies, particularly agencies with metropolitan-wide planning and  
    transportation responsibilities that go beyond a single jurisdiction.  

☐ ☐  

    Persons, especially low income persons, living in areas designated by the  
    local jurisdiction as a revitalization area, areas designated by either a local  
    jurisdiction  or as a slum and blighted area and areas where CDBG  
    funds are proposed to be used.  

   

    State / County (Metro. City) ☐ ☐  

    HOPWA Metro-wide Jurisdictions (if applicable) ☐ ☐  

    Public Housing Authority and/or Public Housing Agencies, including  
    participation of residents of public and assisted housing developments   
    (including any resident advisory boards, resident councils, and resident  
   management corporations).  

☐ ☐  

    Community-based and regionally based organizations that represent  
    protected class members and organizations that enforce fair housing laws,   
    including participants in the Fair Housing Assistance Program (FHAP), fair  
    housing organizations, nonprofit organizations receiving funding under the  
    FHIP program, and other public and private fair housing service agencies  
    to the extent these entities operate within the grantee’s area.  
 
Note: At a minimum the grantee’s consultation process should specifically 
seek input on how the goals identified in an accepted AFH inform the 
priorities and objectives of the consolidated plan.  

☐ ☐  

Does the plan identify any of the agency types described above that were 
not consulted and provide a rationale for not consulting? 

☐ ☐  

Does the plan describe other local/regional/state/ 
federal planning efforts considered when preparing the plan? (Note:  
Continuum of care must be described, additional efforts are encouraged but 
not grounds for disapproval of a plan.) 

☐ ☐  
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With respect to the public entities involved, does the plan describe the 
means of cooperation among the state and local units of government in the 
metropolitan area in the implementation of the plan?  This can be 
demonstrated by checking boxes on the table to indicate which agencies 
consulted with meet this description. 

☐ ☐  

PR-15: Citizen Participation  § 91.105, 91.200(c)  
Note: If a jurisdiction adopted a citizen participation plan before August 17, 2015, it will need to amend the citizen 
participation plan to comply with the new AFFH Final Rule.   
Does the Consolidated Plan include a description of the development of the 
plan and efforts to broaden public participation, including the names of 
organizations involved in the development of the plan?   

☐ ☐  

Does the plan provide a summary of the citizen participation process and 
how it impacted goal setting? 

☐ ☐  

Is there a summary of the citizen participation process in the chart provided, 
and were the public hearing and comment period requirements 
satisfactory?   

☐ ☐  

Are citizen comments included in the plan, and are the comments 
specifically and adequately addressed by the grantee?  Note: If no 
comments received check the yes box but there must be a narrative 
statement indicating no comments received. 

☐ ☐  

Does the grantee provide a summary of comments not accepted and 
reasons for not accepting them in the chart provided?   

☐ ☐  

According to the table provided, did the grantee explore alternative public 
involvement techniques and the review of program performance (e.g. the 
use of focus groups or the internet?) Note: This is encouraged, but not 
grounds for disapproval of the plan. 

☐ ☐  

Note: The Grantee shall encourage the participation of local and regional institutions, the Continuum of Care, and 
other organization (including businesses, developers, non-profit organizations, philanthropic organizations, 
community, and faith-based organizations) in the process of developing and implementing the plan (91.105(a)(2)(ii). 
The grantee shall encourage the participation of low and moderate income persons residing in slum/blighted areas, 
residents in predominantly low and moderate income areas, and public housing residents.    A jurisdiction is also 
expected to take whatever actions are appropriate to encourage the participation of all its citizens, including 
minorities and non-English speaking persons, as well as persons with disabilities. 
NA-10: Needs Assessment – Housing Needs Assessment   91.205(b)(1) AND  91.205(c) 
Does the grantee provide a concise summary of the estimated housing 
needs projected for the ensuing 3, 4 or 5-year period?  See also NA-05 to 
NA-50 

☐ ☐  

Has the grantee identified the estimated number and types of families with 
housing needs for a 5 year period?   
Family types (extremely low-, low-, moderate, and middle income) that must 
be identified are: 

• Extremely low-income, low-income, moderate-income and middle-
income families, Renter/owner, Elderly, Single persons, Large 
families, persons with disabilities, victims of domestic violence, 
dating violence, sexual assault and stalking, formerly homeless 
receiving rapid re-housing assistance nearing termination. 

☐ ☐  



 

January 2016 Page 5 

 

Has the grantee described the number and type of single person households 
in need of housing assistance? 

☐ ☐  

Has the grantee estimated the number and type of families in need of 
housing assistance who are disabled or victims of domestic violence, dating 
violence, sexual assault and stalking? 

☐ ☐  

Note: Tables do not address the number and type of single person households, families who are disabled, or victims 
of domestic violence, dating violence, sexual assault or stalking who are in need of housing assistance. This must be 
addressed in a discussion box on NA-10.  Estimates of housing needs for the number of families that contain persons 
with disabilities for each community are available in CHAS Table 6 produced from the American Community Survey 
at: http://www.huduser.org/portal/datasets/cp/chas/data_download_chas.html. 
Based on the data provided, does the grantee discuss the most common 
housing problems? Housing problems for which data is provided include: 
• Severe cost and cost burden 
• Overcrowding (especially for large families) 
• Substandard  housing 

☐ ☐  

Does the grantee discuss whether any populations/household types 
described by the data are more affected than others by these problems?  

☐ ☐  

Has the grantee described the characteristics and needs of low-income 
individuals and families with children (especially extremely low-income) who 
are currently housed but are at imminent risk of either residing in shelters or 
becoming unsheltered?  Does this discussion also include the needs of 
formerly homeless families and individuals who are receiving rapid-
rehousing assistance and are nearing termination of that assistance?  

☐ ☐  

If the grantee provides estimates of the at-risk population(s), does it also 
include a description of the operational definition of the at-risk group and 
the methodology used to generate the estimate? 

☐ ☐  

Does the grantee specify particular housing characteristics that have been 
linked with instability and an increased risk of homelessness?  

☐ ☐  

Did the grantee insert language dealing with housing needs from the 
“impact and unmet needs assessment” section of their HUD-approved 
CDBG-DR Action Plan for disaster recovery if the community received 
federal disaster assistance? 

☐ ☐  

NA-30: Needs Assessment – Disproportionally Greater Housing Need  91.205(b)(2) 
Has the grantee included a discussion of any racial or ethnic groups that 
have a disproportionately greater need in comparison to the needs of that 
income category as a whole? Housing needs include: 

• Housing problems – NA-15 
• Severe Housing Problems – NA-20 
• Cost Burden – NA-25 

Note: Disproportionately greater need exists when the percentage of persons 
in a category of need who are members of a particular racial/ethnic group is 
at least 10% points higher than the percentage of persons in the category as 
a whole.  91.205 (b)(2) 

☐ ☐  

Does the grantee indicate if there are other needs not identified above? ☐ ☐  

Does the grantee indicate whether racial or ethnic groups identified on this 
screen are located in specific areas or neighborhoods in the community? 

☐ ☐  

  

http://www.huduser.org/portal/datasets/cp/chas/data_download_chas.html
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NA-35: Needs Assessment – Public Housing 
Does the Plan describe the needs of public housing residents?  These may 
include housing improvements; supportive services (i.e. child care, 
education, workforce development, accessibility); improved living 
environment (i.e. neighborhood revitalization, capital improvements, safety, 
crime prevention, drug elimination); economic opportunity (i.e. resident 
services, family self-sufficiency)  Also see MA-25.   
Note:  Data provided in this screen is based on the Public Housing Agencies 
selected by the grantee when the plan was created. A list of those agencies 
can be found on screen AD-25. 

☐ ☐  

Section 504 Needs Assessment: Has the grantee described the needs of 
public housing tenants and applicants on the waiting list for accessible units? 

☐ ☐  

Has the grantee described the number and type of families on the waiting 
lists for public housing and section 8 tenant-based rental assistance? Based 
on the information above, and any other information available to the 
grantee, what are the most immediate needs of residents of public housing 
and Housing Choice voucher holders? 

☐ ☐  

Has the grantee described how these needs compare to the housing needs 
of the population at large? 

☐ ☐  

NA-40: Needs Assessment – Homeless Needs Assessment  24 CFR 91.205(c) 
Has the grantee satisfactorily identified the nature and extent of sheltered 
and unsheltered homelessness, including rural homelessness, within the 
jurisdiction?  

☐ ☐  
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In the tables provided on the screen, does the plan include for each category 
(including chronically homeless individuals and families, families with 
children, veterans and their families, and unaccompanied youth) the 
number of persons experiencing homelessness on a given night, the number 
of persons experiencing homelessness each year, the number of persons 
who lose their housing and become homeless each year, the number of 
persons who exit homelessness each year, the number of days that persons 
experience homelessness, and other measures specified by HUD?  

☐ ☐  

If the grantee identifies all or part of the homeless population is located in 
rural areas, has the grantee described the nature and extent of unsheltered 
and sheltered homelessness for persons in the rural areas? 

☐ ☐  

If data is not available for the categories "number of persons becoming and 
exiting homelessness each year," and "number of days that persons 
experience homelessness," does the grantee describe these categories for 
each homeless population type (including chronically homeless individuals 
and families, families with children, veterans and their families, and 
unaccompanied youth)? 

☐ ☐  

In the screen tables, has the grantee estimated the number and type of 
families in need of housing assistance for families with children and the 
families of veterans? 

☐ ☐  

As a narrative, has the grantee identified the nature and extent of 
homelessness by racial/ethnic group, to the extent information is available?  
If not available, grantee should indicate this as well.  

☐ ☐  

CDBG-DR Specific: Did the grantee insert language on homeless needs from 
the “impact and unmet needs assessment” section of their HUD-approved 
CDBG-DR Action Plan for disaster recovery  
Note: As there is extensive information in CDBG-DR Action Plans on recovery 
needs, the grantee is only required to include an abbreviated version of this 
information. 

☐ ☐  

NA-45: Needs Assessment – Non-Homeless Special Needs Assessment  24 CFR 91.205(d) 
Has the grantee described the characteristics of special needs populations? ☐ ☐  

Has the grantee discussed the housing and supportive service needs of these 
populations and how these needs were determined? 

☐ ☐  

HOPWA specific: Pre-populated screens are present for HOPWA grantees 
only. Based on data provided, does the plan identify the size and 
characteristics of the population with HIV/AIDS and their families?   

☐ ☐  

Note: The estimated  number of non-homeless persons with special needs must include, to the extent practical the 
number of elderly, frail elderly, persons with mental, physical, developmental disabilities, persons with alcohol or 
other drug addiction, persons with HIV/AIDS and their families, public housing residents, and any other categories 
the grantee may specify.  See tables on this screen for needs of persons with HIV/AIDS.  Estimates of housing needs 
for the number of households containing persons with hearing, vision, cognitive, ambulatory, self-care, and 
independent living difficulty for each community are available in CHAS Table 6 produced from the American 
Community Survey at: http://www.huduser.org/portal/datasets/cp/chas/data_download_chas.html  
  

http://www.huduser.org/portal/datasets/cp/chas/data_download_chas.html


 

January 2016 Page 8 

 

NA-50: Needs Assessment – Non-Housing Community Development Needs 
Does the grantee describe their need for public facilities and how the need 
was determined? 

☐ ☐  

Does the grantee describe their need for public improvement and how the 
need was determined? 

☐ ☐  

Does the grantee describe their need for public services and how the need 
was determined? 

☐ ☐  

CDBG-DR Specific: Did the grantee insert language dealing with 
infrastructure and economic development needs from the “impact and 
unmet needs assessment” section of their HUD-approved CDBG-DR Action 
Plan for disaster recovery. Note: The grantee is only required to include an 
abbreviated version of this information. 

☐ ☐  

MA-10: Housing Market Analysis  - Number of Housing Units   24 CFR 91.210 
Has the grantee described the significant characteristics of the housing 
markets, including aspects such as supply, demand, cost and condition of 
housing?  See MA-10 for supply and demand, MA-15 for cost and MA-20 for 
condition. 

☐ ☐  

Does the grantee describe the number and targeting (income level/type of 
family served) of units assisted with federal, state, and local programs? 

☐ ☐  

Does the grantee provide an assessment of units expected to be lost from 
the affordable housing inventory for any reason, such as expiration of 
Section 8 contracts. 

☐ ☐  

Does the grantee indicate whether the availability of housing units meets 
the needs of the population? 

☐ ☐  

Does the grantee describe the need for specific types of housing? ☐ ☐  

CDBG-DR Specific: Did the grantee insert language on the number of housing 
units affected from the “impact and unmet needs assessment” section of 
their HUD-approved CDBG-DR Action Plan? 

☐ ☐  

MA-15: Housing Market Analysis – Cost of Housing 
Does the grantee indicated whether there is sufficient housing for 
households at all income levels? 

☐ ☐  

Does the grantee discuss how affordability of housing is likely to change 
considering changes to home values and/or rents? 

☐ ☐  

Does the grantee discuss how HOME rents/Fair Market Rents compare to 
Area Median Rents and how this impacts their strategy to provide or 
preserve affordable housing? 

☐ ☐  

CDBG-DR Specific: Did the grantee insert language on the cost of housing 
from the “impact and unmet needs assessment” section of their HUD-
approved CDBG-DR Action Plan? 

☐ ☐  
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MA-20: Housing Market Analysis – Condition of Housing 
Does the plan define “standard condition” and “substandard condition but 
suitable for rehabilitation” in its Consolidated Plan?  

☐ ☐  

Vacant Units Table: Does the jurisdiction include an estimate of the number 
of vacant and abandoned buildings and whether the units in these buildings 
are suitable for rehabilitation? 

☐ ☐  

Does the plan describe the need for owner and rental rehabilitation based 
on the condition of the grantee’s housing? 

☐ ☐  

Has the grantee estimated the number of housing units occupied by low or 
moderate income families that contain lead-based paint hazards?  

☐ ☐  

CDBG-DR Specific: Did the grantee insert language on the condition of 
housing units affected from the “impact and unmet needs assessment” 
section of their HUD-approved CDBG-DR Action Plan? 

☐ ☐  

MA-25: Housing Market Analysis – Public & Assisted Housing 
Based on the data provided, does the grantee describe the number and 
physical condition of public housing units in the jurisdiction, including those 
that are participating in an approved Public Housing Agency Plan? 

☐ ☐  

Does the grantee describe the restoration and revitalization needs of public 
housing in the jurisdiction? 

☐ ☐  

Does the plan describe the public housing agency’s strategy for improving 
the living environment of low- and moderate-income families residing in 
public housing?  

☐ ☐  

Note: Data provided in this screen is based on the Public Housing Agencies selected by the grantee when the plan 
was created.  A list of those agencies can be found on screen AD-25. 
MA-30: Housing Market Analysis – Homeless Facilities & Services  24 CFR 91.210(c) 
Did the grantee provide data in the table of facilities and housing that meet 
the needs of homeless persons within the jurisdiction, particularly 
chronically homeless individuals and families, families with children, 
veterans and their families, and unaccompanied youth?   

☐ ☐  

Does the plan describe services targeted to homeless persons and 
mainstream services, such as health, mental health and employment 
services to the extent those services are used to complement services 
targeted to homeless persons? 

☐ ☐  

If grantee listed these services and facilities on screen SP-40 (Institutional 
Delivery Structure) or screen MA-35 (Special Needs Facilities and Services), 
did they describe how these facilities and services specifically address the 
needs of these populations. 

☐ ☐  

MA-35: Housing Market Analysis – Special Needs facilities & Services 
Has the grantee described, to the extent information is available, the 
facilities and services that assist persons who are not homeless but who 
require supportive housing?   

☐ ☐  

Does the plan describe programs for ensuring that persons returning from 
mental and physical health institutions receive appropriate supportive 
housing? 

☐ ☐  

Does the plan specify the activities that the grantee plans to undertake 
during the next year to address the housing and supportive services needs 
identified for persons who are not homeless but have other special needs? 
Are these activities linked to one-year goals? 

☐ ☐  
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MA-40: Housing Market Analysis – Barriers to Affordable Housing   24 CFR 91.210(d) 
Has the grantee described public policies that affect affordable housing?  
Factors which affect affordable housing may include: 

• Tax policies affecting land and other property, Land use controls, 
Zoning ordinances, Building codes, Fees and charges, Growth limits, 
Policies that affect the return on residential investment 

☐ ☐  

MA-45: Housing Market Analysis – Non-Housing Community Development Assets  24 CFR 91.215(f) 
Does the plan describe the major employment sectors within the jurisdiction 
in the Business Activity table? 

