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Each regional Multi-Agency Committee (MAC) Group will submit a Community Plan (CP) to describe their 

local delivery approach for the Long-Term Rent Assistance (LTRA) program to include current programming 

and unmet programming capacities, with a purpose of prioritizing populations who are most at risk of 

experiencing homelessness as identified in your approved community plan submitted in response to the 

EO 23-02.  

Directions:  
Please describe your overall strategy for accomplishing the objectives of the program funding by 

responding in this document to the following questions: 

 

* 
 

 

 

OR-504 conducted a racial disparities study in February 2023 and identified populations disproportionately 

represented in three metrics (CE assessments, use of emergency shelter, and participation in permanent 

housing programs). These populations were Black/African American/African, Pacific Islander, and 

Hispanic/Latinx.  

1. Racial Equity Strategies. A description of mitigation strategies and how the key objectives to advance 

racial equity, diversity and inclusion have been incorporated. This should include a thorough racial equity 

analysis and strategy that includes clearly defined mitigation strategies and resource allocations intended 

to remedy existing disparities and ensure equitable access to funds and services. 

 

Long Term Rent Assistance (LTRA) Program Community Planning Template 

OVERVIEW 
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Over the past year, the CoC has strengthened partnerships with culturally specific organizations and is 

laying the groundwork to train those organizations to become CE assessment sites. Three culturally specific 

organizations serving each of the disproportionately represented populations helped create this LTRA Plan, 

which includes capacity building for smaller and culturally specific organizations to participate in the 

planning and provision of homeless services more fully. By offering these organizations training, technical 

assistance, and a menu of supportive services, the CoC will be more inclusive and expand its capacity to 

ensure equitable access to funds and services throughout the region.  

The CoC will also expand its monitoring to six data points, including referrals for CE assessments, 

completed CE assessments, referrals to housing services, enrollment in housing services, housing move-in 

dates, and housing retention to assess improvements in racial and ethnic disparities. 

 

 

 

 

 

• A description of how the plan will remove barriers to participation for organizations and 

communities by providing stipends, scheduling events at accessible times and locations, and 

other supportive engagement strategies. 

The CoC prioritizes participation of people with lived experience and culturally specific organizations 

when scheduling meetings. For the creation of this plan, the CoC held one-on-one meetings to review 

background information and discuss the context and content of the meetings in advance. For example, 

one or two individual meetings were held with each representative from Micronesian Islander 

Community, Mano a Mano Hispanic Family Center, Fortaleza Atravez Barrera, and the NAACP prior to and 

between LTRA workgroup meetings. These and other organizations and individuals with lived experience 

will be part of the evaluation process, reviewing the six data points mentioned above (referrals for CE 

assessments, completed CE assessments, referrals to housing services, enrollment in housing services, 

housing move-in dates, and housing retention) and assessing fidelity of program implementation.    

 

 

 

• Increased housing stability as measured by the percentage of total Program participants 

who reside in permanent housing at time of their exit from the Program. 

 

• Maintaining or increasing household income and benefits from all sources.  

 

• Number of households who have been enrolled in the LTRA Program and successfully 

maintain their housing placement for 12 months. 

2. Inclusive community engagement. An articulation of how perspectives and recommendations of Black, 

Indigenous and people of color, people with lived experiences, and culturally specific groups were 

considered and incorporated into the development of the plan and will continue to be engaged through 

implementation and evaluation. Including: 

 

3. LTRA Program Key Performance Measurements are outlined as follows: 
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• Percentage of households who do not re-enter into homelessness or request additional 

housing assistance within 12 months of exiting the Program, 

 

Please provide any comments or concerns regarding meeting these performance                     

 measurements.  

 

OR-504 has reviewed the LTRA Program Key Performance Measurements and has some concern around 

the third item, “Number of households who have been enrolled in the LTRA Program successfully 

maintain their housing placement for 12 months,” if “maintain their household placement” means doing 

so under the LTRA Program. OR-504 will honor a household’s request to be removed from the program 

and will not unnecessarily retain a household in the LTRA program when that household is ready and 

able to sustain housing stability on their own. For example, it is quite possible that a household that was 

rehoused under EO 23-02 in January 2024 is enrolled in LTRA in September 2024 and is ready to sustain 

their housing by July 2025, thus exiting LTRA after nine months.   

 

 

 

 

 
 
OR-504 providers will evaluate each household’s continued need for assistance using the same criteria 
as used for the Emergency Housing Assistance (EHA) program:  

• Consistent program engagement (case management) – Making contact with program 
staff at least every 30 days. Can be in the form of formal case management meetings, 
phone, email, text. 

