Form HUD-50058 Instruction Booklet

ZoN
wr

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

Family Report

Form HUD-50058
Instruction Booklet

June 6, 2001

June 6, 2001



Form HUD-50058 Instruction Booklet

TABLE OF CONTENTS

1] 1o o 11 o 1 o] o U 1
=T <IN o T2 T 1] o U 6
Y= Tox (o Bt Vo = o s 7
ST =Tot 1[0 o A o i [0 ] o P PP 9
SeCtioN 3: HOUSENOIU......coiiiiiiiiiiiiiiiiie s 14
Section 4: Background at AAMISSION ........ccuuuiuiiiiie i e e e e e e 19
Section 5: Unit to be Occupied on Effective Date of ACtiON .............ceeiiiiiiiiiiiiiii e, 20
SECLON B: ASSELS...ciiiiiiiiiiiiiiii ittt ettt e e et e e e e e e e e e e e e e e e e e e e 22
S T=Tot 1o o I A [ T o] 1 T PP PP 24
Section 8: EXPected INCOME PEI YA ......oouiiiii i et e e e e e e e e e e e e e 34
Section 9: Total Tenant Payment (TTP) ..o e e 37
Section 10: Public Housing, Indian Rental, and Turnkey I ............ooeeiiiiiiiiiiice e 39
Section 11: Section 8: Pre-merger Certificates and Project Based Certificates/Voucher
Assistance Only (Except Manufactured Home Owner Renting the Space) .........cccceeiiieieiieeeinnnnnn. 42
Section 12: SeCHiON 8: VOUCKEIS........cciiiiiiiiiiiiiiiiiieeeeeee s 46
Section 13: Section 8: Moderate Rehabilitation (Mod Rehab)...........cccoooooiiiiiii e, 50
Section 14: Manufactured Home Owner Renting the SPace...........ceeeiiiiiiiiiiiiiiii e 53
Section 15: Section 8: HOMEOWNEISNIP ....ccvvviiiii i 56
Section 16: Indian MUtUBI HEIP .....eeeeni e e e e e e 58
Section 17: Family Self-Sufficiency (FSS)/ Welfare to Work (WtW) Voucher Addendum.............. 59
Y o] 011 T [ G R SERPIN 64
Federal Standard State and Territory COUES .......cccooiiiiiiieeeeeee e 64
Y o] o 1= T [ R SPPPTIN 65
Section 17, line 17k: FSS Escrow Account Credit WOrkSheet. ..., 65
F Y o] o 1T o bl || PP PP PP P PP P PPPTPPPPPPPPPPPPPN 68
Section 10, line 10b: Mixed Family Flat Rent Worksheet...........cccceiiiiii i, 68
Y o] 011 T [ G Y R SSRPPRIN 70
IMTCS GIOSSAIY ..ot e e e 70
Y o] 01T T | Y PP 74
Lo o I AN o [ O PUPP 74
N

'll' June 6, 2001



Form HUD-50058 Instruction Booklet

Introduction

The Form HUD-50058 Instruction Booklet will help
you understand and complete the Form HUD-
50058.

What is the purpose of the Form HUD-500587
The data collected on the Form provides HUD with
a picture of the people who participate in subsidized
housing programs. Public Housing Agencies
(PHAS) collect and electronically submit information
contained on the Form HUD-50058 to HUD. The
Multifamily Tenant Characteristic System (MTCS)
then captures this information and creates reports
used to:
- analyze the subsidized housing programs,

monitor PHAS,

detect fraud, and

provide information to Congress and other

interested parties.

What is the purpose of the Form HUD-50058
Instruction Booklet?

HUD prepared and distributed the Form HUD-50058
Instruction Booklet to help ensure the accuracy and
consistency of the information collected. This
booklet explains each line of the Form HUD-50058
and the information collected for each line item.

Where do | find information on field edits and
flat file transmission requirements?

To target audiences with appropriate information,
HUD created a separate document that contains the
field edits and flat file transmission requirements
called the Form HUD-50058 Technical Reference
Guide. Interested users can find the Guide on the
HUD Web site
<www.hud.gov/pih/systems/mtcs/document.html>.

General Information for Completing Form
HUD-50058

What are the major differences between this
Form HUD-50058 and the previous version?
The revised Form HUD-50058 incorporates
changes required by the Quality Housing and
Work Responsibility Act (QHWRA) of 1998,
commonly known as the Public Housing Reform
Act (PHRA), and its accompanying regulations.

This version includes formula for flat rents, the
Housing Choice Voucher Program (HCVP), and
the Voucher Homeownership program.

The program codes in 1¢ no longer include
MC= Mod Rehab Converted to Certificate. If a
family has Certificate or Voucher assistance
funded under the Mod Rehab Annual
Contributions Contract (ACC), report the family
as CE = Section 8 Certificates or VO = Section
8 Vouchers.

HUD added new action codes for Issuance of
Voucher (2a=10) and Expiration of Voucher
(2a=11) so that PHAs and HUD can analyze the
leasing success of families who receive
Vouchers.

A new action code has been added for a
Section 8 annual HQS inspection (2a=13) as a
separate action if it happens at a time other
than the time of another reported action for the
family. The PHA must ensure that each annual
HQS inspection is reported in a timely manner
to MTCS.

A new action code (2a=14) has been added to
capture historical adjustments to the MTCS
database. This transaction is used to capture
information for households who do not have a
new admission (2a=1) on file, but require an
annual reexamination (2a=2). The historical
adjustment will serve as the baseline action for
the household.

