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INTERVIEWING
APPLICANTS

PRESENTED BY KANSAS HOUSING RESOURCES CORP

RULES OF WEBINAR

® FEEL FREE TO ASK QUESTIONS AS WE GO, OR WAIT UNTIL THE “QUESTIONS:" SLIDES.

® NEVER IMPLEMENT CHANGES TO POLICIES OR PROCEDURES WITHOUT RUNNING
THE CHANGES THROUGH YOUR CORPORATE LADDER.

© YOUR PBCA/TAX CREDIT MONITORING AGENCY MAY HAVE SPECIFIC
REQUIREMENTS NOT INCLUDED HERE. BE SURE TO INCORPORATE THOSE
REQUIREMENTS.

DISCLAIMER

© ALWAYS CONSULT YOUR ATTORNEY TO ENSURE YOUR PRACTICES COMPLY WITH
LOCAL/STATE/FEDERAL/FAIR HOUSING LAWS, ETC.

© 1AM NOT AN ATTORNEY. I AM NOT GIVING YOU A LEGAL OPINION. IWILL NOT
STAND NEXT TO YOU IN COURT IF YOU GET SUED. IWILL NOT POST YOUR BAIL.




TODAY'S DISCUSSION

® WORKING WITH APPLICANTS
© APPLICATIONS

© GATHERING DATA

® REVIEWING THE DATA

® VERIFYING DATA

© ZERO INCOME RENTERS

© HARDSHIP EXEMPTIONS

© APPLICANT EDUCATION
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WORKING WITH APPLICANTS

®BE PROFESSIONAL @
° ONTIME :
© DRESSED APPROPRIATELY ¥ ,—-.*-—.._ "
© TREAT ALL APPLICANTS FAIRLY 'a'-.l .l:l
© PERSONAL BIAS OR STEREOTYPES

WORKING WITH APPLICANTS

©BE PROFESSIONAL L—~\
® VERBAL COMMUNICATION .
© RAPPORT-BUILDING h‘
© LISTENING
© ANALYTICAL

® KNOWLEDGE OF PROGRAM RULES -
® GREETING - WHO/WHAT

Manager




APPLICATIONS

®BE PREPARED
© USE A CHECKLIST

© HAVE APPLICATION AND CONSENT FORMS READY
“REVIEW ANY PREVIOUSLY KNOWN INFORMATION

1/20/2015

APPLICATIONS

© CONTENTS OF APPLICATIONS
©® HOUSEHOLD CHARACTERISTICS
© CONTACT INFORMATION
® IDENTIFY PREFERENCES
® INCOME/ASSET/ALLOWANCES
© CITIZENSHIP
® MARKETING INFORMATION
© SCREENING INFORMATION

APPLICATIONS

© CONTENTS OF APPLICATION
© LIFETIME REGISTERED SEX OFFENDERS
© LISTING OF ALL STATES
©SOCIAL SECURITY NUMBER
© FORM HUD-92006




GATHERING DATA

® TRANSITION TO COMPLETING THE APPLICATION
© EXPLAIN THE PURPOSE OF THE APPLICATION
® EXPLAIN EIV (IF APPLICABLE)

GATHERING DATA

© PROVIDE OVERVIEW OF THE PROGRAM AND TENANT SELECTION
PROCESS

© “BEFORE BEGINNING THE INTERVIEW MR /S, , THERE ARE CERTAIN

THINGS I AM REQUIRED TO EXPLAIN TO YOU ABOUT THE INTERVIEW
PROCESS. I AM GOING TO USE THIS CHECKLIST TO REVIEW THEM SO
THAT I DON'T LEAVE OUT ANYTHING THAT IS IMPORTANT FOR YOU!”

GATHERING DATA

© EXPLAIN THE INFORMATION THAT ISTO BE GATHERED

© “AS A PART OF COMPLETING YOUR APPLICATION IWILL BE ASKING YOU TO ANSWER
QUESTIONS AND TO PROVIDE INFORMATION ABOUT YOUR SITUATION. THESE QUESTIONS
WILL PERTAIN NOT ONLY TO YOU, BUT TO ALL OF YOUR FAMILY MEMBERS WHO WILL BE
LIVING WITH YOU.