• Demonstration of working towards goal setting -  Households don’t have to meet those 
goals within the original contract period. But active participation in the goal 
setting  process and trying to meet deliverables. 

• Assess for continued income/grant eligibility – Household income is re-evaluated to 
ensure grant eligibility. 

• This is also helpful in determining rent burden. Do not want to exit households 
from program if they cannot sustain the unit independently, this includes paying 
more than 30% of their monthly income to housing. 

• New Housing Quality Standards review – Rent unit is re-inspected annually to determine 
continued livability. Also helps in identifying possible repairs needed before a new 
contract is signed. 

• Does the household have alternate means for stability – such as Housing Choice 
Voucher 

• Client choice – client has to want to continue working with program. 
 

4. Some households may achieve housing stability through their participation under EO-23-02, others 

may demonstrate continued needs for support and assistance. Share how your program will consistently 

evaluate each household’s continued need for assistance.  What assessments, matrices, or other 

documentation will be reviewed in making this determination? 
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The vast majority of households re-housed under EO 23-02 will need continued assistance through LTRA, 
as these households were first identified when unsheltered and, while they are becoming more stable, 
gaining income, and accessing services, review of their circumstances and needs call for long-term rent 
assistance and ongoing supportive services. OR-504 could easily have 100 households on LTRA.   
 
 
 
 
 
 
When accepting new households for LTRA, OR-504 will prioritize households who have experienced 
chronic homelessness and score in the RRH-PSH range using the VI-SPDAT (and meet income limits). This 
is consistent with the CoC’s CE prioritization policies and procedures. In this way, the more intensive 
supports provided through LTRA will be appropriately matched with client needs.  
 
 
 
 
 

o CoC 

o PHA 

o Other – Community Specific Provider 

OR-504 issued a Request for Qualifications (RFQ) to select the LTRA Program Administrator. Minimum 

qualifications included three years of experience conducting habitability assessments and assessing 

client needs, and five years of experience operating a rental assistance program, managing government 

funds, meeting implementation and spenddown milestones, and administering policies. In addition to 

submitting a budget sufficient to meet program objectives, the respondent was required to present 

information that conveyed understanding and expertise in the following areas: 

• Implementing a housing first approach with  supportive services 

• Implementing racial and gender equity strategies 

• Providing training and technical assistance to smaller and culturally specific 

organizations 

• Engaging, negotiating, and partnering with landlords 

• Managing subcontracts for housing services 

5. Based on your assessment criteria, how many households re-housed under EO 23-02 do you 
anticipate will need continued assistance with LTRA. How many will not need continued assistance with 
LTRA (potentially because they will have other ongoing sources for rent such as sufficient income or 
federal vouchers)? 
 

6. Please describe how you will prioritize new households who apply for LTRA Program eligibility and 
there are funds remaining to support their rapid rehousing goals from homelessness. If you have 
additional areas of prioritization, please describe those as well.  

7. Identification of your regional Long-Term Rent Assistance Program Administrator. You may only select 

one entity for your region unless otherwise approved by OHCS. Please provide a brief rationale for your 

decision to grant funds to this entity: 
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A review and recommendations committee recommended, and the CoC Board approved not awarding 

an LTRA Program Administrator through this process, but, rather, deferring to the collaborative process 

of the LTRA Workgroup to determine roles and responsibilities. 

Since 100% of the households housed through the EO that would need LTRA were served by the Mid-

Willamette Valley Community Action Agency, the LTRA Workgroup determined that the best course of 

action was to have the Mid-Willamette Valley Community Action Agency serve as both the Voucher 

Administrator and the Supportive Services provider for 2024-25. This will maintain existing landlord 

relationships and provide seamless client services.  

Over the 2024-25 year, the LTRA Workgroup will further develop plans for the 2025-27 Biennium, 

including opportunities for new service providers to be involved with service provision through the Long-

Term Rent Assistance Program. Roles and responsibilities will be refined, and OR-504 may name a new 

LTRA Voucher Administrator for the next iteration of the local LTRA Program. 

 

 

• Provide a description of the support services to be funded in tandem with your 

housing program structure. 

o Provide a description of how each household's needs are assessed and 

individualized service plans created. How are providers determining level of 

need? 

• Provide a description of how investments with funding will ensure housing stability 

for program participants.   

Case management services will include working with the household to establish or update an 

individualized housing and supportive service plan, ongoing monitoring, and evaluating household 

stability. Primary to each plan will be facilitating access to existing services, such as verification or 

enrollment in Oregon Health Plan, ensuring connection with a primary care provider, access to clinics 

(Northwest Human Services, Salem Free Clinics, Polk County Free Clinic, Willamette Family Medical 

Clinic, Willamette Valley Community Health, Lancaster Family Health Center, etc.), detox, recovery 

services, Oregon Law Center, community corrections coordination, and other mainstream services, as 

well as staff trained in SOAR to assist with accessing SSI/SSDI benefits. 

