LOUISVILLE METRO HOUSING AUTHORITY
600 S. 7th Street, Louisville, Kentucky 40203  (502) 569-6060
TDD Users Only (502) 587-0831

INFORMATION REGARDING IRS W-9 REQUEST FOR
TAXPAYER’S IDENTIFICATION NUMBER AND DIRECT DEPOSIT

Dear Property Owner:
‘The Louisville Metro Housing Authority is required to file IRS FORM 1099 Misc for all rental

. assistance payments made to you during any calendar year.

In order for us to comply with the IRS regulations, property owners WHO HAVE NOT
provided our office with a current Tax Identification Number (TIN) must supply one on the
attached form. The number provided MUST belong to the person/business entity for which
Housing Assistance Payments will be reported to the Internal Revenue Service. An individual
property owner, one not associated with a small business or a corporation, must report his/her
Social Security number. All others may use the Taxpayer’s Identification Number (TIN)
assigned by the Intemal Revenue Service,

The attached W-9 form must be completed by you and sent to the Section § F inance office. You
may send the completed W-9 form with the participant who will bring the lease papers to this
office or you may mail it to us or you may FAX the completed form to us at (502) 569-1348,
Attention Janell Coghill or Yvonne Feger, '

If you have applied for a TIN but you have not received it, please indicate that on the W-9 Form
in Part One by writing “APPLIED FOR” in the space marked Taxpayer ldentification Number.
You must then contact ug in writing WITHIN 60 DAYS and provide us with your new TIN or
Soctal Security Number or your Housing Assistance Payments may be subject to backup
withholding of 20% (twenty percent) of the Housing Assistance Payment amount. Housing
Assistance Payments cannot begin without a Taxpayer Identification Number or Social Security
Number. :

DIRECT DEPOSIT: Effective May, 2005 the Housing Authority adopted a mandatory direct
deposit policy for Section 8 Housing Assistance Payments. Any rental payments due you will be
deposited directly, i.e., electronically to your checking or savings account. However, you will
recejve a detailed listing of each tenant and payment amount via mail. To set up your direct
deposit please complete the attached “Direct Deposit Authorization Sheet” and mail to
Attention: Section 8 Accounting, 420 S 8™ Street, Louisville, KY 40203 or fax to (502)569-
1348, '

NOTE: You must complete both the W-9 Form and the Direct Deposit Authorization Sheet.
You can fax to the numbers on the direct deposit authorization sheet or mail to our office located
at 420'S 8" Street, Attention Section 8 Accounting. The IRS Form W-9 is a required document
for those owners who complete lease papers and for whom there is no current Taxpayer
Identification Number on file with this Agency.
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Form. W' 9
{Rev. December 2014)

Dapartment of the Treasury
Internal Revenue Service

Request for Taxpayer
Identification Number and Certification

Give Form to the
requester. Do not
send to the IRS.

1 Name (as shown on your income tax return). Name is required cn this line; do not ieava this line blank.

2 Business name/disregarded enlity name, if different from above

[ Indivicual/sole proprietor or Oc Corparatlon

single-member |.LC

the tax classification of the single-membar owner.
|:| Other (see instructions) »

3 Check appropriate box for federal tax classification; check only one of tha following seven boxas:
Os Gorporation D Partnership

[:] Limited liability cornpany. Enter the tax classification (C=C corporation, $=3 corporation, P=parinarship} »
Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line abova for

4 Exemptions (codes apply only to
ceriain entities, nof individuals; see
instructions on page 3):

Exempt payee code (if any)

I:l Trust/estate

Exemption from FATCA reporting
code (if any)
Appiles to sccounts maintalned outside the 1:5.)

5 Address (number, street, and apt. or sulte no.)

Requester’s nams and address {optional)

6 City, state, and ZIP code

Print or type
See Specific Instructions on page 2.

7 List account number(s) here {optional)

m Taxpayer |dentification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your social sacurity number (SSN). However, for a
resident allen, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other - -
entities, it is your employer identification number (EIN), If you do not have a number, see How to get a

TIN on page 3.

Nate. If the account is In more than one name, see the instructions for line 1 and the chart on page 4 for | Employer identitication number

guidelines on whose number to enter.

J_Social security number

or

EEd  Certification

Under penafties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a numiber to be Issued to meyj; and

2. | am not subject to backup withholding because: (a) ! am exempt from backup withhoiding, or {b) | have not been notified by the Internal Revenue
Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (¢) the IRS has notified me that | am

no longer subject to backup withholding; and

3. lam a U.8. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that | am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withhalding
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement {IRA), and
generally, payments other than Interest and dividends, you are not required to sign the certification, but you must provide your correct TIN, See the

instructions on page 3.

Sign Signature of
Here U.S. person b

Date >

General Instructions

Section references are to the Internal Revenue Code Lnless otherwise noted.

Future developments. Information about developments affecting Form W-9 {such
as legislation enacted aftor we release i) is at www.irs.govifvg.

Purpose of Form

An individual or entity (Form W-9 recuester) who is raguired te file an information
return with the IRS must obtain your correct taxpayer identification number (TIN)
which may be your social security number (SSN), individual taxpayer identlfication
number (ITIN}, adoption taxpaysr identification number (ATIN), or employer
identlfication number (EIN), to report on an Informaticn return the amount pald to
you, or other amount reportabla on an information return. Examples of information
retums includs, but are net limited to, the following:

* Form 1099-INT (Interest earned or paid)
» Form 1092-DIV (dividends, including these from stocks or mutual funds)
* Form 1099-MISC (various types of income, prizes, awards, or groas proceeds)

= Form 1099-B (stock ¢r mutual fund sales and certain other transactions by
brokers)

* Form 1089-5 (proceeds from real estate transactions)
» Form 1089-K (merchant card and third party network transactions)

+ Form 1098 (home mortgage interest), 1098-E (student loan interest}, 1098-T
{tuition)

= Form 1099-C (canceled debt)
» Form 1098¢-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident alien), to
provide your correct TIN,

If you do not return Form W-9 ta the requester with a TIN, you might be subject
ta backup withholding, See What is backup withholding? on page 2,

By signing the fillad-out form, you:

1. Certify that the TIN you are giving is correct {or you are waiting for a number
to be issued),

2. Certify that you are nct subject to backup withnc!ding, or

3. Claim exemption from backup withholding if you are a U.S. axempt payee. If
applicable, you ars also cartifying that as a U.S, person, your allocable share of

any partnership income from a U.S. trade or business is not subject to the
withholding tax on forelgn partners’ share of effectively connected income, and

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are
exempt from the FATCA reporting, is correct. See What is FATGA raporting? on
page 2 for further information.

Cat. No. 10231X

Form W=9 (Rev, 12-2014)
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Page 3

Form W-9 {Rev. 12-5014)

Line 2
If you have a business name, trads name, DBA namse, or disregarded antity name,
you may enter it on line 2.

Line 3

Check the appropriate bux in line 3 for tha U.S. federa! tax classification of tha
person whose nama is entered on line 1. Check only one box In line 3.

Limited Liability Company {LLC}. If the name cniine 1 is an LLC treated as a
partnership for U.8, federal tax purposes, check the “Limited Liability Company”
box and enter “P" In the space provided, If the 1L.C has filed Form 8832 or 2553 to
be taxed as a corporation, chack the “Limited Liabllity Gompany” bex and in the
space provided enter “C” for C corpoeration or *S” for S corporation. If it is a
single-member LLC that is a disregarded entity, do not check the “Limited Liability
Company” box; Instead check the first box in line 3 “Individual/sole proprietor or
single-member LLC,”

Line 4, Exemptions

If you are exampt from backup withhoiding and/or FATGA reporting, enter in the
appropriate space in line 4 any cade{s) that may apply ta you,

Exempt payee code.

* Generally, individuals (Including sole proprictors) are not exempt from backup
withholding.

*+ Excopt as provided below, corporations are exempt from backup withholding
far certain payments, including interest and dividends.

* Corporations are not exempt from backup withholding for payments made in
settfemant of payment card or third party network transactions.

* Corporations are not exempt from backup withholding with respect te attorneys'
fees or gross proceeds paid to attorneys, and corporations that provide medical or
health care services are not exempt with respect to payments reportabla on Form
1099-MISC.

The following codes identify payees that are exempt from backup withholding.
Enter the appropriate code in the space in line 4.

1—An organization exempt from tax under section 501(a), any IRA, ora
custodial account under ssction 403(b)(7) if the account satisfies the requirsments
of section 401(f{2)

2—The United States or any of lts agencies or Instrumentalities

3—A stats, the District of Columbia, a U.8. commonwealth or possessicn, or
any of their political subdivisions or instrumentalities

4--A foreign government or any of its political subdivisions, agencies, or
instrumentalitios

5—A corporation

6—A dealer In securitios or commodities required tc register in the United
States, ths District of Columbia, or a U.S. commonwealth or possession

7—A futures commission merchant registered with the Commeodity Futuras
Trading Commission

8—A real estate Investment trust

2—An entity registered at all timas during the tax year under the Investment
Company Act of 1940

10—A common trust fund oparated by a bank under section 584(a)
11—A financial institution

12—A middleman known in the investment community as a nominee or
custodian

13—-A trust exempt from tax under section 684 or described in section 4947

The following chart shows types of payments that may be exempt from bac kup
withholding. The chart applies to the exempt payees listed above, 1 through 13.

IF the payment is for . .. THEN the payment is exemptfor ...

Interest and dividend paymenits All exempt payees except

for 7

Broker transactions Exempt payees 1 through 4 and 6
through 11 and ali C corporations. $
corporations must not enter an exempt
payee code because thay are exempt
only for sales of noncovered sscurities

acquired prior to 2012,

Barter exchange transactions and
patronage diviclends

Exempt payees 1 through 4

Fayments over $600 required to be

. Generally, exempt payess
reported and diract sales over $5,000

1 through 5°

Payments made in settlement of
payment card or third party network
transactions

Exempt payess 1 through 4

! a6 Form 1099-MISC, Miscelianeaus income, and its instructions.

?However, the following paymants mads to a corporation and repartable on Form
1099-MISG are not exempt from backup withholding: medical and health care
payments, atlorneys' fees, gross proceeds paid to an attormey raportable under
secticn 6045(f), and payments for services paid by a federal executive agency.

Exemption fram FATCA reporting code. The following codes identify payees
that are exempt from reporting under FATCA. These codes apply to persons
submitting this form for accounts maintained outside of the Unlted States by
certain foreign financial institutions. Therefore, if you are only submitting this form
far an account you hold in the Unlted States, you may leave 1his field blank.
Gonsult with the person requesting this form if you are uncertain if the financial
institution is subjact to these requirements, A requester may indicate that a code is
not reculred by providing you with a Form W-@ with “Not Applicable” (or any
similar indication) written or printed on the line for a FATCA axemption code.

A—An crganization exempt from tax under sectlon 501 (a) or any individual
retirement plan as defined In saction 7701(a)(@a7)

B—The United States or any of its agencies or instrumentalities

C—A state, the District of Columbia, a U.8. commonwealth or pessession, or
any of their political subdlvisions or Instrumentalities

D—A corporation the stock of which Is regularly traded on one or more
estabilshad securities markets, as described in Regulations section
1.1472-1(e)(1)(1)

E—A corporation that is a member of the same expanded affiliated group asa
corporation described in Regulations sectlon 1.1472-1(e)(1)()

FF—A dealer in securities, commodities, or derivative financlal instruments
(including notional principal contracts, futures, forwards, and options) that is
registerad as such undar the iaws of the United States or any state

G—A real estate investment trust

H—A regulated investment company as defined in section 851 or an entity
registered at all times during the tax vear under the Investment Company Act cf
1940

I—A common trust fund as defined in section 584(a)

J—A bank as defined in section 581

K—A broker

L—A {rust exempt from tax under section 664 or described in section 4947(a){1)
M-—A tax exempt trust under a section 4G3(b) plan or saction 45 7(g) plan

Note. You may wish to consult with the financial instiiution requesting this form to
determine whether the FATCA code and/or exempt payee code should be
completed,

Line 5

Enter your address (number, street, and apartment or suite number). This is where
the requester of this Form W-9 will rnail your information returns.

Line 6
Enter-your city, state, and ZIP cods.

Part I. Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. If you are a resident alien and you do not
have and are not eligible to get an SSN, your TIN is your IRS individual taxpayer
identification number (ITIN}. Enter it in the social security number bex, If you do not
have an ITIN, sea How to get a TIN below.

If you are a sole progriztor and you have an EIN, you may enter either your SSN
or EIN. However, the IRS prefers that you use your SSN.

If you are a single-member | LC that is disregarded as an entity separate from its
owner (see Limited Liability Company {LLC} on this pags), enter the owner's SSN
(or EIN, if the owner hag one). Do not enter the disregarded entity’s EIN, If the LLC
Is classified as a corporation or partnership, enter the entity's EIN,

Note. See the chart on page 4 for further clarification of name and TIN
combinations.

How to get.a TIN. If you do not have a TIN, apply for one irmmediately. To apply
for an SSN, get Form $S-5, Application for a Social Sacurity Card, from your local
85A cfiice or get this form online at www.ssa.gov. You may also get this form by
calling 1-800-772-1213, Use Form W-7, Application for IRS Individuat Taxpayer
Identification Number, to apply for an ITIN, or Form $8-4, Application for Employer
Identification Number, to apply for an EIN. You can apply for an EIN online by
accessing the IRS wobsite at www. irs.gov/businesses and clicking on Employer
Identification Number (EIN} under Starting a Business. You can get Forms W-7 and
58-4 from the IRS by visiting IRS.gov or by calling 1-B00-TAX-FORM
(1-800-829-3676).

If you are asked to complate Form W-8 but do ot have a TIN, apply fora TIN
and write “Applied For” in the space for the TIN, sign and date the form, and giva it
to the requester. For Interest and dividand payments, and certain payments made
with respect to readily tradable instruments, generally you will have 80 days tc get
a TIN and give it to the requester before you are subject to backup withholding on
payments. The 60-day rule does not apply to other types of payments. You will be
subject te backup withholding on all such payments until your provide your TIN to
the requester,

Nate, Entering “Applied For” means that you have already applied for a TIN or that
you Intend to apply for one soon,

Caution: A disregarded U.S. entity that has a foreign owner must use the
appropriate Form W-8.
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MANDATORY DIRECT DEPOSIT AUTORIZATION FORM

TO SET UP DIRECT DEPOSIT:

Vendor/Payee Name

Vendor/payee

Address

Vendor Contact Name Phone #
Email Address Fax#

Financial Institution Name
Depositor Routing Number
Depositor Account Number
Depositor Type of Account (check one) Checking Savings
Rental Property addresses

For checking accounts please enclose a “void” check,

[ hereby authorize the Louisville Metro Housing Authority, Finance Department
and the above named Financial institution to deposit Housing Assistance
Payments directly into the account listed above.

Authorized Signature Date

The deposit of the Housing Assistance Payments directly into your account will
begin approximately after the receipt of this authorization. Vendor payment
information will be mailed to you on the day the funds are transferred {by ACH) to
your account.

After completion of this form you may return by mail, fax or email to one of the
following.