® MANY OF THESE QUESTIONS ARE PERSONAL AND CONFIDENTIAL IN NATURE. FOR EXAMPLE, [
WILL BE ASKING YOU THE SSNS OF ALL FAMILY MEMBERS AND QUESTIONS ABOUT VARIOUS
TYPES OF INCOME (MONEY) RECEIVED BY YOU AND THE OTHER MEMBERS OF YOUR FAMILY. I
WILL BE ASKING QUESTIONS ABOUT ASSETS SUCH AS PROPERTY, BANK ACCOUNTS,
INVESTMENTS, AND LIFE INSURANCE.

© IT IS IMPORTANT FOR YOU TO KNOW THAT ALL APPLICANTS ARE REQUIRED TO PROVIDE THE
SAME TYPES OF INFORMATION AND ANSWER THE SAME TYPES OF QUESTIONS."
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GATHERING DATA

© EXPLAIN HOW THE INFORMATION WILL BE USED AND MAINTAINED

© “IT IS IMPORTANT FOR YOU TO UNDERSTAND THAT ANY INFORMATION OR DOCUMENTS
YOU PROVIDE WILL ONLY BE USED FOR THE PURPOSE OF DETERMINING YOUR
ELIGIBILITY TO LEASE A UNIT AND TO DETERMINE THE AMOUNT OF RENT YOU WILL PAY.
THE INFORMATION WILL NOT BE SHARED WITH ANYONE WITHOUT YOUR WRITTEN
CONSENT. WE WILL PLACE YOUR APPLICATION IN AN INDIVIDUAL FILE, AND IT WILL BE
KEPT IN A LOCKED AND SECURE LOCATION"
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GATHERING DATA

© EXPLAIN THE VERIFICATION PROCESS

‘WE ARE ABLE TO DO THAT.

* HERE ARE SOME EXAMPLES OF HOW WE VERIFY INFORMATION. IF ANY FAMILY MEMBER
‘WORKS, WE WILL REQUEST 4-6 OF THE MOST CURRENT CONSECUTIVE PAY STUBS AND
COMPARE THEM WITH DATA IN THE ENTERPRISE INCOME VERIFICATION SYSTEM (EIV). EIV
IDENTIFIES SOURCES OF INCOME THAT YOUR HOUSEHOLD MAY BE RECEIVING, SUCH AS
EMPLOYMENT, SOCIAL SECURITY, OR UNEMPLOYMENT BENEFITS.

® WEWILL REQUEST CURRENT BANK STATEMENTS TO VERIFY ASSETS. WE MAY ALSO REQUEST
TAX RETURNS OR OTHER DOCUMENTS NEEDED TO VERIFY ALL RELEVANT INFORMATION.
FINALLY, WE WILL RUN A CREDIT BUREAU INQUIRY."

® “WHEN YOU COMPLETE YOUR APPLICATION, WE ARE REQUIRED TO VERIFY THE INFORMATION
YOU HAVE PROVIDED, AND YOU WILL BE REQUIRED TO SIGN AUTHORIZATION FORMS SO THAT

GATHERING DATA

© EXPLAIN THE IMPORTANCE OF COMPLETE AND ACCURATE
INFORMATION
® “BECAUSE OF THE VERIFICATION REQUIREMENTS, M SURE YOU CAN SEE WHY IT IS SO
IMPORTANT THAT THE INFORMATION YOU PROVIDE TODAY IS COMPLETE AND
ACCURATE. ASWE GO THROUGH THE APPLICATION, PLEASE LET ME KNOW IF YOU ARE
NOT SURE OF SOMETHING ASKED OF YOU. I'LL BE HAPPY TO EXPLAIN IT"




GATHERING DATA

© EXPLAIN THE CONSEQUENCES OF INCOMPLETE AND INACCURATE

INFORMATION

® “THERE IS ANOTHER IMPORTANT POINT THAT WE ARE REQUIRED TO EXPLAIN; IT HASTO DO
WITH THE PENALTIES FOR MAKING FALSE OR INCOMPLETE STATEMENTS OR PROVIDING FALSE
OR INCOMPLETE DOCUMENTS WITH YOUR APPLICATION. I'M SURE THAT THIS DOES NOT
APPLY TO YOU, BUT ON OCCASION, SOME APPLICANTS HAVE NOT PROVIDED CORRECT
INFORMATION.