The LTRA program will complement these resources in the following ways: 

• Health Navigation (behavioral, physical, dental) 

• Peer Support 

• Client-specific training, skill-building, and education related to tenant rights. 

• Basic life skills information/counseling on money management, use of credit, 

housekeeping, proper nutrition/meal preparation. 

• Furniture and household goods to support a household with moving to a new home 

(bedroom furniture, bedding, pots, pans, kitchen utensils, bath towels, etc.) 

• Education and employment planning and skill-building. 

8. Support Services: (Please refer to LTRA Guidance Supportive Service Section)  
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• Work supports (training costs; transportation assistance – bus tokens, ride sharing, 

auto repair; childcare or eldercare costs; clothing to support employment needs; 

tech to support Wi-Fi access; phone costs; etc.). 

For clients originally rehoused under EO 23-02, each household’s needs were assessed and individualized 

service plans were created with the assistance of their case manager, who maintained regular 

communication with and provided support to each household. As clients accessed new resources; 

engaged or re-engaged with OHP, SSI/SSDI, Veteran benefits, and other services; and made progress on 

housing stability goals, the plans evolved, and needs were reassessed.  

Under the OR-504 Plan, these “EO clients” will maintain contact with the same case manager, continue 

to receive rent assistance, and live in the same setting, but will have access to a broader range of 

supportive services. The LTRA case manager-to-household ratio may need to be lower than typical RRH 

ratios. With LTRA, case managers will be able to devote more time to LTRA households, if needed, when 

other households exit EO-RRH, thus providing greater support for client-led success.  

For new clients deemed eligible for LTRA, information from Coordinated Entry Assessments will be 

updated and coupled with a complementary household needs assessment and development of an 

individualized service plan. Similar to Permanent Supportive Housing, the LTRA approach will offer a 

menu of supportive services geared toward housing stability and customized to meet the needs of each 

household.  

 

 

 

 

 

 

• Provide a description of both planned capacity building activities and how your 

capacity efforts will: 

o Enhance, or more effectively utilize, skills and abilities and resources of housing 

and supportive service providers. 

o Assist your community to strengthen understandings and relationships amongst 

housing and supportive service providers; and 

o Address issues of values, attitudes, motivations, and conditions to support 

housing stability activities in a sustainable manner. 

The CoC’s capacity building activities are focused on developing robust networks to  

1) Engage culturally specific organizations to serve disproportionately represented populations. 

Specifically,  

9. Capacity Building  

Capacity building is defined as activities that assists organizations to develop networks to 

undertake joint activities and coordinate their services to achieve common goals and provide 

better service to participants experiencing housing instability. Capacity Building must be used 

to increase the ability of a Grantee or local system to deliver OHCS funds for housing and 

supportive services.  
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• Working with culturally specific organizations, healthcare, education, and others to 

develop a cadre of skilled interpreters and translators, with knowledge of the 

housing services system. 

• Providing training and technical assistance to smaller, rural, and/or culturally specific 

organizations to gain knowledge, skills, and capacity to participate in the planning 

and delivery of homeless services.  

2) Integrate housing and healthcare. Specifically,  

• Seeking the assistance of state agencies to extend care to persons who need 

assistance performing activities of daily living while in transitional shelter programs, 

hastening their stability and success when they move to permanent housing. 

• Integrating housing and healthcare by employing “healthcare navigators” to work in 

homeless services, increasing the number of homeless service providers trained as 

Community Health Workers, and developing the capacity of homeless service 

providers themselves to navigate the world of OHP and OHA.   

 

 

 

 

 

o Risk Mitigation 

o Landlord Incentives 

o Landlord Liaison 

o Landlord Recruitment 

The CoC’s Landlord Partnership Plan will use a decentralized, competency- and relationship-based 

approach. Each landlord will have a point of contact for client-specific issues and services (the client’s 

case manager), supplemented by a point of contact to provide education and support around property 

and broader program issues. The second point of contact will be a designated staff person in the LTRA 

Program Administration agency, who will work collaboratively with the CoC and each housing service 

provider. 

The LTRA Program Administrator will be responsible for ensuring landlords understand the program; 

have the opportunity to learn about related resources, such as the Landlord Guarantee Program, Fair 

Housing laws, and landlord and tenant rights and responsibilities; and have a designated staff person to 

answer questions along the way. 