Email Fax Phone
Suzanne Martin smartin@Imhat.org . 502-569-3452 502-569-3456
Missi Stone mstone@Imhat.org 502-569-1348 502-569-6495
Janell Coghill  coghill@Imha1.org 502-569-3452 502-569-6493

@
'-f,) 3 c § . . - ) . )
420 South Eighth Swrem | Louiswifle, KY 40202 1 502 5603800 | Fax 502 5603450 (ErE



SECTION 8 INFORMATION FOR AN OWNER/MANAGER

Revised August 2008

Thank you for considering renting one or more of your units to families who participate in the
Louisville Metro Housing Authority’s (LMHA) Section 8 Housing Choice Voucher Program. The
purpose of this document is to provide the information necessary to give you a basic
understanding of the Section 8 program and how it works. We hope we have provided enough -
information for you to make a decision on whether or rof to participate in the Section 8 program,
but you are welcome to call our Landlord Liaison, Ms. Michele Jefferson, at 569-8048 if you
have questions or need additional information.

WHAT IS THE HOUSING CHOICE VOUCHER PROGRAM?

The Section 8 Housing Choice Voucher program is the federal government's major program for
assisting very low-income families, the elderly, and the disabled to afford decent, safe, and
sanitary housing in the private rental market. Rental assistance payments are provided to
owners on behalf of a family or an individual to enable them to lease decent and affordable
housing. Most fypes of traditional housing, including single-famity homes, townhouses,
apartments and mobife homes, are eligible for participation in the program. A participant family
is required to pay 30 percent of its adjusted gross income towards rent and utilities, and can pay
up to 40 percent of income if the family wants to lease a unit that exceads the approved
payment standards. Payment standards are covered in the next section. If a participant is
responsible for payment of any rent on the unit then it is the landlord's responsibility to collect
the payment. The LMHA will make our assistance payments by direct deposit into the landlord’s
bank account on the first business day of the month.

HOW ARE RENTS AND ASSISTANCE PAYMENTS DETERMINED?

There are two tests that requested rents must pass in order to be approved by the LMHA.

1. The requested rent must be reasonable compared to rents charged for similar
unassisted units in the area (rent reasonableness test). The LMHA performs a rent
comparability analysis using rents for similar units in the same census tract to assure
that requested rents are reascnable in comparison to rents being charged in the
area. The LMHA has a data base with over 10,000 private market rents for use in
this analysis.

2. The gross rent for the unit (rent to owner plus the utilities allowance) must be equal
to or less than the maximum gross rent shown in Block 6 of the family's voucher.
The maximum gross rent is the sum of the payment standard (discussed below) plus
10 percent of the family's adjusted income. This can be referred to as an
affordability test. As noted elsewhere, the family is required to contribute 30 percent
of adjusted income but may contribute Up to 40 percent if it wishes to rent a unjt
where the gross rent is in excess of the payment standard. The 10 percent
difference is added to the payment standard amount to determine the maximum
gross rent.

Payment standards are used to control the affordability of units for the Section 8 program.
These standards are established by bedroom size and are set at amounts generally needed for
payment of rent to the owner plus utilities costs (gross rent) for moderately-priced dwelling units
in the local housing market, e.g., 2BR=$729 for 2008, Payment standards are used to
determine the maximum amount of housing assistance a family will receive after subtracting the



month in which the payment is made. After the first payment is made the LMHA will pay our
share of the rent payment to you on the first business day of each month,

HOW DOES THE PROPERTY OWNER SELECT A PARTICIPANT ON SECTION g7

Being on the Section 8 program doesn’t give the participants any special rights or privileges and
participants should be screened for suitability for tenancy as any prospective renter would be.
‘We™strongly encourage owners/management agents to perform thorough screening of alf
applicants prior to admitting them as renters; owners/agents should check credit and criminal
background; and, contact previous landlords for references on the applicants’ residencies in
previous units.

HOW MUCH CAN YOU COLLECT FOR SECURITY DEPOSIT?

Landlords may collect security deposits comparable to those being paid in the private market for
unassisted participants. The security deposit should be collected at the time leasing documents
are completed. If the unit does not pass the initial inspection (explained below) the deposit is to
be returned fo the Section 8 participant. The issue of payment of the security deposit should be
settled before lease papers are submitted to the LMHA. Failure to collect a security deposit
prior to the tnit being approved for the program is not grounds for denying occupancy to the
participant after the unit has been accepted for the program by the LMHA

COMPLETING THE LEASING PAPERS-Getting the Process Started

front of a LMHA representative, An inspection of the unit will be scheduled by the Department
of Inspections, Permits and Licenses. After the unit approval process is successfully completed
copies of the ieasing Papers will be sent to the owner. All of the forms which make up the
Leasing Papers are important so care should be taken to fill out the forms completely ang

Residential Lease which is provided to the participant. If the HUD Residential Lease js used
every blank is to be completed except those marked with an ** on Page 1 which are related
to the beginning and ending dates of the lease term, Entries are required on Pages 1, 3 and
5. The form is to be signed and dated. If a standard or personal lease js used it will be
necessary to provide three copies of the lease to the LMHA. Standard/personal leases must

participant governing rental and use of the unit. The LMHA is not a party to the lease ang
does not enforce the lease on behalf of landlords. _

2) Housing Assistance Payment (HAP) Contract (Part A}, Form HUD-52641. The HAP
Contract is the legal document between the owner and the LMHA for payment of renta
assistance on behalf of a program participant.  Part A of this form provides the information
specific to the rental unit and the entries on this form are similar to entries for the Residential
Lease. Pait B of the HAP Contract is the Body of the Contract and no entries or signatures
are required.

3) Request for Tenancy Approval. This is a very important form and must be completed in its
entirety. Care should be taken in completing the utilities section and the entries in this
section must match the entries made in Part 3 ~ Utilities and Appliances of the Residential



WHAT HAPPENS IF THERE 1S A PHYSICAL PROBLEM WITH THE UNIT WHILE THE
PARTICIPANT {S UNDER LEASE?

The Section 8 participant is responsible for complying with the terms of the lease and is to take
care of the unit in an appropriate manner. However, if there is a problem with a unit the resident
is to first contact the landlord to get the problem resolved. |If the landlord fails to make the
necessary repairs, then the resident can request a complaint inspection through the Section 8
program. [f the inspection verifies the existence of g Property Maintenance Code or Housing
Quality Standards violation the landlord will be given a specified period of time fo correct the
viofation, Depending on the circumstances, if not resolved, rents for the unit may be abated, the
participant may be processed to move, and the unit may be removed from the program.
Should an abatement occur the participant is required to continue pay his/her rent portion but is
not responsible for paying the amount previously paid by the LMHA.

Residents are responsible for resident caused damages and damages can be assessed against
the security deposit when the unit is vacated. If the participant or a family member or a guest
damages the unit, the participant will be responsible for any damage caused while they are
occupying the unit and can be taken off the Section 8 program if evicted for violations of the
lease. The owner and the and the participant should work out how resident-caused damage will
be repaired during occupancy.

I the participant is responsible for continued non-compliance with the Housing Quality
Standards and the Property Maintenance Code, the Housing Authority will begin the process for
removing the family from the Section 8 program. Payments to the owner will continue while this
process is underway

WHAT HAPPENS AFTER THE FIRST YEAR OF THE LLEASE?

About six months prior to the expiration of the first 12 month. lease the participant will be
contacted for re-certification for continued participation. At that time both you and the
participant need to decide if the lease will be renewed for another term. If you both are
agreeable to renewal the participant will be given renewal papers which he/she will bring to you
for completion.  If you wish to renew you can request an increase in rent and the LMHA will
review the request. You can add any legal amendments to the lease that you wish. The initial
lease has a 1 2-mpnth term and renewals are month-to-month unless the ‘Request to Amend
Lease Agreement (renewal form) states in Section 3-Amendment to Initial Lease- that the term
is for another irrevocable 12 month term.



' ﬂ Receive guaranteed rentgl payment from
government-housing programs like Section 8

Communicate instantly with thousands of
,‘ prospective tenants through our safe and -
' secure dashboare,

. Access real-time market rent data and know
I|" how much your property could rent for with
" our FREE Market Rent Estimator Tool

Reduce your vqcaricy times with “QuikMatch”
L“ﬂ which instantly matches your properties to
prospective renters

9 . Free customer Suppott via phone, emiail and
oniine chat, M-TH 9am-8pm, F 8am-6pm, EST

Get started at; .
AffordqbleHousnng.com, _




Reciba el pago garantizade del arrendamiento de
programas gubernamentales de vivienda como la
Seccion 8 (Section 8). i

Comunicuese al instante con miles de posibles
inquilinos mediuante nuestro tablero seguro.

Acceda a Infermdiclon sobre arrendamiento en el
mercado en tiempo readl y sepa por qué suma podria
rentar su inmueble con nuestra herramienta
gratuita de estimacidn de arrendamiento en ol
mercado.

Reduzca los tiempos de vacancia con “QuikMateh”, !
que hace que sus propiedades coincidan al instante
con los mejores arrendatarios posibles.

Soporte al cliente gratuito por teléfono, correo
electrénico y chat en fined, de lunes a jueves
gam-8pm, viernes 9am-Bpm, hora del este,

Empiece su bisqueda en:

AffordableHousing.com

rs



Screening Your Tenant

Use your regular screening criteria in selecting a tenant. We encourage rigorous screening,

Some suggestions:  You should have the family complete a written application to rent your
property.

You should do a credit check and a police records check for
each adult on the application.

You should also check with previous landlords for references and past
rental history,

Be sure to complete your application process before you fill out
lease papers for the family. Once you complete the lease papers
you have obligated yourself to rent your property. Collect the
security deposit before the lease papers are completed.

If the contract has not been written, the owner and the family may mutually
agree to opt out of the lease. A written release, signed by both parties, will
void out the lease papers. The Housing Authority must have a copy of this
agreement. :

Security Deposit

The family is responsible for their own security deposit. The amount you collect should be no
more than what you are charging families not on Section 8. The Housing Authority does not
pay towards damages. It is important that you collect your deposit before you fill out lease
papers. If papers are completed and the unit passes inspection, the family cannot be denied
possession of the unit because you have not collected your deposit. You must allow the family to
move in and then go through the eviction process to get the family out.

Suggestion: Your security deposit agreement should be in writing. Tt should
include the dates that any balances are due.
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APARTMENT ASSOCIATION

Memorandum
Date: July 12, 2021
To: Louisville/Jefferson County Landlords and Rental Property Managers
From: JD Carey, Executive Director of the Loulsville Apartment Association

Art Croshy, Executive Director of the Lexington Falr Housing Council

Re; Lawful Source of Income Protections Under Lou. Metro Am. Ord. No, 146-2020

Effective March 2021, the Louisville Metro Council amended its ordinance on discriminatory
practices to make it a violation to deny housing opportunities to an applicant based on his or her
participation in the Housing Choice Voucher {(“HCV") Program (sometimes called “Section 8”").
Since then, there has been some confusion with information disseminated in regard to qualifying
a potential tenant who has a Housing Choice Voucher, With this Memorandum, the Apartment
Association hopes to resolve any confusion,

Landlords unfamiliar with the HCV program may unwittingly use rent-to-income ratio
requirements in an incorrect manner. Market tenants can use up to 100 percent of their income
to pay a landlord’s rent, Under the HCV program rules, however, most HCV households generally
pay at least 30% of adjusted monthly income, (see 24 CRF 982.1). Minimum income requirements
for rental properties are common but are often incorrectly applied for voucher holders.
Landlords often require that applicants make three times the amount of monthly rent. For an
applicant using a voucher, this requirement should only be applied to their portion of rent not
covered by the voucher. In order to calculate the rent-to-income ratio of a prospective HCV
tenant, a landlord should only consider the portion of the rent that the HCV applicant would
actually be solely responsible to pay.

For example, if a unit’s total monthly rent is $1,000 {This would include rent and utilities paid by
the tenant) and the tenant is responsible for paying $200, the housing voucher covers the
remaining balance: $800. Therefore, a legal income requirement would be three times the
tenant’s portion of rent, $200 X 3, which is $600 per month or $7,200 per year, The landlord may



only require that the tenant make $600 per month. If the {andlord were to instead say that the
applicant’s income must be three times the total rent, or $3,000 per month, that would be
discriminatory. This is because such an income requirement would likely disqualify many, if not

all, voucher holders applying since individuals only qualify for vouchers if they make less than a
certain Income amount,

If a landlord determines the rent-to-income ratio, which is based on the amount of rent the
applicant is responsible to pay, does not meet their requirements they should proceed with
following:

* Do notdeny the applicant based on income.
» Advise the applicant that further review is necessary based on their rent-to-income
ratio,

* Refer them back to their case worker to determine eligibility,

A landlord or property manager may not refuse to rent to a tenant just hecause the tenantis an
HCV holder. To avoid unlawful discrimination against HCV holders, landlords and property
managers should not:

* Advertise that they are not renting to HCV or Section 8 tenants. Itisillegal to discriminate
against a potential lessee based on his or her source of income.,

* Refuse to process a prospective renter’s application because he or she has a voucher,

* Treat voucher holders less favorably than other potential tenants by Inflating rents or
screening such applicants more stringently,

The Lou. Metro Am. Ord, No. 146-2020 does not require landlords or property managers to rent
to atenant just because he or she is an HCV holder. Landlords and property managers should:

* Screen voucher holders as they would any other prospective tenant, using the same,
heutral criterla,

* Document the selection criteria they use to screen rental applicants so that if they are
ever accused by a prospective tenant of discriminating against voucher holders, they will
be able to show that they use the same standards for all applicants.
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Landlord Overcharging Section 8 Tenant Fraud Scheme

The U.5. Department of Housing and Urban Development (HUD) Housing Chaice Voucher
Program {Section 8 housing) is the Federal Government's major program for assisting very low-
income families, the elderly, and the disabled to afford decant, safe, and sanitary housing in the

private market. The voucher program helps eligible HUD beneficiaries by covering a portion of
thelir rental costs each month.

Section 8 vouchers are administered locally by public housing agencies (PHAs) who receive
Federa! funding from HUD to admin!ster the voucher program. A Housing Assistance Payments
Contract (HAP contract) between the landlord or gwner and the PHA establishes the “total
rent” received by the landlord or wiler, which consists'g '

* the monthly housing assistance payments by the PHA ta the owner.

* the portion of rent paid by the tenant directly to'the Swnes,

Landlords are prohibited from requiring tenants to bay rent in excess of what is authorized by
HAP contracts. The Landlord may not demand or accept any rent from the tenant in excess of
the contracted amount and must immediately return any excess rent payment to the tenant,
Further, the Landlord may not charge HUD-assisted tenaiifs hizher rents for Section 8 funded

units than they charge to other tenarits in Uniits that arz fiot funded with Section 8 vouchers,

Landiords cannot change the rent withdut'ébtainin}g approval from the local housing
authority and cannot avoid Federal rent limits by making side deals with tenants.

Additional Fees or Charges - Section 8 landlords may require additional side payments from
tenants above the rents stated in the lease or reporied to the housing autharity as a condition
of leasing, however, nonpayment of any such additional charges is not grounds for
termination of tenancy. These additional payment demands may include rental charges for:

* washers and dryers -
* renter's insurance

* parking (covered and uncovered)

» garage rental

* storage space rental

» month-to-month leasa fees

» pestand bedbug control

¢ internet and cable sarvice
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PALTTCIPANT BRIEFIN(G SﬂWlh'lARY AND GENERAL INFORMATION

PLEASE READ ALL OF THE INFORMATION CAREFULLY!
LOCATION .
Al Bection 8 participants have the choice of living anywhere in the USA. IF they wish to move anywher= cutside
of the Loulsville Muira area, they must be in good standing and complete a Portability Form. |

However, there are restrictions for new Bimilies admitled to the program. At the me the family applied for
assistance, il Lhey did not have domicile in the Lovisville Metro area, they will have to lease up in the Louisville
Melr area for al least one year.