☐ ☐  

Does the plan describe the workforce and infrastructure needs of businesses 
in the jurisdiction? 

☐ ☐  

Does the plan describe any major changes that may have an economic 
impact, such as planning public or private sector investments or initiatives 
that have affected or may affect job and business growth opportunities 
during the planning period and any needs for workforce development, 
business support or infrastructure these changes may create?  
Note: The Desk Guide clarifies that the grantee should identify the need for 
economic development activities, including job training, business assistance, 
and infrastructure development.  

☐ ☐  

Does the plan describe how the skills and education of the current 
workforce correspond to employment opportunities in the jurisdiction? 

☐ ☐  

Does the plan describe current workforce training initiatives and how these 
efforts will support the grantee’s consolidated plan? 

☐ ☐  

Does the plan indicate whether the jurisdiction participates in a 
Comprehensive Economic Development Strategy (CEDS)?If yes, does the 
plan indicate what economic development initiatives are you undertaking 
that may be coordinated with the Consolidated Plan? If not, does the plan 
describe other local/regional plans or initiatives that impact economic 
growth? 

☐ ☐  

MA-50: Market Analysis – Needs and Market Analysis Discussion  91.210(a) 
Does the grantee provide a definition of “concentration? 
Note: Definitions of concentration should include separate definitions for 
minority concentration and low-income concentration.  

☐ ☐  

Does the grantee describe if: ☐ ☐  

    There are areas where households with multiple  
     housing problems are concentrated? 

☐ ☐  

    There are any areas in the jurisdiction where racial or  
    ethnic minorities or low-income families are   
    concentrated? 

☐ ☐  

Does the plan describe the characteristics of the market in these 
areas/neighborhoods? 

☐ ☐  

    Including  community assets in these  
    areas/neighborhoods? 

☐ ☐  

    Including other strategic opportunities in these areas? ☐ ☐  

CDBG-DR Specific: Did the grantee insert language dealing with the needs 
and market analysis discussion from the “impact and unmet needs 
assessment” section of their HUD-approved CDBG-DR Action Plan.  

☐ ☐  
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SP Screens: Strategic Plan  91.215 
Note: When reviewing this section of the Consolidated Plan, keep in mind that the priorities/objectives should relate 
to the needs identified in the Housing and Homeless Needs and Housing and Market Analysis sections. Information 
entered on these screens will download into the AP screens automatically.  
SP-10: Geographic Priorities 91.215(a)(1)  and  91.215(g) 
Does the grantee indicate the general priorities for allocating investment 
geographically within the jurisdiction (or within the EMSA for HOPWA) and 
among different activities and needs?   

☐ ☐  

Does the grantee identify areas where geographically targeted revitalization 
efforts are carried out through multiple activities in a coordinated manner?   
Note: This is encouraged, but not required and can be included in the 
narrative text box on SP-10 or an added text box.  

☐ ☐  

SP-25: Priority Needs 
Does the plan describe the grantee’s priority needs?   
Note: Click the “View Summary” button under the “Priority Needs” table on 
this screen to see a summary of the information on each individual Need 
screen. 

☐ ☐  

Does the plan describe the grantee’s priority homeless needs? 
Note: This is accomplished by creating priority needs on this screen and 
classifying them as homeless needs.  

☐ ☐  

Does the plan include the priority housing and supportive service needs of 
persons who are not homeless but may or may not require supportive 
housing?   

☐ ☐  

Does the grantee describe the rationale for establishing the allocation 
priorities given to each category of priority needs, particularly among 
extremely low-income, low-income and moderate-income households?   

☐ ☐  

SP-30: Influence of Market Conditions   91.215(b) 
Does the grantee indicate which market characteristics will influence the use 
of funds available for the following? 

☐ ☐  

    Tenant Based Rental Assistance (TBRA)? 
     The grantee should also specify the local market condition(s) that  
     led to this choice.  

☐ ☐  

    TBRA for non-homeless special needs?  
    The grantee should also specify the local market condition(s) that  
    led to this choice.  

☐ ☐  

    New Unit Production?   ☐ ☐  

    Rehabilitation?   ☐ ☐  

    Acquisition, including preservation?  ☐ ☐  

Note: This section should explain how the characteristics of the housing market, the severity of housing problems 
and the needs of the extremely low-income, low-income, and moderate-income rents, persons at risk of 
homelessness, and homeless persons identified in accordance with 24 CFR 91.205 provide the rationale for 
establishing the allocation priorities and use of funds made available for these housing types. 
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SP-35: Anticipated Resources   
In the chart provided, does the plan include the Annual Allocation, Program 
Income, Prior Year Resources, and Expected Amount Available for the 
remainder of the Con Plan for each identified funding source, (CDBG, HOME, 
ESG and HOPWA as appropriate, Section 8 funds, low income housing tax 
credits, and competitive McKinney-Vento Homeless Assistance Act funds) 
and other resources from private, state, and local sources that are 
reasonably expected to be made available to address the needs identified in 
the plan? 

☐ ☐  

    Annual Allocation  ☐ ☐  

    Program Income ☐ ☐  

    Prior Year Resources   
 

☐ ☐  

    Expected Amount Available for remainder of Con Plan ☐ ☐  

Does the plan explain how federal funds will leverage additional resources 
(private, state and local funds), including a description of how match 
requirements will be satisfied? 

☐ ☐  

Review match requirements: ☐ ☐  

    HOME:  25% match on all expenditures except planning and admin, CHDO  
    operating, CHDO capacity building, and CHDO project specific expenses  
    when repayment is waived by the PJ under §92.301. 

☐ ☐  

    ESG: 100% match on all expenditures must be provided after the date that  
    HUD signs the grant agreement.  Cash, non-cash, and program income  
    must meet requirements of § 576.201. 

☐ ☐  

If appropriate, does the plan describe publicly owned land or property 
located within the jurisdiction that may be used to address the needs 
identified in the plan? 

☐ ☐  

CDBG-DR Specific: Does the plan include CDBG-DR as a source of funding if 
the community was a recipient of federal disaster assistance? 

☐ ☐  

Note:  Information entered on this screen will appear on the AP-15 screen. This information on the AP-15 screen is 
not editable. To change the AP-15, the grantee must edit the SP-35 screen first.  
SP-40: Institutional Delivery Structure   91.215(k) 
Does the grantee explain the institutional structure, including businesses, 
developers, nonprofit organizations, philanthropic organizations, community 
and faith-based organizations, philanthropic organizations, the Continuum 
of Care, and public institutions, departments and agencies through which 
the grantee will carry out its housing, homeless, and community 
development plan? This should also include a brief summary of what the 
grantee will do to overcome these gaps. 
Note: this can be accomplished by filling out the table in SP-40.  All the 
organization types are options that can be selected when adding 
“responsible entities” to this table.  

☐ ☐  

Does the plan assess the strengths and gaps in the delivery system?  This 
should also include a brief summary of what the jurisdiction will do to 
overcome these gaps. 

☐ ☐  
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Using the chart provided, does the plan indicate the availability of services 
targeted to homeless persons and persons with HIV and mainstream 
services? 

☐ ☐  

Does the plan describe the extent to which services targeted to homeless 
person and persons with HIV and mainstream services, such as health, 
mental health and employment services are made available to and used by 
homeless persons (particularly chronically homeless individuals and families, 
families with children, veterans and their families and unaccompanied 
youth) and persons with HIV within the jurisdiction? 

☐ ☐  

Does the plan describe the strengths and gaps of the service delivery system 
for special needs population and persons experiencing homelessness, 
including, but not limited to, the services listed above? 

☐ ☐  

Does the plan provide a summary of the strategy for overcoming gaps in the 
institutional structure and service delivery system for carrying out a strategy 
to address priority needs? 

☐ ☐  

SP-45: Goals    91.215(a)(4) 
Has the grantee summarized the priorities and specific objectives, describing 
how funds that are reasonably expected to be made available will be used to 
address identified needs?  

☐ ☐  

For each specific objective, has the grantee identified proposed 
accomplishments  and outcomes the grantee hopes to achieve in 
quantitative terms over a specific time period, or in other measurable terms 
as identified and defined by the grantee? 

☐ ☐  

    Does the plan include specific objectives that describe the proposed   
    accomplishments that the grantee hopes to achieve?  

☐ ☐  

    Does the Community Development component of the plan state the  
    grantee’s specific long-term and short-term community development     
    objectives (including economic development activities that create jobs)   
    that were developed in accordance with the primary objective of the  
    CDBG program to develop viable urban communities by providing decent  
     housing and a suitable living environment and expanding economic  
     opportunities, principally for low-income and moderate income persons? 

☐ ☐  

    Does the jurisdiction identify in its plan how it will address the needs of  
    public housing? 
    Note: Public Housing is one of the categories grantees can assign to goals.  
    Reviewing goals summary for goals designated as public housing goals will  
    help answer this question. 

☐ ☐  

Does the plan specify the number of extremely low, low, moderate, and 
middle income families, and homeless persons to whom the grantee will 
provide affordable housing as defined in 24 CFR 92.252 for rental housing 
and 24 CFR 92.254 for homeownership over a specific time period?  
Note:  The grantee should estimate the number of renter and owner 
households to whom the jurisdiction will provide affordable housing 
assistance separately for homeless persons and each income group.  Other 
units assisted that do not meet the definition of “affordable housing” in the 
HOME regulations at 24 CFR 92.252 for rental housing may be discussed 
separately. 

☐ ☐  

CDBG-DR Specific: Does the plan reflect disaster recovery goals (including 
affordable housing goals) if applicable to be accomplished with CDBG-DR 
funding?  

☐ ☐  
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Note: This can be done by either 1) creating one goal that will 
encompass all accomplishments anticipated to result from the CDBG-
DR program during the Strategic Planning Period, or 2) by folding 
anticipated CDBG-DR accomplishments into other program goals on 
this screen. 
Note:  To view information for each Goal, click on the “View Summary” button under the Goals Table. Information 
entered on this screen will automatically transfer to the AP Goals Screens. 
SP-50: Public Housing Accessibility & Involvement   91.215(c) 
If required by a Section 504 Voluntary Compliance Agreement, does the plan 
describe the need to increase the number of accessible units? 

☐ ☐  

Does the plan describe the grantee’s activities to encourage public housing 
residents to become more involved in management and participation in 
homeownership?   

☐ ☐  

If there is a troubled housing authority located within the jurisdiction, does 
the plan describe how the jurisdiction will provide financial or other 
assistance to improve the PHAs operations and remove the “troubled” 
designation?   

☐ ☐  

SP-55: Barriers to Affordable Housing   91.215(h) 
Does the plan describe the grantee's strategy to remove or ameliorate 
negative effects of public policies that serve as barriers to affordable 
housing as identified in the needs assessment section?   
Note: The text on this screen under the heading “Barriers to affordable 
housing” is a read-only copy of the discussion of barriers to affordable 
housing on MA-40. It is provided here for reference to assist grantees when 
they discuss strategies to remove or ameliorate these barriers. 

☐ ☐  

SP-60: Homelessness Strategy   91.215(d) 
Does the plan describe the grantee's strategy for reducing and ending 
homelessness through reaching out to homeless persons (especially 
unsheltered persons) and assessing their individual needs?   

☐ ☐  

Does the plan describe the grantee's strategy for reducing and ending 
homelessness through addressing the emergency shelter and transitional 
housing needs of homeless persons?   

☐ ☐  

Does the plan describe the grantee's strategy for reducing and ending 
homelessness through helping homeless persons (especially persons that 
are chronically homeless individuals and families, families with children, 
veterans, and their families and unaccompanied youth) make the transition 
to permanent housing and independent living, including shortening the 
period of time individuals and families experience homelessness, facilitating 
access for homeless individuals and families to affordable housing units, and 
preventing individuals and families who were recently homeless from 
becoming homeless again?   

☐ ☐  

Does the grantee describe the strategy for reducing and ending 
homelessness through to helping low-income individuals and families avoid 
becoming homeless, especially extremely low-income individuals and 
families who are likely to become homeless after being discharged from 
publicly funded institutions and systems of care or those receiving 
assistance from public or private agencies that address housing, health, 
social services, employment, education, or youth needs?? 

☐ ☐  
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SP-65: Lead-Based Paint Hazards     91.215(i) 
Does the plan outline the actions to address lead based paint hazards and 
increase access to housing without lead based hazards?  

☐ ☐  

Does the plan discuss how the actions to address lead based paint hazards 
are related to the extent of lead poising and hazards? 

☐ ☐  

Does the plan discuss how the plan for reduction of lead-based paint 
hazards will be integrated into housing policies and programs? 

☐ ☐  

SP-70: Anti-Poverty Strategy      91.215(j) 
Does the plan describe the grantee’s goals, programs, and policies for 
reducing the number of poverty level families?   

☐ ☐  

Does the plan describe how the grantee’s goals, programs and policies for 
producing and preserving affordable housing will be coordinated with other 
programs designed to serve persons at the poverty level (such as TANF and 
employment training programs)? 

☐ ☐  

SP-80: Monitoring   91.230 
Does the plan describe the standards and procedures that the grantee will 
use to monitor activities carried out in furtherance of the plan and ensure 
long-term compliance with requirements of the programs involved, 
including the comprehensive planning requirements?   

☐ ☐  

AP Screens: Action Plan  
AP Screens contain prepopulated field containing information entered by the grantee in the NA, MA and SP screens. 
To change prepopulated information in AP screens, the grantee must first update their NA. MA or Sp screen.   

AP-15: Expected Resources (see SP-35) 
See Questions for SP-35 Screen.  ☐ ☐  

AP-20: Annual Goals & Objectives  91.220(c)(3) & (e) 
Does the consolidated plan contain a summary of the annual objectives the 
grantee expects to achieve during the forthcoming program year?   
Note: Annual goals are a subset of the Strategic Plan goals described in SP-
45 

☐ ☐  

Does the plan include outcome measures for activities included in the AP in 
accordance with guidance issued by HUD?   

☐ ☐  

CDBG- DR Specific: Does the plan include annual goals for activities that 
received CDBG-DR funding if the community received federal disaster 
assistance? 

☐ ☐  

AP-35: Projects    91.220(d) and 91.220(I)(1) 
Does the plan provide a description of the activities the grantee will 
undertake during the next year to address priority needs and objectives? 

☐ ☐  

    Estimate the number and types of families (including income level) that  
    will benefit from the proposed activities? 

☐ ☐  
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    Describe the specific local objectives and priority needs that will be  
    addressed by the activities using formula grant funds and program income  
    the grantee expects to receive during the program year? 
Note:  These needs are described on SP-25. Projects planned to address 
homeless and other special needs may also be addressed on AP-65 in the 
discussion text box.  AP-35 describes the activities for the year in each 
project, including projects users plan to undertake relative to this 
requirement. Individual project details can be viewed by clicking “view” next 
to each project entry on this screen. An overview of project details can be 
seen by clicking “View Summary” at the bottom of the table on this screen. 

☐ ☐  

    Describe proposed accomplishments, and target date for completion of  
    the activity?    

☐ ☐  

Does the Plan include a description of activities for all CDBG funds (including 
program income and proceeds from Section 108 guarantees, etc.) expected 
to be available? 

☐ ☐  

Are CDBG activity descriptions in sufficient detail, including location, to 
allow citizens to determine the degree to which they are affected?     

☐ ☐  

Does the plan indicate the reasons for allocation priorities and any obstacles 
to addressing underserved needs? 

☐ ☐  

CDBG- DR Specific: If the community received federal disaster, does the plan 
reference CDBG-DR allocation priorities in the text box on this screen and 
provide a link to the grantee’s website where it’s CDBG-DR Action Plan is 
posted as a resource for parties that wish to find out more? 

☐ ☐  

Note: It is important that all CDBG, HOME and ESG funds be covered by the action plan, that the source of all such 
funds be clearly identified in the action plan, and that the planned use of all such funds for activities (and allowable 
contingencies) is shown in the action plan. In reviewing action plans, HUD should check that there is a balance 
between the sources of funds listed in the action plan and the amounts budgeted for the individual activities. A 
check should also be made to ensure that the amounts listed as sources match the amount of estimated funding 
listed in the corresponding SF-424. If there is a discrepancy between any of these figures, the grantee should be 
contacted immediately for clarification and correction. 
Expenditure Limits 
Note: A “No” response to any Expenditure Limit question is not grounds for 
disapproval. 

☐ ☐  

    Has the grantee’s budget exceeded the 20% administrative cap for CDBG?  ☐ ☐  

    Has the grantee’s budget exceeded the 15% public service cap for CDBG? ☐ ☐  

    Has the grantee’s budget exceeded the 10% administrative cap for  
    HOME? 