This version of the form allows PHAs to correct
fields previously transmitted in error. The
correction fields (2c, 2d and 2e) allow PHAs to
correct income and non-income related
information was submitted in error. In order to
determine if there is a need for better PHA
quality controls, the revised Form HUD-50058
also asks PHAs to track the reason for
corrections to family data.

In addition to the inclusion of new fields and the
deletion of others, the revised Form HUD-50058
was designed to fix problems that existed on
the last version of the form. Additionally, the
Form includes new Welfare to Work (WtW)
Voucher fields in the Addendum.

The revised form also references project
numbers, building numbers, and unit numbers
to better track public housing tenants by linking
MTCS to the Public and Indian Housing
Information Center (PIC) System.
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What are the special rules for families that
participate in the Family Self-Sufficiency (FSS)
and/or Welfare to Work (WtW) Voucher
Program(s)?

- If the family participates in the FSS program
and you complete Form HUD-50058 for any
action other than an FSS action only (line 2a,
action other than 8), and the family participated
in the FSS program in the past year (line 2m),
complete all applicable sections on Form HUD-
50058. Additionally, complete the FSS/WtW
Voucher Addendum.

If the family participates in the Welfare to Work
(Wtw) Voucher program (line 2m, Wtw) and
you complete Form HUD-50058 for any action
other than an WtW action only (line 2a, action
other than 8), complete all applicable sections
on Form HUD-50058. Additionally, complete the
FSS/WtW Voucher Addendum.

If you complete Form HUD-50058 for a family
that has an FSS/WtW Voucher action only (2a =
8), complete the applicable section on the Form
HUD-50058, then skip to the FSS/WtW
Voucher Addendum.

MTCS at least monthly.

What are the reporting requirements for PHAs
with 99 or fewer units?

PHAs that administer 99 or fewer units must
electronically submit Form HUD-50058 data to
MTCS at least quarterly.

Privacy Act Notice and Nondiscrimination
Requirement

Reporting Requirements

What are the MTCS reporting requirements?
Notice PIH 2000-13: Reporting Requirements for
the Multifamily Tenant Characteristics System, sets
a minimum MTCS reporting rate of 85% for both
Public Housing and combined Section 8 Certificate
and Voucher programs. Public Housing Agencies
(PHASs) must electronically submit Form HUD-
50058 data to MTCS. Please note that Notice
2000-13 renews Notice 99-2.

What can | do if my PHA fails to meet the
minimum reporting rates?

PHAs that fail to meet the minimum reporting rate
may request forbearance from sanctions in writing
from their respective Field Office or TARC. For
more information about the requirements and
sanctions under PIH notice 2000-13, go to
<www.hud.gov:80/pih/systems/mtcs/notice/pih2000-
13.html>.

What are the reporting requirements for PHAs with
over 100 units?

PHAs that administer 100 or more units must
electronically submit Form HUD-50058 data to

What is the Privacy Act Notice?
Collection of information on Form HUD-50058 is
subject to the requirements of the Privacy Act of
1992, Section 508(d). The Notice is a general
authorization form and does not replace specific
forms that PHAs currently use to verify information
about applicants or participants. PHAs must give a
Form HUD-9886, Authorization for the Release of
Information/Privacy Act Notice to:
- all applicants at the time the PHA evaluates
their eligibility for housing assistance, and
all residents and all Section 8 participants at
each annual reexamination or interim
reexamination.

What family members must sign the Privacy Act
notice?

The head of household and spouse or co-head,
regardless of age, and each adult member in the
household at the time of the initial examination must
sign the notice. It is mandatory that each additional
adult member who lives in the household sign the
Notice. PHAs must also obtain signatures from any
new adult who joins the household and from
household members who have reached 18 years of
age. Failure of the applicant or participant to
sign the Notice constitutes grounds for denial of
eligibility or termination of assistance or
tenancy. PHAs must keep a signed copy of the
Authorization for the Release of Information/Privacy
Act Notice in the tenants’ files.
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Where can | find more information on the

Privacy Act Notice?
For a copy of Form HUD-9886, Authorization for
the Release of Information/Privacy Act Notice,
see HUD’s Client Information and Policy
System on the Web
<www.hudclips.org/subscriber/html/forms.htm>
For more information on the Privacy Act Notice
and Form HUD-9886, see Notice PIH 94-36
(PHA), Issued June 13, 1994.

Does Section 504 of the Rehabilitation Act of
1974 (29 USC 794) as amended apply?

Yes Section 504 applies. PHAs may not deny
persons with disabilities assistance in the public
housing or Section 8 programs. The law specifically
states “No otherwise qualified individual with a
disability in the United States, as defined in section
705(20) of this title, shall, solely by reason of her or
his disability, be excluded from the participation in,
be denied the benefits of, or be subjected to
discrimination under any program or activity
receiving Federal financial assistance or under any
program or activity conducted by any Executive
agency or by the United States Postal Service.”

Form Conventions

What are the data entry conventions for
submitting data to MTCS?
Dates: Include the 4-digit year for all fields that
require the entry of a date. Enter the date in any
standard format (i.e., “MM/DD/YYYY or MM-
DD-YYYY"). You must enter the year in its
entirety.
“/" means “or” unless otherwise noted.
Monetary figures: enter only whole dollar
amounts. Do not show cents, commas, or dollar
signs. Enter $350.26 as $350.
Rounding: round each monetary amount up
when a number is .50 or above; down when a
number is .49 or below.
Reserved: HUD may have future directions
about how to use these lines. Reserved lines
are placeholders for possible future changes.
Calculation: a scratch area where Public
Housing Agencies may perform manual
calculations. The column entries do not transmit
to HUD.
Mixed Family: a family that contains both
eligible and ineligible members who may be
subject to pro-rated rent under the Noncitizens
Rule.