The CoC and its partners will work together to provide training for landlords and service providers (case 

managers and peer support specialists) to ensure understanding of the responsibilities, issues, and 

concerns of each party. Training and technical assistance will include information about the Landlord 

Guarantee Program, Fair Housing laws, eviction prevention resources, how Eviction Court works, 

10. Landlord Partnership 

Please provide a clear Landlord Partnership Plan articulating your approach to successful 

partnerships with current and/or prospective landlords who may house household participants 

who participate in the LTRA program using the following potential approaches:  
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habitability standards, and other specialized training in landlord engagement, customer service, and 

conflict resolution.  

The CoC is developing a proactive landlord communication strategy, including newsletters and informal 

gatherings for to keep landlords informed and engaged. The CoC will encourage two-way communication 

by soliciting feedback, suggestions, and input from landlords on program improvements, policy changes, 

and new initiatives through surveys, focus groups, and the potential creation of a landlord advisory 

council.  

Ideally, there will be a range of training and support resources for landlords, including in-person 

workshops, webinars, online courses, and self-paced learning modules covering topics such as fair 

housing laws, property management best practices, and financial literacy. As time allows, the CoC will 

develop a resource library or knowledge base containing educational materials, template documents, 

and instructional videos that landlords can access on-demand. This may include development of a tenant 

retention toolkit for landlords, including strategies for fostering positive relationships with tenants, 

addressing common concerns, and implementing proactive communication practices.  

Through these activities, the LTRA Program and CoC will provide opportunities for landlords to 

participate in peer learning and networking events, allowing them to share experiences, exchange tips, 

and learn from each other in a supportive environment.  

 

 

 

 

 

 

 

 

o Provide a description of your Community Outreach Plan to include: 

Program promotions, advertising and other housing related services provided by 

the grantee. i.e., web media, print media, social media advertising and 

promotional expenses. 

The LTRA priority is to serve households originally house under EO 23-02, for which outreach is not an 

issue.  Since new households will be coming from the Coordinated Entry housing needs list, the 

promotion of the Long-Term Rent Assistance Program will be focused on communication with landlords 

and service providers to ensure understanding of the LTRA’s unique features and their opportunities to 

participate.  

The CoC will prioritize involvement of culturally specific and culturally responsive service providers who 

may already be actively engaged with homeless populations who are disproportionately impacted 

and/or served. The CoC and its partners will conduct intentional outreach to culturally specific 

organizations, providing multiple opportunities for informal information sharing, exploration of mutually 

11. Outreach 

Outreach and engagement activities associated with the communities served to include 

culturally responsive organizations and partners who are actively engaged with homeless 

populations who are disproportionately impacted to housing access due to race, disability, 

sex/gender, lack of access to income, families, homeless youth, persons fleeing or impacted by 

domestic violence or human trafficking. 
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beneficial partnerships, and identification of any training or technical assistance to support active 

engagement and capacity building.  

Culturally specific organizations advising on these strategies include Micronesian Islander Community, 

the Salem-Keizer NAACP, Fortaleza Atravez Barrera, Mano a Mano Hispanic Family Center, Seed of Faith, 

and CRAWL.  

 

 

 

 

 

 

 

 

See last page 

 
 
 
 
 
 
 
Please provide the following information for Subgrantees: [Note email communication below.] 

Subgrantee Name Proposed Allocation Amount Service Provided 

   

 

12. The LTRA Program Guidance outlines statewide streamlined policies as it relates to FMR, Rent 

Reasonableness, Area Median Income (AMI), and Tenant-Based Structure.  Local flexibility will be 

allowable for other program policies and communities may make these determinations for their area.  

OHCS reserves the right to request policy modification alignment across regions prior to  final 

 approval. 

Please describe your local policy decisions by completing the last page of this document 

named LTRA Program Policies. Refer to LTRA Program Guidance expectations when building 

out your policies.  

 

13. The LTRA Contract Agreement stipulates in “Section 25 Subcontracts”, that Recipient shall notify 
Agency prior to entering any subcontracts for any of the activities required of Recipient under this 
Agreement. “Subcontract” means any agreement pursuant to which Recipient compensates another 
party to carry out any activities under this Agreement, whether by contract for goods or services, grant 
agreement, or otherwise. 
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Minimum spending targets: 

• At 25% (5/24/24) through Expenditure Period, at least 10% of the funding must be spent. 

14. Anticipated Spenddown Timeline 

LTRA Program funds can be spent in service to stability outcomes during the performance period 

ending June 30, 2025.  

All funds, except for administrative allocations, will be spent proportional to the Expenditure Period at 

the rate prescribed below (as tracked through the OPUS “Award Summary” report). 

14. 
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• At 50% (10/5/24) through Expenditure Period, at least 25% of the funding must be spent. 

• At 75% (2/15/25) through Expenditure Period, at least 65% of the funding must be spent. 

