faxback 121 - CS - MO HOH.doc
Date Modified:  05/15/06
Page 1of 3

From Client Care at IPM-Software, Inc.



To ________________________________

Phone 1-800-944-5572






Fax 1-713-944-2554





     ________________________________

Email Support@ipm-software.net

Fax Back Answers to Frequently Asked Questions

From our initial contact, we believe your situation can be resolved with a few standard directions.  As there is sometimes a delay speaking with a Client Care Associate, we hope this document will provide the directions you need to resolve your problem.  Please consider these directions as our first attempt to answer your need for assistance.  Once you have followed the steps listed here we trust your problem will be resolved.  

Subject:       Move out Head of Household  - Cornerstone
NOTE: 
1. The process is the same regardless of whether the Head of Household (HOH) dies or moves out as long as the remaining household members do NOT vacate the unit.

2. In this example, the HOH dies on 02/07/2006 and we need to make his spouse the new HOH.

1. Open the Household Module.

2. On the left panel, click the <Household Members> icon.

3. When the Household Members’ information comes up, hit the Search (F3) button on the left panel to bring up the list of tenants (see arrow (1) below)
4. Locate the deceased HOH’s name, click it once to select it. (see arrow (2) below)
5. Find buttons above the household members lists and click Move Out Member. (see arrow (3) below)
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When you click the Move Out Member button, you will see a warning that you’re about to move out the HOH.

7. Click <OK> to continue.  (see arrow (4) above)


(proceed to page 2)

8. The Change Head of Household screen comes up: (see below)

9. First you must tell the system what you wish to do with the current HOH.  Click Move Out to place a dot by it.  (see arrow (1))

10. Next, you must tell the system who the new HOH is.  Click Change Existing Member to place a dot by it. (see arrow (2))
11. Click the Drop Down by Change Existing Member 
12. Choose the Household Member you intend to promote to the new HOH. (see arrow (3))
13. In the Effective Date box, (see arrow (4)). Select a date 1 day after the old HOH dies or moves out. The example shows  02/08/2006, since this is the day after the old HOH died.

14. Click Next
15. On the next screen, just click Finish 
16. A confirmation box will pop up, click OK to change the HOH.
17. This takes you back to the Household Member screen - with the Household Member section open for the tenant you’re working with. You should see the previous HOH is gone and the person you just promoted is now listed as HOH. 

18. You have completed moving the HOH out and making a different household member HOH.  



(Continue to page 3)

Now, it is time to start considering the required cert to complete this process and when you start to close the Household Member section CornerStone reminds you to do this.


· Close the Household module to get this message box:

· Click YES, you must do a recertification for this household, to get this information to TRACS.


Now, the big question:  Will the rent go down for the new head of household, or up?
The answer to this question determines the effective date of your cert.

If the tenant’s rent goes down:

· Choose the first day of the month after the death/change of HOH as the effective date of your cert, per the “30-day rule” concerning rent decreases
· In our example:

· Tenant dies on 2/7/2006

· We determine that the Tenant Rent goes DOWN for this Household.

· We choose 3/1/2006 as our effective date for the required I.R.

If the tenant’s rent goes up:

· You will must wait an extra 30 days for the cert to be effective, per the “30-day rule” concerning rent increases
· In our example:

· Tenant dies on 2/7/2006

· We determine that the Tenant Rent goes UP for this Household.

· We choose 4/1/2006 as our effective date so we can give the new HOH proper notice.

·  (2/7/06 + 30 days = 3/9/06, cert SHOULD be effective the first of the month, so 4/1/06)
NOTE:  For further information about the HUD “30-day rule”, please refer to the 4350.3 rev-1, chapter 7, or consult your HUD Field Office.  IPM-Software, Inc. is a software vendor, we cannot make HUD policy decisions.


Do I do this cert as an ANNUAL RECERT (AR) or an INTERIM RECERT (IR)?

To determine this, look at the effective date of the cert you defined above.  Does this effective date fall on the household’s existing Annual Recertification date?
· If so, then the cert should be an AR

· If not, then the cert should be an IR


I don’t know if the rent is going to go up or down, how do I tell?
1. If you are unsure whether the rent will go up or down, try a cert with an effective date as the first of the month, one month after the death/change of Head of Household 

2. Look at the last page, Household Rent, and compare the new Tenant Rent with the previous Tenant Rent.

a. If the Tenant Rent amount went down, you can save and print this cert for later signing.

b. If the Tenant Rent went up, cancel out of this cert.  DO NOT SAVE. Start a new cert with an effective date 2 months after, so you can give the tenant appropriate notice of a rent increase.

3. In either event, when you enter sign dates and save the final cert, be sure to save the cert as ‘Complete’ and go through the Lease Renew Wizard.

NOTE:  If the solution above solves the issue you are encountering, please e-mail the Client Care Dept. at support@ipm-software.net.  If there is another issue please call 1-800-944-5572 or check out our Web site at www.IPM-Software.net for other Frequently Asked Questions.  Just click on Technical Support then click on TRACSMail FAQ’s or 2.0.1.B.
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