☐ ☐  

    Has the grantee’s budget met the 15% CHDO set-aside for HOME? ☐ ☐  

    Has the grantee’s budget exceeded the 3% administrative cap for HOPWA  
    or the 7% administrative cap by project sponsors under HOPWA? 

☐ ☐  

    Has the grantee’s budget exceeded the 7.5% administrative cap for  
    Emergency Solutions Grant? 

☐ ☐  

    Does the amount of ESG funds budgeted for street outreach and  
    emergency shelter activities exceed the greater of 60% of the  
    jurisdiction’s fiscal year ESG grant or the amount of FY 2010 ESG funds  
    committed for homeless assistance activities? 

☐ ☐  
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AP-50: Geographic Distribution    91.220(f) 
For local jurisdictions, this screen is only required if geography was used to determine funing allocation priorities or 
if it identified one or more target areas in the Strategic Plan.  
Does the plan include a description of the geographic areas of the 
jurisdiction (including areas of low-income and minority concentration) 
where assistance will be directed?  

☐ ☐  

If applicable, does the grantee estimate the percentage of funds they plan to 
dedicate to target areas?  

☐ ☐  

Does the plan provide the rationale for the priorities for allocating 
investment geographically? 

☐ ☐  

If the grantee is requesting approval of a Neighborhood Revitalization 
Strategy Area, does it meet the requirements of CPD Notice 96-1 and 
include outcomes? 

☐ ☐  

Note: Separate documentation should be maintained to verify compliance with CPD Notice 96-1. Any documents 
needed to seek approval of an NRSA should also be included as attachments on the AD-25 screen. 
AP-55: Affordable Housing Goals   91.220(g) 
Does the plan specify one-year goals for the number of households to be 
provided affordable housing through activities that provide rental 
assistance, production of new units, rehabilitation of existing units, or 
acquisition of existing units using funds made available to the grantee, 
including affordable housing goals to be accomplished with CDBG-DR funding if 
applicable?     

☐ ☐  

CDBG-DR Specific: Does the grantee specify one-year goals for the number 
of homeless, non-homeless, and special needs households to be provided 
affordable housing units using funds made available to the grantee, 
including if applicable, affordable housing goals to be accomplished with 
CDBG-DR funding?    

☐ ☐  

Note:  The term affordable housing shall be as defined in 24 CFR 92.252 for rental housing and 24 CFR 92.254 for 
homeownership. These estimates should not include the provision of emergency shelter, transitional shelter, or 
social services.   
CDBG-DR Specific: The grantee must include annual goals for CDBG-DR funds; however they do not require that they 
include affordable housing goals in particular if the grantee does not select this as an activity.  
AP-60: Public Housing   91.220(h) 
Does the grantee describe actions it plans to take to address the needs of 
public housing? 

☐ ☐  

Does the plan discuss actions planned to encourage public housing residents 
to become more involved in management and participate in 
homeownership? 

☐ ☐  

If the public housing agency is designated as “troubled” by HUD, does the 
grantee must describe the manner in which it will provide financial or other 
assistance to improve its operations and remove the “troubled” 
designation? 
Note: Consult with Public and Indian Housing representative to determine 
whether Public Housing Authority is designated as “troubled.” 

☐ ☐  
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AP-65: Homeless & Other Special Need Activities   91.220(i) 
Does the grantee describe its one-year goals and specific action steps for 
reducing and ending homelessness through: 

☐ ☐  

a. Reaching out to homeless persons (especially unsheltered persons) 
and assessing their individual needs)  

☐ ☐  

b. Addressing the emergency shelter and transitional housing needs of 
homeless persons 

☐ ☐  

c. Helping homeless person (especially chronically homeless 
individuals and families, families with children, veterans and their 
families, and unaccompanied youth) make the transition to 
permanent housing and independent living, including shortening the 
period of time that individuals and families experience 
homelessness, facilitating access for homeless individuals and 
families to affordable housing units, and preventing individuals and 
families who were recently homeless from becoming homeless 
again? 

☐ ☐  

d. Helping low-income individuals and families avoid becoming 
homeless, especially extremely low-income individuals who are: 

i. Being discharged from publicly funded institutions and 
systems of care, such as health-care facilities, mental health 
facilities, foster care or other youth facilities, corrections 
programs and institutions? 

ii. Receiving assistance from public or private agencies that 
address housing, health, social services, employment, 
education or youth needs? 

☐ ☐  

Does the grantee specify the activities it plans to undertake during the next 
year to address the housing and supportive service needs for persons who 
are not homeless but have other special needs (i.e. elderly, frail elderly, 
persons with disabilities (mental, physical, developmental, persons with 
alcohol or other drug additions), person with HIV/AIDS and their families, 
and public housing residents)?  Also see AP 35. 

☐ ☐  

Note:  AP-65 does not specifically call out the needs described here or in §91.215(e).  Users must discuss in the 
discussion text box.  AP-35 describes the activities for the year, including projects users plan to undertake relative to 
this requirement. Additional annual goal information such as numeric/quantity etc. can be seen on the AP-20 screen 
by clicking “view” next to each individual goal on that screen or by clicking “View Summary” below the goal table on 
AP-20. 

AP-70: HOPWA Goals   91.220(I)(3) 
Does the grantee directly administer HOPWA funds?  
If no, AP-70 should not be included in their Con Plan template and the 
checklist elements in this section can be ignored.  

☐ ☐  

Does the plan describe the grantee’s one-year goals for the number of 
households to be provided housing through the use of HOPWA for: Short-
term rent, mortgage and utility assistance payments; Tenant based rental 
assistance; Units provided in permanent housing facilities developed, leased 
or operated with HOPWA funds; and Units provided in transitional short-
term housing facilities developed, leased or operated with HOPWA funds? 

☐ ☐  
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AP-75: Barrier to Affordable Housing   91.220(j)  
Does the grantee describe actions it plans to take to remove or ameliorate 
the negative effect of public policies that serve as barriers to affordable 
housing?  Such policies, procedures, and processes include but are not 
limited to: land use controls, tax policies affecting land, zoning ordinances, 
building codes, fees and charges, growth limitations, and policies affecting 
the return on residential investment.   

☐ ☐  

AP-85: Other Actions   91.220(k) 
Does the plan discuss actions the grantee plans to take to address obstacles 
to meeting underserved needs? 

☐ ☐  

Does the plan discuss actions planned to foster and maintain affordable 
housing? 

☐ ☐  

Does the plan discuss actions planned to reduce lead-based paint hazards? ☐ ☐  

Does the plan discuss actions the grantee plans to take to reduce the 
number of poverty-level families? 

☐ ☐  

Does the plan discuss actions the grantee plans to take to develop the 
institutional structure? 

☐ ☐  

Does the plan discuss actions the grantee plans to take to enhance 
coordination between public and private housing and social service 
agencies? 

☐ ☐  

Note:  With respect to economic development, the plan should describe actions that will take place to enhance 
coordination with private industry, businesses, developers, and social services agencies.  
AP-90: Program-Specific Requirements – CDBG  91.220(l)(1) 
Does the AP include a description of CDBG funds expected to be available 
during the program year, including the following: 

a) any program income that will have been received before the start of 
the next program year and that has not yet been programmed; 

b) proceeds from Section 108 loan guarantees that will be used during 
the year to address the priority needs and specific objectives 
identified in its strategic plan; 

c) surplus from urban renewal settlements; 
d) grant funds returned to the line of credit for which the planned use 

has not been included in a prior statement or plan; or 
e) any income from float-funded activities? 

☐ ☐  

Does the AP identify the estimated percentage of CDBG funds that will be 
used for activities that benefit persons of low-and moderate-income?   

☐ ☐  

AP-90: Program-Specific Requirements – HOME   91.220(l)(2) 
If the grantee does not directly administer HOME funds, this section of AP-90 should not be included in their Con 
Plan template and the HOME checklist elements can be ignored.  
Does AP provide for engaging in forms of investment which are not 
described in 24 CFR 92.205? 

☐ ☐  

Note: “HUD's specific written approval to the jurisdiction is required for other forms of investment, as provided in 
§92.205(b). Approval of the consolidated plan or action plan under §91.500 or the failure to disapprove the 
consolidated plan or action plan does not satisfy the requirement for specific HUD approval for other forms of 
investment.” 
AP-90: Program-Specific – HOME Resale and Recapture Provisions 
Note:  Approval of the consolidated plan or action plan under §91.500 or the failure to disapprove the consolidated 
plan or action does not satisfy the requirement for specific HUD approval for resale or recapture guidelines. 
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A1:  If the PJ proposes to use any HOME funds for assisting homebuyers 
(whether through down payment assistance, new construction or 
rehabilitation), does the Annual Action Plan include resale or recapture 
provisions?   

☐ ☐  

Explanation:  PJs must submit resale or recapture provisions to HUD for review and approval before using any HOME 
funds for this purpose.  HUD must determine that the provisions meet the requirements established in 24 CFR 
92.254(a) (5) (i) and (ii). 
Field Office Action:  If yes, continue to Question A2.  If no, you must contact the PJ and ask that it submit the resale 
and/or recapture provisions before the end of the 45-day Annual Action Plan review period or you must inform the 
PJ in writing in the Annual Action Plan approval letter that it may not use any HOME funds for homebuyer assistance 
until it has submitted and HUD has approved the resale and/or recapture provisions to be used. 
A2:  If the PJ will use subrecipients, State recipients, urban county or 
consortium members, CHDOs or other entities to provide the homebuyer 
assistance, did the PJ submit the resale or recapture provisions to be used 
by these entities to HUD for review as part of the Annual Action Plan?   

☐ ☐  

Explanation:  All resale or recapture provisions to be used in a PJ’s program must be reviewed and approved by HUD 
before the PJ can use any HOME funds for homebuyer projects using those provisions. 
Field Office Action:  If yes, proceed with your review.  If no, you must contact the PJ and ask that it submit the resale 
and/or recapture provisions to be used by one or more of these entities before the end of the 45-day Annual Action 
Plan review period.  If this is not possible or the PJ fails to respond or submit an acceptable revision, you must inform 
the PJ in the Annual Action Plan approval letter that HUD is disapproving its resale and/or recapture provisions and 
the entity may not use any HOME funds to undertake any activities related to homebuyer assistance until the PJ has 
submitted and HUD has approved the resale and/or recapture provisions to be used. 
A3:  If the PJ proposes to use more than one set of provisions (e.g., both 
resale and recapture, different sets of recapture provisions), does the 
Annual Action Plan provide an explanation of the circumstances under 
which each form will be used? 

☐ ☐  

Explanation:  For example, a PJ may use recapture provisions for its HOME down-payment assistance program, but 
impose resale provisions on homebuyer units newly constructed with HOME funds by its CHDO.  The Annual Action 
Plan must explain when it will use each set of provisions. 
Field Office Action:  If yes or N/A, proceed with your review.  If no, you must contact the PJ and ask that it revise its 
discussion of its resale and/or recapture provisions to include an explanation of the circumstances under which each 
set of provisions will be used before the end of the 45-day Annual Action Plan review period.  If this is not possible or 
the PJ fails to respond or submit an acceptable revision within the review period, you must inform the PJ in the 
Annual Action Plan approval letter that HUD is disapproving its resale and/or recapture provisions and it may not 
use any HOME funds to undertake any activities related to homebuyer assistance until the PJ has submitted and 
HUD has approved the resale and/or recapture provisions to be used.   
B1:  Do the recapture provisions reflect one of the following models? 
1. PJ recaptures entire amount; 
2. Pro rata reduction of recapture amount during affordability period; 
3. Owner recovers entire investment (down payment and capital 

improvements) before PJ recaptures HOME investment; 
4. Shared net proceeds in event of insufficient net proceeds; 
5. PJ-developed or modified provisions. 

☐ ☐  

Explanation: Recapture provisions permit the HOME-assisted homebuyer to sell their unit at any time during the 
period of affordability, to any willing buyer, and at the price the market will bear.  The PJ imposes recapture 
provisions by written agreement and by recorded lien.   In the event of a voluntary or involuntary sale during the 
period of affordability, the PJ must recapture the amount specified under its recapture provisions. The HOME 
regulations at 24 CFR 92.254(a)(5)(ii)(A) list four acceptable recapture models and permit PJs to adopt, develop or 
modify their own recapture requirements for HUD approval. 
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B2:  Are the provisions described in adequate detail for the HUD Reviewer 
and interested members of the public to understand the PJ’s method for 
recapturing funds? 

☐ ☐  

Explanation:  The Annual Action Plan must describe the recapture provision(s) to be used in sufficient detail for HUD 
and the public to understand which provisions it has chosen and how they will be implemented.  Provisions that 
simply cite or repeat HOME regulations are not acceptable.  The provisions must be described in the Annual Action 
Plan.  Similarly, if the PJ has developed its own provisions or made modifications to the regulatory models, it must 
describe those provisions in sufficient detail.   
Field Office Action:  If yes, proceed with your review.  If no, you must contact the PJ and ask that it revise its 
discussion of its recapture provisions to include sufficient detail to permit HUD and the public to understand the 
recapture requirements being adopted.  If this is not possible or the PJ fails to respond or submit an acceptable 
revision within the 45-day review period, you must inform the PJ in the Annual Action Plan approval letter that HUD 
is disapproving its recapture provisions and it may not use any HOME funds to undertake any activities related to 
homebuyer assistance until the PJ has submitted and HUD has approved the recapture provisions to be used. 
B3:  Do the provisions indicate that the amount subject to recapture is the 
direct subsidy received by the homebuyer?  

☐ ☐  

Explanation:  Direct subsidy includes HOME investment that enabled the homebuyer to purchase the property.  This 
includes down payment assistance, closing costs or other HOME assistance provided directly to the homebuyer 
and/or the difference between the fair market value of the property and a reduced sales price attributable to HOME 
development assistance.  Development subsidies (i.e., the difference between the cost of producing the unit and the 
fair market value of the unit) cannot be subject to recapture since the homebuyer did not realize a direct benefit 
from these funds.  
Field Office Action:  If yes, proceed with your review.  If no, you must contact the PJ and ask that it revise its 
recapture provisions to state that only direct subsidy to the homebuyer is subject to recapture.  If this is not possible 
or the PJ fails to respond or submit an acceptable revision within the 45-day review period, you must inform the PJ in 
the Annual Action Plan approval letter that HUD is disapproving its recapture provisions and it may not use any 
HOME funds to undertake any activities related to homebuyer assistance until the PJ has submitted and HUD has 
approved the recapture provisions to be used. 

B4:  Do the provisions limit the amount to be recaptured to the net 
proceeds available from the sale? 

☐ ☐  

Explanation:  The net proceeds are the sales price minus loan repayment (other than HOME funds) and closing costs.  
The PJ must limit the amount subject to recapture to the net proceeds available from the sale.  This limitation 
applies to all units regardless of the type of recapture provisions used or to the nature of the sale (voluntary sales 
including short sales, and involuntary sales including foreclosures). Any recapture provisions that do not explicitly 
include this limitation are unacceptable and cannot be approved. 
Field Office Action:  If yes, proceed with your review.  If no, you must contact the PJ and ask that it revise its 
recapture provisions to state that its recapture provisions limit the amount to be recaptured to the net proceeds of 
the sale.  If this is not possible or the PJ fails to respond or submit an acceptable revision within the 45-day review 
period, you must inform the PJ in the Annual Action Plan approval letter that HUD is disapproving its recapture 
provisions and it may not use any HOME funds to undertake any activities related to homebuyer assistance until the 
PJ has submitted and HUD has approved the recapture provisions to be used. 
C1:  Does the resale provision limit resale of the property during the HOME 
period of affordability only to a buyer whose family qualifies as a low-
income family?  

☐ ☐  

Explanation:  Resale Provisions preserve the affordability and availability of the HOME-assisted homebuyer unit to 
low-income households for the entire period of affordability.  The PJ controls the resale price by establishing an 
objective methodology for determining what is a fair return to the original homebuyer, in an effort to make the 
property affordable to a reasonable range of low-income homebuyers.  If the established resale price is not 
affordable to the subsequent low-income homebuyer, the PJ may be required to provide additional assistance to 
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that homebuyer – but may not adjust the resale price as a result. Resale provisions that permit resale of a HOME-
assisted unit to a subsequent homebuyer who is not low-income – regardless of the circumstance – are not 
acceptable.  Resale provisions that provide a recapture option to facilitate sale to a subsequent buyer who is not 
income-eligible (i.e., resale/recapture hybrids) are not acceptable. 
Field Office Action:  If yes, proceed with your review.  If no, you must contact the PJ and ask that it revise its resale 
provision to state that the housing may only be resold to a family that qualifies as low-income.  If this is not possible 
or the PJ fails to respond or submit an acceptable revision within the45-day review period, you must inform the PJ in 
the Annual Action Plan approval letter that HUD is disapproving its resale provisions and it may not use any HOME 
funds to undertake any activities related to homebuyer assistance until the PJ has submitted and HUD has approved 
the resale provisions to be used. 
C2:  Does the provision contain a specific definition of “fair return on 
investment?” 

