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Chapter 1. Housing Counseling Program Overview

Overview
Contents This chapter contains the following topics.
Topic Name See Page

1. General Information on the Housing Counseling 1-2
Program
2. Legislative and Regulatory Authority for the di$tng 1-4
Counseling Program
3. Department of Housing and Urban Development 1-7

(HUD) Responsibility for Housing Counseling Program
Administration

4. HUD Communication With Participating Agencies -81
5. Housing Counseling Fees 1-9
6. Agency Withdrawal from the Housing Counseling 1-14
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Chapter 1
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1. General Information on the Housing Counseling Program

Introduction

Change Date

7610.11.1.a
Objective of the
Housing
Counseling
Program

1-2

This topic contains general information on the D&pant of Housing and
Urban Development (HUD) Housing Counseling Prograxtipding

* the objective of the program, and
* assistance and services provided by housing canssel

March 18, 2011

The Department of Housing and Urban Development@iHHousing
Counseling Program supports the delivery of a waléety of housing
counseling services to

* homebuyers

* homeowners

 low- to moderate-income renters, and
» the homeless.

The primary objective of the program is to edudatwrilies and individuals in
order to help them make educated decisions regantiproving their
housing situations and meeting the responsibilgfaenancy and/or
homeownership.

The Housing Counseling Program is instrumentahéodchievement of
HUD’s mission. The Program’s far-reaching effexpport numerous

departmental programs, including Federal Housingidstration (FHA)
single family housing programs.

Continued on next page
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1. General Information on the Housing Counseling Program,
Continued

7610.11.1.b Housing counselors assist borrowers in avoiding
Assistance and

Serv!ge(sj o « inflated appraisals
ZI;)Ol}/slineg y * unreasonably high interest rates
Counselors  unaffordable repayment terms, and

other conditions that can result in
—aloss of equity

—increased debt

- default, and

— possible foreclosure.

In addition to assisting homebuyers, homeownerders and the homeless,
counselors may also

* provide reverse mortgage counseling to elderly hawamers who seek to
convert equity in their homes to pay for
—home improvements
—medical costs
- living expenses, or
- other expenses, and

» distribute, and be a resource for, information esning Fair Housing and
Fair Lending.

Reference: For more information on the role of the houstoginselor, see
HUD 7610.1 1.3.A

1-3
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2. Legislative and Regulatory Authority for the Housing
Counseling Program

Introduction

Change Date

7610.11.2.a
Housing and
Urban
Development
Act of 1968

1-4

This topic contains information on the legislatared regulatory authority for
the Housing Counseling Program, including

* the Housing and Urban Development Act of 1968

* the parts of the Code of Federal Regulations (CHfd)implement and
oversee the administration of the Housing Coungdfrogram

» other HUD program requirements, and

* authority for providing Home Equity Conversion Mgaiges (HECM)
housing counseling.

March 18, 2011

HUD’s primary authority to provide housing counagliservices is found in
subsection 106(a) of the Housing and Urban DevetopirAct of 1968 12
U.S.C. 1701

Section 106 authorizes HUD to provide, make gramter contract with
public or private organizations to provide a broadge of housing
counseling services to assist homeowners and &nant

Subsection 106 (a) specifically authorizes the &acy to provide counseling
and advice to tenants and homeowners with respect t

* property maintenance
« financial management, and
 other matters that may assist them in
—improving their housing conditions, and
— meeting the responsibilities of tenancy or homeaosgimp.

Continued on next page
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2. Legislative and Regulatory Authority for the Housing
Counseling Program, Continued

7610.11.2.b The regulations contained #2 CFR 214
CFRs That

Implementand . jmplement the Housing Counseling Program authorizesection 106 of
Oversee the the Housing and Urban Development Act of 19868 (J.S.C. 1701) and

Administration oo cribe the procedures and requirements by wheehiousing

of the Housin _ . a
Counseling J Counseling Program is administered.