WHEN YOU FIND A PLACE YOU WISH TC LIVE, DO THE FOLLOWING:

Lok al the unil to be reasonably sure it will pass inspection. (S =e the “Good Place ta Live Bookle™.

A landlord may request that you provide past rental histary, On your computer generated worksheet, the name .
and address of your current landlord is listed. You rmay give your new laudlord this information so they can
conduet a background check on your past rental history. '

The unit must be ready for inspection when you bring your lease papers to the Section § Office.
IT MAY NOT DBE OCCUPIED BY ANOTHER FAMILY, UNDER CONSTRUCTION NOR NEEDING
REPARS. .

YOU ARTE RESPONSIBLE FOR THE PAYMENT OF YOUR SECURITY DEPOSIT.

USEINK ONLY. Ask the landlord to. fill out, sign and date, the following papers:

1. Residential Lesse Form on 3 part NCR Paper or 3 copies of tandlord lease if they heve own lesse. Do not
sign any lease not approved by the Housing Authority, i :

2. Reguest [or Tenancy Approval

1. Check in/autTorm {client should compiate and landlord must sign) :

4. W.2 Tax Form (New Section 8 Eandlords must complete, HAP:Payments will not begin rmiess docoment s
on fite in our Fiscal Department.} B v . :

5. Housing Assislance l:a}z,mcm Coutract ( Part A to be completed by landlord)

Nete: Tenancy Addendums wilt be required for all leases, Part B and © of HAF Cantract is included for

informational purposes.

Clients do not sign, or dnte these papery until you return them to the Section 8 Office, Afier a landlord has’
completed your lease papers; you must gel a written release Fom the landlord if you chenge your mind about
renting the unit. 1€ you do nat get 3 written releese, you cannot be issued another set of lease papess and certified
for rental assistance,

Review the lease popers Lo be sure the andlord completed them correetly before bringing them to the Section 8
Oilice, If the Yenss papers are not correct, the papers will be returned to you for the landlord {0 make all necessary
repairs/corrections” This delays the timely processing of inspections and housing sssistance payments,

AFTER THE PROPERTY OWNER HAS COMPLETED YOUR LEASE FPAVERS, DO THE
FOLLOWING: .

Bring your lease papers 1o the Section 8 office any day Monday - Thursday, 8:30 AM — 4:30 PM. We will not
see you on Fridays, :

Once the Section 8 Depatiment accepls the leags papers, the Inspecticn Department will attemnpt te schedule the
inspection . The Inspection Departinent Fax # is 547-1994. The Inspection Department will iry ta schedule the
inspection within [0-14 working days. It might take langer depending upon staffing levels, The client may be at
the unit if they wish during the inspection, if they ask the property owner.

WHEN TO ARRANGE OCCUPANCY OF A UNIT. .

Once a vnit passes inspection, do the following: .

NEW FAMILIES make arrangements with the landlord cnce notics in writing has been issued stating the udit

has passed inspection. The elient con move in the same day that the unil passes inspection.

Current Section 8 Participants once written notification has been received, can move in the day that the wnit
pasizs pravided they are in the final month of the current lease or the current lease Tas already axpired, Landlord
must give keys to the teganl ence notice has been issued slating the unit has passed inspection.

For both New Families and Participants the family has (14) fourteen calendar days to move into the il once the
unit passes inspection,

When the landlord asks for the first months rent, pay the amaunt of #3 on your Housing Chaice Voucher, 30% of
your monthly-adjusted income. Within a couple of weels both the fenant and landiord will receive 2 formal rent-
partion letter from the Housing Authority. If the tepant's share of rent is less than what was paid, be sure'to Bela
refind or have it applied loward the next month's rent. If the wnit passes inspection other than the first day of the
morith, the client shall pay a prorated amount for the first month's reat,’

* For initial becupancy, the lenant cannot pay any more than 40% of their menthly-adjusted income toward Gross

Rent (Contract Rent plos Utility Allawance),

Plzase telt your landlord it will take the Section 8 OFfice’a few werks before e send the property awner
Lhe ficst HAP check. However, afier the first month, we will send the check regularly around the first of
each month, If the unit passed inspection any day other than the first day of the month, then Section 8 will
send the landlord a proraled rent check for the first month enly.
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IF THE NEWLY LEASED UNIT FAILS INSPECTION, ONLY TUE TENANT CAN REQUEST A
REINSPECTION
If the unit fails inspection, talk to the landlord 16 see if hedshe wiil make the repairs quickdy. 1f the Iandlord makes
the repairs; you may call your Seclion.8 Representative to request a reinspection. If the landlord will not meke
the repairs timely, you may come in to this office to pick up another set of leass papert if your Housing Choice
Voucher has not expired. .

HOUSING CHOICE YOUCHER ISSUANCE .
At the briefing, the Housing Cheice Voucher will be issued far 120 days, This is the muximum amount of time
you will get to locate o unit. See Section § of the Housing Choice Youcher.

ANNUAL RECERTIFICATION .

All participants musl update information each year al a recertification appeintment, Yon will 2et a letter stating
the date and time of this required appointment. At this tma, botl’you and the landlord wijs have the option of
renewing or canceling the Jease,. This will be about 50-120 days befors your lease end date, If you fail to keep
this appointment, your assistanee may be tarminated, )

APPOINTMENT: ONLY ONE APPOINTMENT WILL BE SCHEDULED. BRING YQUR APPOINTMENT
LETTER WiTH YOU WHEN YOU COME TO YOUR APPOINTMENT. DO NOT BE LATE FOR YOUR,
APPOINTMENT, i '

INITIAL LEASE TERM

Each time you move the first yenr in 5 new unit is an initial 12-month lease. You cannot hreak the lease without
agreement from the landlord. Once you have atended a briefing, if you decide to stay in your cicrent uniy, you
tmuat have the new leose papers completed and 20 under 2 new |2-month lesze, ’

EARLY LEASE CANCELLATIONS

LOSE YOUR ASSISTANCE. A proper written 36 days notice 1o the Landlord will be issued 2t Lhe appointment,

CHANGES IN INCOME DR FAMILY CONMPOSITION

Refer to #1 of the Program Obligations. YOU MUST CALL THE SECTION & OFICE TO SCHEDULFE A
CHANGE APFOINTMENT. IF YOU FAIL TO REPORT CHANGES TIMELY, YOU MAY HAVE TO
REPAY THE SECTION 8 OFFICE AND/OR LOSE YOUR RENTAL ASSISTANCE. :

- EXTENDED STAYS AWAY FROM YOUR ASSISTED UNIT .-

¥ any family member i away from the assisted unit for more lhan 30 days, you must contact this office,
"Extended stays awey from the unil without notifying the Housing Authority could causa you to lose your rental
assistance,

HEAD OF HOUSEHOLDS WHO ARE, UNALE TO CONDUCT SECTION 3 BUSINESS

If the head of bousehold cannot conduct Scation § business, they mey provide a written stalement for an another
sdult to appear on (heir behalf, but, the only way another adult can sign documents on behalf of a head of
houéchn[d, is with a Power of Attorney Order or establishment of lagal guardianship,

CALCULATING CLIENT INCOME R :
Client income i calevlated [or a 12-month period. Therefore, the income we count js projected for what you will
eam over a year's time, -This officy calculntes based upon Year to Date Earnings, This method accommodates
irreguiar and/or seasonal camings. A client with Seasonal Employment {(works less thag 12 months) will have
their earnings based tpon the amount earned while employsd. The rent Faid by the client will be averaged over
the 12-menth period. Mo changs can be reported tothis office during the menths the client does not work as the
reat amount has already been adjusted lo accommodate the Seasanal Employment Incane,

GENERAL INFORMATION

The Section & Office is nat your Jandlord. We subsidize your rent in a unit you choose which passes inspection,
You have the same dghts and obligaticns a5 any tenant renting on the open market, The Section § Office canpot
find a unil for you. You must find your own unit. Listings of vacant wuits are available in our lobby and updated
weekly, 1f the unit is Handicapped Accessible, it will be marked with HA. We SNCOuUrAge You 1o ask new
landlords to rent 19 you inder the Sectian 8 program, We do not screen landlords, A Racket of infortnation for
uew landlords is available by contacting pur office at 562-6060, Extension 133,

The Section & Office is availabls 10 assist you ia resolving problems concerning:

Fatlure of property owness to mainlain units in accordance with HUD Housing Quality Standards.
General information regarding tha Section 8 programs,

Eviction notices or threatened aviction,

LEGAL ASSISTANCE
If you are in need of laga? advice, we recommend you call the Legal Aid Seciety of Louisville at 384-1254 or
contact & private attomey, ‘



Understanding and Using Your Voucher

You keep your voucher; you may show your voucher to the landlord, but they do not keep it, you will

need it for future places you look at,
BOX 1: The number of bedrooms you were approved for.

BOX 2: The base payment standard for rooms you were approved for in box 1.
BOX 3: 30% of your household’s adjusted gross income,

BOX 4: Estimated amount section 8 will pay each month for the place you rent. (This is an estimate, not
a final number)

BOX 5: 40% of your household’s adjusted gross income.
BOX 6: Max amount gross rent can be *See below for example*

*Gross Rent: [s calculated by adding the rent requested by landlord plus the utility allowance from the
utility chart,

BOX 7: Date your voucher was issued

BOX 8: Date your voucher will expire. You must have lease papers turned in before this date to avoid
losing your section 8.

BOX 9: Name of Head of Household {your name)

BOX 10: Where you will sign

BOX 11: Where you will date

BOX 12-15: Completed by the Housing Authority Representative.

EXAMPLE:

JIUSING CHOICE VOUCHER V4. Departmant of Housing Currend bease Explray
Hon § Tedun-Uased Ayusne - and Urban Deyvelopmant
asing igien Youdser Progess Cfiicn of Publie and indlan Hoaing

 Gusten frow t o i I nm;mnmmmmwummwwmmm mwieu;;
a«p«mmmrmmﬂi’ red Vs, 48 S ot el ol DA W) fssvbme, Ammaranens
s, prezdnd W e comschon, iha mwmmnmrmmumwwmmamawmuﬁ m:ﬂmmu%wuﬁ‘wmﬁ
mmmwmmm:mmwnwmm@m ol apasifion I Ghte of e wet They
i Giica Yousinr Pucarom. X e
bt ceoud ety ducument boforg enmpfation forn. Filin ai Slunts Bilow, TAle o piot eais, —
t ingnrEwndt stoe i rrambar o

TBedroons, (115 15 B niamber of Wediatnis 1at vhinh g | rmiym!é!m e IF L T B

i by datsvnining TuTEOf asteTance to be gald an bkt of the Fucsifle b the ey § I
» Favmont Siandard A, Tkl Terant Prrymsent 4. Cysimated Subsidy 5 Al Moty G, MEAREMAE TS RAAT
el Adjusked fncomne
-
A AN o Y PR (7w T R N P 7

HOUSING CHOICE VOUCHER .5, Departtnent ol Hoosing Currand Lease Expires
Sectipn § Tesunt-Resad Amsistanes anstl trdran Davalomment

Hisusing ChuRes Yautor Prograns Offlce of Futitleatnd indian Housing S
mmmﬂuﬂm il o b tian i osk .03 T z M&ummﬁ:zmmmm mﬂ;}y
“f:;m wuﬁd‘:émm !f::mm%ﬁ ”mma ﬁm g#«l st Rt !l m%ﬁg! Hesiaus A Ao 63T (8¥ UL mm ﬂm
Mw&wwummmm;vﬁmmmrmﬂ Bwd sppciting Ll stta oF ¥ . TH ety Tt e Sty TAviRr
st Heaatoig RO Vinashiot Py Bl

rapd eillen o ant Befure tapmiating farm, Fdin 5 o bt elow af pnt dearly,
wnag{&”één e simar st mmma"{m 5 0hG mareber F becdronms For wiicl th Fordy (oot 0o v | 5. UMk Sire, 1'52
vl bt dlirtoritning T AEibuat of assistince o be jatd 0 Bttt ol the Famity U5 tho pvisen)

T Pavmontstaedard "3, Yotal Tepsnt Payment [’I Lstimatad Solidy 540K Mpaiiiy . Rl Grags Hent

] Adlvited Intome

B RS P TN FPU - <R U V1< T PSR = |
HOLISING CHOCE VOUCHER .5, Deparkment of Housling
Seeticn 8 Tensmt-Based Assismnce and Ueban Developisent
Hausing Thidon Youther Progra {Hitce of Pubie aeed [ndisn Houslog
Putiic fatpting Geeden for Bria gt OB LOUIS OV raBpotrs g g
pm&m A 2ol o Tt H o fin dinpiags. MW!I ! TRanieL. Ay of opmikfordie
m'“ W&W&? g’ﬂwh:d%ﬂnnwh o Mgﬁmmahm ‘,’fmm Usdes Bean o B U m Fr of 1937 (az IR ua?ss mx
e B s e Trmiy 0 Yook T an oiigibbs vt ard apociies Use sioe o fha uall =
hix Miouslog Chedoe Vot SO0, ga e MW

iz e entive document btfurecomplating oty TR I a8 Blmbs fviewe Type o point clnﬁx
T, vt unit sire i sagmber of bedroomy, (This B DN momber 61 Bearasms (e which s Family qusiiies o i L. Lt Sl
... 1Eed In galarsiise e gtaniond of acvidanes tor o pulid oo bedodl oF the Facily 1o the ywner}

».
A Payment 3tandard. F Todal Tenzat Payriveny N E.I.‘Hmjmd Gubnldy 4, A0 Mrsthly &, Mgttt Grovs et
H 451 - Adpegied lozoni

otgaq | oo L ooy e X% e 1590

For questions about your voucher contact Rose McCarty at 502-569-6084 or email mecarty@Imhal.org
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To landlords and Section 8 voucher holders,

Beginning March 1%, 2023, LMHA will institute the following changes to its leasing process in order to be
in line with Federal regulations and HUD guidance:

1) Elimination of mode! lease

Voucher holders will no longer have a model lease (aka the “LMHA lease”) in their briefing packets.
Further, the “LMHA lease” will no longer be required, and as of July 1, 2023, will no longer be accepted
as the executed lease for voucher holders. Rather, landlords will execute their own lease with assisted
tenants and send a copy to LMHA for retention. Please note that the lease must align with and have
attached the entire HUD-required Tenancy Addendum. Prospective tenants will have a copy of the
Tenancy Addendum and the Tenancy Addendum is available online at
httos://www.hud,gov/sites/dfiles/OCHCO/documents/52641A.pdf. Finally, i a landlord has a model| lease for
unassisted tenants, the exact same lease must be used for assisted tenants.

2) Changes in document submission

Tenant’s briefing packets will contain the Request For Tenancy Approval (RFTA) and a Lead Disclosure
form. The tenant will submit the RFTA to LMHA, and if approved, an inspection will be scheduled. The
lead disclosure document is provided as a courtesy. If the unit was built befare 1978, the form should be
completed and retained by the landlord with a copy going to the tenant.

After a unit passes Inspection, the landlord and tenant will execute a lease with the above-listed
requirements. The start date of that lease, as negotiated between the tenant and landlord, will also
serve as the start date for the HAP contract. The HAP contract
(httos:/www.hud.gov/sites/dfiles/OCHCO/documents/52641,ndf) is to be completed by the landlord and both the
HAP contract and executed lease (with the entire Tenancy Addendum incorporated and attached) must
be submitted either efectronically to leasepapers@Imhal.org or brought to the Section 8 office; 600
South Seventh Street, Loulsville, KY 40203.