☐ ☐  

Explanation:  The provision describes in detail what return homebuyers can expect if they sell their unit during the 
period of affordability.  The PJ is expected to identify an objective standard or index that will determine “fair return” 
on resale.  (See C3) 
Field Office Action:  If yes, proceed with your review.  If no, you must contact the PJ and ask that it revise its resale 
provision to include a definition of “fair return on investment.”  If this is not possible or the PJ fails to respond or 
submit an acceptable revision within the 45-day review period, you must inform the PJ in the Annual Action Plan 
approval letter that HUD is disapproving its resale provisions and it may not use any HOME funds to undertake any 
activities related to homebuyer assistance until the PJ has submitted and HUD has approved the resale provisions to 
be used 
C3:  Is fair return based upon an objective index or standard?   ☐ ☐  

Explanation:  An objective standard or index is concrete and publicly accessible and can be easily measured at the 
time of original purchase and at resale.  Examples include: a percentage of the change in median sales prices over 
the period of ownership, the percentage change in area median income over the period of ownership, and the 
percentage change in the Consumer Price Index over the period of ownership.  In depressed or declining markets, a 
loss on investment can constitute a fair return.  A standard that ties the return to the original homebuyer to the 
price that a specific homebuyer or a defined group of low-income homebuyers are able to pay does not constitute 
fair return and is not acceptable. 
Field Office Action:  If yes, proceed with your review.  If no, you must contact the PJ and ask that it revise its resale 
provisions to specify the standard or index that will be applied upon resale to provide a fair return to the homebuyer.  
If this is not possible or the PJ fails to respond or submit an acceptable revision within the 45-day review period, you 
must inform the PJ in the Annual Action Plan approval letter that HUD is disapproving its resale provisions and it 
may not use any HOME funds to undertake any activities related to homebuyer assistance until the PJ has submitted 
and HUD has approved the resale provisions to be used. 
C4:  Does the basis upon which fair return is calculated include the 
homebuyer’s original investment in the property and the increase in market 
value attributable to homebuyer investments in or capital improvements to 
the property? 

☐ ☐  

Explanation:  The provision must specifically state that the basis for calculating fair return is the original investment 
by the homebuyer and specific types of upgrades or additions that will add value to the property. (Generally, 
replacing worn or dated components such as appliances or carpet would not be considered an improvement that 
adds value).  The provision must address the types of changes that it will or will not include in that basis. 
Field Office Action:  If yes, proceed with your review.  If no, you must contact the PJ and ask that it revise its resale 
provisions so that homebuyer investment includes both the homebuyer-provided down payment and homebuyer-
financed improvements that would increase the value of the home.  If this is not possible or the PJ fails to respond or 
submit an acceptable revision within the 45-day review period, you must inform the PJ in the Annual Action Plan 
approval letter that HUD is disapproving its resale provisions and it may not use any HOME funds to undertake any 
activities related to homebuyer assistance until the PJ has submitted and HUD has approved the resale provisions to 
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be used. 
D1:  If the PJ plans to use a presumption of affordability instead of 
enforcement mechanisms to meet the resale requirement, does the resale 
provision identify specific neighborhoods that will be subject to the 
presumption of affordability? 

☐ ☐  

Explanation:  A presumption of affordability cannot be sought or approved for an entire PJ.  The presumption can 
only be made on a neighborhood basis. 
Field Office Action:  If yes, proceed with your review.  If the presumption is not neighborhood or neighborhood(s)-
specific, you must reject the presumption, and prohibit the PJ from using any HOME funds without imposing either 
resale or recapture requirements.  The PJ may resubmit a new presumption request for HUD’s approval at any time 
during the program year.  If this is not possible or the PJ fails to respond or submit an acceptable revision within the 
45-day review period, you must inform the PJ in the Annual Action Plan approval letter that HUD is disapproving its 
resale provisions and it may not use any HOME funds to undertake any activities related to homebuyer assistance 
until the PJ has submitted and HUD has approved the resale provisions to be used. 
D2:  If this is a new request or renewal of a presumption issued previously, 
does the PJ submit a recent market analysis for each neighborhood for 
which approval of the presumption of affordability is sought? 

☐ ☐  

Explanation:  The PJ must submit a separate market analysis for each neighborhood for which it seeks approval of a 
presumption of affordability, except that it can perform a combined market analysis for a limited number of 
contiguous neighborhoods that are similarly situated with respect to demographic profile, housing market, and 
economic conditions.  The analysis must be recent (performed within the last 12 months). 
Field Office Action:  If yes, proceed with your review.  If the PJ did not submit a market analysis, did not submit 
analyses for all neighborhoods, or submitted analyses that were not completed within the last 12 months, you must 
contact the PJ and ask that recent market analyses supporting the presumption be submitted.  If the analyses are 
not submitted timely, you must reject the presumption, and prohibit the PJ from using any HOME funds without 
imposing either resale or recapture requirements.  The PJ may resubmit a new presumption request for HUD’s 
approval at any time during the program year. 
D3:  If the market analysis was originally submitted with a previous year’s 
Annual Action Plan, does the Plan indicate that the PJ has determined that 
an updated analysis is not warranted by any changes in the neighborhood’s 
market conditions? 

☐ ☐  

Explanation:  If the PJ becomes aware that significant changes in a neighborhood’s market conditions since the 
preparation of market analysis make continuation of the presumption of affordability inappropriate, it must indicate 
that in its Annual Action Plan.  The PJ must indicate in the Annual Action Plan that, in the absence of significant 
changes, it is continuing its use of the presumption of affordability for another program year. 
Field Office Action:  If yes, proceed with your review.  If no, you must contact the PJ and ask that it revise and include 
this information in the presumption section of its Annual Action Plan before continuing your review.  If this is not 
possible or the PJ fails to respond or submit an acceptable revision within the 45-day review period, you must inform 
the PJ in the Annual Action Plan approval letter that HUD is disapproving its presumption of affordability and it may 
not use any HOME funds to undertake any activities related to homebuyer assistance until the PJ has submitted and 
HUD has approved the presumption of affordability. 
D4:  Does the market analysis include the following: 
1. An evaluation of the location and characteristics of the housing and 

residents in the neighborhood (e.g., sale prices, age and amenities of the 
housing stock, incomes of residents, percentage of owner-occupants) in 
relation to housing and incomes in the housing market area?  

2. An analysis of the current and projected incomes of neighborhood 
residents for an average period of affordability for homebuyers in the 
neighborhood that supports the conclusion that a reasonable range of 
low-income families will continue to qualify for mortgage financing? 

☐ ☐  
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Explanation:  The market analysis, which can included a combined market analysis for a limited number of 
contiguous neighborhoods that are similarly situated with respect to demographic profile, housing market, and 
economic conditions, must contain this evaluation and the analysis of the data must support the conclusion that a 
reasonable range of low-income families will continue to qualify for mortgage financing.   
Field Office Action:  If yes, proceed with your review.  If no, you must contact the PJ and request that an acceptable 
market analysis be submitted.  If the analysis is not submitted timely, you must reject the presumption, and prohibit 
the PJ from using any HOME funds without imposing either resale or recapture requirements.  The PJ may resubmit 
a new presumption request for HUD’s approval at any time during the program year. 
D5:  Does the information presented in the market analysis support the PJ’s 
conclusion that the following conditions are likely to be met in the event of a 
resale of the HOME-assisted housing located in the neighborhood during the 
affordability period without the imposition of enforcement mechanisms by 
the PJ: 
•  the housing will be available and affordable to a reasonable range of 

low-income homebuyers;  
• a low-income homebuyer will occupy the housing as a principal 

residence; and  
•  The original owner will be afforded a fair return on investment?  

☐ ☐  

Explanation:  The market analysis must support the conclusion that housing may be presumed to meet the resale 
restrictions.  If the analysis is flawed or does not support this conclusion, the HUD Field Office must disapprove the 
presumption of affordability. 
Field Office Action:  If yes and all other requirements related to the presumption have been met, you may approve 
the presumption of affordability.  If no, you must reject the presumption of affordability and require the use of 
approved resale or recapture provisions in the neighborhood(s). 
Does the PJ intend to use HOME funds to refinance existing debt secured by 
multi-family housing which is being rehabilitated with HOME funds?   

☐ ☐  

If so, does the AP explain what refinancing guidelines will be used?   
These guidelines must describe the conditions under which the PJ will 
refinance existing debt.  At a minimum, the guidelines must: 
• Demonstrate that rehabilitation is the primary eligible activity and 

ensure that this requirement is met by establishing a minimum level of 
rehabilitation per unit or a required ratio between rehabilitation and 
refinancing. 

• Require a review of management practices to demonstrate that 
disinvestment in the property has not occurred; that long-term needs of 
the project can be met; and that the feasibility of serving the targeted 
population over an extended affordability period can be demonstrated 
a. State whether the new investment is being made to maintain 

current affordable units, create additional affordable units, or both. 
b.  Specify the required period of affordability, whether it is a 

minimum 15 years or longer. 
 

☐ ☐  
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c. Specify whether the investment of HOME funds may be jurisdiction-
wide or limited to a specific geographic area, such as a 
neighborhood identified in a neighborhood revitalization strategy 
under 24 CFR 91.215(g) or a federally designated Empowerment 
Zone or Enterprise Community. 

d. State that HOME funds cannot be used to refinance multifamily 
loans made or insured by any federal program, including the CDBG 
program. 

   

Documentation related to the following requirements should be included with any other “Grantee Specific 
Appendices” under attachments on AD-25. If not attached, document where in the plan was this was described. 
If the PJ intends to use HOME funds for homebuyer assistance or for 
rehabilitation of owner-occupied single family housing and does not use the 
HOME affordable homeownership limits for the area provided by HUD, did it 
determine 95 percent of the median area purchase price and set forth the 
information in accordance with 24 CFR 92.254(a)(2)(iii). 

☐ ☐  

Did the PJ describe eligible applicants (e.g., categories of eligible applicants), 
its process for soliciting and funding applications or proposals (e.g., 
competition, first-come first-serve) and where detailed information may be 
obtained (e.g., application packages are available at the office of the 
jurisdiction or on the jurisdiction's Web site). 

☐ ☐  

If the PJ planned to limit the beneficiaries or give preferences to a particular 
segment of the low-income population, was a description of that limitation 
or preference described in the action plan? 

☐ ☐  

Note: Any limitation or preference must not violate nondiscrimination requirements in 24 CFR 92.350, and the 
participating jurisdiction must not limit or give preferences to students.  A limitation or preference may include, in 
addition to targeting tenant- based rental assistance to persons with special needs, as provided in 24 CFR 
92.209(c)(2), limiting beneficiaries or giving preferences to such professions as police officers, teachers, or artists.  
The PJ must not limit beneficiaries or give a preference to all employees of the jurisdiction.  The PJ may permit rental 
housing owners to limit tenants or give a preference in accordance with 24 CFR 92.253(d) only if such limitation or 
preference is described in the action plan. 
AP-90: Program-Specific Requirements – ESG   91.220(l)4) 
If the grantee receives ESG and funds subrecipients, this section should be completed.  
If the grantee does not directly receive ESG funds, this section of AP-90 should not be included in their Con Plan 
template and the ESG checklist elements can be ignored.         
Does the grantee include its written standards for providing ESG assistance?  
See 24 CFR 576.400(e)(1) and (e)(3) for the minimum standards.   

☐ ☐  

If the Continuum of Care for the jurisdiction has established a centralized or 
coordinated assessment system that meets HUD requirements, Does the 
grantee describe that system?  
Note:  The requirements for using a centralized or coordinated assessment 
system, including the exception for victim service providers, are set forth 
under 24 CFR 576.400(d).   

☐ ☐  

Does the grantee identify its process for making sub-awards and describe 
how the grantee intends to make its allocation available to private nonprofit 
organizations, including community and faith-based organizations, and in 
the case of urban counties, funding to participating units of local 
government??   

☐ ☐  

If the grantee is unable to meet the homeless participation requirement in 
24 CFR 576.405(a), does the grantee specify its plan for reaching out to and 
consulting with homeless or formerly homeless individuals in considering 

☐ ☐  
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and making policies and decisions regarding any facilities or services that 
receive ESG funding?   
Does the grantee describe its performance standards for ESG activities?   ☐ ☐  

AP-90: Program-Specific Requirements – HOPWA  91.220 (l)(3) 
HOPW Specific: Does the action plan identify the method for selecting 
project sponsors (including providing full access to grassroots faith-based 
and other community organizations)? Note: Due to a system error, this 
element is omitted from the template. HOPWA grantees should therefore 
add a text box at the end of this screen to enter this information. 

☐ ☐  
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Certifications 
Note:  Scanned copies of signed certifications can be attached in the AD-25 screen, though grantees must submit 
one original signed copy of the SF-424 and all certifications to HUD.  
Are the general and specific certifications for each program funded 
complete and accurate, where applicable: 
(a) General 

a. Affirmatively furthering fair housing? (See 24 CFR 570.904)       
b. *Anti-displacement and relocation plan?     
c. Anti-lobbying? Authority of jurisdiction?       Consistency with plan 
d. *Acquisition and relocation?  
e. Section 3?  

Note: The acquisition/relocation and the anti-displacement and relocation 
certifications are actually combined on the grantee’s General Certification. 
This is the current certification available on the web for grantees. 
Notwithstanding the fact that they are combined under a single certification, 
they are still separate regulations and the checklist will identify them as two 
separate items.    

☐ ☐  

(b) CDBG     
a) Citizen participation?  
b) Community development plan  
c) Following a current consolidated plan?  
d) Use of funds? 
e)  Excessive force?   
f) Compliance with anti-discrimination laws?       
g) Compliance with lead-based paint procedures 
h) Compliance with laws?      

Note: The certification period for the CDBG program’s overall benefit 
requirements must be consistent with the period certified in the prior 
certification 

☐ ☐  

(c) ESG 
a) Not less than 10 years – rehab? 
b) Not less than 10 years – conversion??       
c) Not less than 3 years  
d) Providing shelter or services to homeless persons during period of 

ESG assistance? 
e) Renovation will result in safe and sanitary buildings?       
f) Recipients will assist in obtaining permanent housing services?       
g) Match requirement?  
h) Confidentiality?  
i) Involvement of homeless individuals and families? 
j) Consistency with Con Plan?  
k) Discharge policy? 

☐ ☐  

(d) HOME 
a. TBRA is consistent w/Plan?  
b. Use for eligible activities?  
c. PJ will evaluate HOME assisted projects for  

appropriate financial assistance?  
3- or 10-year operation 

☐ ☐  

(e) HOPWA 
1) Meet urgent needs?  

☐ ☐  
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HUD APPROVAL – 24 CFR 91.500(b) 
 
The regulations at 24 CFR 91.500(b) state that HUD may disapprove a plan or a portion of a plan for the three 
following reasons: 

a) If it is inconsistent with the purposes of the Cranston-Gonzalez National Affordable Housing Act 
(NAHA); 

b) If it is substantially incomplete; or 
c) If certifications applicable to the CDBG program are not satisfactory to the Secretary in accordance with 

570.304 or 570.485(c). 
 

Disapproval for Inconsistency with NAHA – A plan may be disapproved if it is inconsistent with NAHA.  A reviewer 
recommending disapproval for inconsistency with NAHA should show how the plan is inconsistent with the 
following purposes: 

• helping families, not owning a home, to save for the down payment for the purchase of a home;                                                                                                   
• retaining, where feasible, as housing affordable to low income families, those dwelling units provided for 

such purpose with federal assistance; 
• extending and strengthening partnerships among all levels of government and the private sector, including 

for- and non-profit organizations, in the production and operation of housing affordable to low-and 
moderate-income families; 

• expanding and improving federal rental assistance to very low-income families; or 
• increasing the supply of supportive housing, which combines structural features and services needed to 

enable persons with special needs to live with dignity and independence. 
 

Comments:               
               

 

Substantial Incompleteness – The following are examples of consolidated plans or action plans that may be 
substantially incomplete: 

• A plan that was developed without the required citizen participation or the required 
• consultation; 
• A plan that fails to satisfy all the required elements of the consolidated plan (i.e. did not meet a regulatory 

requirement of Part 91); 
• A plan for which a certification is rejected by HUD as inaccurate after HUD inspected evidence and  

provided due notice, and  opportunity for comment; and 
• A plan that does not include a description of the manner in which the unit of general local government or 

state will provide financial or other assistance to a public housing agency if the public housing agency is 
designated as “troubled” by HUD.  