Program

In addition to the requirements 24 CER 214the Housing Counseling
Program is subject to other applicable Federalirements including, but not
limited to, the nondiscrimination and equal oppoityirequirements &4
CER 5.105

7610.11.2.c All agencies patrticipating in HUD’s Housing CounsglProgram must
Other HUD comply with the requirements outlined in the HogsBounseling Program
Program regulations found i24 CFR 214 Additionally, participants must comply
Requirements  ith the requirements found in

* this handbook, and
» other applicable governing documents, including
— mortgagee letters, and
—if applicable, grant agreements and Office of Mamagnt and Budget
(OMB) regulations governing Federal grant recipgent

Continued on next page
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2. Legislative and Regulatory Authority for the Housing
Counseling Program, Continued

7610.11.2d
Authority for
Providing
HECM
Housing
Counseling

The regulations found &4 CER Part 20énmplement the Home Equity
Conversion Mortgage (HECM) Insurance program augledrby Section 255
of the National Housing Act.

This section was amended by the FHA Modernizatiot) Aitle | of Division
B of the Housing and Economic Recovery Act of 20@&ction 2122 of this
act amended Section 255 to require that adequatesebng be provided to
borrowers by counselors who meet qualification déads and are
independent third parties not associated with angensated by originating
or servicing entities

The table below describes the sections of the Natidousing Act12
U.S.C. 1715z-20(d)(2)(Bthat provide the regulatory authority for HECM
Housing Counseling.

Section of the National Housing Description
Act (12 U.S.C. 1715z-20(d)(2)(B)

Subsection 255(d)(2)(B) States that a HECM must be executed by a borroyer

who received “adequate counseling by a third party
(other than the lender)” in order to be eligible fo
insurance.

Subsection 255(f) States that HUD must provide, or ensure thatiesti

other than lenders provide, housing counseling for
HECM borrowers.

HECM housing counseling must include certain
topics, which are described in

e theHUD HECM Handbook 4235.1

« this handbook, and

e any subsequent mortgagee letters issued regard
HECM counseling.

ng

Subsection 255 (k)(3) States that a borrower may waive the housing

counseling requirement for a mortgage provided t
refinance an existing HECM when the conditions
specified in the subsection are satisfied.

<
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3. Department of Housing and Urban Development (HUD)
Responsibility for Housing Counseling Program
Administration

Change Date

7610.11.3.a
Responsibility
for
Administration
of the Housing
Counseling
Program

March 18, 2011

Ultimately, the Assistant Secretary for Housinged€ral Housing
Commissioner is the HUD official responsible fonadistering the Housing
Counseling Program. The Assistant Secretary hsignkgted the Deputy
Assistant Secretary for Single Family Housing a&sitidividual responsible
for carrying out the program. The Assistant Secyeadministers the
program through the Office of Housing Counseling.

The staff of the Office of Housing Counseling at BilHeadquarters, HUD
Homeownership Centers (HOCs), and field offices iatster the Housing
Counseling Program. Staff at these offices

* evaluate approval and grant applications

* monitor the performance of participating agencies

* develop and implement program policy and procedued

* provide technical assistance and training on HUBsising Counseling
Program.

Reference: For contact information for HUD Headquarters #melHUD
HOCs, se¢HUD 7610.1 8.2

1-7
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4. HUD Communication With Participating Agencies

Change Date

7610.11.4.a

March 18, 2011

HUD communicates Housing Counseling and other sifeghily program

HUD Methods of information principally through e-mail and Interrpaistings. The table

Communication
With

below lists the automated e-mail lists and web paged by HUD to

communicate with participating agencies.

=

Homeownership
Listserv

Participating
Agencies
Email List/ Description
Webpage
Housing HUD automatically sends Housing Counseling Progugihates to the
Counseling participating agency’s HUD point of contact registein HCS. The poin
System (HCS) | of contact
Listserv
* must have a valid e-mail address to receive thpdates, and
* is responsible for ensuring that the address peavtd HUD is valid.
Update Examples. Examples of updates/announcements include syst
updates, extensions to file reports, Notice of Fugdvailability
(NOFA) publications, and training notices.
FHA FHA Homeownership Listserv is an example of a HUiorsored

automated e-mail list, through which subscribecgire e-mails
regarding FHA single family programs, such as

* newly-issued mortgagee letters
* events, and
* training announcements.

