	[image: image3.wmf] 

 



	Illinois State Office 

Office Of Public Housing



HANDS ON GUIDE TO PIC PORTABILITY CODES

[image: image1.wmf]
EMILY BRIDGE

PIC COACH

CHICAGO, IL

3/29/04

Last Updated (November 1, 2004)

Contents

1ACTION CODES


1Important Things to Remember:


2Possible Portability Situations that Require Uploading 50058s to PIC


4Additional Clarification from February 2003 (revised) PIC News brief issued by HUD HQ





ACTION CODES

[image: image2.wmf]
Action 1 New Admission

Action 4 Portability Move In

Action 5 Portability Move Out

Action 6 End of Participation

Action 10 Issuance of Voucher

Action 11 Expiration of Voucher

Important Things to Remember:

For PIC Purposes, Portability is defined as a situation in which a tenant is admitted and leases up (has a Code 1, New Admission on file) at one Housing Authority before porting to another Housing Authority.  Therefore, Situations 1, 2, and 3 are not considered portability in PIC.  Situations 5 and 6 are examples of failed attempts at portability

If a family ports to one Housing Authority and then chooses to port to yet another Housing Authority, without leasing up at the second Housing Authority, the first Housing Authority remains the Initial PHA and therefore, continues to be responsible for submitting their paperwork to the receiving PHA and completing the Initial PHA PIC related activities explained below.  For example: a tenant at Alton HA decides to port to another HA, gets there, looks for a place, but can’t find one.  The tenant (whose Voucher has not expired) then decides to try their luck at another HA.  The Alton HA is still the Initial HA.  Likewise if a tenant ports successfully from Alton HA, to Peoria HA, and Peoria bills Alton HA (does not absorb), and then the same tenant ports to Bloomington HA, Alton HA is considered the Initial PHA (See CFR).  Peoria and NOT Alton is the initial PHA and is responsible for submitting the Port-out to PIC.  Bloomington HA will not be able to submit a Port-in, until Peoria submits the Port-out.  Though it would not seem to be required by HUD, Bloomington HA must inform Peoria of the successful execution of a HAP contract with the tenant so that Peoria has an effective date for the Port-out.  Therefore, Bloomington HA would be well advised to send a copy of the 52665 to both Alton HA and Peoria HA.  It is essential that all three PHAs communicate in any of these situations.  

Possible Portability Situations that Require Uploading 50058s to PIC

Situation 1: The family exercises portability with its first admission into the voucher program.  

A family was living in the initial PHA’s jurisdiction, but not yet receiving voucher subsidy.  The family is admitted from the waiting list and they decide to port to another jurisdiction.  Proof of Residency may be required by the PHA.

Actions of the Initial PHA: 

1. Ideally an Action 10 Issuance of Voucher would be uploaded; however, no PIC action is required.

2. Alert the receiving PHA of the family’s impending arrival.  Submit Portability paperwork form 52665 part I to the receiving PHA in a timely manner.  Also, include a copy of the family’s voucher, the form 50058 Issuance of Voucher and supporting income verification.  

Actions of the Receiving PHA:

1. Inform the Initial PHA of decision to absorb or administer voucher.  
2. Within 10 days of a family’s successful lease-up of a unit a completed form 52665 must be sent to the Initial PHA.  
3. Upload Action 1 New Admission to PIC. The receiving PHA classifies a family as a code 1-New Admission.  However, if the Receiving PHA will administer (not absorb) the voucher, section 12d through 12f of the 50058 must also be completed.  For question 12d: Did the family move into your PHA jurisdiction under portability? (Y or N) answer Y.  Fill in the appropriate figures for lines 12e, Cost billed per month $, and 12f, PHA code billed.  
Situation 2: The family exercises portability with its first admission into the voucher program.  

A family was neither living in the initial PHA’s jurisdiction, nor receiving voucher subsidy.  The Initial PHA may or may not allow the family to port-out.  If a PHA has a residency requirement in its approved Administrative Plan, the PHA can require the family to first lease-up in its jurisdiction for one year before porting to another jurisdiction.  This must be a consistent policy; every family must be subject to the same decision.  If no such approved policy is in place the PHA may not require the family to stay in its jurisdiction.  If the family is admitted from the waiting list and qualifies to port to another jurisdiction proceed as in situation 1.  