 

Comments:              
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The chart below can be used to track plan status changes made during the review process: 

Date 
Plan Status Changed 

From 
Plan Status Changed 

To 

User That 
Made the 

Change Comments 

     

     

     

     

     

     

 

Based on my review of the Plan against the regulations, I have determined the Plan is: 

Approved     

Date plan approved: _________________________  

Disapproved   
Date plan disapproved: _________________________ 

Note: Written notification of disapproval must be communicated to the applicant in accordance with 24 CFR 
91.500(c).  If disapproved, provide documentation including dates and times on incompleteness determination, and 
discussions with grantee and Headquarters: 

 

SIGNED: 

Reviewer:    _____________________________________ Date: _________________ 

Program Manager: _____________________________________ Date: _________________ 

CPD Director:   _____________________________________ Date: _________________ 
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CONSOLIDATED ANNUAL PERFORMANCE AND EVALUATION REPORT COMPLETENESS CHECKLIST  
 

 
Grantee: __________________     Program year:_________________   
 
Reviewed by:                                         Date: ___________________ 
 
Programs covered by the report:   CDBG   HOME   ESG   HOPWA 
  

 

Date CAPER due  

Date CAPER received (see timestamp below “Status” on CR-00)  

NOTES:  
• The checklist references IDIS reports that can assist in reviewing numbers provided by grantees in their 

CAPER submissions. Grantees are not required to submit these reports. CPD Representatives wishing to 
verify numbers in CAPER submissions should download these reports from IDIS. 

• Guidance for State Grantees: The PER should still be completed using the instructions in Notice CPD-11-03 
(http://portal.hud.gov/hudportal/HUD?src=/program_offices/administration/hudclips/notices/cpd#2011). 
Once submitted in accordance with Notice CPD-11-03, the PER becomes available in IDIS as the PR28 and 
can be downloaded and reviewed. In addition to doing the PR28, the other requirements of the CAPER 
Regulations under 24 CFR 91.520 are met by completing the e-Con Plan CAPER template. Updates to the e-
Con Plan template are pending to enable State CDBG grantees to submit their PERS through this system in 
the future along with the rest of the CAPER. Additionally, an update to CPR-11-03 is pending at this time. In 
the meantime, the guidance above should be followed. 

• Throughout the template, introduction and general “narrative” text boxes are provided for readability and 
to allow grantees to supplement the questions on the screen, however these are not required elements of 
the CAPER and therefore, it is acceptable if these textboxes are left blank. 

• A lot of goal information in the template is populated from goals screens in the Consolidated Plan and 
Annual Action Plan. Currently, the only way to change this information is to amend the appropriate plan and 
re-generate the CAPER, which then requires the grantee to re-enter all their data. If a CPD Representative 
finds the need to request that a grantee amend goal information, it may be more efficient to ask the 
grantee to amend the plan (which the Representative can verify in the system) and provide supplemental 
narrative or inserted content documenting and explaining the change, rather than requesting, what will 
amount to an entirely new CAPER submission. (Future updates to IDIS will make this process easier). 

• Currently, the Word download of the CAPER contains several errors.  We are working to correct those errors 
in a future update.  In the meantime, the CAPER should be reviewed from the IDIS screens because the 
information presented in the Word download is not reliable. 

 
General 
 
 
If the jurisdiction received any citizen comments or views on the performance report, was a summary of the 
comments or views included as an attachment to the report?   91.105(d)(2) 
Yes         No   Comment ____________________ 
 
 
CR-05 - Goals and Outcomes  
91.520(a) and 91.520(i) 

http://portal.hud.gov/hudportal/HUD?src=/program_offices/administration/hudclips/notices/cpd#2011
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These tables provide a comparison of the proposed goals versus actual outcomes for each goal included in the 
action plan and strategic plan. Expected, Actual, and Percent Complete fields were populated with data from the 
action plan and accomplishment data entered at the IDIS activity level.  Users can edit them if they appear 
incorrect.   
 
Did the jurisdiction provide an assessment of progress in carrying out its strategic plan and action plan? 91.520(a) 
Yes         No   Comment       
 
Did the jurisdiction provide an assessment of how the jurisdiction's use of funds, particularly CDBG, addressed the 
priorities and specific objectives identified in the plan, giving special attention to the highest priority activities 
identified?  91.520(d) 
Yes         No   Comment       
 
NOTE: The jurisdiction should cite specific examples from the two tables to highlight specific accomplishments 
and, if applicable, explain why progress was not made toward meeting specific goals, objectives, and proposed 
outcomes.   
 
NOTE IDIS DEFECT: If reviewing a word download of the CAPER check the CR-05 screen to ensure that the grantee 
has not inserted any additional content. Grantees may insert content on this screen such as supplemental narrative 
text boxes, tables or images. Due to a system defect these insertions do not appear in the downloaded word report. 
 
CR-10 – Racial and Ethnic composition of families assisted 
91.520(a)  
 
The accomplishments reported in this table are read-only and cannot be edited.  It is summarized from the IDIS 
activity accomplishment screens for the given program year for the grantee’s programs.  Did the jurisdiction 
provide the racial/ethnic data for accomplishments recorded with an accomplishment date during the Program 
Year in IDIS?  91.520(a) 
Yes         No    Comment       

NOTE: Accomplishments associated with ESG projects are not recorded in IDIS, so grantees will always need to 
enter these accomplishments manually. 
 
NOTE IDIS DEFECTS (scheduled to be remedied in December 2014):  

• In some cases, a column for HOME accomplishments may appear on this screen when the grantee is not a 
HOME grantee. 

• Pre-populated data currently only includes accomplishments associated with Projects included in the 
Annual Action Plan for which the CAPER is being prepared. This will be corrected in December 2014. 
Grantees can create a table corresponding to the table on this screen and use data from the BOSMAC PR-03 
(for CDBG) and PR-20 (for HOME) to report racial and ethnic data on this screen. 
 

CR-15 Resources and Investments  
91.220, 91.320, 91.420, 91.520(a)  
 
RESOURCES MADE AVAILABLE  
The expenditure data is generated by the system based on drawdowns completed during the program year.  Users 
may update the values in both columns.   
 
GEOGRAPHIC DISTRIBUTION AND LOCATION OF INVESTMENTS  
This table provides a list of the target areas included in the Strategic Plan.  For each target area, the system will 
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carry forward the planned percentage of allocation from the Action Plan.  If no target areas are identified in the 
Strategic Plan, does the narrative discuss the geographic distribution and location of investments?  91.520(a) 
 
Yes         No    Comment       

 
NARRATIVE: LEVERAGING AND MATCH  
Did the jurisdiction explain how Federal funds leveraged additional resources (private, state, and local funds), 
including a description of how matching requirements were satisfied, as well as how any publicly owned land or 
property located within the jurisdiction was used to address the needs identified in the plan? 91.520(a) 
Yes         No    Comment       

HOME Grantees Only:  Did the jurisdiction provide the information required by the HOME Match Report HUD 
40107-A HOME Annual Performance Report HUD 40107 (MBE/WBE Performance) contained on this screen? 
Yes         No    Comment       

NOTE:  This report requires grantees to identify match based on the Federal Fiscal Year, NOT grantees program 
year.  Reviewers should ensure that the amount reported covers the Federal Fiscal Year immediately preceding the 
end of the jurisdiction’s program year.  For example, if the last day of a PJ’s program year is March 31, 2015, the 
timeframe for reporting match would be October 1, 2013 through September 30, 2014.  If the last day of a PJ’s 
program year is September 30, 2015, the timeframe for reporting match would be October 1, 2014 through 
September 30, 2015. 

NOTE IDIS DEFECTS:  

• FOR NON-HOME GRANTEES – Word download of CAPER includes these sections for non-HOME grantees, 
but it does not appear on the screen. If you are reviewing a Word Download and this section is blank for a 
non-HOME grantee, ignore this section. 

• FOR HOME GRANTEES –  

o Match Contribution for Federal Fiscal Year: Values in “Project No. or Other ID” field are being 
formatted as dates. 

o Data entered on screen in “Minority Owners of Rental Property” table is not appearing in the Word 
download. If you are reviewing the Word version of the plan, confirm this data on the CR-15 screen) 

o All values for “Expected Amount Available” are being populated from the “Expected Amount 
Available Remainder of Con Plan” in the AAP-AP-15 screen, rather than “Expected Amount 
Available” for the Program Year. 

 
Affordable Housing – CR-20 
91.220(g), 91.320(g), 91.420, 91.520(b)  
 
AFFORDABLE HOUSING – NUMBER OF HOUSEHOLDS ASSISTED TABLE 
This table lists the goals and actual number of affordable housing units produced in the program year for each type 
of population (homeless, non-homeless, special needs). The One-Year Goal field is system-generated based on the 
information from the Action Plan.   
 
Did the jurisdiction provide the actual numbers in this table? 91.520(b) 
Yes         No    Comment       
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NOTE: This table only includes the grantee’s goals for the number of homeless, non-homeless, and special needs households 
to be provided affordable housing within the program year using funds made available to the jurisdiction as specified in their 
Annual Action Plan on screen AP-55 – Affordable Housing.  For the purpose of this section, the term “affordable housing” is 
defined in the HOME regulations at 24 CFR 92.252 for rental housing and 24 CFR 92.254 for homeownership.   The numbers 
reported for actual should be consistent with the accomplishments reported at the Activity level in IDIS.  Several reports, 
including the PR23 – Summary of Accomplishments, can help the jurisdiction determine the actual number of ELI, LI, and MI 
renter and owner households that received assistance during the program year.  The grantee should be asked to revise the 
numbers in their Annual Action Plan, if the one-year goal field includes numbers that do not meet the definition of “affordable 
housing” as defined in the HOME regulations at 24 CFR 92.252 for rental housing and 24 CFR 92.254 for homeownership.    
 
AFFORDABLE HOUSING – NUMBER OF HOUSEHOLDS SUPPORTED TABLE  
This table lists the goals and actual number of affordable housing units produced in the program year for each type 
of housing assistance (rental assistance, production of new units, rehabilitation of existing units, and acquisition of 
existing units). The One-Year Goal field is system-generated based on the information from screen AP-55 – 
Affordable Housing in the Annual Action Plan.   
 
Did the jurisdiction provide the actual numbers?  91.520(b) 
Yes         No    Comment       

NOTE: The numbers reported in the Actual field should be consistent with the accomplishments reported at the Activity level 
in IDIS.  Several reports, including the PR23 – Summary of Accomplishments, can help the jurisdiction determine the actual 
counts for the program year.   

Did the jurisdiction discuss the difference between goals and outcomes and problems encountered in meeting 
these goals? 92.525(i) 
Yes         No    Comment       

Did the jurisdiction discuss how these outcomes will impact future annual Action Plans?  
Yes         No    Comment       

NUMBER OF PERSONS SERVED  
This table should display the number of persons assisted at each income level who received housing assistance 
during the program year. The numbers reported for actual are populated by the system based on accomplishments 
reported at the activity level in IDIS.  (Make sure the numbers populated by the system are correct.  .)   
 
Did the jurisdiction provide the actual number of households provided affordable housing?  91.520(b) 
Yes         No    Comment       

NOTE: The numbers reported in the Actual field should be consistent with the accomplishments reported at the Activity level 
in IDIS.  Several reports, including the PR23 – Summary of Accomplishments, can help the jurisdiction determine the actual 
counts for the program year.  Grantees can adjust these values to correct actual numbers.  Compare the number of ELI, LI, MI, 
and homeless households provided affordable housing with narrative for the strategic plan goals summary screen SP-45 to 
determine progress in meeting the strategic plan goal. 

NOTE IDIS DEFECTs: 
• The system calculates accomplishments incorrectly for HOME program; 
• The column for HOME accomplishments currently included for non-HOME grantees. These can be ignored until the 

system is corrected. 
• Accomplishments should be persons served with affordable housing assistance. 

 
Did the jurisdiction provide an additional narrative regarding the information provided by these tables? 
Yes         No    N/A  Comment       

 
CR-25 – Homeless and Other Special Needs  
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91.220(i), 91.320(h), 91.420, 91.520(c) 
 
Does the report evaluate of the jurisdiction’s progress in meeting its specific objectives for reducing and ending 
homelessness through: 

1) Reaching out to homeless persons (especially unsheltered persons) and assessing their individual needs  
91.520(c)(1) 
Yes         No    Comment       

 
2) Addressing the emergency shelter and transitional housing needs of homeless persons 91.520(c)(2) 

Yes         No    Comment       
 

3) Helping low-income individuals and families avoid becoming homeless, especially extremely low-income 
individuals and families who are: 
 
a. Likely to become homeless after being discharged from publicly funded institutions and systems of care (such as 

health-care facilities, mental health facilities, foster care and other youth facilities and corrections programs and 
institutions)  91.520(c)(4)(i) 
Yes         No    Comment       

 
b. Receiving assistance from public or private agencies that address housing, health, social services, employment, 

education or youth needs? 91.520(c)(4)(ii) 
Yes         No    Comment       
 

4) Helping homeless persons (especially chronically homeless individuals and families, families with children, 
veterans and their families, and unaccompanied youth) make the transition to permanent housing and 
independent living, including shortening the period of time that individuals and families experience 
homelessness, facilitating access for homeless individuals and families to affordable housing units, and 
preventing individuals and families who were recently homeless from becoming homeless again? 91.520(c)(3) 
Yes         No    Comment       
 

 
NOTE IDIS DEFECT: If reviewing a word download of the CAPER check the CR-05 screen to ensure that the grantee 
has not inserted any additional content. Grantees may insert content on this screen such as supplemental narrative 
text boxes, tables or images. Due to a system defect these insertions made under the first two text boxes on this 
screen do not appear in the downloaded word report. 
 
CR-30 – Public Housing  
24 CFR 91.220(h), 91.320(j), 91.420, 91.520(a) 
Did the jurisdiction identify actions taken to address the needs of public housing? 91.520(a) 
Yes         No    Comment       
 
Did the jurisdiction identify actions taken to encourage public housing residents to become more involved in 
management and participate in homeownership? 91.520(a) Yes         No    Comment       
 
Did the jurisdiction identify actions taken to provide assistance to troubled PHAs? 91.520(a) 
Yes         No    N/A   Comment       
 
NOTE IDIS DEFECT: If reviewing a word download of the CAPER check the CR-05 screen to ensure that the grantee 
has not inserted any additional content. Grantees may insert content on this screen such as supplemental narrative 
text boxes, tables or images. Due to a system defect these insertions made under the first two text boxes on this 
screen do not appear in the downloaded word report. 



11.14 

6 

 

 
CR-35 Other Actions  
91.220(j, k), 91.320 (i, j), 91.420, 91.520(a) 
 
Did the jurisdiction describe actions taken to remove or ameliorate the negative effects of public policies that serve 
as barriers to affordable housing such as land use controls, tax policies affecting land, zoning ordinances, building 
codes, fees and charges, growth limitations, and policies affecting the return on residential investment. 91.220(j); 
91.320(i) 
Yes         No    Comment       
 
Did the jurisdiction identify actions taken to: 
 

Address obstacles to meeting underserved needs? 91.220(k); 91.320(j)  Yes         No    
 

Reduce lead-based paint hazards? 91.220(k); 91.320(j)    Yes         No     
NOTE IDIS Defect: The labels for the second text box is incorrectly repeated as the label for the 3rd text box. The third text box 
should contain a description of actions taken to reduce lead-based paint hazards. (The text boxes are correctly labeled in the word 
download) 

 
Reduce the number of poverty-level families?   91.220(k); 91.320(j)  Yes         No     

 
Develop institutional structure?  91.220(k); 91.320(j)    Yes         No     

 
Enhance coordination between public and private housing and social service agencies?  91.220(k); 91.320(j) 
         Yes         No     

 
Overcome the effects of any impediments identified in the jurisdiction’s analysis of impediments to fair 
housing choice.  91.520(a)      Yes         No     

 NOTE: The jurisdiction must describe specific actions taken to affirmatively further fair housing. 
 

Comment       
      
 
NOTE IDIS DEFECTs:  

• If reviewing a word download of the CAPER check the CR-05 screen to ensure that the grantee has not 
inserted any additional content. Grantees may insert content on this screen such as supplemental narrative 
text boxes, tables or images. Due to a system defect these insertions made under the first six text boxes on 
this screen do not appear in the downloaded word report. 