HUD strongly recommends that all participating ages sign up for e-
mail notifications through this and other availablenail lists at
www.hud.gov/counselors/

Housing
Counseling
Homepage

This webpage provides relevant information for llogi€ounselors
including

* Housing Counseling and HECM Program information
* access to the Housing Counseling System (HCS)

* how to subscribe to the FHA Homeownership Listsand
* training opportunities.

Reference: For the web address for this homepageHéb 7610.1 8.4

1-8
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5. Housing Counseling Fees

Introduction

Change Date

This topic contains information on housing counsgfiees that may and may
not be charged by participating agencies, including

* the HUD policy on housing counseling fees charggegdrticipating
agencies

* services for which fees cannot be charged

« fees that may be charged to a HUD Housing Courg@®@FA Grant

* requirement for the posting of agency fee schedules

* requirement to assess a client’s ability to pay

* regulations on fees for HECM clients

» determining and documenting a HECM client’s abitdypay

* requirements for the charging of debt managememuicsefees, and

» agency reimbursement for credit report fees.

March 18, 2011

Continued on next page
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5. Housing Counseling Fees, Continued

7610.115.a
HUD Policy on
Housing
Counseling
Fees Charged
by
Participating
Agencies

7610.11.5.b
Services for
Which Fees
Cannot Be
Charged

1-10

Participating agencies may charge reasonable astdroary fees for housing
education and counseling services as long as ttedoes not create a
financial hardship for the client.

If an agency chooses to charge fees, the agency mus

* provide counseling without charge to persons whmoaafford the fees

* charge fees that are commensurate with the levemvice provided and
are reasonable and customary for the area

* not impose fees upon clients for the same portiomofpr an entire service,
that is already funded with HUD grant funds, and

* disclose all fees that will or may be charged ®c¢hent prior to the
beginning of counseling services.

Important: Clients can only be charged a fee for housingseling and
education services provided as describdduib 7610.1 3

Reference: For information on HECM counseling fees, see
« HUD 7610.1 1.5.fand
« HUD 7610.11.5.9

Fees mushot be charged for education or counseling providetién
following services areas:

* mortgage delinquency
» default, or
* homelessness.

Note: Clientscannot be charged for the initial client intake.

Reference: For more information on client intake, see
« HUD 7610.1 3.A.3and
« HECM PROTCL 4

Continued on next page
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5. Housing Counseling Fees, Continued

7610.1 1.5.c
Fees That May
Be Charged to
a HUD Housing
Counseling
NOFA Grant

7610.11.5d
Requirement
for the Posting
of Agency Fee
Schedules

7610.11.5.e
Requirement to
Assess a
Client’s Ability
to Pay

A patrticipating agency may only charge to the HUBuking Counseling
NOFA Grant the portion of the counseling or eduwrasession not covered
by fees, if the fees charged to the client do netc the full cost of the
session.

An agency'’s fee schedule must be

* posted in the counseling office in a prominent plaasily viewed by all
visitors to the agency

* available to HUD for review, and

» communicated verbally to all potential counseling @ducation recipients
prior to the provision of services.

Note: Fee schedules must include the cost of cregdrts, if applicable.

Participating agencies must

* assess a client’s household income and monthlynmgseto determine if
charging the client a fee for services will creatnancial hardship, and
» determine the client’s ability to pay for counsglservices by examining
factors including, but not limited to
- household income, and
- debt obligations.

If an agency serves a client with an annual houdahoome of less than
200% of the Federal Poverty Level, the agency shoaohsider

 waiving the fee in its entirety, or
* reducing the fee to an amount the client can aftornoay.

Continued on next page
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Chapter 1

HUD Handbook 7610.1

5. Housing Counseling Fees, Continued

7610.1 1.5.f
Regulations on
Fees for HECM
Clients

7610.11.5.9
Determining
and
Documenting a
HECM Client’s
Ability to Pay

1-12

In accordance with the regulation2dt CFR 214.313FHA has determined
that agencies participating in HUD’s Housing CouingeProgram may
charge a fee for HECM counseling services as l@niip@ cost

* is reasonable and customary
 does not create a financial hardship for the cliand
* meets the other requirements of the regulation.