Negative numbers: when calculations result in
negative numbers, enter O (zero), unless the
Form instructs otherwise.

PHA use only: Use for your PHA tracking
purposes.

What are the common acronyms
used in the Form and Instruction
Booklet?

FMR = Fair Market Rent

FSS = Family Self-Sufficiency program

HAP = Housing Assistance Payment

HOPE = Homeownership and Opportunity for

People Everywhere
HQS = Housing Quality Standards
HUD = Department of Housing & Urban
Development

IHA = Indian Housing Authority

INS = Immigration and Naturalization Service

OMB = Office of Management and Budget

PHA = Public Housing Agency

SRO = Single Room Occupancy

SSA = Social Security Administration

SSI = Supplemental Security Income

SSN = Social Security Number

TANF = Temporary Assistance for Needy Families

TIN = Taxpayer Identification Number

TTP = Total Tenant Payment

WtW = Welfare to Work

Additional Resources

Where can | receive further
technical and program
assistance?
We hope the Instruction Booklet answers most of
your guestions about the Form HUD-50058. Please
direct additional questions to one of these
resources:

The MTCS Hotline provides technical
assistance in the completion and transmission
of Form HUD-50058. The Hotline is available
Monday - Friday, between the hours of 8:00 AM
and 8:00 PM, Eastern Standard Time (excludes
Federal Holidays). For assistance, call the
Hotline at: 1-800-366-6827.

The MTCS Forum is vehicle for on-line
guestions and answers. HUD headquarters,
HUD Field Offices, Public Housing Agencies,
and vendors use the site to resolve problems
they have, post useful tips and suggestions, as
well as lend their experience to situations that
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others face. The MTCS Forum is located on
the HUD Web site at:
<www.hud.gov/pih/systems/mtcs/forums.htmi>.

A HUD Field Office Representative

A HUD Headquarters Program Specialist

» Section 8

» Public Housing and Section 8 Occupancy
and Admissions questions

» Family Self-Sufficiency and Welfare to
Work

PIH Information and Resource Center (IRC) for

program related questions 1-800-955-2232

'll' June 6, 2001
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Where can | find additional
information on MTCS and the
Form HUD-500587?

The following resources provide additional

info
500

rmation for staff who complete the Form HUD-
58:

The Code of Federal Regulations contains the
codification of the general and permanent rules
published in the Federal Register by the Federal
Government, executive departments and
agencies. For the code section that applies to
HUD programs, see Title 24, Housing and
Urban Development. Federal Register
information is available on the Internet at
<www.access.gpo.gov/nara/cfr>.

The Quality Housing and Work

Responsibility Act of 1998, commonly known

as the Public Housing Reform Act (PHRA), is

landmark legislation that aims to;

» reduce the concentration of poverty in
public housing,

» protect access to housing assistance for the
poorest families,

» merge and reform the Section 8 Certificate
and Voucher programs, and

» support HUD management reform
efficiencies through deregulation and
program consolidation.

PHRA is available on the Internet at

<www.hud.gov/pih/legis/titlev.html#info>.

1937 Housing Act is the law that applies to
Public and Indian Housing programs and
Section 8. The Act is available on the Internet at
<www4.law.cornell.edu/cfr/24cfr.htm#star>.

The Social Security Handbook summarizes
information about Social Security programs and
contains brief descriptions of related programs
that other agencies administer. The handbook
covers the primary programs that affect public
housing residents, which include;

» retirement insurance,

» survivors insurance,

» disability insurance,

» supplemental security income, and

» public assistance and welfare services.
The Handbook is available on the Internet at

<www.ssa.gov/OP _Home/handbook/hbktoc.htm
>,

Homes and Communities is HUD's web site
on the Internet and is a source for information
about HUD programs.

Homes and Communities can be found on the

Internet at <www.hud.gov>.

MTCS web site is a source for information

about MTCS, downloading MTCS files, and

obtaining MTCS operating information. This site

includes links to;

» MTCS Forum (on-line question and
answer),

» MTCS News Flash

» MTCS documentation, and

> PIH Notices

MTCS Website can be found at

<www.hud.gov/pih/systems/mtcs/pihmtcs.htmi>

Form HUD-50058 Technical Reference
Guide contains the Form HUD-50058 field
edits and flat file transmission requirements.
The Guide is available on the Internet at
<www.hud.gov/pih/systems/mtcs/document.html >.

HUD’s Client Information and Policy System,
known as HUDCLIPS, is the source to
download all HUD forms; including the Form
HUD-50058. HUDCLIPS can be found at:
<www.hudclips.org/subscriber/html/forms.htm>
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Page Heading

Head of household name:

At the top of every page, enter the head of
household’s last name (line 3b), first name (line 3c)
and middle initial (line 3d). Use this field to identify
the head of household if the pages of the Form
separate.

Social Security Number:

At the top of every page, enter the head of
household’s Social Security Number (line 3n). Use
this field to identify the head of household if the
pages of the Form separate.

Date modified (mm/dd/yyyy):

At the top of every page, enter the date the PHA
representative fills out the Form or modifies any
Form page. If information on one page requires a
correction, that page date will change when the
PHA makes the correction. If information on other
Form pages does not change, the date modified will
not change on those pages.
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Section 1: Agency

la. Agency Name:

Name of the Public Housing Agency (PHA) that
completes the family’s Form HUD-50058.
Abbreviate the agency name as necessary, but
include essential identification information.