Situation 3: 

The family was a project-based tenant whose landlord is opting out of the program.  The tenant has received an Enhanced Voucher and now wishes to leave the PHA’s jurisdiction.  The Enhanced Voucher becomes a regular Housing Choice Voucher and the family is allowed to excercise portability with its first admission into the voucher program.  PIC does not consider this portability, since there is no record of this tenant in the database.  Proceed with PIC actions as in situation 1.  

Situation 4 (Classic Portability): A family moves into a receiving PHA’s jurisdiction after being previously assisted by an initial PHA.  A family has leased and lived in a Section 8 unit for at least 1 year in the Initial PHA’s jurisdiction and now wishes to port into another jurisdiction.  

• 
Actions of the Initial PHA: 

1. Ideally an Action 10 Issuance of Voucher would be uploaded; however, this action is not required.

2. Alert the receiving PHA of the family’s impending arrival.  Submit Portability paperwork form 52665 part I to the receiving PHA in a timely manner.  Also include a copy of the family’s voucher, the current form 50058, such as an Annual Re-Exam, and supporting income verification.  

3. Once the completed 52665 has been completed and returned to you by the receiving PHA Upload an Action 5 Portability move-out to PIC. The Effective Date of Action (2b) is the day before the date entered in Box 2 or 3 of the HUD-52665 (effective date of HAP contract).

4. Notify the Receiving PHA of your successful Port-Out Upload.

Actions of the Receiving PHA:

1. Inform the Initial PHA of decision to absorb or administer voucher.  
2. Within 10 days of a family’s successful lease-up of a unit a completed form 52665 must be sent to the Initial PHA.  ,
5. Upload an action 4 Portability Move-In.  This should only occur after the Initial PHA has successfully uploaded an action 5 Portability Move-out.  Complete section 12d through 12f if you have decided to administer (not absorb) this voucher.  The Effective Date of Action (2b) is the effective date of the HAP contract for the family. DO NOT UPLOAD AN ACTION 1 NEW ADMISSION, EVEN IF YOU DECIDE TO ABSORB THE FAMILY.

Situation 5: The family exercises portability with its first admission into the voucher program (they never leased up in the initial jurisdiction). The family searches for a unit in the second jurisdiction, but fails to sign a lease within the allotted time frame and their voucher expires.

Actions of the Initial PHA: If an action 10 Issuance of Voucher was uploaded, upload an action 11 Expiration of Voucher. Effective Date of Action (2b) is the date entered on line 3 of the voucher (form HUD-52646). 

Actions of the Receiving PHA: The Initial PHA should be informed of the voucher expiration.  No PIC Action is required by the receiving PHA.

Situation 6: A family tries to move into a receiving PHA’s jurisdiction after being previously assisted by an initial PHA (after leasing up and occupying a unit for at least 1 year in the initial jurisdiction).  The family searches for a unit, but fails to find one within the allotted time frame and their voucher expires.

Actions of the Initial PHA: 

1. If an action 10 Issuance of Voucher was uploaded, upload an action 11 Expiration of Voucher. Effective Date of Action (2b) is the date entered on line 3 of the voucher (form HUD-52646). 

2. Upload an action 6 End of Participation; Effective Date of Action is the date they are terminated from the Housing Choice Voucher program.

Actions of the Receiving PHA: The Initial PHA should be informed of the voucher expiration.  No PIC Action is required by the receiving PHA.
Additional Clarification from February 2003 (revised) PIC News brief issued by HUD HQ

1. When a family ports to another jurisdiction, the initial PHA should submit a report for action 11-Expiration of Voucher if the HUD-52665 is not returned by the receiving PHA by the date on line 10 of Part I, or the receiving PHA returns the portability form with a check in Part II-B, Box 1. 
2. If a family is issued a voucher (regardless of portability), but is not in an assisted unit (categorized as “currently assisted”) and fails to find a unit by the end of the “currently assisted” time period defined in the PHA’s administrative plan, the family is also categorized as a 6-End of Participation. In this case, the PHA should submit a report for 11-Expiration of Voucher before submitting a 6-End of Participation. 
3. If a family was previously assisted in the initial PHA’s jurisdiction and leases up in the receiving PHA’s jurisdiction after the date on line 10 of Part 1 of the portability form and the initial PHA has submitted a 6-End of Participation for the family, the receiving PHA must enter the family as a 1-New Admission not as a 4-PortabilityMove-in. 
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