A patrticipating agencgannot
« turn a HECM client away because of an inabilitpéy, and

* may not withhold counseling or the Certificate &dEM Counseling based
on inability or failure to pay.

A housing counseling agency must make a deterroimabout a client’s
ability to pay including, but not limited to, incevand debt obligations.

HUD recommends that

* the housing counseling agency have written proesdim place for
determining ability to pay

* such procedures should support that a determingtibased on objective
criteria, not a subjective determination, and

» the counseling file of each client charged feeluohe documentation
demonstrating that the cost does not create adiabimardship.

Continued on next page
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5. Housing Counseling Fees, Continued

7610.1 1.5.h
Requirements
for the
Charging of
Debt
Management
Service Fees

7610.1 1.5.i
Agency
Reimbursement
for Credit
Report Fees

HUD considers debt management service as an gatéléted to, but apart
from, the housing counseling process. It involesclient turning funds
over to the agency, which then distributes the $ulodcreditors via agency
checks.

If both debt management fees and housing counsigeware charged to the
same client, the agency must clearly differentisgeveen the two.

Note: The requirements iIHUD 7610.1 7.4do not apply to charges for debt
management services even if the clients are alasihg counseling clients.

Agencies may be reimbursed by clients for the dicest of obtaining copies
of clients’ credit reports from credit reportingrbaus if this does not cause
hardship for the clients.

In cases where the participating agency receiviscunt for the cost of
credit reports, this discount must be passed tinetalient.

Note: The posted fee schedule must include the antbertiousing
counseling agency charges for obtaining clienticregorts, if applicable.
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6. Agency Withdrawal from the Housing Counseling
Program

Change Date March 18, 2011

7610.1 1.6.a At any time, a participating agency may withdraanfrthe Housing

Policy on Counseling Program altogether.

Agency

]\c’V'thdLawa' Important: If the participating agency chooses to withdrtive, agency must
rom the « notify HUD in writing of its intent to withdraw, ah

Housing . g .

Counseling * return itsCertificate of Approval to the HUD Homeownership Center

Program (HOC) that issued the approval certificate sineewithdrawn agency may
not continue to display the certificate.

Reference: For information on reasons for HUD to terminateagency from
the program, sedUD 7610.1 6.D.1
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Section A. Overview of Agency Eligibility for Appr oval by
Department of Housing and Urban Development (HUD)

Overview
Contents This section contains the following topics:
Topic See Page
1. General Information on Obtaining HUD Agency and 2-A-2
Grant Approval
2. Applicants Eligible and Ineligible for Approvtd 2-A-3
Participate in HUD’s Housing Counseling Program

2-A-1



Chapter 2, Section A

1. General Information on Obtaining HUD Agency and

Approval

I ntroduction

Change Date

7610.12A.1la
HUD
Requirements
for Approval of
a Participating
Agency

7610.12.A.1b
Approval for
HUD Grantsto
Fund Housing
Counseling
Services

2-A-2

HUD Handbook 7610.1

Grant

This topic contains general information on obtagnidepartment of Housing
and Urban Development (HUD) approval, including

» HUD requirements for approval of agency partidppatand
« approval for HUD grants to fund housing counsebegyices.

March 18, 2011

The Department of Housing and Urban Development@iHiay approve a
Local Housing Counseling Agency (LHCA), Multi-Stadgganization
(MSO), or housing counseling intermediary to pgvate in the Housing
Counseling Program provided that the agency/orgaioiz

* meets the requirements listed in
- 24 CFR 214and
—this handbook chapter, and

» completes and submits all of the required docuntiemtéor application
outlined inForm HUD-9900Housing Counseling Program Application

The approval of a counseling agency doetcreate or imply a warranty or
endorsement by HUD to a prospective client or p@her organization or
individual of

* the listed agency, or their employees, includingnselors, or
 any counseling provided by the agency.

