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Years of HOME TBRA



Tools and Resources

?



HCA Help Desk
https://kyhmis.zendesk.com/hc/en-us

Submit Questions
Section Header

Sub Heading

Articles



TIP

My question is about ___________________Insert funding source here

Start Your question with

“My question is about HOME TBRA.”



HOME TBRA Toolkit

June 2020



• KHC’s HOME TBRA Policy Manual
• Step-By-Step Guide 
• Sample Client File Checklist
• Conflict of Interest Guidance
• Fair Housing Guidance
• Mandatory Forms

The 
Updated 
Toolkit 

has: 



• KHC’s HOME TBRA Policy Manual
• Step-By-Step Guide 
• Sample Client File Checklist
• Conflict of Interest Guidance
• Fair Housing Guidance
• Mandatory Forms
• Rent Reasonableness Instructions
• Calculating Utility Allowance Instructions
• Lead Screening Worksheets & Instructions
• HQS Inspection Form
• VAWA Training Aid
• VAWA forms
• Sample PAR & PAR guidance

The 
Updated 
Toolkit 

has: 



Unlocking 
the secrets to the TBRA program



Unlocking 
the secrets to the TBRA program



Updated 
HOME TBRA SUBSIDY 
Calculation Worksheet 



Newly Created Tool

10% of award



New Fillable forms section
Policies & Guidance

Updated Toolkit

Submit Questions

Call the Help Desk

Questions routed to 
correct person

New Resources

HCA
Help Desk



Questions



TBRA BASICS



TBRA USES
Eligible

• Rental Assistance 
• Rent + Tenant Paid Utilities
• Staff time for only:

• TBRA Unit Approvals
• TBRA Subsidy Calculations

• Security Deposit Assistance

• Utility Deposit Assistance 
only when paired with:
• Rental Assistance and/or
• Security Deposit

• Administrative Costs
• Management and oversight
• Operations
• All other TBRA Staff time 
• HMIS 

Ineligible
• Application Fees

• Commitments to specific owners or 
properties

• Overnight or temporary shelters

• Coop housing that qualifies as 
homeownership

• Displacement or relocation assistance

• A unit already receiving the same type 
of subsidy assistance

• Utility Deposit only assistance

• Telephone, Cable or Internet deposits



HOUSEHOLD ELIGIBILITY
Initial / Move-in Annual Recert

Income at/or below

Area Median Income
(AMI)

Income at/or below

Area Median Income
(AMI)



Other Household Eligibility

HOME TBRA…
• Does not require citizenship

• Does not require criminal background checks

• Does not require credit checks



Unit 
Eligibility

• Rent 
reasonable

• Not already subsidized

• Can be publicly or privately owned 

• Must pass an HQS inspection 
(at move-in and annual recertification)



Income Targeting
100% of Assisted 
Clients at move-in

Must be

Income at/or below

Area Median Income
(AMI)

20% of 
Assisted Clients

At move-in Must be

Income at/or below

Area Median Income
(AMI)



Occupancy Standards

Must use KHC’s Occupancy Standards

Change for 2021



Annual Income 
Requirements

Regulation:  24 CFR 5.609

2 months of Source 
Documents

HOME TBRA Toolkit 
Verification FormsOR

Income Documentation



Rent Limits
Gross Rent 
(rent + tenant paid utilities)

Must Be 
Reasonable

Document rent 
reasonableness 

using Guidance and 
Form in Toolkit

READ THE 
INSTRUCTIONS!



Payment Standards

KHC Payment 
Standards 

(preferred)

HUD’s 
Fair Market Rents

(FMR)
OR

Remember:  Gross rent DOES NOT have 
to be less than payment standard

Subrecipient Agency Choice Between

• Must be clearly written into the HOME TBRA Administrative Plan

• Compliance monitoring will ensure adherence to the chosen standard

• Changes to this policy should correspond with funding allocations. 



Voucher Method
Gross rent (rent + tenant paid utilities) 

IS NOT limited by the payment standard

Clients can choose a unit that is:
- Higher or Lower than the payment standard
- More or less bedrooms that the occupancy standard

Clients will bare any costs over the 
payment standard



Other Assistance Limits
• Security Deposit Limit:  

• Equal to two (2) month’s rent or less

• Granted to the client

• Utility Deposit Limit: 
• Reasonable and customary, no arrearages

• Granted to the client

• Utility Payment Limits:  
• Based on KHC or Local PHA established Utility Allowance Calculation

• Administrative Cost Limit:  
• 10% of award



Utility Allowance
Step 1 Step 2 Step 3

Gather
The
Info

Read
&

Review

Calculate 
&

Document



Utility Allowance Errors
Not reading this…



Utility Allowance Errors

…can lead to this.