• At 90% (5/7/25) through Expenditure Period, at least 90% of the funding must be spent. 

Moreover, funding must not be completely exhausted before the end of the performance period, June 

30, 2025, to ensure that long term rental assistance supports are not eliminated without additional 

funds identified. Please indicate if you agree to these spend down expectations or if you have alternative 

spending requirements.  

The LTRA Agreement became effective upon full execution by the Parties on 2/28/24. The start date for 

LTRA planning activities was 2/12/24, and the program implementation period will be July 2024 through 

June 2025, with vouchers encumbering funds beyond that date. It is anticipated that households 

originally housed under the EO will begin to access LTRA resources in October 2024. Calculating the pace 

and projection of 5019 RRH expenditures, those funds will be depleted by December 2024, by which 

time an anticipated 100 households will have shifted to the LTRA program. As such, OR-504 proposes the 

following minimum spending targets: 

Date Minimum % Expended 

9/30/24 10% 

12/31/24 20% 

3/31/25 50% 

6/30/25 (all households on LTRA) 75% 

9/30/25 85% 

12/31/25 95% 

 

This schedule is dependent on additional funds being available for supportive services after June 30, 

2025. 

 

 

 

• Please provide a description of what barriers or challenges you may anticipate facing 

to achieve your goal deliverables. 

• Please provide a description of what supports OHCS can offer, to help ensure your 

success. 

Securing and onboarding additional staff will be the first challenge. OR-504 and its partners, including 

the LTRA Program Administrator seek to expand the human capital engaged in homeless and housing 

services rather than rotating staff between positions and organizations, which can cause disruption in 

service delivery and negatively impact clients. Broad outreach and innovative communication strategies 

will be employed, along with reasonable onboarding timelines, relocation packages, and other allowable 

incentives. Contracted staff will be considered, as funding is currently allocated only through 6/30/25. 

15. Barriers and Challenges 
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As always, the OHCS technical assistance providers are a valuable resource. OHCS continuing to 

communicate early and often about program guidelines, reporting expectations, and evolving priorities is 

very much appreciated, as is allowing adequate notice and timelines to respond to requests.  

 

 

 

• OHCS believes Training and Technical Assistance (TTA) can serve as a support for the 

expertise and knowledge that local providers have available to them.  

Please indicate your need for TTA support.  

One of the areas OR-504 is most interested in developing is capacity building with culturally specific 

organizations and designing additional strategies to remedy disproportionality in housing and homeless 

services. Training and technical assistance in this area would be most appreciated.  

 

 

 

Directions: Below is a sample of the program budget spreadsheet.   

Please provide the budgets based upon the estimated total allocations that OHCS also provided along 

with this Community Planning document. These numbers are subject to change based on responses to 

the Community Plan and overall needs indicated below. Please indicate if there are areas where the 

formula amount does not capture the total need to sustain the EO 23-02 Households, which is the 

priority for these resources.      

16. Training and Technical Assistance: 

 

17. Budget Considerations 
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Please note: The Community Plan is incorporated by reference in the LTRA Contract Agreement and 

OHCS disbursement of additional Grant Funds for the implementation of the Community Plan is 

contingent upon Recipient’s submission to OHCS and OHCS’ review and acceptance of Recipient's plan to 

execute the Work in accordance with applicable Program Elements.   

 

 

 

 
1. Subsidy Amount Determination  

Assistance levels will be structured to prevent households from paying more than 30 percent of 
their income on rent while staying within available program funds. Therefore, the percentage of 
rent covered varies by household and is a function of their income, the unit’s rent, and any rent 
caps that the program establishes to control costs in order to ensure that the required number 
of LTRA households are served within the allocated program funds.  

 
No minimum rent policies will be implemented to ensure alignment with serving zero income  
households and decreasing racial disparities in homelessness. 

 

2. Utility Allowance Schedule 
Program shall use the Salem Housing Authority Utility Allowance Schedule.  available at: 

  

LTRA Program Policies 

Please enter your proposed regions policy for each section: 
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https://static1.squarespace.com/static/577d44aaf7e0ab9c176366bb/t/658c5be2d35494012fe3

d995/1703697379914/20240101+-+SHA+Utility+Allowance+Schedule+v2.pdf 

 

 

3. Inspections 
Program shall use HUD’s Housing Quality Standards (HQS), using the most recent version of the 

HUD 52580 checklist to document completion of the inspection (physical copy or a digital 

version). 

 

Initial inspections shall be completed in person (not virtually). Reinspection may be conducted 

virtually when appropriate/applicable.  

 

Annual inspections should be conducted on/before the anniversary date of the contract with the 

property owner/manager to ensure ongoing compliance with standards. 