Thank you for your time and attention to these changes,

Louisville Metro Housing Authority

Housing Cheice Voucher Program Offiee; 600 8, 7 Street, Louisville, K'Y 40203 | Main: (302} 569-6060 | TDD: (502) 587-0831 |
Fax: (502) 587-0831

of this disability, this person needs a reasonable accommadation in order o pariicipate fully in the Housing Choice Voucher

Notice of Right of Rensonable Accoanmodation: If you or someone else in your household has a disability - and as a result
G' Program - please contact the Housing Authority to diseuss accommodation options.



TENANCY ADDENDUM
Section 8 Tenant-Based Assistance

Housing Choice Voucher Program
(To be attached to TenantLease)

U.8. Department of Housing
and Urban Development
Oftice of Public and Indian Housing

OMB Approval No, 2577-0169
exp. 7/31/2022

The Tenancy Addendum fs part of the HAP eoniract and lease, Public reporting burden for this coltection of information is estimated to average 0.5 hours. This includes

the time for collection, reviewing and reporting the data, The information Is bein
housing assistance payment promptly, This agency may not conduct or sponsor,

valid OMB number. Assurances of confident

HUD is committed to protecting the privacy of an

& collecied as required by 24 CFR 982,451 wlich in part states the PHA must pay the
and & person is not required o respond to a collection of information unless there is a

tality are not provided under this section.

individual’s information stored electronically or in paper form in accordance with foderal privacy laws, guidance and

best practices, HUD expess its third-party business partners including Publie Housing Authorities who cellect, use, maintain, or dissemlnate HUD information (o

protect the privacy of that information in accordance with applicable law,

1.

Section 8 Voucher Program

a

The owner is leasing the contract unit to the tenant for
occupanoy by the tenani’s family with assistance for a
tenancy under the Section 8 housing choice voucher progtam
(voucher program) of the Unifed States Department of
Housing and Urban Dovelopment (HUT),

The owner has ontered into a Houslng Assistance Payments
Contract (HAP contract) with the PHA under the voucher
program, Under the HAP contract, the PHA will make
housing assistance payments to the owner to assist the tenant
in leasing the unit from the ownet.

2, Lease

3,

8. The owner has given the PHA a copy of the lease, including

any revisions agreed by the owner and the fenant, The owner
cerlifies that the terms of the lease are in accordance with all
provisions of the HAP contract and that the Jease includes the
tenancy addendum,

The tenant shall have the right to enforce the tenancy
addendum against the owner, If there is any conflict between
the tenancy addendum and any other provisions of the lease,
the language of the tenancy addendum shall control,

Use of Contraet Unit

a

G

d
[

During the lease term, the family will reside in the contract
unit with assistance under the voucher program.

The composition of the household must be approved by the
PHA. The family must promptly inform the PHA of the birth,
adoption or court-awarded custody of a child. Other persons
may not be added to the houschold without prior written
approval of the owner and the PHA.

The contract unit may only be used for residence by the PHA-
approved household members. The unit must be the family’s
only residence, Members of the household may engage in
legal profit making sctivities incidental to primary usc of the
unit for residence by members of the family.

The tenant may not sublease or let the unit.

The terant may not assign the lease or tratsfer the unit,

Rent to Owner

a

h,

The initial rent to owner may not cxceed the amount
approved by the PHA in accordance with IUD requirements,

Changes in the rent to awner shall be determined by the
provisiens of the lease, However, the owner mnay hot raise the
tent during the initial term of the lease.

During the terim of the lease (including the initial term of the
iease and any extension term), the rent to owner may at no
time exceed:

()  The reasonable rent for the wnit as most recently
determined or redetermined by the PHA in
accordance with NUD requitements, or

(3 Rent charged by the owner for comparable

unassisted units In the premises,

3. Family Payment to Qwner

a.

d.

The family is responsible for paying the owner any portion
of the rent to owner that is not covered by the PHA housing
assistance payment,

Each month, the PHA will make a housing assistance
payment to the owner on behalf of the family in accordance
with the HAP contract. The amount of the monthly housing
assistance payment wiil be determined by the PHA in
accordance with HUD requirements for a tenancy under the
Section 8 voucher program.

The monthly housing assistance payment shall be eredited
against the monthly rent to owner for the contract unit.

The tenant is not respensible for paying the portion of rent fo
owner covered by the PHA housing assistance payment
under the HAP contract between the owner and the PHA. A
PHA failure to pay the housing assistance payment {o the
owner is not a violation of the lease., The owner may not
terminate the fenancy for nonpayiment of the PHA housing
assistance payment,

The owner may not charge or accept, from the family or from
any other source, any payment for rent of the unit in addition
to the rent to owner. Rent to owner includes all housing
services, maintenance, utilities and appliances to be provided
and paid by the owner in accordance with the leage,

The owner must immediately return any excess rent payment
to the tenar,

6, Other Fees and Charges

i,

Rent to owner does not include cost of any meals or
supportive services or furniture which may be provided by
the owner,

The owner may not requirs the tenant or family members {0
pay charges for any meals or supportive services orfurniture
which may be provided by the owner, Nonpayment of any
such charges is not grounds for termination oftenancy.

The owner may not charge the tenant exira amounts for Hems
customurily included in rent to owner in ihe locality, or
provided at no additional cost to unsubsidized tenants in the
premises,

Previous editions are obsolets
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d. Definition: As used in this Section, the terms “actual and
Imininent threal,” “affiliated individual®, “bifurcate”, “dating
violence,” “domestic violence,” “sexual assault,” and
“stalking” are defined in FIUD’s regulations at 24 CFR part 5,
subpart L. The terms “Household” and *Other Person Under
the Tenant’s Control” are defined at 24 CFR part 5, subpart
A,

&. VAWA Notice and Certification Form: The PHA shall
provide the tenant with the “Notice of Ocoupancy Rights
under VAWA and the certification form described under 24
CFR 5.2005(a)(1) and (2).

f. Protection for vietims of Domestic Violence, Dating
Yiolence, Sexual Assault, or Stalking:

{(I) The landlord or the PHA will not deny admission to,
deny assistance under, terminate from participation
in, or evicet the Tenant on the basls of or as a direet
result of the fact that the Tenant is or has been a victim
of domestic violence, dating violence, sexual assault,
or stalking, if the Tenant otherwise qualifies for
admission, assistancc, participation, ot cecupancy, 24
CFR 5.2005(b)(1),

(2 The tenant shall not be denied tenaney or occupancy
rights solely on the basis of criminal activity engaged
in by a member of the Tepant’s Household or any
guest or Other Person Under the Tenant’s Control, if
the criminal activity is directly related to domestic
violence, dating violence, sexual assault, or stalking,
and the Tenant or an Affiliated Individual of the
Tenant iz the victim or the tlweatencd victim of
domestic violence, dating violence, sexual assault, or
stalking, 24 CFR 5.2005(b)(2).

() An incident or incidenis of aclual or threatsned
domestic violence, daling violence, sexual assault or
stalking will not be construed as serious or repeated
violations of the lease by the vietim or threatened
vietim of the incident, Nor shail it noi be construed as
other “good cause” for fermination of the lease,
tenancy, or occupancy rights of such & victim or
threatened victim, 24 CFR 5.2005(c)(1) and (c){2).

g Compliance with Court Orders; Nothing in this Addendum
wili limit the authority of the landlord, when notified by a
court order, to comply with the court order with respeot to the
rights of access or control of property (including civil
protection orders issued to protect a vietim of domestie
violence, dating violence, sexual assault, or stalking) orwith
respect to the distribution or possession of properly among
members of the Tenant’s Household, 24 CIFR 5,2005(d)(1).

b Violations Not Premised on Domestie Violence, Dating
Violence, Sexual Assault, or Stalking: Nothing in this
gsection shall be construed to Hmit any otherwise available
sutherity of the Landlord to eviet or the public housing
authority to terminafe the assistance of a Tenant for any
violation not premised on an act of domestic violence, dating
violence, sexual assault, or stalking that is in question against
the Tenant or an Affiliated Individual of the Tenant,
However, the Landlord or the PHA will noi subject the
tenant, who is or has been a victim of domestic violence,
dating violence, sexual assault, or stalking, to a more
demanding standard than other tenants in determining
whether to cviet or terminate assistance. 24 CFR
5.2005(d)(2),

i, Actual and Imminent Threats:

(I} Nothing in this section will be construed to limit the
authority of the Landlord to eviet the Tenant if the
Landlord can demonstiate that an “actual and imminent
threat” to other tenants or those employed at or providing
service to the property would be present if the Tenant or
lawful occupant is not evicted, In this context, words,
gestures, actions, ot other indicators will be construad as
an actual and imminent threat if they meet the following
standards for an actual and imminent threat; “Actual and
imminent threat” refers to a physical danger that is real,
would oceur within an immediate time frame, and could
result in death or serious bodily havm. In determining
whether an individual would pose an actual and imminent
threat, the factors fo be considered include: the duration of
the risk, the nature and severity of the potential harm, the
likelihood that the potential harm will oceur, and the length
of time before the potential harm would occur, 24 CFR
5.2005(d)(3).

(2) If an actual and imminent threat is demonstrated, eviction
should be used only when there are no other actions that
could be taken to reduce or eliminate the threat, including,
but not limited to, transferring the victim to a different unit,
barring the perpetrator from the propeity, contacting law
enforcement to increase police presence, developing other
plans to keep the property safe, or secking other legal
remedies to prevent the perpetrator from acting on a threat.
Restrictions predicated on public safety cannot be based
on stereotypes, but must be taitored to particularized
cancerns about individual residents, 24 CFR 5,2005(¢)(4).

J Emergency Transfer: A lenani who is a viclim of domestic

violenece, dating violence, sexual assault, or stalking may request
an emergency iransfer in accordance with the PHLA’s emergency
transfer plan, 24 CFR 5.2005(e). The PHA’s emergency transfer
plan must be made available upon request, and incorporate strict
confidentiality measures to ensure that the PHA does not disclose
a tenant’s dwelling vnit location to a person who committed or
threatened to commit an act of domestic violence, dating violence,
sexual assault, or stalking against the tenant;

For transfers in which the tenant would not be considered a new
applicant, the PHA must ensure that a tequest for an emergency
transfor receives, at 4 minimum, any applicable additional priority
that is alteady provided to other types of emergency transfer
requests. For transfers in which the tenant would be considered a
new applicant, the plan must include policies for assisting a tenant
with this transfer,

Bifurcation: Subject to any lease termination requirements or
procedures preseribed by Federal, State, or local law, if any
member of the Tenant’s Household engages In criminal activity
directly relating to domestic violence, dating violence, sexual
assault, or stalking, the Landlord may “bifurcate” the Leass, or
remove that Houschold member from the Lease, without regard to
whether that Householl member is a signatory to the Lease, in
order to evict, remove, or terminate the occupancy rights of that
Houschold member without evicting, removing, or otherwise
penalizing the vietim of the eriminal activity who is also a tenant
or lawful occupant. Such eviclion, removal, termination of
occupancy rights, or termination of assistance shall be effected in
accordance with the procsdures prescribed by Federal, State, and
local law for the termination of leases or assistance under the
housing choice voucher program, 24 CFR 5,2009(a),

form HUD-52841 -A

Previous editlons are obsolete
Page 3of § (7/2019)



18, Changes in Lease or Rent

2. The tenant and the owner may not make any change
In the tenancy addendum, However, If the tenant and
the owner agree to any other changes in the lease, such
changes must be in writing, and the owner must
immediately glve the PHA a copy of such changes,
The lease, including any changes, must be in
accordance with the reguirements of the tenancy
addendum,

b In the followlng cases, tenant-based assistance shall
not be continued unless the PHA has approved a new
fenancy in accordance with program requirements and
has executed a new HAP contract with the owner:

{I)  If there are any changes in lease requirements
governing tenant or pwner tesponsibilitics for
utilities or appliances;

(2)  If there are any changes in lease provisipns
governing the term of the lease;

(3  If the family moves to a new unit, even if the
unit is in the same building or complex.

0. PHA approval of the tenancy, and execution of anew
HAP conlract, are not required for agreed changes in
the lease other than as specified in paragraph b,

d. 'The owner must notify the PHA of any changes in the
amount of the rent to owner al least sixty days before
any such changes po into effect, and the amount of
the rent to owner following any such agreed change
may not exceed the reasonable rent for the unit as
most recently determined or redetermined by the
PHA in accordance with HUD requirements,

19, Notices

Any notice under the lease by the tenant to the owner or by the owner
to the tenant must be in writing,

20. Definitions

Contract unit, The housing unit rented by the tenant with assistance
under the progran.

Family. The persons who may reside in the unit with assistance under
the program.

HAP contract. The housing assistance paymenis contract between the
PHA and the owner. The PHA pays housing assistance payments to
the owner in sceordance with the HAP contract,

Heusehold. The persons who may reside in the contract unit. The
household conststs of the family and any PHA-approved Iive-in aide,
(A live-in aide is a person who resides in the unit to provide necessary
supportive services for a member of the family who is a person with
disabilities.)

Housing quality standards (HQS), The HUD minimum

quality standards for housing assisted under the Section 8
tenant-bascd programs,

HUD. The U.S. Department of Housing and Urban Development,
FUD requirements, JTUD requirements for the Section 8 program,

HUD requirements are issued by HUD headquarters, as regulations,
Federal Register notlees or other hinding program directives.

L.ease, The written agreement between the owner and the tenant for
the lease of the contract unit to the tenant. ‘The lease includes the
tenaney addendum preseribed by HUD.

PHA. Public Housing Agency.

Premises. The building or complex in which the contract unit
is located, including common areas and grounds,

Program. The Section 8 housing choice voucher program,

Rent to owner, The {otal monthly rent payable to the owner for the
contract unit, The rent to owner is the sum of the portlon of rent
payable by the tenant plus the PHA housing assistance payment to
the owner.

Section 8. Section 8 of the United States Housing Act of 1937
(42 United States Code 14371).

Tenant, The family member (or members) who leases the unit from
the owner,

Voucher program, The Section 8 housing choice voucher program.
Under this program, HUD provides funds to a PHA for rent subsidy
on behalf of eligible families. The tenancy under the lease will be

assisted with rent subskly for a tenancy under the voucher program.
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Housing Assistance Payments Contract
(HAP Contract)

Section 8 Tenant-Based Assistance
Housing Choice Voucher Program

U.5. Department of Housing
and Urban Development
Office of Public and Indian Housing

Part B of HAP Contract: Body of Contract

1.

Purpose
a. This is a I[TAP confract between the PHA and the owner.

The HAP contract is entered to provide assistance for
the family under the Section 8 voucher program (see
HUD program regulations at 24 Code of Federal
Regulations Part 982).

The HAP contract only applies to the household and
contract unit specified in Par( A of the HAP contract,

During the HAP contract term, the PHA will pay
housing assistance payments to the owner in accordance
with the HAP contract.

The family will reside in the contract unit with
assistance under the Section & voucher program. The
housing assistance payments by the PHA assist the
tenant to lease the contract unit from the owner for
occupancy by the family,

Lease of Contract Unit

a,

The owner has leased the contract unit to the tenant for
occupancy by the family with assistance under the Sec-
tion 8 voucher program.

The PHA has approved leasing of the unit in accordance
with requirements of the Section § voucher program,

The lease for the contract unit must include word-for-
word all provisions of the tenancy addendum required
by HUD (Part C of the HAP contract).

The owner certifies that:

(), The owner and the tenant have entered into a
lease of the contract unit that includes all
provisions of the tenancy addendum,

@ The lease is in a standard form that is wsed in
the locality by the owner and that is generally
used for other wunassisted tenants in the
premises.