Approval means only that the agency has met théfigations and
conditions prescribed by HUD.

Discretionary grant funds are appropriated by Cesgto HUD to support
the delivery of housing counseling services anikhitng. HUD awards these
funds on a competitive basis to eligible organadithat participate in the
Housing Counseling Program.

Reference: For more information on HUD grants and otherrses of
funding for housing counseling services, bikéD 7610.1 7
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2. Applicants Eligible and Ineligible for Approval to
Participate in HUD’s Housing Counseling Program

Introduction This topic contains information on applicants theg eligible and ineligible
for approval to participate in the HUD Housing Cseling Program,
including

« applicants eligible to participate in the HUD HagsiCounseling Program
* participation by religious and faith-based organhes

approval requirements for State Housing Financen8igs (SHFAS)
approval requirements for branches and affiliatedldD-approved entities
eligibility requirement to comply with fair housirand civil rights
requirements, and

ineligible participating agencies.

Change Date March 18, 2011

7610.12.A.2a  HUD accepts applications for approval to particgpiatthe HUD Housing
Applicants Counseling Program from eligible private or puldiganizations, such as
Eligibleto nonprofit, state, local, or tribal government eastor public housing

;ar':_i'clinDatein authorities that meet the criteria outlinecHoD 7610.1 2.B
e

(H:gsgsneﬂ ng Note: This includes grassroots, faith-based, and atbermunity-based
Program organizations.

Continued on next page
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2. Applicants Eligible and Ineligible for Approval to

Participate in HUD’s Housing Counseling Program, Continued
7610.12.A.2b  HUD is committed to full implementation of Execwi®Order 1327%qual
Participation Protection of the Laws for Faith-Based and Comnu®itganizations

by Reli_gious

g“a‘;e';a‘th' The Executive Order established fundamental priasipnd policymaking

Organizations

2-A-4

criteria to guide Federal agencies in formulatind developing policies that
have implications for faith-based and communityamigations, to ensure
equal protection for these organizations in scavice programs receiving
Federal financial assistance.

HUD'’s rule at24 CFR 5.10%ets a general policy on the participation of
religious organizations in HUD programs and st#tesfollowing:

“Religious organizations are eligible, on the sarasi® as any other
organization, to participate in HUD’s programs aadtivities. Neither the
Federal government, nor a State or local governmeot any other entity
that administers any HUD program or activity shdiécriminate against an
organization on the basis of the organization’sgielus character or
affiliation.”

Continued on next page
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2. Applicants Eligible and Ineligible for Approval to
Participate in HUD’s Housing Counseling Program, Continued

7610.12.A.2c  State Housing Finance Agencies (SHFAs)raterequired to submit an

Approval application for approval to participate in HUD's iBing Counseling
Requirements  program provided they

for State

Housing * have statutory authority to provide housing coungeahroughout their
Finance entire state; and

Agencies « adhere to all program requirements outlined in

(SHFAS) - 24 CFR 214

- this handbook, and
— other governing documents.

However, to participate in HUD’s Housing Counselfigpgram, SHFAs
must either

» submit a successful grant application or othersawarded a HUD
Housing Counseling Grant, or

» submit a request to participate and provide HUDhailist of affiliates, if
applicable, and assure that the affiliates meeiraljram requirements.

SHFAs that do not plan to submit a housing coungedrant application or
that failed to receive funding from HUD, but ar#l stterested in
participating in HUD’s Housing Counseling Programyst submit the
information required for SHFAs iRorm HUD-9900to0 the HUD
Homeownership Center (HOC) that has jurisdictioardheir state.

Reference: For contact information for the HUD HOCs, $¢6D 7610.1
8.2

Continued on next page
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HUD Handbook 7610.1

2. Applicants Eligible and Ineligible for Approval to
Participate in HUD’s Housing Counseling Program, Continued

7610.12.A.2d
Approval
Requirements
for Branches
and Affiliates of
HUD-Approved
Entities

7610.12.A.2e
Eligibility
Requirement to
Comply With
Fair Housing
and Civil
Rights
Requirements

7610.1 2.A.2.f
Ineligible
Participants

2-A-6

HUD program affiliates of HUD-approved intermedéesior SHFAs are not
required to be directly approved by HUD in ordep#oticipate in the HUD
Housing Counseling Program. Additionally, not gveranch of an MSO or
intermediary must participate in the HUD portiortloé parent entity’s
program.