 
 
Monitoring – CR-40 
91.230, 91.330, 91.430 

Did the jurisdiction describe the standards and procedures used to monitor activities carried out in furtherance of 
the plan and used to ensure long-term compliance with requirements of the programs involved, including minority 
business outreach and the comprehensive planning requirements? 
Yes         No    Comment       
 
Did the jurisdiction describe efforts to provide citizens with reasonable notice and an opportunity to comment on 
performance reports? 91.520(a) 
Yes         No    Comment       
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NOTE:  A jurisdiction must make the report available to the public for examination and comment for a period of at least 15 
days, include a review of program performance at public hearings, and must consider any comments or views of citizens 
received in writing, or orally at public hearings in preparing the performance report.  (91.105) A jurisdiction is expected to take 
whatever actions are appropriate to encourage the participation of all its citizens, including minorities and non-English 
speaking persons, as well as persons with disabilities.  91.105(a)(2) 

 
 
NOTE IDIS DEFECT: If reviewing a word download of the CAPER check the CR-05 screen to ensure that the grantee 
has not inserted any additional content. Grantees may insert content on this screen such as supplemental narrative 
text boxes, tables or images. Due to a system defect these insertions made under the first text box on this screen 
do not appear in the downloaded word report. 
 
 
CR- 45 – CDBG (CDBG grantees only)  
91.520(d) 
 
Did the jurisdiction specify the nature of, and reasons for, any changes in the jurisdiction’s program objectives and indications 
of how the jurisdiction would change its programs as a result of its experiences? 91.520(d) 
Yes         No    Comment       

Does this jurisdiction have any open Brownfields Economic Development Initiative (BEDI) grants? 
Yes         No    Comment       

If you answer yes to the BEDI question above, did the jurisdiction describe grant accomplishments and program outcomes 
during the last year.  
Yes         No    Comment       

NOTE: BEDI grantees should describe program accomplishments and outcomes following instructions for Section 108 reporting 
contained in Chapters 8 and 9 of the  IDIS Online for CDBG Entitlement Communities Training Manual at: 
https://www.onecpd.info/resource/2685/idis-online-for-cdbg-entitlement-communities-training manual/ .  Review IDIS PR03 
Report to determine extent to which extremely low-income, low-income, and moderate-income served by each activity where 
information on income by family is required to determine the eligibility of the activity.   91.520(d) 
 
 
CR-50 – HOME (HOME grantees only)  
91.520(e) 
 
Did the jurisdiction include the results of on-site inspections of affordable rental housing assisted under the 
program to determine compliance with housing codes and other applicable regulations, including: 

A list of projects that should have been inspected on-site this program year based upon the schedule in 
§92.504(d)? 
Yes         No    Comment       
 
An indication of which of these were inspected and a summary of issues that were detected during the 
inspection?  
Yes         No    Comment       

 
A description of how it will remedy the situation for those properties that were not inspected? 
Yes         No    Comment       

 
 
Did the jurisdiction provide an assessment of the jurisdiction's affirmative marketing actions for HOME units?  
92.351(b)  

https://www.onecpd.info/resource/2685/idis-online-for-cdbg-entitlement-communities-training%20manual/
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Yes         No    Comment       
 
Did the jurisdiction provide data on the amount and use of program income for projects, including the number of 
projects and owner and tenant characteristics?  
Yes         No    Comment       
 
Did the jurisdiction describe other actions taken to foster and maintain affordable housing?   91.220(k); 91.520(a) 
Yes         No    Comment       
NOTE: This is not limited to the HOME program. 
 
STATES ONLY: Did the state include the coordination of LIHTC with the development of affordable housing?   
91.320(j); 92.520(a) 
Yes         No    Comment       
 
NOTE: This is not limited to the HOME program. 
 
NOTE IDIS DEFECT: If reviewing a word download of the CAPER check the CR-05 screen to ensure that the grantee 
has not inserted any additional content. Grantees may insert content on this screen such as supplemental narrative 
text boxes, tables or images. Due to a system defect these insertions made under the first and third text boxes on 
this screen do not appear in the downloaded word report. 
 
 
CR-55 – HOPWA (HOPWA grantees only)  
91.520(f) 
 
This table lists the one-year goals and actual number of households receiving HOPWA assistance for each eligible 
type of housing assistance.  The One-Year Goal field is system-generated based on the information from screen AP-
70 – HOPWA Goals in the Action Plan. Did the jurisdiction provide the actual numbers? 
Yes         No    Comment       
 
NOTE: The numbers reports for actual should be consistent with the accomplishments reported in the jurisdiction’s HOPWA 
CAPER. 

 
NOTE IDIS DEFECT: CPD Representatives should review this table in IDIS. When values are entered into the table on 
this screen, the word download repeats every row 16 times and the “Totals” row is missing. 
 
 
CR-60 ESG (ESG grantees only)   (PAPER COPY – if full CAPER not submitted in IDIS) 
91.520(g) 

Did the jurisdiction complete all the required ESG recipient and subrecipient information? 
Yes         No    Comment       

NOTE: the grantee information referenced in sections 1 and 2 on this screen should be automatically populated in 
the word download of the CAPER with the information from the Grantee/PJ profile. CPD Representatives can 
confirm this information in each grantee’s profile. 

 
ESG Persons Assisted – CR - 65  (ESG grantees only) (PAPER COPY – if not full CAPER submitted in IDIS) 
91.520(g) 
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Did the jurisdiction complete all the required household information for persons served, including number of 
persons in households for: 
 Prevention Activities?  

Yes         No    Comment       
 
 Rapid Re-Housing Activities: 

Yes         No    Comment       
 
 Shelter? 

Yes         No    Comment       
 
 Street Outreach? 
 Yes         No    Comment       
 
 Total for all persons in households served with ESG? 
 Yes         No    Comment       
 
Did the jurisdiction complete all the required gender information? 
Yes         No    Comment       
 
Did the jurisdiction complete all the required age information? 
Yes         No    Comment       
 
Did the jurisdiction complete all the required special needs populations served information? 
Yes         No    Comment       
 
NOTE IDIS DEFECT: CPD Representatives should review this table in IDIS. Columns in the word version of Table 7 on 
this screen are mislabeled. 
 
CR-70 – ESG Assistance Provided (ESG grantees only) (PAPER COPY – if not full CAPER submitted in IDIS) 
91.520(g) 
 
Did the jurisdiction report on shelter utilization rates for ESG expenditures? 
Yes         No    Comment       
 
Did the jurisdiction report on project outcomes data? 
Yes         No    Comment       
 
 
CR-75 ESG Expenditures – (ESG grantees only) (PAPER COPY – if not full CAPER submitted in IDIS) 
91.520(g) 
 
Did the jurisdiction report the dollar amount from each of the three most recent fiscal year allocations that was 
expended during the recipient’s program year for each ESG component, as well as match sources? 
Yes         No    Comment       
 
NOTE IDIS Defects:  

• The years populate correctly on the screen but they are incorrect on the word report. 
• CPD Representatives should review this screen in IDIS.  

o Totals in Tables 11e and 11g currently exclude “Street Outreach” expenditures from Table 11d in 
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the Word download. 
o In Tables 11a through 11g, column headings are correct on the screen but they are displayed 

incorrectly the incorrect years in the Word download. 

 

CONCLUSION AND RECOMMENDATION: 

Based on my review of this report, in accordance with all applicable regulations, I find this report to be 
 

 satisfactory 
 unsatisfactory 

Comments:  Type comments here. 

SIGNED: 

Reviewer:    _____________________________________ Date: _________________ 
 
Program Manager: _____________________________________ Date: _________________ 
 
CPD Director:   _____________________________________ Date: _________________ 
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The following can be reviewed as part of the overall CAPER review.  However, these items are not regulatory and a 
deficiency in any area does not affect the determination as to whether or not the CAPER is satisfactory.   

A review of the following will assist the CPD Representative determine compliance with certain regulatory 
provisions and can be assessed as part of the Annual Community Assessment.   

 

CDBG Grantees Only:  Did the jurisdiction include the Financial Summary Report (PR26)? 
Yes         No    Comment       

 
CDBG Grantees Only:  Was the 70% low/mod overall spending requirement for CDBG met? 
Yes         No    Comment       
NOTE:  If this is a multi-year certification, please specify the period covered. 

Expenditure Limits 

Has the grantee exceeded the 20% administrative cap for CDBG?  
Yes         No  

Has the grantee exceeded the 15% public service cap for CDBG?  
Yes         No  

Has the grantee exceeded the 10% administrative cap for HOME?  
Yes         No  

Has the grantee met the 15% CHDO set-aside for HOME?  
Yes         No  

Has the grantee exceeded the 3% administrative cap for HOPWA or the 7% administrative cap by project sponsors 
under HOPWA?  
Yes         No  

Has the grantee exceeded the 7.5% administrative cap for Emergency Solutions Grant? 
Yes         No  
 
Does the amount of ESG funds for street outreach and emergency shelter activities exceed the greater of 60% of 
the jurisdiction’s fiscal year ESG grant or the amount of FY 2010 ESG funds committed for homeless assistance 
activities? 
Yes         No  
 

 

Did the jurisdiction describe the standards and procedures used to monitor activities carried out in furtherance of 
the plan and used to ensure long-term compliance with requirements of the programs involved, including minority 
business outreach and the comprehensive planning requirements? 
Yes         No    Comment       
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Appendix K: Annual Plan Checklist 



 

 

K. Annual Plan Checklist1 

 
 
 

Annual Plan Checklist 
K.2 

Name of Housing Authority:   

Program Type:  Combined  /  Public Housing Only  /  Section 8 Only 

# of Public Housing Units: _____ 

# of Section 8 Vouchers: _____ 

HA Code: _____ End of Fiscal Year: _____ Designation: (Circle One) 

Standard / High Performer / Troubled / At risk 

Other:   

RAD program?   

Mandatory Element Assessment: 

Page # 

_____ a. Housing needs 

_____ b. Eligibility, selection and admission policies, including deconcentration policies 

(public housing only) and waiting list procedures (including steps to affirmatively 

further fair housing) 

_____ c. Financial resources 

_____ d. Rent determination policies 

_____ e. Operation and management 

                                                      
1 24 C.F.R. §903.7 describes each element in detail. 



 

 

Housing for All: Western Center on Law & Poverty’s Affordable Housing Manual 

Annual Plan Checklist 
K.3 

_____ f. Procedures for: 

_____ Grievances by public housing tenants 

_____ Hearings for admission determinations to public housing 

_____ Hearings for selection and termination of voucher participants 

_____ g. Capital improvements plans 

_____ h. Plans for demolition and/or disposition of public housing. (See also discussion in 

Section 10 about demolition and disposition of public housing.) 

_____ i. Plans to designate developments as housing for elderly families and/or families with 

disabilities. (See also Chapter 12, Section III(C).) 

_____ j. Plans for conversion of public housing to tenant based assistance 

_____ k. Home ownership programs 

_____ l. Community service and self-sufficiency programs 

_____ m. Safety and crime prevention measures 

_____ n. Policies regarding pet ownership in public housing 

_____ o. Certification regarding compliance with civil rights obligations 

(including goals identified in Assessment of Fair Housing) 

_____ p. Results of the fiscal year audit 

_____ q. Asset management information 

_____ r. Additional information, including a brief statement of the progress in meeting mission 

and goals of Five Year Plan 
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Appendix L: Sample Comment Letter on 
Administrative Plan and Admissions 
and Continued Occupancy Policy 
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GENERAL COMMENTS 

SFHA should add the following language to every instance where the ACOP and Admin Plan 

reference arrests and/or convictions: “Pursuant to the Fair Housing Act and Notice PIH 2015-

19, SFHA will never use arrest records or police reports as the sole basis for denying admission, 

terminating assistance, or evicting tenants from public or other federally subsidized housing. 

Additionally, SFHA will not impose a blanket prohibition on any person with any conviction 

record and will take into account the nature, severity, and recency of an individual's criminal 

conduct.”  

This language is supported by HUD's recent fair housing guidance, entitled HUD Office of 

General Counsel Guidance on Application of Fair Housing Act Standards to the Use of Criminal 

Records by Providers of Housing and Real Estate-Related Transactions, and is critically 

important to clarify that police reports or arrest records alone will not be enough to deny or 

terminate assistance in SFHA properties. It is also essential that SFHA act in accordance with 

HUD guidance and clarify what evidence of criminal activity is considered “credible” or what 

will be permissible “supporting documentation.” 

 

SFHA ADMINISTRATIVE PLAN 

GENERAL COMMENTS ON ADMINISTRATIVE PLAN 

The title of this plan, currently the “Housing Choice Voucher Program Administrative Plan,” 

should be changed to reflect the fact that the plan includes information on subsidy programs 

other than just the HCV program (i.e. the Project-Based Voucher (PBV) program). Housing 

authorities like the Oakland Housing Authority have simply entitled their plan “Administrative 

Plan.” 

SFHA should also clarify the relationship between Chapter 17 (Project-Based Vouchers) and 

Chapter 18 (Rental Assistance Demonstration). There are some provisions in Chapter 17 and 

elsewhere in the Admin Plan that will apply to RAD PBV families. SFHA should consider 

including throughout Chapter 18 references to other chapters in the Administrative Plan that 

apply to RAD PBV families. Alternatively, SFHA should mention at least at the beginning of 

Chapter 18 that other chapters of the Administrative Plan apply to RAD PBV families (and list 

out which chapters). 

https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&ved=0ahUKEwjPt_PJpN3NAhVYImMKHesZCqsQFggeMAA&url=https%3A%2F%2Fportal.hud.gov%2Fhudportal%2Fdocuments%2Fhuddoc%3Fid%3DHUD_OGCGuidAppFHAStandCR.pdf&usg=AFQjCNFxVXPIfR901lctUyKovVvOzQOXcQ&cad=rja
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&ved=0ahUKEwjPt_PJpN3NAhVYImMKHesZCqsQFggeMAA&url=https%3A%2F%2Fportal.hud.gov%2Fhudportal%2Fdocuments%2Fhuddoc%3Fid%3DHUD_OGCGuidAppFHAStandCR.pdf&usg=AFQjCNFxVXPIfR901lctUyKovVvOzQOXcQ&cad=rja
https://www.google.com/url?sa=t&rct=j&q=&esrc=s&source=web&cd=1&ved=0ahUKEwjPt_PJpN3NAhVYImMKHesZCqsQFggeMAA&url=https%3A%2F%2Fportal.hud.gov%2Fhudportal%2Fdocuments%2Fhuddoc%3Fid%3DHUD_OGCGuidAppFHAStandCR.pdf&usg=AFQjCNFxVXPIfR901lctUyKovVvOzQOXcQ&cad=rja
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CHAPTER 2: FAIR HOUSING AND EQUAL OPPORTUNITY 

2-II.D. Verification of Disability 

Where the initial reasonable accommodation paperwork includes appropriate verification that 

there is a permanent need for the accommodation, or where said need remains obvious to SFHA 

staff, the household member should not be required to resubmit additional verification.  In 

addition, there is a common problem of submitted paperwork not being properly retained in the 

file.  Where it is evident that the household submitted paperwork and said paperwork has been 

lost or misplaced by SFHA, the burden should not be on the household member to resubmit. 

2-II.E. Approval/Denial of a Requested Accommodation 

Consistent with applicable law, e.g., the HUD/DOJ joint statement on reasonable 

accommodation, the language should reflect a requirement that the SFHA engage in the 

interactive process, i.e., change "may" to "must." 

CHAPTER 3: ELIGIBILITY 

3-I.B. Family and Household 

Given the difficulty of finding housing in San Francisco, it would better reflect the housing needs 

of the local community to leave the age cutoff for returning adult children at 26, rather than 

change it to 24. 

3-I.M. Live-In Aid 

Addition of a Live-In Aid 

Where the initial reasonable accommodation paperwork includes appropriate verification that 

there is a permanent need for the accommodation, or where said need remains obvious to SFHA 

staff, the household member should not be required to resubmit additional verification.   

The requirement that a disabled family submit a new written request for a live-in aid in cases 

involving permanent or long-term disability is unduly burdensome, unnecessary for program 

administration, and jeopardizes a disabled tenant's housing stability. 

A reasonable accommodation request is a multi-step process and requires supporting 

documentation from a medical provider. Some providers require an appointment before 

producing such a letter. Having to schedule and attend an additional medical appointment costs 

the family time and money they would not otherwise spend.  SFHA also requires verification 

directly from the medical provider. This delays the reexamination process, increases the chance 

of the family not being able to comply because the verification will not be timely completed by 

the medical provider or timely received or processed by SFHA.   
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Additionally, many families are not aware of this requirement, often due to their disability or 

LEP status. As a result, they do not re-apply for a live-in aid and their voucher size is reduced on 

the mistaken assumption that the live-in aid is no longer necessary. It often takes months to 

reinstate the live-in aid and correct the voucher size through administrative hearings. During 

this process, the tenant's share of the rent may increase to an unaffordable level, putting the 

participant family in danger of eviction for nonpayment of rent. This practice jeopardizes the 

stability of the disabled tenant's housing. This practice also interrupts payments to the landlord 

and creates an administrative burden on SFHA to have to correct the voucher size and make 

retroactive payments to the landlord.  