3 The lease is consistent with State and local law,

The owner is responsible for screening the family’s
behavior or suitability for tenancy, The PHA is not
responsible for such screening. The PHA has no liability
or responsibility to the owner or other persons for the
family’s behavior or the family’s conduct intenancy.

Maintenance, Utilities, and Other Services

a,

b.

The owner must maintain the contract unit and premises
in accordance with the housing quality standards (HQS).

The owner must provide all utilities needed fo comply
with the HQS,

If' the owner does not maintain the contract unit in
accordance with the HQS, or fails to provide all utilities
needed to comply with the HQS, the PHA may exercise
any available remedies, PHA remedies for such breach
include recovery of overpayments, suspension of
housing assistance payments, abatement or other
reduction of housing assistance payments, termination
of housing assistance payments, and termination of the

HAP coniract. The PHA may not exercise such
remedies against the owner because of an HQS breach
for which the family is responsible, and that is not
caused by the owner,

d. The PHA shall not make any housing assistance pay-
ments if the contract unit does not meet the HQS, unless
the owner corrects the defect within the period specified
by the PHA and the PHA verifies the correction. If a
defect is life threatening, the owner must correct the
defect within no more than 24 hours, For other defects,
the owner must correct the defect within the period
specified by the PHA,

e. The PHA may inspeet the contract unit and premises at
such times as the PHA determines necessary, to ensure
that the unit is in accerdance with the HQS.

f. The PHA must notify the owner of any HQS defects
shown by the inspection.

g. The owner must provide all housing services as agreed
1o in the lease.

Term of HAP Contract

4. Relation to lease term. The term of the HAP contract
begins on the first day of the initial term of the lease,
and terminates on the last day of the term of the lease
(including the initial lease term and any extensions).

b, When HAP contract terininates,

() The HAP contract terminates automatically if the
lease is terminated by the owner or the tenant,

(2} The PHA may terminate program assistance for
the family for any grounds authorized in
accordance with HUD requirements. If the PHA
terminates program assistance for the family,
the HAP contract terminates automatically.

@ If the family moves from the contracl unil, the
HAP contract terminates automatically.

@ The HAP contract terminates automatically 180
calendar days after the last housing assistance
payment to the owner.

() The PHA may terminate the HAP contract if the
PHA determines, in accordance with [UD
requirements, that available program funding is
not sufficient to support continued assistance for
families in the progtam.

. ©® The HAP contract terminates automatically upon
the death of a single member houschold,
including single member households with a live-
in aide.

() The PHA may terminate the HAP contract if the
PHA determines that the contract unit does not
provide adequate space in accordance with the
HQS because of an increase in family size or a
change in family composition.

B If the family breaks up, the PHA may terminate
the HAP contract, or may continue housing
assistance payments on behalf of  family
members who remain in the contract unit,
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and program requirements. The owner has provided the
lease to the PHA, including any revisions of the lease.

The rent to owner does not exceed rents charged by the
owrner for rental of comparable unassisted units in the
premises.

Except for the rent to owner, the owner has not received
and will not receive any payments or other
consideration (from the family, the PHA, HUD, or any
other public or private source) for rental of the contract
unit during the HAP contract term.

The family does not own or have any interest in the
contract unit,

To the best of the owner’s knowledge, the members of
the family reside in the contract unit, and the unit is the
family’s only residence.

. The owner {including a principal or other interested

patty) is not the parent, child, grandparent, grandchild,
sister, or brother of any member of the family, unless
the PHA has determined (and has notified the owner and
the family of such determination) that approving rental
of the unit, notwithstanding such relationship, would
provide reasonable accommodation for a family
member who is a person with disabilities.

criminal act in connection with the mortgage or
loan.

o If the owner has engaged in any drug-related
criminal activity or any violent criminal activity,

b. If the PHA determines that a breach has occurred, the
PHA may exercise any of its rights and remedies under
the HAP contract, or any other available rights and
remedies for such breach. The PHA shall notify the
owner of such determination, including a brief statement
of the reasons for the determination. The notice by the
PHA to the owner may require the owner fo take
corrective action, as verified or determined by the PHA,
by a deadline prescribed in the notice.

c. The PHA’s rights and remedies for owner breach of the
HAP contract include recovery of overpayments,
suspension of housing assistance payments, abatement
or other reduction of housing assistance payments,
termination of housing assistance payments, and
termination of the HAP contract,

d. The PHA may seek and obtain additional relief by
Jjudicial order or action, including specific performance,
other infunciive relief or order for damages,

¢. Even if the family continues to live in the contract unit,
the PHA may exercise any rights and remedies for

9.  Prohjbition of Discrimination. In accordance with applicable owner breach of the HAP contract,

equal opportunity statutes, Executive Orders, and regulations: f. The PHA's exercise or non-exercise of any right or

a. The owner must not discriminate against any person remedy for owner breach of the HAP contract is not a

10.

because of race, color, religion, sex, national origin, age,
familial status, or disability in connection with the HAP
contract, Eligibility for HUD’s programs must be made
without regard to actual or perceived sexual crientation,
gender identity, or marital status.

The owner must cooperate with the PHA and HUD in
conducting equal opportunily compliance reviews and
complaint investigations in connection with the HAP
contract.

Violence Against Women Act. The owner must comply
with the Violence Against Women Act, as amended,
and HUD’s implementing regulation at 24 CFR part 3,
Subpart L., and program regulations,

Owner’s Breach of HAP Contract
a. Any of the following actions by the owner (including a

principal or other interested party) is a breach of the
HAP coniract by the owner:

()] If the owner has violated any obligation under
the AP contracl, including the owner’s
obligation to maintain the unit in accordance
with the HQS,

@ If the owner has violated any obligation under
any other housing assistance payments contract
under Section 8.

&) If the owner has commifled fraud, bribery or
any other corrupt or criminal act in connection
with any Federal housing assistance program.

@ For projects with mortgages insured by HUD or
loans made by HUD, if the owner has failed to
comply with the regulations for the applicable
mortgage insurance or Joan program, with the
morlgage ol mortgage note, or with the
regulatory apreement; or if the owner has
comimitied fraud, bribery or any other corrupt or

11.

12.

waiver of the right to exercise that or any other right or
remedy at any time.

PHA and HUD Access to Premises and Owner’s Records
a. The owner must provide any information pertinent to
the HAP contract that the PHA or HUD may reasonably
require.

b. The PHA, HUD and the Comptroller General of the
United States shall have full and {free access to the
contract unit and the premises, and to all accounts and
other records of the owner that are relevant to the HAP
contract, including the right to examine or audit the
records and to make copies, :

c. The owner must grant such access to computerized or
other electronic records, and to any computers, equip-
ment or facilities containing such records, and must
provide any information or assistance needed to access
the records,

Exclusion of Third Party Rights

a. The family is not & party to or third party beneficiary of
Part B of the HAP contract. The family may not enforce
any provision of Part B, and may not exercise any right
or remedy against the owner or PHA under Part B.

b. The tenant or the PHA may cnforce the tenancy
addendum (Part C of the HAP coniract) against the
owner, and may exercise any right or remedy against the
owner under the tenancy addendum.

¢. The PHA does hot assume any responsibility for injury
1o, or any liability to, any person injured as a result of
the owner’s action or failure to act in connection with
management of the conlract unit or the premises or with
implementation of the HAP contract, or as a result of
any other action or failure to act by the owner,

d. The owner is not the ageni of the PHA, and the HAP
contract does not create or affect any relationship
between the PHA and any lender to the owner or any
suppliers, employees, contractors or subcontractors used
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17.  Entire Agreement: Inferpretation
a. The HAP contract contains the entire agreement
between the owner and the PHA.

b The HAP contract shall be interpreted and implemented
in accordance with all statutory requirements, and with
all HUD requirements, including the HUD program
regulations at 24 Code of Federal Regulations Part 982.
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) The owner is not responsible for a breach of the
HQS caused by the tenant’s failure to:

(a) Pay for any utilities that are to be paid by the
tenant.

(b} Provide and maintain any appliances that are
to be provided by the tenant.

¢ Family damage. The owner is not responsible for a
breach of the HQS because of damages beyond normal
wear and fear caused by any member of the household or
by a guest.

d.  Housing services. The owner must provide all
housing services as agreed to in the lease,

8. Termination of Tenancy by Owner

a.  Requirements. The owner may only terminate the
tenancy in accordance with the lease and HUD
requirements,

b.  Grounds. During the term of the lease (the initial
term of the lease or any exiension term), the owner
may only terminate the tenancy because of:

m Serious or repeated violation of the lease;

@  Violation of Federal, State, or local law that
imposes obligations on the fenant in connection
with the occupancy or use of the unit and the
premises;

3  Criminal activity or alcohol abuse (as provided in
paragraph ¢); or

@ Other good cause (as provided in paragraph
d).

¢.  Criminal activity or alcohol abuse.

() The owner may terminate the tenancy during
the term of the lease if any member of the
household, a guest or another person under a
resident’s contrel commits any of the following
types of criminal activity:

(a) Any criminal activity that threatens the
health or safety of, or the right to peaceful 9,
enjoyment of the premises by, other
residents {including property management

(&)

(©

(d)

staff residing on the premises);

Any criminal activity that threatens the
health or safety of, or the right to peaceful
enjoyment of their residences by, persons
residing in the immediate vicinity of the
premises;

Any violent criminal activity on or near the
premises; or

Any drug-related eriminal activity on or
near the premises. '

2) The owner may terminate the tenancy during the
term of the lease if any member of the houschold is:

(a)

(b)

Fleeing to avoid prosecution, or custody or
confinement afier conviction, for a crime,
or attempt fo commit a crime, thatis a
felony under the laws of the place from
which the individual flees, or that, in the
case of the State of New Jersey, is a high
misdemeanor; or

Violating a condition of probation or parole
under Federal or State law.

G

@

The owner may terminate the tenancy for criminal
activity by a houschold member in accordance with
this section if the owner determines that the
household member has commitied the criminal
activity, regardless of whether the household
member has been arrested or convicted for such
activity.

The owner may terminate the tenancy during the
term of the lease if any member of the household
has engaged in abuse of alcohol that threatens the
health, safety or right to peaceful enjoyment of the
premises by other residents.

d. Other good cause for termination of tenancy}

M

@

&)

@

During the initial lease term, other good cause for
termination of fenancy must be something the
family did or failed to do.,

Duting the initial lease term or during any
extension term, other good cause may include:

(2} Disturbance of neighbors,
(b)  Destruction of property, or

{c) Living or housekeeping habits that cause
damage to the unit or premises.

After the initial lease term, such good cause may

include:

(8) The tenant’s failure to accept the owner’s
offer of a new lease or revision;

{b) The owner’s desire to use the unit for personal
or family use or for a purpose other than use
as a residential rental unit; or

{c} A business or economic reason for termination
of the tenancy (such as sale of the property,
renovation of the unit, the owner’s desire to
rent the unit for a higher rent).

The examples of other good cause in this

paragraph do not preempt any State or local laws
to the contrary.

Protections for Victims of Domestic Violence, Dating
Violence, Sexual Assault, or Stalking,

a,

Purpose: This section incorporates the protections for
victims of domestic violence, dating violence, sexual
assault, or stalking in accordance with subtitle N of the
Violence Against Women Act of 1994, as amended
(codified as amended at 42 U.S.C. 14043e et seq.} (VAWA)
and implementing regulations at 24 CFR part 5, subpart L.

Conflict with other Provisions: In the event of any conflict
between this provision and any other provisions included in
Part C of the HAP contract, this provision shall prevail.
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penalizing the victim of the criminal activity who is also a tenant
or lawful occupant, Such eviction, removal, termination of
occupancy rights, or termination of assistance shall be effected in
accordance with the procedures prescribed by Pederal, State, and
local law for the termination of leases or assistatice under the
housing choice voucher program. 24 CFR 5.2009(a).

If the Landlord bifurcates the Lease to evict, remove, or terminate
assistance to a household member, and that household member is
the sole tenant eligible to receive assistance, the landiord shall
provide any remaining fenants or residents a period of 30 calendar
days from the date of bifurcation of the lease to:

(1} Establish eligibility for the same covered housing program
under which the evicted or terminated tenant was the
recipient of assistance at the time of bifurcation of the lease;

(2) Establish eligibility under another covered housing
program; or

(3) Find alternative housing.

Family Break-up: If the family break-up results from an
occurrence of domestic violence, dating violence, sexual assault, or
stalking, the PHA must ensure that the victim retains assistance. 24
CFR 982.315.

. Move with Continued Assistance: The public housing agency
may not terminate assistance to a family or member of the family
that moves out of a unit in violation of the lease, with or without
prior notificatton to the public housing agency if such a move
occurred to protect the health or safety of a family member whois
or has been a victim of domestic violence, dating violence, sexual
assault, or stalking; and who reasonably believed they were
imminently threatened by hartm from further violence if they
remained in the dwelling unit, or if any family member has been
the victim of sexual assault that occurred on the premises during
the 90-calendar-day period preceding the family’s request to
move,

(I) The move is needed to protect the health or safety of the
family or family member who is or has been a victim of
domestic violence dating violence, sexual assault or
stalking; and

(2) The family or member of the family reasonably believesthat
he or she was threatened with imminent harm from further
violence if he or she remained in the dwelling unit,
However, any family member that has been the victim of a
sexual assault that occurred on the premises during the 90-
calendar day period preceding the family’s move or request
to move is not required to believe that he or she was
threatened with imminent harm from further violence if he
of she remained in the dwelling unit, 24 CFR 982,354,

. Confidentiality.

(1) The Landlord shall maintain in strict confidence any
information the Tenant (or someone acting on behalf of the
Tenant) submits to the Landlord concerning incidents of
demestic violence, dating violence, sexual assault or stalking,
including the fact that the tenant is a victim of domestic
violence, dating violence, sexual assault, or stalking,

(2) The Landlord shall not allow any individual administering
assistance on its behalf, or any persons within its employ, to
have access to confidential information unless explicitly
authorized by the Landlord for reasons that specifically call for
these individuals to have access to the information pursuant to
applicable Federal, State, or local law,

(3) The Landlord shall not enter confidential informatien into
any shated database or disclose such information to any other
enlity or individual, except to the extent that the disclosure is
requested or consented to in writing by the individual ina

time-limited release; required for use in an eviction
proceeding; or is required by applicable law.

10. Eviction by court action
The owner may only evict the tenant by a court action.

11. Owner notice of grounds

(1) At or before the beginning of a court action to evict the
tenant, the owner must give the tenant a notice that specifies
the grounds for termination of tenancy. The notice may be
included in or combined with any owner eviction notice.

(2) The owner must give the PHA a copy of any owner eviction
notice at the same time the owner notifies the tenant,

(3) Eviction notice means a notice to vacate, or a complaint or
other initial pleading used to begin an eviction action under
State or local law.

12. Lease: Relation to HAP Contract
If the HAP contract terminates for any reason, the lease terminates
automatically.

13. PHA Termination of Assistance

The PHA may terminate program assistance for the family for any
grounds authorized in accordance with HUD requirements. If the PHA
terminates program assistance for the family, the lease terminates
automatically.

14. Family Move Out

The tenant must notify the PHA and the owner before the family moves
out of the unit.

15, Security Deposit

a.