When does my PHA report family data under
Section 8 portability?

Under Section 8 portability, the receiving PHA
should always report family data. If the receiving
PHA is different from the initial PHA, use the
receiving PHA’s name and number on the form.
The receiving PHA can bill the initial PHA, if
necessary.

How does MTCS populate this field?
MTCS populates this field with data from PIC or
HUDCAPS based on the PHA code reported in 1b.

1b. PHA Code:

Five-character code composed of the 2-letter postal
state code and 3-digit PHA number. This state
code indicates the location of the reporting PHA and
the number identifies each PHA within a particular
state.

Example: If a PHA is in Florida, and its PHA
number is 12, this is how the PHA code should be
recorded:
State Code: FL for Florida;
PHA Number: 012 (to convert it to a 3-digit
number, add appropriate number of zeros
before the number);
PHA code to be recorded: FL0O12

Where can | find standard state and territory
codes?

See Appendix 1, Federal Standard State and
Territory Codes, for a list of state and territory postal
state codes.

Where can | find a PHA’s number?

If the PHA number is unknown, call the PHA's state
or area field office. Alternatively, you can obtain the
number on the PHA Profiles web site <www-
domino.hud.gov/pih/halist.nsf/By+State+with+Addre
sses?OpenView>.

1c. Program:
Using the codes provided, indicate the housing
assistance program in which the family participates.

Enter a program code in the 2 boxes in line 1c from
left to right. If there is only 1 letter to enter, complete
the first box (the one to the left) only; if there are 2
letters to enter, complete both (first and second)
boxes.

P = Public Housing

CE = Section 8 Certificate

VO = Section 8 Vouchers

MR = Moderate Rehabilitation (Mod Rehab)

B = Indian Housing

1d. Project Number (Public/Indian Housing
Only):

The project number is composed of the 2-letter
project state code, 3-digit PHA number, 3-digit
development number and 3-digit suffix (if
applicable). HUD assigns site numbers or suffixes
to the project sites of some Public and Indian
Housing Agencies. If the family lives in a project
with a site number or suffix code, enter the 3-digit
number or suffix. If no site number or suffix is
assigned, leave blank.

Example: If a PHA is in Florida, its PHA number is
12, and the suffix or site number is 5, this is how the
Project Number should be recorded:
- State Code: FL for Florida
PHA Number: 012 (to convert it to a 3 digit
number, add appropriate number of zeros
before the number)
Development Number: 005 (to convertitto a 3
digit number, add appropriate number of zeros
before the number)
Project Number to be recorded: FL012005

Suffix, if applicable (Public/Indian Housing
Only):

HUD has assigned site numbers or suffixes to the
project sites of some Public and Indian Housing
Agencies. If the family lives in a project with a site
number or suffix code, enter the 3-digit number or
suffix here. If there is no site number or suffix,
leave it blank.

Which project number should be used when my
PHA administers another PHA’s Section 8
program?

If your PHA administers another PHA's Section 8
program, and the other PHA’s Annual Contribution
Contract (ACC) funds a family’s assistance, use the
Section 8 project number for the program that funds

7N\
awr

June 6, 2001



Form HUD-50058 Instruction Booklet

the family’s assistance. (This does not apply to
portability.)

le. Building number (Public/Indian
Housing only):

Six-character code to capture the tenant’s building
number. All PHAs should use the building numbers
that correlate with Public and Indian Housing
Information Center (PIC) data. PIC establishes valid
building numbers.

1f. Building entrance number
(Public/Indian Housing only):

Three-character code to capture the tenant’s
building entrance number. All PHAs should use the
entrance numbers that correlate with PIC data. PIC
establishes valid building entrance numbers.

1g. Unit number (Public/Indian Housing
only):

Six-character code to capture the PHA designated
tenant unit number. All PHAs should use the unit
numbers that correlate with PIC data. PIC
establishes valid unit numbers.
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Section 2: Action

receiving PHA must classify this as a New
Admission and not a Portability Move-in.

2a. Type of action:
Report the type of action. Use the action codes that
follow:

1 = New Admission: Use this transaction when

the family has:

> Signed a lease (or occupancy agreement)
with the PHA for the first time to occupy a
dwelling unit operated under the PHA's
Public or Indian Housing program

> Signed a lease under the Section 8 Voucher
or Moderate Rehabilitation programs for the
first time

> Experienced an interruption of over one
month between his or her occupancy of one
Public or Indian Housing unit and another
Public or Indian Housing unit

> Experienced an interruption in assistance of
over six months between assisted
occupancy of one unit and assisted
occupancy of another unit under the Section
8 program, and is then readmitted to a
Section 8 program.

> Moved from one PHA program to another
(e.g., moved from a Public Housing project
to the Section 8 Voucher program).

Under what circumstances should a family

not be reported as a new admission?

> Do not report a New Admission if a family's
assistance is converted from the Section 8
Certificate program to the Housing Choice
Voucher program. HUD does not consider a
conversion to Voucher assistance as a New
Admission. Use a reexamination code to
convert Certificates to Vouchers.

> Do not report a new admission for a
transfer from one dwelling unit to another
unit within the same PHA program. Use a
reexamination code if the transfer is at the
time of the regularly scheduled
reexamination. Otherwise, report an Other
Change of Unit (2a=7) if the family moved
within the PHA'’s jurisdiction, or report a
Portability Move-in (2a=4) if the family is
moving from another PHA into your PHA’s
jurisdiction.