However, to participate in HUD’s Housing CounselPrggram, whether
funded or not, branches and affiliates must meetpgdroval and
programmatic requirements described in

24 CFR 214
this handbook, and
other governing documents.

It is the responsibility of the parent entity tca@ate initial and ongoing
eligibility and ensure compliance of its branched affiliates.

In order to be eligible, a participating agency tmasnply with all applicable
fair housing and civil rights requirementsaa CFR 5.105(aas discussed in
HUD 7610.1 2.B.7

An agency, including any of its directors, partnef§icers, principals, or
employees must not be

suspended, debarred, or otherwise restricted uidér's, or any other
federal regulations

indicted for, or convicted of, a criminal offen$et reflects upon the
responsibility, integrity or ability of the agenty participate in housing
counseling activities. Note: These offenses include criminal offenses that
can be prosecuted at a local, state, or federal.)ewr

subject to unresolved findings because of HUD bepbgovernment audits
or investigations.
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Overview

Contents

Section B. Applicant Approval Criteria

Chapter 2, Section B

This section contains the following topics:

Topic See Page
1. Introduction to Applicant Approval Criteria 2-B
2. Criteria for Agency Organizational Status, 2-B-3
Experience, Facilities, and Compliance with StateAl
Requirements
3. System, Recordkeeping/Reporting, and Disclosurg 2-B-6
Criteria
4. Housing Counseling Work Plan and Resource 2-B-9
Criteria
5. Criteria for Contracting Out Services 2-B-12
6. Community Base and Resources Criteria 2-B-15
7. Criteria for Compliance With Fair Housing an/iC 2-B-16
Rights

2-B-1
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1. Introduction to Applicant Approval Criteria

Change Date March 18, 2011

7610.1 2.B.1.a The criteria for approval outlined in this sectiypply to all agencies,
Applicability of  including

Applicant
ép.?ro.va' « local housing counseling agencies (LHCAs), Mul@8tOrganizations
ritena (MSOs), and intermediaries, and

* branches and affiliates participating in a Departnod Housing and Urban
Development (HUD) Housing Counseling Program thioag approved
MSO or intermediary.

2-B-2
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Chapter 2, Section B

2. Criteria for Agency Organizational Status,
Experience/Knowledge, Facilities, and Compliance With
State/Local Requirements

Introduction

Change Date

7610.1 2.B.2.a
Requirement
for Agency
Nonprofit and
Tax-Exempt
Status

7610.12.B.2.b
Requirement
for Experience
in the Delivery
of Housing
Counseling
Services

This topic contains information on the requiremeats

» agency nonprofit and tax-exempt status

» experience in the delivery of housing counselinyises

* required agency knowledge of HUD programs and Iboaking market
 agency facilities, and

» compliance with state and local requirements.

March 18, 2011

A housing counseling agency must

» function as a private or public nonprofit organiaat or be a unit of local,
county, or state government, and

» submit evidence of nonprofit status and tax-exestgtus under section
501(a) pursuant to section 501(c) of the Interraldthue Code (IRC) of
1996 6 U.S.C. 501(a) and (c)

Note: Units of local, county, or state government nawgimit proof of their
authorization to provide housing counseling service

An agency must have successfully administered aihguounseling
program for at least one year in accordance witibHeQuirements.

An intermediary must have operated in an internrgdiapacity for at least
one year.

Continued on next page
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2. Criteria for Agency Organizational Status,
Experience/Knowledge, Facilities, and Compliance With
State/Local Requirements, Continued

7610.1 2.B.2.c
Required
Agency
Knowledge of
HUD Programs
and Local
Housing
Market

7610.12.B.2.d
Agency Facility
Requirements

2-B-4

The agency’s housing counseling staff must possessrking knowledge of
HUD's housing and single family mortgage insurgmmgrams, as well as
housing programs offered by conventional mortgageérs and other
housing or related programs that may assist thiemts, such as

* FHA

* other state and local housing programs availabteeércommunity

* HUD’s Consolidated Plans, including an analysigygsediments to fair
housing choice, and

* the local housing market.