* WHEN YOU SIGN THE REQUIRED FORMS YOU ARE CERTIFYING THAT YOU HAVE GIVEN
COMPLETE AND ACCURATE ANSWERS. THERE ARE BOTH CRIMINAL AND CIVIL PENALTIES FOR
MAKING FALSE STATEMENTS ON A HOUSING APPLICATION. IN ADDITION TO THESE PENALTIES,
IF ANY APPLICANT PROVIDES FALSE OR INCOMPLETE INFORMATION, WE WOULD HAVE NO
CHOICE BUT TO DENY THE APPLICATION."
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GATHERING DATA

© ENSURE EVERYTHING HAS BEEN UNDERSTOOD
© “SO, BEFORE WE BEGIN, DO YOU HAVE ANY QUESTIONS OF ME? IS THERE ANYTHING THAT
YOU ARE NOT SURE OF OR HAVE QUESTIONS ABOUT:”

® _OR-

® “ISTHERE ANYTHING ELSE YOU NEED TO KNOW ABOUT HOW WE ARE GOING TO HANDLE
THE INTERVIEW , HOW WE WILL VERIFY OR USE THE INFORMATION YOUR PROVIDE?"

GATHERING DATA

© APPLICATION TIPS
© APPLICATION SHOULD CONTAIN DETAILED QUESTIONS.
° DO'S
* “DOES ANY HOUSEHOLD MEMBER HAVE A JOB?"
* “IFYES,WHO? WHERE?"
* “DOES ANY HOUSEHOLD MEMBER RECEIVE UNEMPLOYMENT?"
* “IFYES, WHO?"
* “DOES ANY HOUSEHOLD MEMBER HAVE A CHECKING ACCOUNT?"
* “IFYES, WHO? WHERE ARE THE ACCOUNTS HELD?"
* “DO YOU ANTICIPATE ANY CHANGES IN THE NUMBER OF HOUSEHOLD MEMBERS WHO WILL
RESIDE IN THE UNIT?"




GATHERING DATA

© APPLICATION TIPS
© APPLICATION SHOULD CONTAIN DETAILED QUESTIONS.
® QUESTIONS SHOULD NOT LEAD APPLICANTS.
* DON'TS

“LIST YOUR SOURCES OF INCOME"

“LIST WHICH ASSETS YOU HAVE."

“ARE YOU PREGNANT?"

“YOU DON'T HAVE ANY ASSETS DO YOU?"

“YOU DON'T HAVE A LIFE INSURANCE POLICY DO YOU?"
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REVIEWING DATA

© ENSURE ALL QUESTIONS HAVE BEEN ANSWERED
© IF “N/A" HAS BEEN ENTERED, ASK THE APPLICANT TO ENTER A “YES” OR “NO”

® DON'T ASSUME ANYTHING.
© AVOID NEGATIVE BODY LANGUAGE OR FACIAL EXPRESSIONS

REVIEWING DATA

© ENSURE ALL RESPONSES MAKE SENSE
® SOCIAL SECURITY —NO ASSETS
© REPORTED INCOME - COMMON EXPENSES
® COMPARE LAST YEAR'S 50059/ TIC TO THE QUESTIONNAIRE




REVIEWING DATA

© ASK CLARIFYING QUESTIONS
® “MR. JONES, I SEE YOU REPORTED YOU RECEIVE SOCIAL SECURITY BENEFITS, BUT YOU DO
NOT HAVE AN ASSET LISTED. GENERALLY, SOCIAL SECURITY NO LONGER CUTS CHECKS,
IN'WHICH MANNER DO YOU RECEIVE YOUR BENEFITS:”
© “MS. SMITH, THERE IS A DIFFERENCE OF $X BETWEEN YOUR INCOME AND THE REGULAR
EXPENDITURES YOU HAVE REPORTED. CAN YOU EXPLAIN THAT TO ME?"

® “MR. GREEN, HELP ME UNDERSTAND HOW..."
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GATHERING DATA

© PROVIDE HUD FACTS SHEETS

© INFORM TENANT DETERMINATION OF ELIGIBILITY WILL OCCUR
AFTER ALL INFORMATION IS VERIFIED.