Do I report a new admission if a family
exercises portability with its first admission?
If a family exercises portability with its first
admission into the Section 8 program, the

How do | indicate FSS/WtW enroliment
during a New Admission?

If the family is a New Admission and is enrolling
in the FSS/WtW program, report a New
Admission and submit an FSS/WtW Addendum
that indicates the family as a new FSS or WtW
enrollment.

Do | report a new Admission when a family
moves from Public Housing to Section 8?

If a family moves from a Public Housing project
to the Section 8 Voucher program, report a New
Admission for the Section 8 Voucher Program,
and an End Participation for the Public Housing
program.

2 = Annual Reexamination: The regularly
scheduled annual reexamination of family
income and circumstances.

Under what circumstances is a
reexamination not conducted on an annual
basis?

For public housing families that select a flat
rent, the PHA must conduct a reexamination of
income up to once every three years.

3 = Interim Reexamination: The reexamination
of family income and circumstances, other than
at the regularly scheduled annual
reexamination. Occurs as a result of a change
in income status, addition or loss of a family
member, or other circumstance that requires
tenant rent adjustment.

4 = Portability Move-In (VO only): Applicable to
Section 8 Vouchers only. Portability move into
a new PHA jurisdiction.

What is portability?

Portability is renting a dwelling unit with Section
8 Voucher assistance outside the jurisdiction of
the initial PHA.

When is a portability move-in classified as a
new admission?

If a family exercises portability with its first
admission into the Section 8 program, the
receiving PHA must classify this as a New
Admission and not a Portability Move-in.
Please note that families can no longer move
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into the Section 8 Certificate program. Families
can only move into the Section 8 Voucher
program.

5 = Portability Move-out (S8 only) : Section 8
Certificates or Vouchers only Portability move
out of a PHA jurisdiction, regardless of whether
the receiving PHA bills or absorbs the cost.

What is portability?

Portability is renting a dwelling unit with Section
8 tenant-based assistance outside the
jurisdiction of the initial PHA.

When should a portability move-out be
reported?

Report a portability move-out only after the
receiving PHA has executed a HAP contract on
behalf of the family.

6 = End Participation: The transaction where
the head of household and all family members
discontinue participation in the PHA program.
Report an End Participation if the family moves
from one PHA program to another.

Example: A family moves from a Public Housing
project to the Section 8 Voucher program.
Report an End Patrticipation for the Public
Housing program, and a New Admission for the
Section 8 Voucher program.

Under what circumstances should | not

report an end participation?

> Do not report an End Participation for
temporarily interrupted assistance (e.qg.,
interrupted for one month or less for Public
or Indian Housing program, or for six
months or less for Section 8 programs)
because of a move to a different unit under
the same program.

> Do not report an End Participation if a
family's assistance is converted from the
Section 8 Certificate program to the
Housing Choice Voucher program. HUD
does not consider a conversion to Voucher
assistance as an End Participation.

7 = Other Change of Unit: A move to a different
unit within the same PHA program at a time
other than the Annual Reexamination or an
Interim Reexamination.

8 = FSS/WtW Voucher Only: Use this code
when the family enrolls, announces program
progress, or exits the Family Self-Sufficiency

10

(FSS) or Welfare to Work Voucher program(s)
at a time other than the time of another reported
action for the family. The family continues to
receive housing assistance.

9 = Annual Reexamination Searching (VO only):
Section 8 Vouchers only The family is due for
an annual reexamination, but has moved from
its former unit and is searching for a new unit.

10 = Issuance of Voucher (VO only): The PHA
issues a Voucher to the family and the family
begins to search for housing.

11 = Expiration of Voucher (VO only): The
family fails to lease a unit and the Voucher
expires. Report each voucher issuance and
expiration, whether for a new admission or a
participant who is moving.

12 = Flat Rent Annual Update (Public Housing
only): Applicable only to families who select flat
rent. The regularly scheduled annual update for
a public housing family that chose a flat rent.
HUD requires the PHA to update family
composition information each year.

When does my PHA use this action code?
The flat rent annual update is only conducted in
the years that a reexamination is not conducted
for families in Public Housing who choose flat
rent. Families who select flat rent only require
an annual reexamination up to once every three
years. This code allows PHAs to update family
data for families who selected a flat rent.

Example: Public Housing family chooses flat
rent.

Year 1: New admission (2a=1) or Annual
Reexamination (2a=2)

Year 2: Flat Rent Annual Update (2a=12)
Year 3: Flat Rent Annual Update (2a=12)
Year 4: Annual Reexamination (2a=2)

13 = Annual HQS Inspection Only (S8 only): To
Report the annual HQS inspection as a
separate action if it happens at a time other
than the time of another reported action for the
family. The PHA is responsible to ensure that
each annual HQS inspection is reported in a
timely manner to MTCS

14 = Historical Adjustment (Public Housing
only): To capture information for households
who do not have a New Admission (line 2a=1)
recorded in MTCS, but require an action.
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Historical Adjustment will serve as the baseline
action for the household.

When does my PHA use this action code?
Given that there will be cases where the family
was never successfully reported and is not in
MTCS and the family is not a new admission
(i.e., they have been assisted by a PHA for
some time), Historical Adjustment is the action
to establish the first family record in the system
before any other action can be processed. This
action code is for the conversion of MTCS data
from its current state to the new historical and
transaction-based structure.

15 = Void : For PHAs to remove the latest
submitted record from the database.

When should | use void to remove records

from the database?

> Use void to delete the latest family record
when it was submitted in error.