Note: As a condition of approval or participation, HUWay require training,
for example, training regarding FHA products anogoams.

Reference: For a list of applicable HUD handbooks that rhaydownloaded
from the HUD website avww.hud.goy seeHUD 7610.1 8.3

In accordance witB4 CFR 214.103())all housing counseling facilities of the
agency and its branches, affiliates, and sub-geantaust

* have a clearly and properly identified office, with
— space available for the provision of housing colingeservices, and
— permanent signage identifying the housing coungetdifice

 operate during normal business hours and offenebet@ hours when
necessarygxception: Branch offices whose services are critical to the
community in which they are located are allowedperate on a part-time
basis if their resources do not permit normal bessrhours.)

* provide privacy for in-person counseling and coaffitiality of client
records, and

* provide accessibility features or make alternatmagnodations for persons
with disabilities, in accordance with
- section 504 of the Rehabilitation Act of 1923 (U.S.C. 79%
—24 CER 8and24 CFR 9 and
—the Americans with Disabilities Acti2 U.S.C. 1210%t seq.).

Continued on next page
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2. Criteria for Agency Organizational Status,
Experience/Knowledge, Facilities, and Compliance With
State/Local Requirements, Continued

7610.1 2.B.2.e In accordance witB4 CFR 214.103(kan agency and its branches and

Requirement to  affiliates must meet all state and local requiretséor its operation.
Comply With

State and Local

Requirements

2-B-5
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3. System, Recordkeeping/Reporting, and Disclosure Criteria

Introduction

Change Date

7610.1 2.B.3.a
Recordkeeping
and Reporting
Requirements
for
Participating
Agencies

2-B-6

This topic contains information on the criteria farticipating agency
systems, recordkeeping/reporting, and disclosimekjding

* recordkeeping and reporting requirements for padiong agencies

* requirement for agencies to ensure the confidetytiad client information/
credit reports

consequences of agency failure to maintain confidiy of client credit
reports

requirement for a Client Management System (CM&&J, a

conflicts of interest and disclosure requirements.

March 18, 2011

An agency must have an established system of rkeepihg so that

* client files, electronic and paper, can be

- reviewed, and

— kept confidential in accordance wi2d CFR 214.315and
 annual activity data for the agency can be

- verified

- reported, and

—analyzed.

This system must

* meet the requirements of
-24CFR 1.6
-24 CFR 84.21
- 24 CFR 8.55and
-24 CFR 12]and

* be easily accessible to HUD for all monitoring @udlit purposes p&4
CFR 214.315

Continued on next page
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Chapter 2, Section B

3. System, Recordkeeping/Reporting, and Disclosure
Criteria, Continued

7610.1 2.B.3.b
Requirement
for Agencies to
Ensure the
Confidentiality
of Client
Information/
Credit Reports

7610.1 2.B.3.c
Consequences
of Agency
Failure to
Maintain
Confidentiality
of Client Credit
Reports

7610.1 2.B.3.d
Requirement
for a CMS

Participating agencies must ensure the confidetytiail each client’s
personal and financial information, both electrcamal paper, including credit
reports, regardless of whether the informatioreceived from the client or
another source.

The table below outlines the storage/security megouents for ensuring the
confidentiality of client files.

Type of Client File
Hard copy files
Electronic files

Requirements
Must be kept in locked filing cabis.
Must be

* kept secure, and
« accessible only by authorized employees

Improper use of, or failure to maintain the confitiality of credit reports
may subject the agency to penalties under theGraulit Reporting Acti4
U.S.C. 1681 et sgq

All participating agencies must utilize an autondateusing counseling
Client Management System (CMS) for the collectiod eeporting of client-
level information including, but not limited to

» financial and demographic data, and
» counseling services provided and outcomes.

