HARRIS COUNTY COMMUNITY SERVICES DEPARTMENT
Instructions to the Shelter Plus Care Household Characteristics Report

1. Enter the Participant’s last and first name.

2. Unit #.  Enter the participant’s unit or address number (note: must match the unit # on the lease, Housing Quality Standards, Rent Reasonableness Request and Occupancy Agreement).

3. Landlord Name and Address. Enter the number of bedrooms in the unit.

SRO = Single Room Occupancy

0 = zero-bedroom or efficiency unit

1 = one-bedroom unit, etc

4. Recertification Effective Date.  Enter the month/date/year of which SPC paperwork commenced; all Participants must be certified on an annual basis; should match the lease start date.
5. Certification Expiration Date: Enter the month/date/year that the certification will     expire. 

6.         Enter the Lease start date.  

7.         Enter the Lease expiration date.

8. Enter the date of the most recent Housing Quality Standards (HQS) inspection. Look at the date on the actual report and not the date on the cover letter.

Units must pass HQS inspection before a participant moves in and also on an annual basis.

9.
Enter the date of the most recent Rent Reasonableness Approval.  Amount approved on the Rent Reasonableness Certification form must match the amount shown on the lease.
10.
Enter the amount of Rent on Lease.  The amount of rent should match the amount approved on the Rent Reasonableness Certification form.
11.
Utility Allowance if paid by participant.  The Utility Allowance Worksheet should have already been submitted along with the Rent Reasonableness Request form.  Enter the amount of utility allowance. If all utilities are included in the rent, enter “$0.”  
12.
Enter the Gross Rent (Column 8 + column 9 must equal column 10).  

13.
Higher of 30% adjusted or 10% gross monthly income.  Each participant must have a “Resident Rent Calculation Worksheet” completed at program entry and at annual certification.  Complete the Worksheet and enter the amount from line 20 for the amount that must be charged for resident rent.
14.
The Participant’s Rent Amount will automatically populate in this column.  
15. The Subsidy Amount Requested will automatically populate, as will the subtotals and total subsidy amounts.  If the request is for a partial month, enter the amount of prorated rent (over-ride the formula).  
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