 

The property owner/manager will be given a reasonable timeframe to correct deficiencies found 

during inspections: 24 hours for emergency/life threatening conditions or 30 days for less serious 

deficiencies.  

 

The property owner/manager will be notified in writing of deficiencies and the timeframe in 

which repairs are required to be completed. Notice will include language explaining any 

penalties for not addressing deficiencies, as well as how to request an extension if needed to 

complete repairs. 

 

If deficiencies are not corrected: 

 

• Assistance payments will be abated until deficiencies are remedied in accordance 

with the contract with the property owner/manager. 

o Maximum abatement period: 60 days. Following the maximum abatement 

period, contract with property owner/manager shall be terminated and 

household will relocate with support from the program. 

• In the case of health/safety deficiencies, the program will provide support for the 

household to temporarily relocate while health/safety hazards are being addressed, 

only when all other means to address the repairs have been exhausted and the 

household’s health/safety are compromised. 

Property owner/manager, household, or third party may request a special inspection at any time 

because of problems identified with a unit between annual inspections. 

 

4. Income (Income Increase, Decrease, and Re-evaluations) 
Income limit set at 80% Area Median Income with no additional prioritized populations beyond 

the requirements of the LTRA program. 

https://static1.squarespace.com/static/577d44aaf7e0ab9c176366bb/t/658c5be2d35494012fe3d995/1703697379914/20240101+-+SHA+Utility+Allowance+Schedule+v2.pdf
https://static1.squarespace.com/static/577d44aaf7e0ab9c176366bb/t/658c5be2d35494012fe3d995/1703697379914/20240101+-+SHA+Utility+Allowance+Schedule+v2.pdf


OR-504 23-25 Biennium Long-Term Rent Assistance (LTRA) Program  

OR-504 Board Approved 6/13/24 

 

Long Term Rent Assistance Program                                                                      Community Planning Template 

 

Income will be verified at initial eligibility as required by the LTRA program.  

 

For households with fixed income sources (Social Security, SSI, SSDI, VA pension), income will be 

re-evaluated triennially (every 3 years). For all other households, income will be re-evaluated 

annually (every year). 

 

Households may report decreases in income at any time. Reductions in tenant rent portion are 

to be recalculated as quickly as verified (first of the month following verification) and no later 

than 45 days from the date the change is reported.  

 

Households are not required to report increases in income between regularly scheduled re-

evaluations.  

 

Rent increases due to increased income identified at annual re-evaluation required a 90-day 

notice to the household. The tenant rent portion may only be increased once in any 12-month 

period.  

 

Program will utilize 24 CFR 5.609 (b) and (c) as guidance when determining income inclusions 

and exclusions. Assets are excluded from income calculation and standard deductions utilized by 

HUD programs do not apply. Anticipated household income should be combined, annualized and 

averaged at a monthly rate (use HUD Handbook 4350.3 Rev-1, 5-5 (A)(1-2); 4350.3 Rev-1, 5-5 

(B)&(C). Participants are responsible for rental costs calculated at 25% of this monthly total, less 

applicable utility allowance.  

 

5. Household Composition (Adding & Removing a Household Member, and Temporary 

Absence) 
Household members may be added to an LTRA contract at any time if: 

• The household still meets program eligibility criteria and unit occupancy 

requirements, and 

• New household member(s) are eligible to be added to the lease agreement (i.e., 

person must be screened by the property owner/manager, with the exception of 

children added to the household by birth, adoption, court awarded custody, foster 

care placement). 

• New household member(s) must meet eligibility criteria for LTRA. Any individual 

previously terminated from LTRA due to non-compliance with program requirements 

or eviction is not eligible to be added to a participating household.  

 

The addition of a household member requires a rent adjustment at annual re-evaluation of 

income and eligibility.  
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If the addition of a household member results in the household being in violation of Housing 

Quality Standards / Occupancy Standards, the household will be given the opportunity to 

relocate to a unit of appropriate size within 30-60 days. 

 

The addition of a live-in aide, foster child, or foster adult can be made mid-contract. Income 

from these types of household members is not included in the household income for the 

determination of calculating household rent portion (including any stipend paid to the 

household for the care of a foster child or foster adult).  

 

Household should report to the program absences from the unit in excess of 14 days. Absences 

must also be reported to the property owner/manager in accordance with the rental 

agreement/lease.  

 

Generally, an individual who is or is expected to be absent for 180 consecutive days or less is 

considered temporarily absent and continues to be considered a household member. Generally, 

an individual who is or is expected to be absent from the assisted unit for more than 180 

consecutive days is considered permanently absent and no longer a household member. The 

entire household may not be absent from the unit for more than 90 days. Exceptions to this 

policy are granted on a case-by-case basis, dependent upon the family’s proactive notice to the 

program. 