The owner may collect a security deposit from the
tenant. (However, the PHA may prohibit the owner
from collecting a security deposit in excess of private
market practice, or in excess of amounts charged by
the owner o unassisted lenants. Any such PHA-
required restriction must be specified in the HAP
contract.)

b.  When the family mmoves out of the contract unit, the

owner, subject to State and local law, may use the
security deposit, including any interest on the deposit,
as reimbursement for any unpaid rent payable by the
tenant, any damages o the unit or any other amounts
that the tenant pwes under the lease,

¢. The owner must give the tenant a list of all items

charged against the security deposit, and the amount
of each item. After deducting the amount, if any, used
to reimburse the owner, the owner must promptly
refund the full amount of the unused balance to the
tenant,

d. If the security deposit is not sufficient to cover
amounts the tenant owes under the lease, the owner
may collect the balance from the tenant.

16. Prohibition of Discrimination

In accordance with applicable equal opportunity statutes, Executive
Orders, and regulations, the owner must not discriminate against any
petson because of race, color, religion, sex, national origin, age,

Tamili

al stalus or disability in connection with ihe lease, Eligibility for

HUD’s programs must be made without regard 1o actual or perceived
sexual orientation, gender identity, or marital status.

17. Conflict with Other Provisions of Lease

a.  The terms of the tenancy addendum are prescribed
by HUD in accordance with TFederal law and

Previous editions are obsolete

Page 12 of 13
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Housing Choice Voucher Incentive Fee (For new units to an HCV family)

To encourage owner participation in the HCV Program and increase the inventory bf one-
bedroom units available to HCV families within the Louisville Metro area, LMHA will pay an
incentive fee of up to $1,000. LMHA will provide a one-time $500 payment to owners for
leasing a new unit to an HCV family, LMHA will also offer an additional $500 payment at the
one-year anniversary of the housing assistance payment (HAP) contract to owners who lease a
new one-bedroom unit to HCV families. For the purposes of this activity, a unit will be
considered “new” and eligible for an incentive fee if the unit has never been prevmuslv
leased to another LMHA HCYV participant,

The first $500 incentive fee will be paid during the first month of the HAP contract for a unit
with any number of bedrooms. The second $500 incentive fee will be paid following the first
anniversary of the HAP contract’s effective date for a one-bedroom unit. Should the HAP
coniract be terminated for any reason within the first year, the owner will not receive the second
$500 installment.

Address of New Unit to be considered

Number of Bedrooms

Owner Info: Company Name ID#
Mailing address

Phone : _ Fax
Company EMAIL
Tenant Info: Name ID#

Housing Authority info;
Approved by ‘ Date

Tracking reference number




Housing Choice Youcher Incentive Fee (For new units to an HCV family)

To encourage ownter participation in the HCV Program and increase the inventory f one-
bedroom units available to HCV families within the Louisville Metro area, LMHA will pay an
incentive fee of up to $1,000. LMHA will provide a one-time $500 payment to owners for
leasing a new unit to ah HCV family. LMHA will also offer an additional $500 payment at the
one-year anniversary of the housing assistance payment (HAP) contract to owners who lease a
new one-bedroom unit to HCV families. For the purposes of this activity, a unit will be
considered “new” and eligible for an incentive fee if the unit has never been previously
leased to another LMHA HCYV participant. :

The first $500 incentive fee will be paid during the first month of the HAP contract for a unit
with any number of bedrooms. The second $500 incentive fee will be paid following the first
anniversary of the HAP contract’s effective date for a one-bedroom unit. Should the FIAP
contract be terminated for any reason within the first year, the owner will not receive the second
$500 installment. '

Address of New Unit to be considered

Number of Bedrooms

Owner Info: Company Name ID#
Mailing address

Phone : Fax
Company EMAIL
Tenant Info: Name D #

Housing Authority info:
Approved by Date

Tracking reference number




Housing Choice Voucher Incentive Fee (For new units to an HCV family)

To encourage owner participation in the HCV Program and increase the inventory of one-
bedroom units available to HCV families within the Louisville Metro area, LMHA will pay an
incentive fee of up to $1,000. LMHA will provide a one-time $500 payment to owners for
leasing a new unit to an HCV family. LMHA will also offer an additional $500 payment at the
one-year anniversary of the housing assistance payment (HLAP) contract to owners who lease a
new one-bedroom unit to HCV families. For the purpeses of this activity, a unit will be
considered “new” and eligible for an incentive fee if the unit has never been nrevmuslv
leased to another LMHA HCYV participant.

The first §500 incentive fee will be paid during the first month of the HAP contract for a unit
with any number of bedrooms, The second $500 incentive fee will be paid following the first
anniversary of the HAP contract’s effective date for a one-bedroom unit. Should the HAP
contract be terminated for any reason within the first year, the owner will not receive the second
$500 installment.

Address of New Unit to be considered

Number of Bedrooms

Owner Info; Company Name ID#
Mailing address

Phone 3 Fax
Company EMAIL
Tenant Info: Name ' ID#

Housing Authority info:
Approved by - Date

Tracking reference number
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1. Living Room

The Living Room must have:

Ceiling
A ceiling that is in good condition.

o Not acceptable are large cracks or holes that allow drafts, severe bulging, large amounts of loose
or falling surface material such as plaster.

Walls
Walls that are in good condition.

+ Not acceptable are large cracks or holes that allow drafts, severe bulging or leaning, large
amounts of loose or falling surface material such as plaster.

Electricity

At least two electric outlets, or one outlet and one permanent overhead light fixture.

Do not count table or floor lamps, ceiling lamps plugged into a socket, and extension cords: they are
not permanent.

» Not acceptable are broken or frayed wiring, light fixtures hanging from wires with no other firm
support (such as a chain), missing cover plates on switches or outlets, badly cracked outiets,

Floor
A floor that is in good condition.

» Not acceptable are large cracks or holes, missing or warped floorboards or covering that could
cause someone to trip.

Window
At least one window. Every window must be in good conditlon.

¢ Not acceptable are windows with badly cracked, broken or missing panes, and windows that do
not shut or, when shut, do not keep out the weather,

Lock

A lock that works on all windows and doors that can be reached from the outside, a common public
hallway, a fire escape, porch or other outside place that cannot be reached from the ground. A
window that cannot be opened is acceptable.






Walls
Walls that are in good condition.

» Not acéeptable are large cracks or holes that aliow drafts, severe bulging or leaning, large
amounts of loose or falling surface material such as plaster.

Serving Area
Some space to serve food.

» A separate dining room or dining area in the living room is all right.

Refrigerator

A refrigerator that keeps temperatures low enough so that food does not spoil. (This can be suppilied
by the tenant.)

Sink
A sink with hot and cold running water.,

+ A bathroom sink will not satisfy this requirement.

You should also think about:
« The size of the kitchen,

+ The amount, location, and condition of space to store, prepare, and serve food. Is it adequate for
the size of your family?

* The size, condition, and location of the refrigerator. Is it adequate for the size of your family?
* The size, condition, and location of your sink.
» Other appliances you would like provided.

« Extra outlets.



3. Bathroom

The Bathroom must have:

Celling
A ceiling that is in good condition.

» Not acceptable are large cracks or holes that allow drafts, severe bulging, large amounts of loose
or falling surface material such as plaster.

Window
A window that opens or a working exhaust fan,

Lock
A lock that works on all windows and doors that can be reached from the outside, a common public
hallway, a fire escape, porch or other outside place that can be reached from the ground.

Toilet
A flush toilet that works.

Tub or Shower
A tub or shower with hat and cold running water.

Floor
A flogr that is in good condition.

« Not acceptable are large cracks or holes, missing or warped floorboards or covering that could
cause someone to trip.

Paint

« No chipping or peeling pairt if you have children under the age of seven and the house or
apartment was buiit before 1978.

Walls
Walls that are in good candition.

» Not acceptable are large cracks or holes that ailow drafts, severe bulging or leaning, large
amounts of loose or falling surface such as plaster.






Window '
At least one window, which must be openable if it was designed to be opened, in every rooms used
for sleeping. Every window must be in good condition.

+ Not acceptable are windows with badly cracked, broken or missing panes, and windows that do
not shut or, when shut, do not keep out the weather.

Other rooms that are not lived in may be: a utility room for washer and dryer, basement or porch.

- These must be checked for security and electrical hazards and other possible dangers (such as walls
or ceilings in danger of falling), since these items are important for the safety of your entire apartment.
You should also look for other possible dangers such as large holes in the walls, floars, or ceilings,
and unsafe stairways. Make sure to look for these things in all other rooms not fived in.

You should also think about:

* What you would like to do with the other rooms.
-- Can you use them the way you want ta?

» The type of locks on windows and doors.
-- Are they safe and secure?
-- Have windows that you might like to open been nailed shut?

» The condition of the windows,
-- Are there small cracks in the panes?

+ The amount of weatherization windows.

-- Are there storm windows?

-- Is there weather-stripping? If you pay your own utilities, this may be important,
¢ The localion of electric outlets and light fixtures.

+ The condition of the paint and wallpaper
-- Are they worn, faded, or dirty?

« The condition of the floors.
-- Are they scratched and worn?

-12-



5. Building Exterior,
Plumbing, and Heating

The Building must have:

Roof :
A roof in good condition that does not leak, with gutters and downspoults, if present, in good condition
and securely attached to the building.

» Evidence of leaks can usually be seen from stains on the ceiling inside the building.

Qutside Handrails
Secure handrails on any extended length of stairs (e.g. generally four or more steps) and any
porches, balconies, or decks that are 30 inches or more above the ground.

Walls
Exterior-wails that are in good condition, with no large holes or cracks that would let a great amount of
air get inside.

Foundation
A foundation in good condition that has no serious leaks.

Water Supply
A plumbing system that is served by an approvable public or private water supply system. Ask the
manager or owner,

Sewage
A plumbing system that in connected to an approvable public or private sewage disposal system. Ask
the manager or owner.

Chimneys
No serious leaning or defects (such as big cracks or many missing bricks) in any chimneys.

Paint
No cracking, peeling, or chipping paint if you have children under the age of seven and the house or
apartment was built before 1978,

+ This includes exterior walls, stairs, decks, porches, railings, windows, and doors.

-14-



) .Cooling

Iw.aus . |_|:'

Water
Heater

Note: You may not be able to
check these items yourselr,
hut the PHA Inspector wiil
check them for you when the
unitis inspected.
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Pollution
No serious air pollution, such as exhaust fumes or sewer gas.

Rodents and Vermin
No sign of rats or large numbers of mice or vermin (like roaches).

For Manufactured Homes: Tie Downs

Manufactured homes must be place on the site in a stable manner and be free from hazards such as
sliding or wind damage.

You should also think about:

s The type of fire exit.
--Is it suitable for your family?

» How safe the house or apartment is for your family,
+ The presence of screens and storm windows.
¢ Services in the neighborhood.
~-Are there stores nearby?
--Are there schools nearby?
--Are there hospitals nearby?
--Is there transportation nearby?
» Are there job opportunities nearby?

o Will the cost of tenant-paid utilizes be affordable and is the unit energy-efficient?

» Be sure to read the lead-based paint brochure give to you by the PHA or owner, especially if the
housing or apartment is older (built before 1978).

~18-



Now that you have finished this booklet, you know that for a house or apartment to be a good place to
live, it must meet two kinds of housing quality standards: '

« Things it must have in order to be approved for the Section 8 Rental Certificate Program and the
Rental Voucher Program.

e Additional things that you shouid think about for the special needs of your family.

You know that these standards apply in six areas of a house or apartment.

Living Room

Kitchen

Bathroom

Other Rooms

Building Exterior, Plumbing and Heating
Health and Safety

2Bl el e

You know that when a house or apartment meets the housing quality standards, it will be safe,
healthy, and comfortable home for your family. It will be a good place to live.

After you find a good place to live, you can begin the Reqdest for Lease Approval process. When
both you and the owner have signed the Request for Lease Approval and the PHA has received it, an
official inspection will take place. The PHA will inform both you and the owner of the inspection
results.

If the house or apartment passed, a lease can be signed. There may still be some items that you or

the PHA would like improved. If so, you and your PHA may be able to bargain for the improvements
when you sign the lease. If the owner is not willing to do the work, perhaps you can get him or her to
pay for the materials and do if yourself.

it the house or apartment fails, you and/or your PHA may try to convince the owner to make the
repairs so it will pass, The likelihood of the owner making the repairs may depend on how serious or
costly they are.

If it fails, all repairs must be made, and the house or apartment must be re-inspected hefore any
lease is signed. If the owner cannot or will not repair the house or apartment, even if the repairs are
minor, you must lock for another home. Make sure you understand why the house or apartment
failed, so that you will be more successful in your next search.

~20=



Are You Planning to Buy or Rent a Home Built
Before 19787

Protect

Did you know that many homes built before 1978 have lead-based
paint? Lead from paint, chips, and dust can pose serious health

hazards.

Read this entire brochure to learn:

- How lead gets into the body

- About health effects of lead

- What you can do to protect your family
» Where to go for more information

W m - Before ._.msasm or buying a pre-1978 home or apartment, federal
m m m S wms._.mn:m_,mm"

A - Sellers must disclose known information on lead-based paint or lead-
%o g mm based paint hazards before selling a house.
, « Real estate sales contracts must include a specific warming statement
about lead-based paint. Buyers hiave up to 10 days to check for lead.
- Landlords must disclose known information on lead-based paint

I O 3 m “and lead-based paint hazards before leases take effect. Leases must

include a specific warning statement about lead-based paint.

If undertaking renovations, repairs, or painting (RRP) projects in
your pre-1978 home or apartment:

£ United States . :
%mﬁ - Environmental - Read EPA's pamphlet, The Lead-5afe Certified Guide to Renovate Right,
Protection Agency to learn about the [ead-safe work practices that contractors are

required to fallow when working in your home (see page 12).

United States
Consumer Product
Safety Commission

& ___m__ % United States
N _ _ * B . Department of Housing
. __ __ __ & and Urban Development

September 2012



Health Effects of Lead

Lead affects the bady in many ways. It isimportant to know that
even exposure to low levels of lead can severely harm children.

In children, exposure to lead can cause; Braln Nerve Damage

Hearing
Problems

Nervaus systermn and kidney damage

Learning disabilities, attention deficit
disorder, and decreased intelligence

-

Speech, language, and behavior
problems

» Poor muscle coordination

Decreased muscle and bone growth

Hearing damage

Cigestive
Problems >

While low-lead exposure is most common,  Resrducive
exposure to high amounts of lead can have  idui
devastating effects on children, including

seizures, unconsciousness, and, in some cases, death.

Although children are especially susceptible to lead exposure, iead can
be dangerous for adults, too.

In adults, exposure to lead can cause:

= Harm to a developing fetus

increased chance of high blood pressure during pregnancy

Fertility problems (in men and women)

High blood pressure

Digestive problems

Nerve disorders

« Memory and concentration problerns

« Muscle and joint pain

Check Your Family for Lead

Get your children and home tested if you think your home has
lead.

Children’s blood lead levels tend to increase rapidly from 6 to 12
months of age, and tend to peak at 18 to 24 months of age.

Consult your doctor for advice on testing your children. A simple blood
test can detect fead. Blood lead tests are usually recommended for:

. Children at ages 1 and 2

- Children or other family members who have been exposed to high
tevels of lead -

. Children who should be tested under your state or local health
screening plan

Your doctor can explain what the test results mean and if more
testing will be needed.