» PHAs should use void to correct data when
there are two or more duplicate records in
the MTCS database or when the PHA
sends an erroneous SSN to MTCS.

Example: If a PHA submits a Form 50058 in
March and a FSS Addendum to the same Form
50058 in April then subsequently voids the
Form 50058 in May, the FSS Addendum will
also be voided.

2b. Effective date (mm/dd/yyyy) of action:
Date the reported action becomes effective. The
effective date cannot be earlier than the date of
admission to the program (line 2h). Enter the date in
the mm/dd/yyyy format.

New Admission (line 2a = 1). The effective date
of the lease. For Section 8 units, it is the
effective date of the assisted lease and HAP
contract.

Annual Reexamination (line 2a = 2). Date that
any tenant rent changes (including no changes
to the rent) take effect.

Interim Reexamination (line 2a = 3). Date that
any tenant rent changes (including no changes
to the rent) take effect.

Portability Move-in (S8 only) (line 2a = 4). The
effective date of the lease and HAP contract.
Portability Move-out (S8 only) (line 2a = 5).
Date of HAP contract termination for the family
that is porting out of the program.

11

End Participation (line 2a = 6). For Public and
Indian Housing units, it is the date the lease
terminates. For Section 8 units, it is the date
the HAP contract terminates.

Other Change of Unit (line 2a =7). The
effective date of the lease for the new unit.
FSS/WtW Addendum only (line 2a = 8). Date
the family enrolls or exits the Family Self-
Sufficiency (FSS) or Welfare to Work (WtW)
program, or the date when the PHA runs a
progress report on the family.

Annual Reexamination Searching (S8 only) (line
2a =9). The first of the month following the
date that the PHA completes the annual
reexamination.

Issuance of Voucher (S8 only) (line 2a = 10).
Date the PHA issues Voucher to the family.
Expiration of Voucher (S8 only) (line 2a = 11).
Date the issued Voucher, including any term
extensions, expires.

Flat Rent Annual Update (Public Housing only)
(line 2a = 12). Date of the flat rent annual
update. Use this to record the date of the yearly
update, not the 3 year reexamination.

Annual HQS Inspection Only (S8 only) (line 2a
=13). Date of the annual HQS inspection.
Historical Adjustment (Public Housing only) (line
2a = 14). Enter the date the family originally
entered the program.

Void (line 2a = 15). Date the PHA chooses to
void the record.

2c. Correction? (Y or N):

Allows PHAs to correct fields previously transmitted
in error on the last submitted Form HUD-50058.
Use a correction for a change to the last submitted
Form HUD-50058. If the majority of the last
submitted Form is erroneous, use line 2a = 15, i.e.
Void action type.

2d. If correction (check primary reason):
Indicate the primary reason for the correction
record. Requires PHASs to indicate the reason for a
correction.
Family correction of income: A family corrected
its inaccurate income information.
Family correction (non-income): A family
corrected its inaccurate non-income
information.
PHA correction of income: The PHA corrected
its errors in determining or reporting a family’s
income or rent.
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PHA correction (non-income): The PHA
corrected its inaccurate reporting of a family’s
non-income information.

2e. Date correction transmitted

(mm/dd/lyyyy):
The date that the PHA completes the correction and

transmits the corrected record. Enter the date in the
mm/dd/yyyy format.

2f. Repayment agreement? (Y or N):

This field is only for tenants who have
underreported or misreported income. Indicate if
tenant has entered into a repayment agreement
because they previously underreported or
misreported income. The response must be yes or
no.

2g. Monthly amount of repayment:
Per the repayment agreement, the amount the
tenant pays each month.

2h. Date (mm/dd/yyyy) of admission to
program:

Date the PHA initially admitted the family into the
program reported in line 1c. HUD uses this date to
determine how long families participate in specific
housing programs. Enter the date in the mm/dd/yyyy
format. See below for the applicable “effective”
dates for different scenarios.

For new admissions, enter the Effective Date of
Action from line 2b.

If the family moved from the Certificate to the
Voucher program but the PHA continuously
assisted the family, enter the date the PHA
initially admitted the family to the rental
Certificate program.

The Date of Admission for Section 8 is the
effective date of the assisted lease and HAP
contract. The date the tenant signed the lease
may or may not be the effective date.

2i. Projected effective date (mm/dd/yyyy) of
next reexamination:
Scheduled date for the next reexamination. Enter
the date in the mm/dd/yyyy format. Enter a
projected reexamination date if type of action (line
2a) is:

1 = New Admission

12

2 = Annual Reexamination

3 = Interim Reexamination

4 = Portability Move-in

7 = Other Change of Unit

9 = Annual Reexamination Searching
12 = Flat Rent Annual Update

When should the reexamination be scheduled?
For most families, the PHA must conduct a
reexamination of the family’s income and
composition once a year. If the family is in Section
8, Indian Housing or Income-based Public Housing,
schedule the family’s reexamination 12 months from
the effective date of action of the family’s last
reexamination or new admission. If the family is in
Public Housing and chooses flat rent, the PHA has
up to three years to conduct a reexamination.

How often should reexaminations be scheduled
for families who choose flat rent for Public
Housing?

Reexaminations of income and rent for families who
choose flat rent do not have to be conducted on a
yearly basis. The PHA has the option to conduct
reexaminations up to once every three years for
families with flat rent. In the ‘off’ years, the PHA
must still collect information on the family’s
composition through a Flat Rent Annual Update
(2a=12).