VERIFYING DATA

© PROVIDE LIST OF ITEMS APPLICANT IS TO BRING
© SET DEADLINES
© VERIFICATIONS/CONSENTS




VERIFYING DATA

©® REVIEW DOCUMENTS ASTHEY COME IN

© PREPARE TO RESOLVE DISCREPANCIES
® DO NOT ASSUME APPLICANT LIED
¢ OBTAIN ADDITIONAL DOCUMENTS, IF NEEDED

©® DOCUMENT BASIS FOR DECISION

ZERO INCOME RENTERS

© DIFFERENT TYPES OF ZERO RENTERS
® DUE TO INCOME EXCLUSIONS
® DUETO ALLOWANCES
® DUETO ADVERSE CIRCUMSTANCES

ZERO INCOME RENTERS

® DUE TO ADVERSE CIRCUMSTANCES

— ® EXTENDED PERIODS OF TIME
= ® DRIVE THE LEXUS/BMW/LINCOLN

® 80" FLAT SCREEN TV

R ® SMART PHONE
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ZERO INCOME RENTERS

© CURRENT EXPENSE ANALYSIS

| experseitem | _Amount | _Curent | AmountPaid
$0

Auto $ 175 Y or @

Electric $ 60 ®or N $ 60
Telephone $ 85 Yo® $ 0
Rent $ 125 Yo® $ 50
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ZERO INCOME RENTERS

© CURRENT EXPENSE ANALYSIS

| expenseitem | _Amount | _Current | AmountPaid |

Auto $ 175 @or N $ 175
Electric $ 60 ®or N $ 60
Telephone $ 85 ®or N $ 8
Rent $ 125 ®or N $ 125

ZERO INCOME RENTERS

©ZERO INCOME CERTIFICATION

Doyouoranyhousehold | Y or N | IfyouansweredYES, Please describe how you are paying for
members have any of the how much doyou these expenses.
followingexpenses spend eachmonth?

Internet/cable Y Mom gives me money
Food Y $245 Food stamps
Cellphone N

Clothes or shoes N

32?;’}:23: 1'11 :;p:::p()d'Sh Y Mom gives me money
Personal hygiene items

(deodorant, shampoo, Y $20 Shelter provides

shaving cream)
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ZERO INCOME RENTERS

© ZERO INCOME CERTIFICATION
© HUD RECOMMENDS 90 DAYS
© RENT PAYMENT
© SKIPS

® COMPARE ZERO INCOME CERT TO QUESTIONNAIRE/CREDIT
REPORT/PRIOR 50059-TIC
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HARDSHIP EXEMPTIONS

© ONLY APPLIES TO FAMILIES IN SECTION 8

HARDSHIP EXEMPTIONS

© OWNERS MUST WAIVE THE MINIMUM RENT FOR ANY FAMILY UNABLE TO PAY
DUE TO A LONG-TERM FINANCIAL HARDSHIP, INCLUDING THE FOLLOWING:
© FAMILY LOST FEDERAL, STATE, OR LOCAL GOV'T ASSISTANCE OR WAITING FOR A
DETERMINATION OF ELIGIBILITY

® FAMILY WOULD BE EVICTED IF THE MINIMUM RENT REQUIREMENT WAS
IMPOSED

© FAMILY INCOME HAS DECREASED DUE TO A CHANGE IN CIRCUMSTANCES,
INCLUDING BUT NOT LIMITED TO LOSS OF EMPLOYMENT

© A DEATH IN THE FAMILY HAS OCCURRED
¢ OTHER
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HARDSHIP EXEMPTIONS

© WHEN HARDSHIP IS GRANTED
© BEGINNING OF THE MONTH AFTER THE REQUEST
® TTP BECOMES THE HIGHER OF
* 30% ADJUSTED MONTHLY INCOME
* 10% GROSS MONTHLY INCOME
® TTPWILL NOT BE ZERO ($0) UNLESS BOTH THE ABOVE RESULT IN ZERO ($0)
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HARDSHIP EXEMPTIONS

© REQUEST DOCUMENTS TO SUPPORT NEED

© LONG-TERM VS. SHORT-TERM

HARDSHIP EXEMPTIONS

© SHORT-TERM
® 90-DAYS OR LESS
® TENANT MUST REPAY
© DO NOT EVICT
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HARDSHIP EXEMPTIONS

© LONG-TERM
© RECERTIFY EVERY 90-DAYS
© MUST PROCESS IR

HARDSHIP EXEMPTIONS

° DON'T GIVE THEM OUT LIKE CANDY

THANK YOU!
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