Checking Your Home for Lead

You can get your home tested for lead in several different ways:

. A lead-based paint inspection tells you if your home has lead-
based paint and where it is located. It won't tell you whether your
home currently has lead hazards. A trained and certified testing
professional, called a lead-based paint
inspector, will conduct a paint inspection
using methods, such as:

- Portable x-ray fluorescence (XRF) machine

» Lab tests of paint samples

» A risk assessment tells you if your home
currently has any lead hazards from lead
in paint, dust, or soil. It also telis you what
actions to take to address any hazards. A
trained and certified testing professional,
called a risk assessor, will:

+ Sample paint that is deteriorated on doors, windows, floors, stairs,
and walls

« Sample dust near painted surfaces and sample bare soil in the
yard

- Get lab tests of paint, dust, and soil samples

- A combination inspection and risk assessment tells you if your home
has any lead-based paint and if your heme has any lead hazards, and
where both are located.

Be sure to read the report provided to you after your inspection or risk
assessment is completed, and ask questions about anything you da not
understand.

Checking Your Home for Lead, continued

In preparing for renovation, repair, or painting work in a pre-1 978
home, Lead-Safe Certified renovators (see page 12} may:

- Take paint chip samples to determine if lead-based paint is
present in the area planned for renovation and send them to an
EPA-recognized lead lab for analysis. In housing receiving federal
assistance, the person collecting these samples must be a certified
lead-based paint inspector or risk assessor

. Use EPA-recognized tests kits to determine if [ead-based paint is
absent (but not in housing receiving federal assistance)

. Presume that lead-based paint is present and use lead-safe work
practices

There are state and federal programs in place to ensure that testing is
done safely, reliably, and effectively. Contact your state or local agency
for more information, visit epa.gov/lead, or call 1-800-424-LEAD
{5323) for a list of contacts in your area? .

3 Hearing- or speech-challenged individuals may access this number through TTY by
calling the Federal Relay Service at 1-800-877-8399.
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Reducing Lead Hazards, continued

If your home has had lead abatement work done or if the housing is
receiving federal assistance, ance the work is completed, dust cleanup

activities must be conducted until clearance testing indicates that lead
dust levels are below the following levels:

- 40 micrograms per square foot (ug/ft?) for floors, including carpeted
floors

- 250 po/ft? for interior windows sills

+ 400 ug/f? for window troughs

For help in locating certified lead abatement professionals in your area,
call your state or local agency (see pages 14 and 15), or visit
epa.gov/lead, or call 1-800-424-LEAD.

Renovating, Remodeling, or Repairing ‘553 a Home
with Lead-Based Paint

If you hire a contractor to conduct renovation, repair, or painting
(RRP} projects in your pre-1978 home or childcare facility (such as
pre-school and kindergarten), your contractor must:

. Be a Lead-Safe Certified firm approved by EPA or an
EPA-authorized state program

- Use qualified trained individuals {Lead-Safe
Certified renovators) who follow specific lead-safe
work practices to prevent lead contamination

« Provide a copy of EPA's lead hazard information
document, The Lead-Safe Certified Guide to
Renovate Right :

RRP contractors working in pre-1978 homes and childcare facilities
must follow lead-safe work practices that:

. Contain the work area. The area must be contained so that dust and
debris do not escape from the work area. Warning signs must be put
up, and plastic or other impermeable material and tape must be used.

« Avoid renovation methods that generate large amounts of
[ead-contaminated dust. Some methods generate so much lead-
contaminated dust that their use is prohibited. They are:

= Open-flame burning or torching

» Sanding, grinding, planing, needle gunning, or blasting with
power tools and eguipment not equipped with a shroud and
HEPA vacuum attachment and

- Using a heat gun at temperatures greater than 1100°F

» Clean up thoroughly. The work area should be cleaned up daily.
When all the work is done, the area must be cleaned up using special
cleaning methods.

- Dispose of waste propetly. Collect and seal waste in a heavy duty
bag or shesting. When transported, ensure that waste is contained to
prevent release of dust and debris.

To learn more about EPA's requirements for RRP projects visit
epa.gov/getleadsafe, or read The Lead-5afe Certified Guide to
Renovate Right.
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U. S. Environmental Protection Agency (EPA)

Regional Offices

The mission of EPA is to protect human health and the environment.
Your Regional EPA Office can provide further information regarding
regulations and lead protection programs.

Region 1 (Connecticut, Massachusetts, Maine,

New Hampshire, Rhode Island, Vermont)

flegional Lead Contact

U5, EPA Region 1

5 Post Office Square, Suite 100, OES 05-4
Boston, MA 02109-3912

{B88) 372-7341

Region 2 (New Jersey, New York, Puerto Rico,
Virgin Islands}

Regional Lead Contact

US. EPA Region 2

2890 Woodbridge Avenue
Building 205, Mail Stop 225
Edison, NJ 08837-3679
(732) 321-6671

Region 3 {Delaware, Maryland, Pennsylvania,
Virginia, DC, West Virginia)

Regional Lead Contact
US. EPA Region 3
1650 Arch Street
Phitadelphia, PA 19103
(215) 814-2088

Region 4 (Alabama, Flerida, Geargia,
Kentucky, Mississippi, North Carolina, South
Carolina, Tennessee)

Regional Lead Contact

U.S. EPA Region 4

AFCTower, 12th Flooy, Air, Pesticides & Toxics
61 Forsyth Street, SW

Atlanta, GA 30303

[404) 562-8998

Region 5 {[llinais, indiana, Michigan,
Minnesota, Ohio, Wisconsin)

Regional Lead Contact
US.EPA Region 5 {DT-84)
77 West Jackson Boulevard
Chicago, iL 60604-3666
(312) 886-783¢5

Region 6 {Arkansas, Louisiana, New Mexico,
Oklahorma, Texas, and 66 Tribes)

Regional Lead Contact

U.5. EPA Region &

1445 Ross Avenue, 12th Floor
Dallas, TX 75202-2733

[214) 665-2704

Region 7 (lowa, Kansas, Missouri, Nebraska)

Regional Lead Contact
US. EPA Regian 7
11201 Renner Blvd.
WWPD/TOPE

Lenexa, KS 66219
(800} 223-0425

Region 8 (Colorado, Montana, North
Dakota, Scuth Dakota, Utah, Wyoming)

Regional Lead Contact
.5 EPA Region 8
1595 Wynkoop St.
Denver, CO 80202
(303) 31 2-6956

Region 9 {Arizona, California, Hawati,
Nevada)

Regional Lead Contact

\.5. EPA Region 9 {CMD-4-32)
75 Hawthorne Street

San Francisco, CA 94105
{415} 947-4280

Region 10 (Alaska, [daho, Oregon,
Washington)

Regional Lead Contact

U.5. EPA Region 10

Solid Waste & Toxics Unit (WCM-128)
1200 Sixth Avenue, Suite 900
Seattle, WA 98101

(206) 553-1200

Consumer Product Safety Commission (CP5C)

The CPSC protects the public against unreasonable risk of injury
from consumer products through education, safety standards
activities, and enforcement. Contact CPSC for further information

regarding consumer product safety and regulations.

cpsC

4330 East West Highway
Bethesda, MD 20814-4421
1-800-638-2772

cpsc.gov or saferproducts.gov

U. 5. Department of Housing and Urban
Development (HUD}

HUD's mission is to create strong, sustainable, inclusive
communities and quality affordable homes for all. Contact
HUD's Office of Healthy Homes and Lead Hazard Control for
further information regarding the Lead Safe Housing Rule, which
protects families in pre-1978 assisted housing, and for the [ead
hazard control and research grant programs.

HUD

451 Seventh Street, SW, Room 8236
Washington, DC 20416-3000

(202) 402-7698
hud.gov/offices/lead/

This docuzment is In the pubiic domain. It may be produced by an individuzl or organization without
permission. informallen provided in this beoidet Is based upon current scientific and technical
understanding of the issues prasented and is reflective of the jurisdictional boundaries established by
the statutes governing te co-al iing agencies. Following the advice given will not necessarily
provide complata proteciian in all situations or against all health hazards that can be caused by lead
exposure.

U. 5. EFA Washington DC 20460
U. 5. CPSC Bathesda MD 20834
U. 5. HUD Washington DC 20419

EPA-747-K-12-001
September 2013
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RENOVATING, REPAIRING, OR PAINTING? LEAD AND YOUR HEALTH

- Is your home, your building, or the child care facility Lead is especially dangerous to children

or school your children attend being renovated, under six years of age.

repaired, or painted? Lead can affect children’s brains and developing
+ Was your home, your building, or the child care facility | nervous systems, causing:

or school where your children under six years of age - Reduced IQ) and leaming disabilities.

attend built before 19787  Behavior problems
If the answer to these questions is YES, there are a ‘
few importarit things you need to know about Even children who appear healthy can have
lead-based paint. dangerous levels of lead in their bodies.
This pamphlet provides basic facts about lead and Lead is also harmful to adults. In adults, low levels
information about lead safety when work is being of lead can pose many dangers, including:
done in your home, your building or the child care - High blood pressure and hypertension.

facility or school your children attend. )
- Pregnant women exposed to lead can transfer lead 1o their fetuses. Lead gets into

the body when it is swallowed or inhaled.

* People, especially children, can swallow Jead dust as they eat, play, and do other
normal hand-to-mouth activities,

- People may also breathe in lead dust or fumes Ifthey disturb Jead-based paint.
People who sand, scrape, burn, brush or blast or otherwise disturb lead-based

The Facts About Lead paint risk unsafe exposure to lead.

+ Lead can affect children‘s brains and developing nervaus systems, causing reduced
iQ, learning disabilities, and behavioral problems. Lead is also harmful to adulis. What M_._Oﬂ—n— [ doifl] am concerned NUU_._H —.:e. ﬁma_mvﬂw m#ﬁomcﬁm to —mew

» Call your local health department for advice on reducing and eliminating
exposures to lead inside and outside your home, child care facility or school,

« Always use lead-safe work practices when renovation or repair will disturb
painted surfaces.

- Projects that disturb painted surfaces can create dust and endanger you and your ’ ) boﬂm.w._w:ﬁmmmuﬂ_ﬂrwcwﬂwwwwmwﬁmm_ﬂww__ﬁw Mﬂcwwﬁwﬂg_w%mﬂﬂwﬂ m_n_%mmn_%wmm_ﬂmmn“
family. Don't let this happen to you. Follow the practices described in this pamphlet P g-~ally P arrange o fest.

to protect you and your family.

+Lead in dust Is the most common way people are exposed to lead. People can also
getlead in their bodies from lead in soil or paint chips. Lead dust s often invisible.

+ Lead-based paint was used in more than 28 million homes until it was banned for
residential use in 1978.

For more information about the health effects of exposure to [ead, visit the EPA lead
wehsite at www.epa.gov/lead/pubs/leadinfo.htm or call 1-800-424-LEAD (5323).

There are other things you can do to protect your family every day.
- Regularly clean floors, window sills, and other surfaces,
~ +Wash children’s hands, bottles, pacifiers, and toys often.

- Make sure chitdren eat a healthy, nutritious diet consistent with the USDA's diatary
guidelines, that helps protect children from the effects of lead.

« Wipe off shoes before entering house.

Aakn
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 WHERE DOES THE LEAD COME FROM?

Dust is the main problem,

The most commen way to get lead in the body is from dust. Lead dust comes from
“deteriorating lead-based paint and lead-contaminated soil that gets tracked into
your hame, This dizst may accumulate to unsafe levels. Then, norral hand to-mouth
activities, like playing and ealing {especially in young children), move that dust from
surfaces like floors and window sills into the body.

Home renovation creates dust.
Common renavation activities like sanding, cutting, and demolition can create
hazardous lead dust and chips.

Proper work practices protect you from the dust.

The key to protecting yourself and your family during a renovation, repair or painting
job s to use [ead-safe work practices such as containing dust inside the work area,

using dust-minimizing work methods, and conducting a careful cleanup, as described

in this pamphlet.

Other sources of lead.

Remember, lead can also come from autside soff, your water, ot household itemns
(such as lead-glazed pottery and lead crystal). Contact the National tead Information
Center at 1-800-424-LEAD {5323} for more information on these sources.

Age of Homes

CHECKING YOUR HOME FOR LEAD-BASED PAINT

Percentage of Homes Likely to Contain Lead
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Older homes, child care facilities, and schools are more likely to contain

lead-based paint. .

Hormes may be single-family homes or apartments. They may be private, government-
assisted, or public housing, Schoals are preschools and kindergarten classrooms. They
may be urban, suburban, or rural.

You have the following options:

You may decide to assume your home, child care fadility, or school contains lead.
Espedially in older homes and buildings, you may simply want to assume leac-based
paint is present and follow the lead-safe work practices described in this brochure
during the renovation, repair, or painting job,

You can hire a certified professional to check for lead-based paint, .
These professionals are certified risk assessors or inspectors, and can determine if
your home has lead or tead hazards.

- A certified inspector or risk assessor can conductan inspection telling you whether
your home, or a portion of your home, has lead-based paint and where it is located.
This will tell you the areas in your home where lead-safe work practices are needed.

» A certified risk assessor can conduct a risk assessment telling you if your home
currently has any lead hazards from lead in paint, dust, or seil. The risk assessor
can also tefl you what actions to take to address any hazards,

= For help finding a certified risk assessor or inspector, call the National Lead
Information Center at 1-800-424-LFAD (5323).

You may also have a certified renovator test the surfaces or components being
disturbed for lead using a lead test kit. Test kits must be EPA-recognized and are
avaitable at hardware stores, They include detailed instructions for their use.



PREPARING FOR A RENOVATION DURING THE WORK

The worlk areas should not he accessible to occupants while the work oceurs. Federal _.mE requires moﬂ_.mnﬁom.ﬁ._,_.mﬁ are hired to Um:q.qu renovation, repair and painting
. . d ta be blocked off led projects in homes, child care fadilities, and schools built befare 1978 that disturb Um__...ﬁmn_

._.Hﬂa_o :Mm oﬂw_,mﬂm._m S.M._ ere smo_.. kls Umn_h”mﬁn%:ﬁmm_m.:&\:ﬂwmﬁ M_o .ﬁ%m_.mwmwm awm MMMM_ n.u._smm d surfaces to be certified and follow specific work practices to prevent Jead contamination.

Wi plastic sheeting to contain any dust tha ge ed. .

areamay not be available to you until the work inthat room or area is complete,

cleaned thoroughly, and the containment has been ramoved. Because you may not

The work practices the contractor must follow include these three simple procedures,
described below:; ’

have access to some areas during the renovation, you should plan accordingly 1. Contain the work area. The area must be contained so that dust and debris do not ascape
. from that area, Warning signs must be put up and plastic or other impermeable material
You may need: ‘ and tape must be used as appropriate to:
- Alternative bedroom, bathroom, and kitchen arrangements i work is accurring in .
¢ ? - Cover the floors and any fumiture that cannot be maoved.

those areas of your home.
+ A safe place for pets because they too can be poisoned by lead and can track lead - Seal off doors and heating and cooling system vents.

dust into other areas of the home. These will help prevent dust or debris fram getting outside the work area,

A separate pathway for the contractor from the work area to the outside in order to 2-Avoid renovation methods that generate large amounts of lead-contaminated dust.
bring materials in and out of the home. Ideally, it should not be through the same Some methods generate so much lead-contaminated dust that their use is prohibited.
entrance that your family uses. They are: S . R

* A place to store your furniture. All furniture ang belongings may have to be moved - Open flame burning or torching,

from the work area whila the work is being done. ltems that can't be moved, such as .

cabinets, should be wrapped in plastic, + Sanding, grinding, planing, neadle gunning,

: . N . . . or blasting with power tools and equipment
« To turn off forced-air heating and ajr conditioning systems while the work is being hot mac_UWmQ E.ﬂ: a shroud and Im_u%
done. This prevents dust from spreading through vents from the work area to the vacuum attachment

rest of your home. Consider how this may affect your living arrangements,
. Cm:._m aheatgun at temperatures grealer

You may even want to move out of your home temporarily while all or part of the than 1100°F.

work is being done.
There is no way to eliminate dust, but some renovation methods make less dust than others.

