
Instructions for Preparing

Form HUD-52670-A part 1 (09/2009)
Schedule of Tenant Assistance Payments Due

GENERAL: 
A. 
Prepare a separate schedule for each subsidy contract. 


B.
Use this schedule for regular assistance billings only.    
C.
Fill in information requested in Items 1 through 5 on the first page.  If more than one schedule is needed, complete Items 1 through 5 on subsequent pages.  (Items 2 through 4 should be the same as Items 1-4 on the HUD-52670 and Item 1 should be the same as Item 8.a on the HUD-52670.)


D.
Use a 9 point or larger font when completing entries.  It is not necessary to include dollar signs.  Enclose negative amounts in parentheses.

E.
These instructions refer to fields on form HUD- 50059.  With TRACS 202C, HUD introduced form 50059-A, an abbreviated version of the 50059 for use with partial certifications (UT, GR, TM and MO). 

When these instructions refer to a 50059 field and a partial record is involved, the 50059-A field number may be different or may not exist.  If different, the 50059-A field number will be enclosed in parentheses.  If the 50059-A does not have the specified field, use the value from the specified field on the last full 50059 preceding the current 50059-A.

F.
Data should be presented in unit number order.
Step I. Contract Information 

ITEM 1. 
MONTH/YEAR:  Enter the month/year for which assistance payments are due.

ITEM 2. 
PROJECT NAME:  Enter the name as it appears on the subsidy contract. (Abbreviated project name resulting from the use of software is acceptable.) 
ITEM 3. 
FHA / EH / NON-INSURED PROJ. NO: Mandatory for Rent Supplement, RAP, PAC, and PRAC subsidy types.  Required for those Section 8 contracts for which a FHA project number applies. 
NOTE:
Do not use “0000FMHA” as a project number in FMHA/RHS Section 515 projects. Do not enter a project number for FMHA/RHS Section 515 projects. Sample entries are provided below.
	FHA Insured Projects
	Elderly Housing

Projects
	Other Noninsured Projects

	12144026
	121EH001
	121001NI


ITEM 4. 
SECTION 8/PAC/PRAC CONTRACT NUMBER: Mandatory for Section 8, Section 202/162 PAC, Section 202 PRAC, and Section 811 PRAC subsidy types. 
ITEM 5. 
TYPE OF SUBSIDY:  Enter “1: Sec 8” for Section 8, "2: Rent Sup" for Rent Supplement, "3: RAP" for Rental Assistance Payment, “7: 202 PRAC” for Section 202 PRAC, “8: 811 PRAC” for Section 811 PRAC, or “9: 202/162 PAC” for Section 202/162 PAC subsidy types. 

Step II. Itemize Assistance Payments Requested 
· Order transactions by unit number.

ITEM 6.
 HEAD OF HOUSEHOLD NAME: Enter last name, first name and middle Initial. 
ITEM 7. 
UNIT NUMBER: Enter unit number from the current 50059 field 23 (7) Unit Number.
ITEM 8.
UNIT SIZE: Enter the number of bedrooms in the unit from 50059 field 24 (8), No of Bedrooms. 
ITEM 9.
CONTRACT RENT:  Enter the amount from the current 50059 field 31 (19), Contract Rent.
ITEM 10.
UTILITY ALLOWANCE:  Enter the amount from the current 50059 field 32 (20), Utility Allowance.   
ITEM 11.
GROSS RENT: Enter the amount from the current 50059 field 33 (21), Gross Rent.
ITEM 12.
INCOME CODE: For Section 8 contracts, follow the instructions in either paragraph A or paragraph B below.  For all other subsidy types leave this column blank.
A.
HAP CONTRACT EFFECTIVE BEFORE 10/1/81 
1. If the tenant was not very low-income at the time he/she began to receive Section 8, enter "LI" in Column 12. Enter this code every month for as long as the tenant continuously receives Section 8 at this project. Enter this code even if the tenant becomes very low-income.

2. Otherwise, leave Column 12 blank.
B.
HAP CONTRACTS EFFECTIVE ON OR AFTER 10/1/81 
If the current 50059 Field 93, Income Exception Code, contains an entry that begins with an “E” enter that code.  Otherwise leave blank.

ITEM 13.
TURNOVER DATA:  Follow these instructions ONLY if you are implementing an initial certification or reporting a move-in, move-out, or termination of assistance.  

IMPORTANT: Report move-ins only after they have actually happened. THIS MEANS THAT SINCE SECTION 8, PAC and PRAC ASSISTANCE IS REQUESTED A MONTH IN ADVANCE, TURNOVER DATA FOR MOVE-INS WILL BE REPORTED A MONTH LATER.
	FOR
	ENTER THIS CODE IN 13a
	ENTER THIS DATE

IN 13b

	Move-In
	I
	Date Tenant Moved Into Unit

	Initial Certification
	C
	Date tenant began to receive 

The type of assistance in Item 5

	Termination of Assistance
	T
	Termination Effective Date

	Move-Out
	O
	Date Tenant Moved Out of Unit


NOTE:
Refer to the paragraph labeled “Voucher Creation“in the Monthly Activity Transmission (MAT) User’s Guide Appendix H for a discussion of when a certification should appear on the voucher.
ITEM 14.
RECERTIFICATION DATA:
A.
EFFECTIVE DATE:  Enter the month and year from the current 50059 Field 15, Next Recertification Date.
B.
DATE FIRST REMINDER NOTICE SENT:  Enter the month/day on which you first asked the tenant to submit recertification data. 
1
Complete this column for the month in which the recertification notice was issued and each month thereafter, until the recertification becomes effective or assistance is terminated. 
2
Do not enter dates follow-up notices were sent. 

ITEM 15.
CHANGE CODE:
 
A.
Fill in this item only if this schedule requests an amount of assistance different than that requested last month. 
B.
Explain the reason for the change by entering the appropriate code from the chart below. Enter only one code. Enter the first code that applies. 
	CODE
	ACTION

	MI
	Move In

	IC
	Initial Certification

	AR
	Annual Recertification

	IR
	Interim Recertification

	UT
	Unit Transfer

	GR
	Gross Rent Change

	TM
	Termination


ITEM 16a.
REQUESTED:  Enter the amount from the current 50059 field 111 (25), Assistance Payment.

ITEM 17.
TOTALS FOR THIS PAGE:  Enter the total of all entries in column 16a. 

1

