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On June 30, HUD finally released the long awaited Special Claims Processing Guide.  It can be found on the web at: http://hudclips.org/sub_nonhud/cgi/pdfforms/05-G-87.doc



A July 5 memo from HUD states that the guide must be used for all claims submitted on or after August 1, 2006 so it is imperative that you download the guide and make any necessary changes to your claims process.



In particular, you must use and submit a prescribed checklist with each claim.



A checklist of required documentation must be used and submitted with each claim package to ensure all required documentation is submitted with the claim form.  See Appendices 2B, 3B, 4B and 5B for sample checklists for each claim type



If you do not yet have access to WASS (the secure connection), now is the time to get it as all certifications supporting a claim must be in TRACS before a claim can be submitted.



The owner must verify all tenant transmissions to TRACS (move-in, move-out, etc.) prior to submitting the special claim for approval.  A move-in date is not required for special claims for vacancy loss during rent-up or for regular vacancies if 60 days have elapsed from the ready-to-occupy date, or if 180 days have elapsed for a debt service claim.



If TRACS will not accept a move-out, the owner/agent must submit a TRACS Multi-Family Move-Out Request Form to the multifamily helpdesk.  The request form is located at http://www.hud.gov/offices/hsg/mfh/trx/trxdocs.cfm <http://www.hud.gov/offices/hsg/mfh/trx/trxdocs.cfm> 



If your CA or HUD office determines that your claim package is incomplete, you will be given 30 days from the date of a notice to submit the missing items.  If you fail to do so, your claim will be denied.  Denied claims continue to be appealable within 30 days.



The guide states that vacancy claims may be submitted for non-subsidized tenants who were terminated for failure to follow certification or recertification rules.



HUD also says that “In projects that are partially assisted, if a tenant’s assistance is terminated tenant or moves out of a unit and the assistance is given to a tenant in a another unit effective the day after the termination or move out, the owner is not entitled to a special claim for a vacancy loss.”                                                                     



Finally, the guidebook changes the rules for unpaid rent and damage claims by allowing a claim in cases when the required security deposit was not collected.



If the owner/agent did not collect the appropriate security deposit from the tenant, the claim will be reduced by the amount of the security deposit the owner should have collected from the tenant.



The problem here is that this change will require an updated claims form to implement and this language differs from that in the 4350.3.  HUD has been asked for guidance on this issue.



As usual, you should seek clarification from HUD or your CA if you have questions about the requirements in the guide.