To reduce the burden on SFHA and the participant household, the participant should only be 

required to apply for a live-in aid when the need for the live-in aid first arises. We request that 

SFHA remove the requirement that a participant family re-submit a new request for a live-in aid 

and find a less burdensome way to verify the continued need for a live-in aid.  

Denial of a Live-In Aide 

An individual should not be barred from serving as a live-in aide where they owe a debt to the 

SFHA, as said debt does not reflect on their qualification to serve as a live-in aide.  In addition, 

the benefit of housing accrues to the family, and only incidentally to the live-in aide, who has no 

tenancy rights and is required to work for their keep in the household.  In the alternative, if old 

debt is to be counted, it should be limited to 3 years as it would be for the household. 

The constraint on live-in aide should be limited to exclude a person who would "not be living in 

the unit except to provide the necessary supportive services." 24 CFR 5.403.  The Admin Plan 

language should not be expanded, as proposed, to include any person who is "the owner of the 

unit, lives in the unit or has an interest in the subsidized unit."   

CHAPTER 5: BRIEFINGS AND VOUCHER ISSUANCE 

5-II.B. Determining Family Unit (Voucher) Size 

Families of 2 should be permitted but not required to accept a studio-size voucher.  The 

proposed change would permit the SFHA to require a family of two persons to reside in a studio.  

Housing is already prohibitively difficult to find in San Francisco, and reducing voucher-size to 

families will compound the existing problem of payment standards being too low to reflect actual 

market level rents.  This problem regularly results in families losing vouchers or porting out of 

San Francisco. 

Living rooms should not be counted as bedrooms. 

We request that the Administrative Plan be clarified to make explicit that the SFHA will not 

count living rooms as bedrooms in making voucher size determinations. This is consistent with 

guidance from HUD, which in a memorandum from HUD’s Office of General Counsel clearly 

states: 
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“A key principal of subsidy standards is that the voucher is always tied 

to the number of bedrooms needed by the family.  There are no HCV 

statutory, regulatory or administrative authority that considers a living 

room a ‘bedroom.’” Memorandum from Chung-yiu “Andrew” Lee, 

Office of General Counsel, Assisted Housing Division, to Laure 

Rawson, Office of Public and Indian Housing, Office of Voucher 

Management Operations (June 25, 2013). 

The memorandum from General Counsel goes on to state, “[u]nder no circumstances may a 

PHA compel a family to have its family member(s) reside in a living room or accept fewer 

bedrooms than what the family needs.” 

Members of different generations should not be required to share bedrooms. 

Language should be added to the Administrative Plan to require that, in making voucher size 

determinations, the SFHA will not force members of different generations to share bedrooms.  It 

is widely recognized that public housing residents should not be forced to room members of 

different generations in the same bedroom.  In line with this, the SFHA Admissions and 

Continued Occupancy Policy for Public Housing establishes that “persons of different 

generations will not be required to share a bedroom.” The rationale underlying this SFHA 

public housing policy applies equally well to individuals in the voucher program, and should 

inform SFHA voucher-size determinations under the Voucher Program. 

Children of opposite gender identification should not be required to share a bedroom. 

The SFHA policy providing that children of the opposite sex, other than those under five (5) 

years old, may not be required to occupy the same bedroom should be expanded to include 

children of opposite gender identification, rather than acknowledging only an assigned at-birth 

sex designation.  

5-II.E. Voucher Term, Extensions, and Suspensions 

The proposed language to increase the voucher term reflects a much needed change for program 

participants in San Francisco. We strongly support this change. 

CHAPTER 6: INCOME AND SUBSIDY DETERMINATIONS 

6-I.E. Earned Income Disallowance for Persons with Disabilities 

Because the new language reflects two different sets of requirements depending on the 

applicable date, the revised version should include both the Original Calculation Method and 

the Revised Calculation Method. 

6-III.D. Applying Utility Allowances 

If there is a possibility that the utility allowance will be decreased at the contract anniversary, 

any new payment standard should be applied at the same time, such that the household gets the 

benefit of the higher payment standard.   
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CHAPTER 7: VERIFICATION 

7-III.B. Sporadic, Seasonal, and Temporary Income 

Per 24 C.F.R. 5.609(c)(9) temporary or sporadic income is not included in annual income 

because it is not predictable or reliable.  Chapter 6 of the SFHA Admin Plan acknowledges this.  

For the same reason, it is problematic to use past year IRS tax return to project forward where 

such income is not predictable or included. This proposed language providing for this method of 

verification should be stricken.  

 

CHAPTER 8: HOUSING QUALITY STANDARDS AND RENT REASONABLENESS 

DETERMINATIONS 

8-I.C. Life Threatening Conditions 

Although we recognize that under RAD, HUD requires that all units meet HQS no later than the 

date of the completion of initial repairs as indicated in the RAD Conversion Commitment, SFHA 

should require developers to comply with current code requirements and HQS as soon as 

possible, and should provide automatic rent abatement for tenants who are living in substandard 

and unsafe conditions that are in violation of HQS and/or local/state housing laws. SFHA should 

also clarify that for existing buildings converting to RAD that will be rehabilitated, existing non-

conforming building conditions are not required to be upgraded to comply with current code 

only at the time of RAD conversion. After the RAD rehabilitation has been completed, these 

building will be required to comply with HQS and current code. 

8-II.C. Annual/Biennial HQS Inspections 

If a particular unit or building has a negative inspection history, an annual inspection of the unit 

itself should be required and a sampling-based inspection method should not be used. 
The proposed language seems to permit owners to be present in place of tenants.  This seems like 

a fine change where the tenant is in agreement, however, it should be made clear in the proposed 

language that an owner is still required to adhere to the requirements of Cal. Civil Code 1954 

regarding landlord entry to a unit, by providing proper notice.  In addition, the failure of an 

owner to be present after committing to be present should in no case be attributed to the tenant 

as a missed inspection appointment. 

8-III.B. When Rent Reasonableness Determinations Are Required  

Any new payment standard should be applied whenever the household rent in increased owing to 

a landlord request for rent increase, even if it would otherwise not be applied until a later date. 

Attachment A and the redlined HCV with proposed changes says that a unit must have passed 

inspection in the 12 months prior to an owner rent increase. The grid summarizing changes says 

24 months.  12 months is an appropriate period, and any proposed change should reflect the 

shorter window. 
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8-III.D. SFHA Rent Reasonableness Methodology 

Given rapid changes in the rental market, data that is not current (i.e., originating within the 

past 24 months), may not be a reasonable basis for approving a rent increase under the rent 

reasonableness policy.  Thus the requirement that comps be drawn from recent data should be 

retained.   
 

CHAPTER 10: MOVING WITH CONTINUED ASSISTANCE AND PORTABILITY 

10-II.B Initial PHA Role 

If the family owes money to the SFHA, they will not be allowed to port out to another 

jurisdiction until the debt is repaid. 

Under 24 CFR 982.552 and Notice PIH 2011-3, SFHA has the discretion to allow families to 

port out to another jurisdiction "[i]f the family currently owes rent or other amounts to the PHA 

or to another PHA in connection with Section 8 or public housing assistance under the 1937 

Act." As such, we strongly believe that SFHA should not place such a restricting limitation on 

families who seek to live in more affordable communities. If families who owe debt to the SFHA 

are barred from porting out, they will often be less able to repay the SFHA because of the 

staggering rent levels in San Francisco. By allowing these families to port to more affordable 

areas, they will more likely be able to repay debts. In addition, because San Francisco is so 

unaffordable, families who do not have an option to leave (some of whom will have been forced 

out due to no-fault evictions by landlords so common in San Francisco) will find themselves 

homeless if they cannot port out of San Francisco.  

Alternatively, if there is a significant amount of collectable debt owed to SFHA by tenants who 

wish to exercise their portability rights, SFHA should instead utilize repayment agreements as 

the tool to recover any collectable debt, and should not otherwise restrict families who wish to 

exercise their portability rights. In other words, SFHA should not prevent families from porting 

out if they have entered into repayment agreements with SFHA for any current and collectible 

debt owed. 

CHAPTER 11: REEXAMINATIONS 

11-II.D Processing the Interim Reexamination 

We strongly urge SFHA to keep the original language that provides an earlier effective date for 

decreases in tenant rent. There is a clear policy reason for setting a faster timeline for 

implementing tenant rent decreases. For tenants living on limited resources, a decrease in their 

household income could make it impossible to afford their previous rent portion for an 
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additional thirty days. The proposed language change risks putting tenants in the precarious 

position of not paying unaffordable rent and facing eviction, or forgoing basic life necessities in 

order to preserve stable housing. 

It is not reasonable or fair that households should lose a retroactive benefit in instances where 

SFHA delay or other persons outside the control of a household results in slow verification. In 

addition, the following sentence should not be deleted: “In cases where the change cannot be 

verified until after the date the change would have become effective, the change will be made 

retroactively.” 

CHAPTER 13: OWNERS 

13-II.E. HAP Contract Term and Terminations 

It is dangerous and inappropriate to require tenants to behave in a "professional" manner 

towards PHA staff.  This term is ambiguous and is not the appropriate standard outside of a 

limited set of workplace environments. A quick review of common dictionary definitions of the 

word supports that this is not a reasonable ground for termination of a basic housing benefit.  
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CHAPTER 18: RENTAL ASSISTANCE DEMONSTRATION 

In order to help educate RAD tenants about the important, tenant-supportive policies and 

procedures that have been created through various San Francisco RAD Working Groups, the 

final versions of these policies and procedures should be hyperlinked to the SFHA 

Administrative Plan in the corresponding sections. These policies and procedures were 

negotiated with a wide variety of stakeholders, including SFHA, MOHCD, RAD developers and 

tenant advocates, and include the following documents: RAD Emergency Referral Policy (should 

be included in full in the Administrative Plan), RAD Applicant Referral Procedure (should be 

hyperlinked on page 621 of the Administrative Plan), RAD Tenant Selection Guidelines (should 

be hyperlinked on page 615 of the Administrative Plan), and RAD Relocation and Transition 

Plan should be hyperlinked on page 103 of the Administrative Plan). 

No Re-screening of Tenants Upon Conversion (p. 566) 

SFHA should clarify what the following sentence means: “The SFHA will make their best effort 

to appropriately size households throughout the conversion.” What is the SFHA’s responsibility 

versus the owner’s responsibility to appropriately size households? What does the term 

“throughout conversion” mean? Does this mean before closing and/or after closing during 

rehabilitation of the units? 

Renewal of Lease (p. 566) 

SFHA should clarify that the owner is obligated to renew all leases upon lease expiration. 

Currently, this section states that the “PHA must renew all leases upon lease expiration.” After a 

RAD conversion, the lease is between the owner and tenant, not SFHA and tenant.  

Resident’s Procedural Rights (p. 568) 

SFHA should clarify that the owner is obligated to provide adequate written notice of 

termination of the lease. Currently, this section states that the “termination procedure for RAD 

conversions will require that PHA’s provide adequate written notice of termination of the lease.” 

After a RAD conversion, the notice of lease termination obligations identified in this section are 

the owner’s obligations, not SHFA’s obligations. 

Choice Mobility Vouchers (p. 569) 

SFHA should add the following clarifying language to the second paragraph of this section: 

 

“This means that SFHA will not place a limit on the number of vouchers or other 

comparable tenant-based rental assistance given to RAD PBV families after one year of 

occupancy at a RAD PBV property.” 
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SFHA should also clarify how the joint RAD PBV and non-RAD PBV choice mobility waiting 

list will be prioritized (will RAD PBV families receive preferences over non-RAD PBV families 

on the waiting list?) and how RAD PBV families will be able to obtain their tenant-based 

voucher or get on the waiting list. SFHA should update the “HCV Priorities Chart” with this 

information. 

Definitions of Family and Household Members: Guests (p. 577, 589) 

The guest policy should be updated to reflect the guest policy language in the RAD House Rules. 

Currently, there is different, conflicting language between the relevant section of the RAD House 

Rules and this section. For example, the guest maximum stay should include an exception for 

situations where the RAD Property Manager has provided written permission and this section 

does not include VAWA exceptions for when residents are held responsible for the conduct and 

actions of their guests. 

Denial of a Live-In Aide (p. 580) 

SFHA should clarify that the only circumstances in which the SFHA will remove a particular 

person as a live-in aide is if the tenant determines that the person is no longer necessary for their 

own care or if SFHA does not receive the necessary paperwork for the live-in aide. 

Also, SFHA should not deny a live-in aide, who is essential to the care of a tenant, if the 

proposed live-in aide owes rent or other amounts to the SFHA or to another PHA in connection 

with the Housing Choice Voucher Program, RAD, or Conventional Public Housing Program 

under the 1937 Act. The live-in aide’s debt to the SFHA or another PHA has no bearing on their 

fitness as a live-in aide or the tenant’s need for their critical care. Additionally, the live-in aide 

does not pay rent, so past debts owed are not needed to determine the likelihood that the live-in 

aide will regularly pay rent or other charges as necessary. 

Denial of Assistance (p. 588-599) 

This section should more clearly distinguish between when it is referring to a termination of 

assistance of a current tenant or initial denial of assistance to an applicant. 

Previous Behavior in Assisted Housing (p. 592) 

Pursuant to the discretion allowed by 24 CFR 982.552, SFHA should remove the following 

events from the paragraph entitled “The SFHA will terminate a family's assistance.” SFHA 

should not terminate a family's assistance under the following circumstances because they are 

not relevant to the family's current tenancy: 

 Any family member has been evicted from federally assisted housing in the last five 

years. 
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 Any PHA has ever terminated assistance under the program for any member of the family 

 

Also, SFHA should not terminate a family's assistance under the following events because they 

may not be relevant to the family's current tenancy: 

 The family has breached the terms of a repayment agreement entered into with the SFHA 

more than one time in any 12-month period. 

 The family refuses to enter into a repayment agreement with the SFHA for past debt 

owed. 

 The family currently owes rent or other amounts to any PHA in connection with the 

HCV, Certificate, Moderate Rehabilitation, or other public housing programs. 

 

SFHA should move all of these circumstances to the paragraph in the same subsection entitled 

"The SFHA will not terminate a family's assistance..." because these circumstances do not reflect 

circumstances surrounding the current tenancy, and such language does not support the critical 

housing retention goals of the SFHA program. 

Other Permitted Reasons for Denial of Assistance: Previous Behavior in Assisted Housing 

(pp. 592-593) 

Pursuant to the discretion allowed by 24 C.F.R. 982.552, SFHA should remove the following 

events from the paragraph entitled “The SFHA will terminate a family’s assistance.” SFHA 

should not terminate a family’s assistance under the following circumstances because they are 

not relevant to the family’s current tenancy: 

 Any family member has been evicted from federally assisted housing in the last five 

years. 

 Any PHA has ever terminated assistance under the program for any member of the 

family. 

 

Also, SFHA should not terminate a family’s assistance under the following events because they 

may not be relevant to the family’s current tenancy: 

 The family has breached the terms of a repayment agreement entered into with the SFHA 

more than one time in any 12-month period. 

 The family refuses to enter into a repayment agreement with the SFHA for past debt 

owed. 

 The family currently owes rent or other amounts to any PHA in connection with the 

HCV, Certificate, Moderate Rehabilitation, or other public housing programs. 

 

SFHA should move all of these circumstances to the paragraph in the same subsection entitled 

“The SFHA will not terminate a family’s assistance…” because these circumstances do no 



BayLegal, HRCSF & NHLP Response to Invitation for Public Comment 

SFHA 2016 Annual Plan Process 

11 

 

reflect circumstances surrounding the current tenancy, and such language does not support the 

critical housing retention goals of the SFHA program. 

SFHA should also clarify that it will not terminate the assistance of a household that converted 

from public housing to RAD if the household breaches a repayment agreement with SFHA, 

refuses to enter into a repayment agreement with SFHA, or currently owes rent or other amounts 

to any PHA. 

RAD Assistance Eligibility (p. 593) 

The beginning of this section should briefly describe that there is a two-step screening process 

under RAD, where SFHA will only screen for subsidy eligibility and the RAD Property 

Managers will screen for certain additional tenant selection criteria. The final version of the 

RAD Tenant Selection Guidelines and RAD Applicant Referral Procedure, negotiated and 

finalized by the RAD Waiting Lists and Referrals Working Group, should be linked in this 

subsection in order to both illustrate and educate applicants about this dual screening process. 