Example: Public Housing family chooses flat rent.
Year 1: New admission (2a=1) or Annual
Reexamination (2a=2)

Year 2: Flat Rent Annual Update (2a=12)

Year 3: Flat Rent Annual Update (2a=12)

Year 4: Annual Reexamination (2a=2)

2j. Projected date (mm/dd/yyyy) of next flat
rent annual update (Public Housing flat

rent only):

The flat rent annual update is the annual update of
family composition data for families who choose flat
rent. The flat rent annual update is only conducted
in the years that a reexamination is not conducted.
Enter the date in the mm/dd/yyyy format.

When should the flat rent annual update be
scheduled?

Schedule the flat rent annual update for no more
than 12 months from the Effective Date of Action
(line 2b). If the flat rent family is due for their
reexamination in 12 months, leave this line blank.
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2k. FSS participation now or in the last
year? (Y or N):

Indicate if the family currently participates or
participated in the Family Self-Sufficiency program
in the past year. Complete and submit the
FSS/WtW Addendum if the family currently
participates in the FSS program.

What do | enter if the family ended FSS, but did
not complete an FSS exit report?

If the family ended the FSS program and did not
complete the FSS Exit form, indicate Y and
complete the FSS Exit form at this time.

What PHA completes the FSS/WtW Addendum if
the family ported-in to my PHA?

When a Section 8 FSS participant moves under
portability, the receiving PHA must complete and
submit the FSS Addendum. The receiving PHA
must obtain the information, as necessary, from the
initial PHA.

2m. Special program (Section 8 only)
(check only one):

Indicate if the family has enhanced Voucher
assistance or Welfare to Work Voucher.

When do families receive enhanced vouchers?
Enhanced Voucher assistance may be provided to
families who stay at multifamily projects where the
prOJect meets one of these criteria:
The owner opted out of, or did not renew, a
covered HUD subsidy contract,
The owner prepaid a mortgage or voluntarily
terminated a mortgage insurance contract on a
preservation project, or
In rare cases where HUD terminated or did not
permit an owner to renew a Section 8
multifamily project contract. See Notice PIH
2000-9 for detailed guidance.

Who is a Welfare to Work family?

A Welfare to Work (WtW) family is a family that is
assisted by a PHA with voucher funding awarded to
the PHA under the HUD welfare-to-work voucher
program (including any renewal of such WtwW
funding for the same purpose).

2n. Other special programs:
Indicate if the family participates in one or more of
the following programs:

Section 8 programs:
ROC (Regional Opportunity Counseling)

13

MTO (Moving to Opportunity)
FUP (Family Unification Program)
PHRR (Public Housing
Relocation/Replacement)

Public Housing programs:

- EDSS (Economic Development and Supportive
Services program)
ROSS (Resident Opportunities & Self
Sufficiency program)
HOPE (Homeownership and Opportunity for
People Everywhere) VI Resident Service
Program
PHDEP (Public Housing Drug Elimination
Program)

2p. Use if instructed by HUD:

HUD may instruct a particular PHA to use this line.
If there are not instructions to use these lines, leave
them blank.

2q, 2r, 2s, 2t, 2u. PHA use only:

PHAs may use these lines for any information they
wish to collect. HUD encourages PHAs to use lines
2p-2u for local initiatives. The information on these
lines is transmitted to HUD so PHAs may later
retrieve the information from MTCS.

Example: PHAs may use 2q through 2u to capture
Mailbox sub-ID numbers, PHA subcontractor codes
or PHA tenant identification codes.

7N\
awr

June 6, 2001



Form HUD-50058 Instruction Booklet

Section 3: Household

General Rules:
Apply the instructions for lines 3a through 3q to
both pages 3 and 4 of the Form.
The household includes everyone who lives in
the unit. Household members are used to
determine unit size.
The family includes all household members
except live-in aides and foster children and
adults. Use the number and characteristics of
family members to calculate housing subsidies
and payments.

3a. Head of household/ Member number

01:

The Member Number identifies the individual listed
on that line of the Form. You must list Member
Number 01 as the Head of the Household. List
Member Number 02 as the spouse or co-head (see
relation codes, line 3h, for co-head definition). If
there is no spouse or co-head, list other household
members beginning with Member Number 02 and
continue in sequence until the Form contains
information about everyone who comprises the
household.

3b. Last name & Sr., Jr., etc.:

Indicate the last name of each household member.
Include name suffixes, such as Jr., and separate
with a comma. Do not include name prefixes, such
as Ms. or Mr.

Example: Smith, Jr. or Doe, IlI.

3c. First name:
Indicate the first name of each household member.
Do not include name prefixes, such as Ms. or Mr.

3d. Ml

Indicate the middle initial of each household
member. If the household member does not have a
middle initial, leave blank. If he/she has more than
one middle initial, only enter one.

3e. Date of birth:

Indicate the date of birth for each household
member. Include all four digits of the year. Enter
the date in the mm/dd/yyyy format.

Example: Write 11/15/1997 instead of 11/15/97.

3f. Age on effective date of action:

14

Indicate the age in years of each household
member on the effective date of action (line 2b).
Use whole years only. Do not round.

Example: The effective date of action listed is
12/01/2000. Household Member Number 03 was
born on August 8, 1981. This person’s age as of
12/01/2000 is 19 years.

3g. Sex:
Indicate the gender of each household member.
Use M = Male and F = Female.

3h. Relation:
Use the code that best categorizes the position or
role of each household member.
- H = Head of household

S = Spouse

K = Co-head

F = Foster child/adult

Y = Other youth under 18

E = Full-time student 18+

L = Live-in aide

A = Other adult

How are each of the codes defined?
H = Head of household: The one adult member
of the household, designated by the family or by
PHA policy as the head of household, who is
wholly or partly responsible for rent payment.