 

When someone who has been considered a family member attends school away from home, the 

person will continue to be considered a family member unless information becomes available 

indicating that the student has established a separate household, or the household declares that 

the student has established a separate household.  

Children temporarily absent from the home as a result of placement in foster care are 

considered members of the family. Generally, If the agency verifies that the child is expected to 

return to the home in no more than six months, the child will be considered a member of the 

household. If the agency verifies that it reasonably believes the child will be placed in foster care 

for more than six months, the child will be considered permanently absent from the household. 

 

An employed head, spouse, or cohead absent from the unit more than 180 consecutive days due 

to employment will continue to be considered a family member.  

 

If a family member is confined to a nursing home or hospital on a permanent basis, that person 

is no longer considered a family member and the income of that person is not included in the 

household income for the purpose of determining rent portion.  

 

6. Transfers Within Program Jurisdiction 
Transfers within the Continuum of Care jurisdiction (Marion/Polk Counties) are permissible no 

more than once every 12 months at the end of the assistance contract with the property 

owner/manager. Exceptions will be made for situations covered by the Violence Against Women 
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Act (VAWA) or as a reasonable accommodation for persons with a verified disability or medical 

need, or relocation due to inhabitability / Housing Quality Standards deficiencies that are not 

corrected in accordance with program inspection requirements. 

 

Transfers between jurisdictions are permitted contingent upon a statewide process being 

established. 

 

7. Grievance/Appeals Procedure 
All written and verbal communication relating to decisions that are subject to a grievance or 

appeal will include a statement notifying the applicant or participant of their right to request a 

grievance or appeal in all written communication. When verbally communicating any decision or 

determination that is subject to a grievance or appeal, oral notification of the right to request a 

grievance or appeal must be provided and documented. Verbal notice shall be followed with 

written notice.  

 

Applicants and participants may request a grievance or appeal of decisions regarding: 

• Denial of assistance/determination of ineligibility 

• Determination of household income and/or rent portion 

• Denial of the addition of a person to the household 

• Denial of a transfer 

• Non-approval of a contract with a property manager/owner 

• Proposed termination of assistance. In the case of proposed termination of 

assistance, such termination will not be enacted sooner than 14 calendar days after 

the date of notification, if no grievance or appeal is request, or four (4) calendar days 

after notification of the final decision following a grievance or appeal process.  

Applicants and participants must request a grievance or appeal within 14 calendar days of the 

date of notification of the decision or determination. Such request may be made in writing or 

communicated verbally. If a verbal request is made, staff will document the request in writing. 

Grievance or appeal meeting must be scheduled, and notification provided within 14 calendar 

days of receipt of request. Every effort will be made to hold the meeting as soon as possible.  

Grievance or appeal must be conducted by a person who was not involved in the decision or 

determination, nor a subordinate of the person who made the decision or determination. 

Grievance or appeal meetings may be conducted in person, via telephone, or via video 

conference/online, depending upon the needs of the applicant or participant. Rescheduling the 

meeting by the applicant or participant shall be permitted for good cause.  

Applicant or participant will be notified in writing of the final decision following the grievance or 

appeal meeting promptly and within no more than 14 calendar days. 
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If the household fails to appear for their grievance or appeal meeting without verifiable good 

cause, the decision or determination will stand.   

 

8. Ending Program Participation 
Program participation may be terminated in the following circumstances: 

• Household no longer requires assistance. As household income increases, the 

amount of rent assistance payment decreases. If the amount of rent assistance 

provided by the program is reduced to zero, and the client no longer requires case 

management, the household retains eligibility for assistance (in the event of a 

reduction of income that would result in rent assistance resuming) for a period of no 

less than 180 days.  

• Household chooses to end assistance. The household may request that the program 

end their housing assistance payments at any time. Such notification should be 

made in writing. A verbal request from the household for termination must be 

confirmed by the program in writing, with a period of no less than 30 days for the 

household to report to the program if the request was made in error. 

• In the event of a court eviction for serious or repeated violations of the lease. If a 

household vacates the unit following receipt of an eviction notice and no court 

eviction occurs, termination of assistance is not mandatory and may be considered 

on a case-by-case basis. 

• Failure to comply with program requirements or policies, including engagement in 

the annual re-evaluation of income and continued eligibility. 

• Unapproved absence in excess of program policies. 

Termination decisions may not consider the client’s experience as a survivor of incidents of, or 

activity related to domestic violence, dating violence, sexual assault, and/or stalking as reasons 

for termination of assistance.  