RAD Applications Process (p. 609) 

This section should be rewritten to describe the two-step screening process under RAD, where 

SFHA will only screen for subsidy eligibility and the RAD Property Managers will screen for 

certain (limited) additional tenant selection criteria. The final version of the RAD Tenant 

Selection Guidelines, negotiated and finalized by the RAD Waiting Lists and Referrals Working 

Group, should be attached or incorporated in this section in order to both illustrate and educate 

applicants about this dual screening process. 

Organization of the Waiting List (p. 611) 

SFHA should provide more information in this subsection about how applicants can learn more 

about and apply for the RAD site-based waiting lists. Will the applications be via the online 

Applicant Portal (which is not currently operational)? Where will there be more information for 

applicants to learn more about each of the RAD properties when applying for the site-based 

waiting lists? 

Removal from the Waiting List (p. 614) 

Tenants who are awaiting an emergency referral should not be automatically removed from other 

RAD site-based waiting lists. 

RAD Emergency Referral Policy for In-Place Residents (p. 623) 

We strongly support the RAD Emergency Referral policy that was negotiated with various 

representatives on the RAD Emergency Referral Working Group. As such, we strongly believe 

that the entire negotiated policy should appear in the Administrative Plan, instead of being 

hyperlinked within. Putting this negotiated RAD Emergency Referral policy in its entirety in the 
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Admin Plan, including the definitions of qualifying emergencies, required documentation to 

prove those emergencies, and SFHA's and owners' role and responsibilities (especially regarding 

critically important timelines for tenants with time-sensitive emergencies) would better hold all 

parties responsible for the policy's agreed upon terms and would ensure that any future changes 

would be subject to public input and transparency. 

The following sentence should be added at the end of the second paragraph: 

“The SFHA will follow the policies and procedures described here [insert link] to transfer 

certified referrals in an expedient manner.” 

Additionally, SFHA should remove the summarized definitions included before the chart and 

keep the negotiated definitions of emergencies that appear in the “description” column of the 

chart. 

The following language should also be added to this section: 

“Certified RAD Participant Household Emergency Referrals shall be offered the first 

available unit from the properties selected by the RAD participant household on the Certified 

Emergency Referral Form. RAD participant households may refuse to accept an emergency 

referral for “good cause.” Good cause for refusal of an emergency referral is limited to the 

following: 

 The RAD participant household documents to the SFHA’s satisfaction that accepting the 

offer will place a household member’s life, health or safety in jeopardy. The RAD 

participant household should offer specific and compelling documentation such as 

restraining orders, other court orders, risk assessments related to witness protection from 

a law enforcement agency, or other certifications or attestations. Reasons offered must be 

specific to the household.  

 A health professional verifies temporary hospitalization or recovery from illness of the 

principal household member, other household members (as listed on final application) or 

live-in aide necessary to the care of the principal household member within a RAD 

participant household. 

SFHA will require documentation of good cause for unit refusals. 

If the RAD participant household rejects a unit for good cause, they will remain in queue for 

the next available unit at the properties selected by the RAD participant household on the 

Certified Emergency Referral Form. Should the household fail to affirmatively accept the 

offer within 10 business days, including denial of an offer without good cause, the RAD 

participant household will be deemed to have rejected the offer and the RAD participant 

household shall lose its emergency referral preference on all site-based waiting lists.” 

 



BayLegal, HRCSF & NHLP Response to Invitation for Public Comment 

SFHA 2016 Annual Plan Process 

13 

 

Determining Family Unit Size (p. 629) 

SFHA should clarify that it will not require tenants to count living rooms as bedrooms in making 

voucher size determinations. The tenants may choose to occupy the living room as a bedroom, 

but SFHA should not requires tenants to do so. 

Additionally, SFHA should add language to the Administrative Plan to require that, in making 

voucher size determinations, the SFHA will not require members of different generations to 

share bedrooms. Again, tenants should retain the option to do so, but SFHA should not require it. 

The SFHA policy providing that children of the opposite sex, other than those under five (5) 

years old, may not be required to occupy the same bedroom should be expanded to also include 

children of opposite gender identification, rather than acknowledging only an assigned at-birth 

sex designation. 

SFHA should also revise the following statement: “The family unit size does not dictate the size 

of unit the family must actually lease.” This statement is contrary to the regulations governing 

PBV units, under which the family unit size determination in turn determines the size of the unit 

that must be leased to the family.  (24 CFR 982.402 (“The PHA must establish subsidy standards 

that determine the number of bedrooms needed for families of different sizes and compositions[;] 

For each family, the PHA determines the appropriate number of bedrooms under the PHA 

subsidy standards (family unit size)”); 24 CFR 983.253(b) (“The contract unit leased to each 

family must be appropriate for the size of the family under the PHA's subsidy standards”); 

983.260 (“The PHA subsidy standards determine the appropriate unit size for the family size and 

composition”).)  This statement is confusing and misleading because it implies that a family 

doesn't have the right to an appropriate size unit under SFHA’s subsidy standards. Unlike the 

HCV program, PBV families must be housed in appropriately sized units. 

SFHA should also include language in this section similar to that in the “Leasing” and 

“Overcrowded” sections in Chapter 17, which addresses situations where families are housed in 

wrong size units.  See 24 CFR 983.260(b) (“If the PHA determines that a family is occupying a . 

. . [w]rong-size unit . . . the PHA must offer the family the opportunity to receive continued 

housing assistance in another unit" pursuant to the policy stated in the PHA's administrative 

plan”). 

The RAD chapter should also specify the ways in which RAD families who have converted from 

public housing will be treated differently vis-à-vis right-sizing than families who move in post-

conversion. The plan should make clear that, before any new families are offered units in a RAD 

building, existing families who converted from public housing must be offered an appropriate 

size unit if one is available.  This obligation of the owner/SFHA to offer a right-sized unit 

includes situations where a converted family's current unit is too small under SFHA's subsidy 

standards. Where the family's current unit is too small and an appropriate size unit is not 

available, the plan should require that the family should first be offered the smallest "too large" 
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unit available. If such a unit is not available, then the family should be offered the next largest 

available unit.  If there is no larger unit available, then the family should be allowed to remain in 

the unit. 

Exceptions to Subsidy Standards (p. 630-631) 

If SFHA determines that an exception to the subsidy standards is warranted that results in a 

family occupying a unit that is too small under the subsidy standards, documentation of that 

determination and the reasons therefore should be made in writing and maintained in the tenant 

file.  Such documentation should be signed by the tenant and SFHA. 

As discussed above, a situation may occur where a family converted under RAD is housed in a 

unit that is smaller than an "appropriate size unit" under the subsidy standards, but still big 

enough to comply with HQS.  In such case, SFHA should inform the tenant in writing that the 

assigned unit is too small under the subsidy standards and that the family is entitled to transfer to 

an appropriately sized unit once one becomes available. In addition, the Plan should set forth a 

procedure implementing this. 

Grievance Procedure (p. 635-644) 

The current grievance procedure in the Administrative Plan differs from the more recently 

updated grievance procedure that is included in RAD tenants’ lease packet, including the key 

timeline requirements. The grievance procedure in the Administrative Plan should be updated to 

include the grievance procedure that is currently attached to RAD tenants’ lease packet. 
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SFHA ADMISSIONS AND CONTINUED OCCUPANCY POLICY 

CHAPTER 3: ELIGIBILITY 

3-I.C. Family Break-Up and Remaining Member of Tenant Family 

SFHA Policy 

The rent arrearages by the former head of household incurred within the last three (3) years will 

be placed in the debts owed module in the Enterprise Income Verification System (EIV). The 

EIV entry will be limited to the former head of household and any household members who 

have voluntarily or involuntarily moved out of the subsidized unit. It will not include the 

names of remaining family members that continue to live in the subsidized unit. 

We request that you add the language above to specify that debt will be reported in EIV only for 

members of the household who have left the program. The EIV debt reporting requirement is 

triggered when a tenant’s participation in the HUD rental assistance program is terminated. 

Remaining household members who continue to participate in the SFHA public housing program 

should not have debt reported to EIV in their names. 

In addition, the added language should be a separate numeral since it is unrelated to the other 

language in item (3) that addresses remaining family members under the age of 18. 

3-I.M. Live-In Aide 

SFHA should not deny a live-in aide, who is essential to the care of a tenant, if the proposed live-

in aide owes rent or other amounts to the SFHA or to another PHA in connection with the 

Housing Choice Voucher Program, RAD, or Conventional Public Housing Program under the 

1937 Act. The live-in aide’s debt to the SFHA or another PHA has no bearing on their fitness as 

a live-in aide or the tenant’s need for their critical care. Additionally, the live-in aide does not 

pay rent, so past debts owed are not needed to determine the likelihood that the live-in aide will 

regularly pay rent or other charges as necessary. This policy unfairly penalizes elderly or 

disabled public housing participants by potentially depriving them of the best-suited provider of 

live-in assistance. 
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3-III.C. Other Permitted Reasons for Denial of Admission 

SFHA Policy 

If any household member is currently engaged in, or has engaged in any of the following 

criminal activities, within the past five three years, the family will be denied admission. 

SFHA should exercise discretion and lower the time period from five years to three years as 

permissible by federal regulations. 

SFHA Policy 

The SFHA will deny admission to an applicant family if the SFHA determines that the family… 

Owes rent or other amounts to SFHA within the last three (3) years this or any other PHA within 

the last three (3) years or owner in connection with any assisted housing program, including 

breach of the terms of a repayment agreement entered into with the SFHA, unless the family 

repays the full amount of the debt covered in the repayment agreement prior to being selected 

from the waiting list. 

We support the proposed change that limits the grounds for denial of admission to debt owed in 

the past three years. We suggest that SFHA extend the three year limitation to debt owed to any 

PHA. 

 SFHA Policy 

Has engaged in or threatened violent or abusive behavior toward SFHA personnel. 

Language should be added to allow SFHA to consider the extent of culpability of SFHA staff in 

escalating a negative interaction with a household member by responding in an inappropriate 

fashion or a pattern of engaging with tenants in an unprofessional manner. 

 

CHAPTER 6: INCOME AND RENT DETERMINATIONS 

6-III.B. Financial Hardships Affecting Minimum rent 

SFHA Policy 

Financial hardships do not apply to repayment/housing retention agreements. Additionally, a 

hardship must be requested within 15 calendar days from the TTP redetermination. 

We request that this proposed addition be removed. 

If SFHA finds that a family is unable to pay the minimum rent of $25.00, it is unreasonable and 

unduly burdensome to require that they continue to make payments on a housing retention 
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agreement. In addition, this is inconsistent with the language in Chapter 16 which does allow for 

consideration of undue financial hardship. At the very least, SFHA should exercise discretion in 

determining whether a family’s hardship exemption should suspend the repayment agreement in 

addition to the minimum rent. 

Imposing a fifteen day limitation on requesting a hardship is unreasonable. If a family is already 

paying the minimum rent and experiences an additional decrease in income that meets the 

standards of financial hardship, their request for a rent suspension should not be tied to the date 

of a TTP redetermination as it would be unnecessary to conduct an interim reexamination. The 

fifteen day deadline should either be removed or additional language should be added to exempt 

situations where it is impractical to request a hardship within 15 days of TTP redetermination. 

CHAPTER 8: LEASING AND INSPECTIONS 

8-II.D. Inspection Results 

To request rent abatement for habitability issues reported before January 1, 2015, a tenant must 

fill out a “Rent Abatement Request” form and submit it to the property office during their 

tenancy with the SFHA. 

We discourage SFHA from adopting a requirement that the “Rent Abatement Request” form be 

submitted during a family’s tenancy with SFHA. This provision is particularly problematic for 

tenancies that are converting to PBV, RAD, or HOPE SF. These tenants may not be aware of the 

need to request abatement until after SFHA has completed reconciling their tenant file. We know 

that SFHA is working diligently to ensure timely reconciliation of tenant ledgers, but the 

reconciliation was not finalized by conversion for some RAD Phase I tenants, and we are still in 

the process of negotiating repayment agreements for some of these families. We request that 

SFHA delete the proposed language, or at the least, create an exception to this requirement 

when abatement is requested in connection with negotiating a repayment agreement. 

CHAPTER 9: REEXAMINATIONS 

9-I.E. Effective Dates 

The language “or an interim reexamination” must be removed. Part I of Chapter 9 involves 

annual reexaminations. Part III of Chapter 9 covers interim reexaminations. Any policies 

regarding interim reexaminations should be detailed in Part III. 

9-III.D. Processing the Interim Reexamination 

We strongly urge SFHA to keep the original language that provides an earlier effective date for 

decreases in tenant rent. There is a clear policy reason for setting a faster timeline for 

implementing tenant rent decreases. For tenants living on limited resources, a decrease in their 
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household income could make it impossible to afford their previous rent portion for an 

additional thirty days. The proposed language change risks putting tenants in the precarious 

position of not paying unaffordable rent and facing eviction, or forgoing basic life necessities in 

order to preserve stable housing. 

In addition, households should not lose a retroactive benefit in instances where a verification 

delay is caused by SFHA or other persons outside the control of a household. The following 

sentence should not be deleted: In cases where the change cannot be verified until after the date 

the change would have become effective, the change will be made retroactively. 

CHAPTER 16: PROGRAM ADMINISTRATION 

16-III.B. Repayment Policy 

SFHA should not set a $25 ceiling for a minimum repayment amount. The ACOP should allow 

for case by case consideration of the circumstances, and permit a hardship exemption when a 

family is unable to afford monthly payments due to a loss in household income. 

Repayment Agreements Requested of Ex-Tenants 

Since this section specifically applies to former public housing tenants who converted to the 

Housing Choice Voucher Program, this language would more appropriately be placed in the 

Administrative Plan. 

SFHA should allow repayment agreements for former public housing tenants and should not 

require full payment. Creating unduly harsh policies does little to increase the likelihood that 

tenants will pay debts to SFHA. If a former tenant is unable to afford paying off a debt in full, 

then this policy penalizes the tenant, creates another homeless family, and provides no benefit to 

SFHA. This proposed addition should be removed, or at the very least modified to allow for 

discretion and consideration of individual circumstances.  
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M. Public Housing Authority Plan Timeline1 

 
 
 

Public Housing Authority Plan Timeline 
M.2 

Action 
Jan. 1 FY 
Start Date 

Apr. 1 FY 
Start Date 

July 1 FY 
Start Date 

Oct. 1 FY 
Start Date 

PHA should begin to develop plan 
for coming year. RAB and tenants 
should review prior year plan, 
develop issues, determine 
progress on prior year goals and 
strategies. Current year approved 
plan attachments and supporting 
documents are available for 
review. 

May 
(Prior Year) 

8 mos. 

Aug. 
(Prior Year) 

8 mos. 

Nov. 
(Prior Year) 

8 mos. 

Feb. 
 

8 mos. 

PHA should have available a draft 
plan and should be discussing the 
plan with RAB and tenants and 
other advocates, such as housing 
advocates, disability rights groups, 
homeless advocates and other 
agencies such as welfare and 
jurisdiction consolidated plan 
agency. 

Mid-July 
(Prior Year) 

5.5 mos. 

Mid-Oct. 
(Prior Year) 

5.5 mos. 

Mid-Jan. 
 

5.5 mos. 

Mid-Apr. 
 

5.5 mos. 

Notice of hearing, proposed plan 
on file for review, RAB members 
names published. 

Mid-Aug. 
(Prior Year) 

4.5 mos. 

Mid-Nov. 
(Prior Year) 

4.5 mos. 

Mid-Feb. 
 

4.5 mos. 

Mid-May 
 

4.5 mos. 

Public hearing (time should be 
allowed between public hearing 
and date plan is due at HUD to 
make revisions based upon 
comment). 

First week Oct. 
(Prior Year) 

3 mos. 

First week Jan. 
 

3 mos. 

First week Apr. 
 

3 mos. 

First week July 
 

3 mos. 

Plan due at HUD. Mid-Oct. 
(Prior Year) 

2.5 mos. 

Mid-Jan. 
 

2.5 mos. 

Mid-Apr. 
 

2.5 mos. 

Mid-July 
 

2.5 mos. 

HUD approves plan and notifies 
PHA. PHA provides RAB with a 
copy of approved plan, notice of 
approval and funding awards. 
Or plan rejected. 

Jan. 1 Apr. 1 July 1 Oct. 1 

 

                                                      
1 Prepared by the National Housing Law Project November 2001. 
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