S = Spouse: The marriage partner of the head
of household.

K = Co-head: An individual in the household
who is equally responsible for the lease with the
head of household. Indicate either a spouse or
a co-head, but not both. A co-head never
qualifies as a dependent. Many states allow
persons who have not reached the age of
majority to sign a lease if they were declared an
"emancipated minor".

F = Foster child/adult:

> Foster child — A member of the household
who is under 18 years of age or a full-time
student 18 years or older, and who is under
the parental control and responsibility of
someone other than his or her mother or
father.
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> Foster adult — A member of the household
(usually a person with a disability, unrelated
to the tenant family, who is unable to live
alone) who is 18 years of age or older and
for whom the family provides necessary
shelter, care and protection.

Y = Other youth under 18: A member of the
household (regardless of disability status), who
is under 18 years of age on the effective date of
action (line 2b), and is not a foster child.

E = Full-time student 18+: A member of the
household, other than the Head, spouse or co-
head, or foster child or adult, 18 years of age or
older on the effective date of action (line 2b)
who carries a subject load considered full-time
for students under the standards and practices
of the educational institution attended. An
educational institution includes a vocational
school with a diploma or certificate program, as
well as a degree-granting institution.

L = Live-in aide: A person who lives with an

elderly or disabled person(s) and who:

> is determined by the PHA to be essential to
the care and well-being of the person(s);

> is not obligated to support the person(s);

> would not be living in the unit except to
provide necessary supportive services.

How do | categorize a child of a Live-in aide?
Categorize the child(ren) of a Live-in aide as a
Live-in aide.

A = Other adult: A member of the household
(excludes foster adults), other than the head or
spouse or co-head, who is 18 years of age or
older on the effective date of action (line 2b),
regardless of disability status.

3i. Citizenship:
Use code that indicates each family member’s
United States citizenship status.

EC = Eligible citizen: The family member is an

eligible U.S. citizen or national

EN = Eligible noncitizen: The family member

has an alien registration number verified by the

INS

IN = Ineligible noncitizen: The family member is

one of the following:

> unable to verify registration at INS,:

>  the person has not yet provided
documentation of eligible status, or

O

>  the person elected not to contest eligibility
status

PV = Pending verification: The family member

has an alien registration that is pending

verification by the INS. If you do not know an

individual’s citizenship, enter ‘PV".

Leave blank if the household member is a live-

in aide or foster child/adult.

What is the citizenship status used for?
Each family member’s code will factor into the
rent calculations for housing assistance
eligibility.

3j. Disability (Y/N):
Indicate whether or not the household member has
a disability as defined below.

What conditions make someone as disabled?
A person with disabilities has one or more of the
following:

A disability as defined in section 223 of the
Social Security Act.

A physical, mental, or emotional impairment
which is expected to be of long-continued and
indefinite duration, substantially impedes his or
her ability to live independently, and is of such a
nature that such ability could be improved by
more suitable housing conditions.

A developmental disability as defined in section
102 of the Developmental Disabilities
Assistance and Bill of Rights Act.

Acquired immune deficiency syndrome (AIDS)
or any condition that arises from the etiologic
agent for AIDS.

3k. Race:

Use the code or codes the family says best
indicates each household member’s race. These
codes are the official codes the Federal
Government uses for census-taking and related
activities and are mandated by the U.S. Office of
Management and Budget (OMB). Select as many
codes as appropriate. More than one race code can
be entered for each household member.

1 = White

2 = Black/African American

3 = American Indian/ Alaskan Native

4 = Asian

5 = Native Hawaiian/Other Pacific Islander

3m. Ethnicity:
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Use code the family says best indicates each
household member’s ethnicity.

1 = Hispanic or Latino
2 = Not Hispanic or Latino

3n. Social Security Number:

Enter the 9-digit Social Security Number (SSN)
issued to each household member by the Social
Security Administration (SSA).

Whose SSN needs to be reported?

The family must report all SSN’s of family members
who are age six and over. If, for some reason, a
family member has more than one SSN, record the
number the individual currently uses.

What do | enter if a family member does not
have a SNN?

If a Head of Household does not have a SSN, PHA
cannot transmit the family’s Form HUD-50058 until
there is system functionality to do so. If a member
who is not the Head does not have a SSN, enter
999999999.

What do | enter if an individual receives social
security benefits under a SSN other than his or
her own?

If an individual receives social security benefits
under a SSN other than his or her own, enter the
recipient individual's SSN. Do not enter a SSN that
has one or two alpha or numeric characters that
follow the basic 9-digit number. The presence of the
suffix indicates that the number is actually a claim
number — issued by the SSA to identify the
relationship of the recipient to the person from
whom the benefit is derived (i.e., the basis of the
recipient’s benefit is another person’s social security
record).

Example: Do not record XXx-XX-XXXXB or XXx-Xx-
xxxxW1 as an individual's valid SSN. A number in
this format is actually a claim number.

3p. Alien Registration Number:

Enter the Alien Registration Number or A-number
issued to each noncitizen household member, if
applicable. Each alien registration number is unique
in that it pertains to one person or one document
only; in many instances, the INS provides minors
and infants in the United States with individual alien
numbers. The A-number contains seven, eight or
nine numerical digits preceded by the letter A, e.g.,
A72 735 827.

How do | format the A-number?
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Do not enter the letter A in any case.

Enter the digits from left to right.

If the alien registration number has seven digits,
enter two zeros before