Agencies must utilize a CMS that satisfies HUD'guieements and
interfaces with HUD’s databases.

Continued on next page

2-B-7



Chapter 2, Section B HUD Handbook 7610.1

3. System, Recordkeeping/Reporting, and Disclosure
Criteria, Continued

7610.1 2.B.3.e  All agencies must
Conflicts of
Interest and
Disclosure
Requirements

» disclose any real or apparent conflicts of interast

* describe how these conflicts will be mitigated |uiing any disclosures
that will be provided to clients.

References. For more information on
» conflict of interest requirements, sd&/D 7610.1 6.B.5and
» disclosure requirements, sde/D 7610.1 6.B.8
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Chapter 2, Section B

4. Housing Counseling Work Plan and Resource Criteria

Introduction

Change Date

7610.1 2.B.4.a
Housing
Counseling
Work Plan
Requirements

7610.1 2.B.4.b
Housing
Counseling
Resource
Requirements

This topic contains information on the requiremdatsparticipating agency
housing counseling work plans and resources, imatuldousing counseling

» work plan requirements, and
* resource requirements.

March 18, 2011

Participating agencies must

» submit a detailed yet concise housing counseling\ptan consistent with
the requirements outlined in
- 24 CFR 214and
- HUD 7610.1 3.A.4and

» describe anticipated results (outcomes) to be aeldiwithin the period of
initial approval.

Intermediaries and SHFAs must require that afésand branches
participating in their HUD Housing Counseling Praagr maintain a work
plan meeting HUD requirements.

Participating agencies must have the sufficierueses to implement the
proposed housing counseling work plan as outlingtie table below.

Resource
Funding

Requirement
Evidence of funds immediately availableywoikten
commitment for funds, to cover the cost of opegatin
the housing counseling work plan during the initia}
month period of HUD approval or program
participation.

Continued on next page
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4. Housing Counseling Work Plan and Resource Criteria,
Continued

7610.1 2.B.4.b Housing Couteling Resource Requiremen (continued)

Resource Requirement
Staffing The agency must

» employ staff trained in housing counseling

* ensure that at least half of the counselors haleaat
six months experience in the job they perform waith
the agency’s Housing Counseling Program, and

» document evidence of staff training in the agency’'s
records.

Documentation of staff training is assessed when th
agency receives performance reviews and when the
agency completes an application for grant funding.
Language skills The agency must

14

* either
— have housing counselor(s) who are fluent in the
language(s) of the clients they serve, or
— use the services of an interpreter, or
» make a reasonable effort to refer the client tafzro
agency that can meet the client’s needs.

Reference: For further guidance, se€ihal Guidance
to Federal Financial Assistance Recipients Regarding
Title VI Prohibition Against National Origin
Discrimination Affecting Limited English Proficient
Persons’ published in the Federal Register on Janugry
22,2007 at

http://www.lep.gov/guidance/HUD _guidance JanOQ7 qudf
an updated version.

Note: The above-mentioned guidance provides “safe
harbors” for language services, as well as offering
distinctions between terms such as bilingual,
interpretations, and translations.

Continued on next page
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4. Housing Counseling Work Plan and Resource Criteria,
Continued

7610.1 2.B.4.b Housing Counseling Resource Requirents (continued)

Resource Requirement
Alternative The agency must be prepared to provide vital
Formats documents and information in alternative formats fo

persons with disabilities, or make alternate
accommodations for persons with disabilities, in
accordance with

 Section 504 of the Rehabilitation Act of 1923 (
U.S.C. 793

e 24 CFR Part &ndPart 9 and

» the American with Disabilities Acéd@ U.S.C. 12101
et seq).
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5. Criteria for Contracting Out Services

Introduction

Change Date

7610.1 2.B.5.a
Restriction on
Contracting
Out Housing
Counseling
Services

2-B-12

This topic contains information on criteria for paipating agencies to
contract out housing counseling services, including

* restriction on contracting out housing counseliayges, and
» exceptions to the restriction on contracting outsioeg counseling services.

March 18, 2011

An agency and its branches, sub-grantees, oraaéfdimust deliver all of the
housi