Child care facilities and schools may want to consider alternativ i

for children and access to :mnmmum«u‘ facilitie lternative atcommodations . Contractors may choose to use various methods to minimize dust generation, including
¥ lacilities. using water to mist areas before sanding or scraping; scoring paint before separating

components; and prying and pulling apart components instead of breaking them.

3.Jdeanup thoroughiy. The work area should be deaned up daily to keep it as clean as
possible. When all the work is done, the area must be cleaned up using special cleaning
methods befare taking down any plastic that isolates the work area from the restof the
home. The spedial cleaning mathods shauld include;

= Using a HEPA vacuum to clean up dust and debris on all surfaces, followed by
- Wet wiping and wet mopping with plenty of rinse water,

‘When the final cleaning is done, look around. There should be no dust, Daint chips, or debiis
in the work area. If you see any dust, paint chips, or debris, the area must be re-cleaned.




EPA CONTACTS

OTHER FEDERAL AGENCIES

EPA Regional Offices

EPA addresses residential lead hazards Hs_\o:mr several different reguiations.

EPA requires training and certification for conducting abatement and renovations,
education about hazards associated with renovations, disclosure about known lead
paint and lead hazards in housing, and sets lead-paint hazard standards.

Your Regional EPA Office can provide further information regarding lead safety and
lead protection pragrams at epa.gov/fead.

Region 1

(Cannecticut, Massachusetts,

Maine, New Hampshire,
Rhode Island, Verm ont)
Regional Lead Contact
U5, EPA Region 1

Suite 1100

One Congress Street
Boston, MA 02114-2023
{888) 372-7341

Region 2

{(New Jersey, New York,
Puerto Rico, Virgin Islands}
Regional Lead Coritact
U.S. EPA Region 2

2890 Woodbridge Avenue
Building 205, Mail Stop 225
Edison, NJ 08837-3670
{732) 321-6671

Region 3
(Delaware, Maryiand,
Pennsylvania, Virginia,
Washington, DC, Waest
Virginia)

Regional Lead Contact
U.S. EPA Region 3

1650 Arch Street

‘Philadeiphia, PA

19103-2029
{215) 814-5000

Region 4
(Alabama, Florida, Georgia,
Kentucky, Mississippi, North
Carolina, South Carclina,
Tennessee)

Regional Lead Contact

U.5. EPA Region 4

61 Forsyth Streat, SW
Atlanta, GA 30303-3960
(404) 562-9900

Region 5
(llinats, Indiana, Michigan,
Minnesota, Ohio, Wisconsin)
Regional | ead Contact
U.S.EPA Region 5

77 West Jackson Boulevard
Chicago, IL 60604-3507
(312} 886-6003

Region 6
{Arkansas, Louisiana, New
Mexico, Oklahoma, Texas)
Regional Lead Contact
U.S5.EPA Region 6

1445 Ross Avenue,

12th Fioor

Dallas, TX 752022733
(214) 665-5444

Region7

{lowa, Kansas, Missauri,
Nebraska)

Regional Lead Contact
U.5. EPA Region 7

901 N. 5th Street
Kansas City, KS 66101
(913) 551-7003

Region 8

(Colorado, Montana,

North Dakota, South Dakota,
Utah, Wyoming)

Regional Lead Contact

U.5. EPA Region B

1595 Wynkoop Street
Danver, CO 80202
(303)312-6312

Region 9

(Avizona, California, Hawaii,
Nevada)

Regional Lead Centact

U.S. Region 9

75 Hawthorne Street

San Francisco, CA 94105
(415) 947-8021

Region 10
(Alaska, Idaho,
Oregon, Washington)
Regional Lead Comtact
U.S. EPA Region 10
1200 Sixth Averue
Seattle, WA 98101-1128
{206) 553-1200

(PSC

The Consumer Product Safety
Commission (CPSC) protects the public
from the unreasonable risk of injury or
death from 15,000 types of consumer
products under the agency’s jurisdiction,
CP5Cwarns the public and private
sectors to reduce exposure to lead and
increase consumer awareness, Contact
CP5C for further information regarding
regulations and consumer product safety.

CPsC

4330 East West Highway
Bethesda, MD 20814
Hotline 1-(800} 638-2772
WWW.CPSC.gov

(BC Childhood Lead Poisoning
Prevention Branch

The Centers for Disease Contral and
Prevention (CDC) assists state and local
chiidhood lead poisoning prevention
brograms to provide a scientific basis
for policy decisions, and to ensure that
health issues are addressed in decisions -
about housing and the environment.
Contact CDC Childhood Lead Poisoning
Prevention Program for additional
materials and links on the topic of [ead.

CDC Childhood Lead Poisoning
Prevention Branch

4770 Buford Highway, MS F-40
Atlanta, GA 30341

(770) 488-3300
www.cdc.gov/nceh/lead

HUD Office of Healthy Homes and Lead
Hazard Control

The Departient of Housing and Urban
Develupment (HUD) provides funds

to state and local gevernments to
develop cost-effective ways to reduce
lead-based paint hazards in America’s
privately-owned low-income heusing, In
addition, the office enforces the rula on
disclosure of known lead paint and lead
hazards in housing, and HUD's lead safety
requlations in HUD-assisted housing,
provides public outreach and technical
assistance, and conducts technical
studies to help protect children and their
families from health and safety hazards
in the home. Contact the HUD Office of
Healthy Homes and Lead Hazard Control
for information on Jead regulations,
outreach effarts, and lead hazard control
research and outreach grant programs.

U.S. Department of Housing and Urban
Development

Office of Heaithy Homes and

Lead Hazard Control

451 Seventh Street, SW, Room 8236
Washington, DC 20410-3000

HUD's Lead Regulations Hotline

(202) 402-7698
www.hud.gov/offices/lead/
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FACT SHEET

EPA and HUD Move to Protect Children from Lead-Based Paint
Poisoning; Disclosure of Lead-Based Paint Hazards in Housing

SUMMARY

The Environmental Protection Agency (EPA) arid the
Department of Housing and Urban Development
(HUD) are announcing efforts to ensure that the public
receives the information necessaty to prevent lead
poisoning in homes that may contain lead-based paint
hazards, Beginning this fall, most home buyers and
renters will receive known information on lead-based
paint and lead-based paint hazards during sales and
rentals of housing built before 1978, Buyers and
renters will receive specific information on lead-based
paint in the housing as well as a Federal pamphlet with
practical, low-cost tips on identifying and controlling
lead-based paint hazards. Sellers, landlords, and their
agents will be responsible for providing this
information to the buyer or renter before sale or lease.

LEAD-BASED PAINT IN HOUSING

Approximately three-quarters of the nation’s housing
stock built before 1978 (approximately 64 million
dwellings) contains some lead-based paint. When
properly maintained and managed, this paint poses
little risk, However, 1.7 million children have blood-
lead levels above safe limits, mostly due to exposure to
lead-based paint hazards.

EFFECTS OF LEAD POISONING

Lead poisoning can cause permanent damage to the
brain and many other organs and causes reduced

intelligence and behavioral problems, Lead can also
cause abnormal fetal development in pregnant women.

BACKGROUND

To protect families from exposure to lead from paint,
dust, and soil, Congress passed the Residentia! Lead-
Based Paint Hazard Reduction Act of 1992, also

known as Title X, Section 1018 of this law directed
HUD and EPA to require the disclosure of known
information on lead-based paint and lead-based paint
hazards before the sale or lease of most housing built
before 1978.

WHAT IS REQUIRED

Before retification of a contract for housing sale or
lease:

® Sellers and landlords must disclose known lead-
based paint and lead-based paint hazards and
provide available reports to buyers or renters.

® Sellers and landlords
must give buyers and
renters the pamphlet,
developed by EPA,
HUD, and the
Consumer Product
Safety Comimission
(CPSC), titled Protect
Your Family from
Lead in Your Home.

® Home buyers will get
a 10-day period to
conduct a lead-based paint inspection or risk
assessment at their own expense. The rule gives the
two parties flexibility to negotiate key terms of the
evaluation,

® Sales contracts and leasing agreements must include
certain notification and disclosure language.

® Sellers, lessors, and real estate agents share
responsibility for ensuring compliance.
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We've made some changes to EPA.gov. If the information you are looking for is not here, you
may be able to find it on the EPA Web Archive or the Janvary 19, 2017 Web Snapshot.
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Lead Hotline - The National Lead Information
Center

Questions about lead in drinking water?

Contact the Safe Drinking Water Hotline

The National Lead Information Center (NLIC) provides the general public and professionals with
information about lead, lead hazards, and their prevention. The NLIC operates under a contract with
the U.S. Environmental Protection Agency (EPA), with funding from EPA and the Department of
Housing and Urban Development (HUD).

For questions about lead in drinking water, contact the Safe Drinking Water Hotline,

Contact the National Lead Information Center to receive a general information packet, to
order other documents, or for detailed information or questions.

* By E-mail: Use the form below to send us your comments, questions, and/or decument
requests. -

+ Online Document Request: You may use our online Document Request Form to order
documents electronically.

* By Phone: Call and speak with a specialist Monday through Friday, 8:00 am to 6:00 pm
Eastern time (except federal holidays) at 1 (800) 424-LEAD [5323].

* By Recorded Message: The NLIC telecommunications systems has the capability to receive
recorded messages in English and Spanish 24-hours a day, seven days a week at 1 (800) 424-
LEAD [5323].

+ By Fax: 585-232-3111

+ By Mail: 422 South Clinton Avenue, Rochester, NY 14620

Complete the form below and include your comments or questions and we will get back to you
as soon as possible,

Your Name




Agency, the Centers for Disease Control, the Depa

NATIONAL LEAD INFORMATION CENTER, 800-LEAD-FYI

_ HOME REPAIRS AND RENOVATIONS: _
WHAT YOU SHOULD KNOW ABOUT LEAD-BASED PAINT

Any house or apartment built before 1978 may
contain lead-based paint. Most homes built before
1960 contain lead-based paint. Lead-based paint
produced before 1960 contains higher concentrations
of lead than paint manufactured in later years.

Lead-based paint can be on walls, ceilings, woodwork,
windows, and semetimes floors, When lead-based
paint on these surfaces is broken, sanded, or scraped,
it breaks into tiny, sometimes invisible, pieces that
your child may swallow or inhale. Even small repair
and renovation jobs, including repainting projects, can
create enough lead dust and chips to harm your child,

BEFORE YOU REPAIR OR RENOVATE

. BEFORE you disturb a surface with old paint on it, you
should, if possible,

¢ Call your local health department and ask if they
can test your home for lead-based paint. {f the
health department cannot test, ask them who
can,

¢ If lead-based paint is found in your homs, have
the repair or renovation done by a worker who
has been trained to protect your family and home
from exposure to lead dust and chips.

The National Lead Information Center is opersted b

IF YOU FIND OR SUSPECT THAT
LEAD-BASED PAINT IS PRESENT

You should AVOID the following activities, which can
produce paint dust and chips, in areas of your home
where you know or suspect there is [ead-based paint:

» scraping, sanding, or using a heat gun on painted
surfaces before repainting; _

® making holes in walls to get at plpes aor install
electrical outlets; -
tearing out walls:

¢ repeatedly bumping furniture or other objects into
painted walls;

¢ unnecessarily opening and closing windows with
painted frames and sllls,

If you must do repairs or renovations vourself in areas
where you krnow or suspect lead-based paint is
present, you SHOULD

* Move children and pregnant women to another
apartment or house until work is completed and
the area is properly cleaned,

* Coverexposed areas. If the area s small, such as
an electrical outlet, keep that area covered until
repair and cleanup are completed. #f the area
being worked on is large, such as a wall being
torn down, use plastic coverings to seal off
entrances and ducts and to protect furniture,
carpets, rugs, and floors from paint dust and
chips. Dispose of the plastic carefully.

¥ the National Safety Councif with funding from the Environmental Protection
rtmeant of Housing and Urban Development, and the Oepartment of Defense.



‘l + "Lead-Safe Louisville | LouisvilleKy.gov

LouisvilleKygov
HOUSING & COMMUNITY DEVELOPMENT

Contact

Housing & Community Development
(502) 574-5850

444 5, 5th Street, Suite 500
Louisville, KY 40202
8:00am - 5:00pm

Lead-Safe Louisville

The Lead-Safe Louisville Project is a partnership between the Office of Housing and Community
Development and the Louisville Metro Department of Public Health and Wellness.
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CO Detection O and As for “Existing” Buildings (constructed BEFORE Jan 1,2019)

1) Does my dwelling unit require CO detection?

Yes, if any of the following apply:

-The unit contains a fuel-burning appliance or is located in a building with a
fuel-burning appliance

- The unit contains a fuel-burning fireplace or is located in a building with a
fuel-burning fireplace

~The unit is served by a fuel-burning, forced-air furnace
-The unit is located in a building with an attached private garage

2) What are the requirements of a CO detection system?

-For hard~wired CO detection systems requirements, see “CO Detection Q
and As for “New” Buildings”

-May be solely battery-operated

-If battery-operated, must be listed in accordance with UL 2034 (chec
packaging) '

-Must be powered by 10-year lithium batterics

3) Are combination carbon monoxide/smoke detectors allowed?

~Yes, but must be listed in accordance with UL 2034 and UL 271
4} Where should CO detection devices be placed?

-1 a fuel-burning appliance is located within a bedroom or its attached
bathroom, carbon monoxide detection shall be installed within the bedroom

*Bedroom must also comply with all local code

-Otherwise, CO detection devices shall be installed in dwelling units outside
of each separate sleeping area in the immediate vicinity of the bedrooms
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Landlord and Tenant Legal Resources:

*Important Notice to Landlords:
You should seek legal advice. LMIHA does not provide legal advice to Landlords or to Tenants,
We provide general resources and information.

Please refer to the legal resources listed below:

Eﬁ CHAPTER 151; LANDLORD AND TENANT CODE
http://www.amlegal.com/nxt/gateway.dll/Kentucky/ioukymetro/louisvillejeffersoncountymetrogovern
ment?f=templatessin=default. htmS$3.05vid=amlegal:lovisville ky

[ CHAPTER 156: PROPERTY MAINTENANCE CODE

http://www.amlegal.com/nxt/gateway.dll/Kentucky/loukymetro/louisvillejeffersoncountymetrogovern
ment?f=templatesSfn=default.htm$3.0Svid=amlezal:louisviile ky

Louisville Apartment Association
http://www.laaky.com/

Kentuckiana Real Estate Investors Association
http://kreia.com/

Louisville Bar Assoclation Find a Lawyer
https://www.loubar.org/public-resources/find-a-lawyer/

Kentucky Bar Association Lawyer Locator
http://www.kybar.org/search/custom.asp?id=2947

Legal Aid Society
http://www.laslou.org/

LAS Tenant’s Rights Manual
http://www.laslou.org/lasfiles/Tenants%20Rights%20Manual%2010-26-10.pdf

Videos from LAS on Landlord Tenant Overview and Eviction
https://www.youtube.com/user/LegalAidKY

Jeffersen County Civil District Department
http://courts.ky.gov/courts/lefferson/CivilDistrict/Pages/default.aspx

Jeffersan County Small Claims Court
http://courts.ky.gov/courts/Jefferson/smallclaims/Pages/default.aspx

Kentucky Courts Small Claims Handbook
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