With the exception of voluntary terminations, termination notification must: 

• Provide no less than 30 days’ notice of the termination 

• Include a statement that the participant may request a reasonable accommodation 

or consideration under the Violence Against Women Act (VAWA) relating to the 

termination of assistance 

• Include a statement that notifies the participant of the right to request an appeal of 

the decision and a deadline by which such request must be received 

• Include a statement that the information may be provided in a language other than 

English, or in an accessible format, at no cost to the participant 

 

9. Program Reinstatement 
Individuals and households are not prohibited from applying for reinstatement to the program. 
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When a household member leaves the household and wants to return, such reinstatement for 

the individual will be permitted upon household review. Individual must meet program eligibility 

requirements. 

 

Following termination from the program for program violations or non-compliance with program 

rules / regulations (including eviction for serious or repeated violations of the lease), a 

household is generally not eligible for readmission with the following exceptions: termination 

was due to action/inaction related to a disability (typically documented through a request for 

reasonable accommodation that provides the nexus between the termination and the disability), 

termination was related to previously undisclosed activity covered by the Violence Against 

Women Act (VAWA), or the individual(s) who were primarily responsible for the termination 

determination are no longer a part of the household. 

 

Reinstatement following termination due to family absence from the unit, or due to family 

assistance payment going to zero for a period of no less than 180 days, is permissible upon 

household review and program vacancy. 

 

10. Intake Process 
The eligibility of households entering LTRA from EO-funded Rapid Rehousing (RRH) will be 

verified by the RRH provider, who will also be the client’s LTRA provider. The client will 

participate in the LTRA intake process to provide them with program information, ensure 

understanding of the program, and confirm their desire to participate in the program.  

 

Eligibility of new households entering LTRA from Coordinated Entry will be determined by LTRA 

providers. Client referrals to an LTRA provider will occur during the CoC’s case conferencing 

process.  

 

The intake process shall be short and simple and include the minimum information to determine 

whether an applicant meets basic eligibility (household composition and income). Intake 

documents shall be provided in languages other than English to support an equitable process. 

Assistance must be provided to applicants to allow them to complete the intake process. 

Assistance may be provided one-on-one or in group sessions in person or via phone/online video 

conference. 

 

Documents must be accepted in multiple formats to accommodate clients, including online 

forms, written forms submitted in person, and forms accepted via postal mail.  

 

Intake packet must include, at a minimum: 

• Statement of eligibility guidelines in plain language so applicants understand the 

program and eligibility criteria 

• Authorization for release of information 
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• Program participant rights and responsibilities 

• Grievance/appeal process 

• Fair Housing information 

• Violence Against Women Act (VAWA) information 

• Information about how to request a reasonable accommodation 

• Information about the availability of interpretation services and documents in 

primary language, and provision of materials in an alternate format 

If the household is determined ineligible, the program must provide notification in the written 

language (along with the preferred communication method, if not in writing) identified by the 

household during the intake process. Such notification must occur promptly, within no more 

than 14 calendar days of the decision, and must include: 

• The reason(s) for which assistance has been denied. 

• Information about the household’s right to appeal the determination, including a 

due date by which a request for appeal must be received. 

• The process for requesting an appeal of the decision.  

 

11. Documentation Guidelines 
Documentation requirements will be flexible to minimize barriers: 

• Government issued ID is preferred, but includes documentation from any 

government agency, including foreign documents, that include the applicant’s name 

and date of birth. 

o Programs are encouraged to support applicants and participants in obtaining 

valid ID for the purpose of completing the rental application process.  

• Verification should begin with the highest level of verification technique, as follows: 

1. Written third-party verification (including, but not limited to paystubs, 

payroll summary report, bank statements, child support payment stubs, 

benefit letters or printouts, employment offer/termination letter, email from 

the third party, etc.) 

2. Written third-party verification form (a form provided by the program that is 

completed by a representative of the third party) 

3. Oral third-party verification (verification obtained by phone, must be 

documented by program including date, time, and name / phone number of 

the person providing the verification) 

4. Self-certification by the applicant or participant (signed and dated by the 

applicant or participant. Notarization must never be required). 

• Self-employment and zero income declaration forms must be provided. 

• Documentation, including intake applications, may be submitted directly by third 

parties if applicant or participant has signed and agreed to submission on their 

behalf.  

Programs may not require: 
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• Documentation of SSNs (SSNs may be collected but may not be required for 

participation in LTRA). Applicants may self-determine whether to provide SSNs for 

their household.  

• Documentation of citizenship. Citizenship status has no bearing on eligibility for 

LTRA. 

• Documentation of criminal background. Criminal background will not be assessed as 

part of eligibility screening for LTRA. 

 

 

 

 