Recalculate 
UA 

Recomplete 
Subsidy 

Worksheets

Notify client of any 
changes

Refunds to 
clients or 

repayment 
to KHC

Report & 
Certification 
submitted to 

KHC 

Review & 
Recalculate 
ALL OTHER 
TBRA client 

files 



Questions



TERMS OF ASSISTANCE
Length of assistance: 1- 24 months

Lease Term: 1 – year unless agreed (in writing) by 
client & landlord to a lesser term



TERMS OF ASSISTANCE
Length of assistance: 1- 24 months

Lease Term: 1 – year unless agreed (in writing) by 
client & landlord to a lesser term

End of Assistance:
Give a 60-day notice of assistance term/grant ending
Give a minimum 30-day notice if terminating assistance due to:

• Client ineligible at recertification
• Violation of agency policy
• Eviction or lease violation

Extending Assistance:
Subrecipient can choose to allow clients to roll onto new grant

Clients rolled to new grant treated like new client with new paperwork and new 
client file



TERMS OF ASSISTANCE

RECORDKEEPING REQUIREMENTS



Lease Requirements

• Subrecipient agency must review and approve the lease

• Read the lease to ensure appropriate language & 
terms



Lease Requirements

• Subrecipient agency must review and approve the lease

• Read the lease to ensure appropriate language & 
terms

• Review the lease with client

• Client should not sign lease until Agency approves



Lease Requirements

• Subrecipient agency must review and approve the lease

• Read the lease to ensure appropriate language & 
terms

• Review the lease with client

• Client should not sign lease until Agency approves

• Executing the HOME TBRA Lease Addendum

• Corrects / nullifies inappropriate language

• Changes the lease start date

• Adds requirements to adhere to Fair Housing



Inspection Requirements

Housing Quality Standards (HQS) Inspection



Le ad  Sc reen i n g  Wor ks h eet s

Lead Screening



Le ad  Sc reen i n g  Wor ks h eet s

Lead Screening
Screening 
questions



Le ad  Sc reen i n g  Wor ks h eet s

Lead ScreeningRequired Training!



Le ad  Sc reen i n g  Wor ks h eet s

Lead Screening



Le ad  Sc reen i n g  Wor ks h eet s

Lead Screening



Questions



Other Requirements



Violence Against Women Act
(VAWA)

Give out Notices

HUD 5380
HUD 5383

Establish & Post

Emergency 
Transfer Plan

HUD 5381

Take Action

Upon 
Requests

• General regulations at:

• 24 CFR 5.2001 thru 5.2011

• HOME specific regulations at:

• 24 CFR 92.35



Fair Housing



More Than 
The Fair Housing Act

Eight Fair Housing Laws
• Title VIII of the Civil Right Act of 1968 (The Fair Housing 

Act), Title VI of the Civil Rights Act of 1964, Section 504 of 
the Rehabilitation Act of 1973, Section 109 of Title I of the 
Housing & Community Development Act of 1974, Title II 
of the Americans with Disabilities Act of 1990, 
Architectural Barriers Act of 1968, Age Discrimination Act 
of 1975, Title IX of the Education Amendments Act of 
1972

Six Fair Housing Related Presidential Executive Orders
• 11063, 11246, 12892, 12898, 13166, 13217



Other Requirements



2-minute Break



Elements of
HOME TBRA Administrative Plan *

• Tenant Selection Plan
• Agency Preferences
• Application Process
• Waiting list Process

* Not an all-inclusive list



Elements of
HOME TBRA Administrative Plan *

* Not an all-inclusive list

• Tenant Selection Plan
• Agency Preferences
• Application Process
• Waiting list Process
• Eligibility process
• TBRA Briefing process
• Occupancy Standards
• Payment Standards
• Unit and Leave Approval
• Subsidy Calculations
• Security/Utility Deposit Policy



Elements of
HOME TBRA Administrative Plan *

• Tenant Selection Plan
• Agency Preferences
• Application Process
• Waiting list Process
• Eligibility process
• TBRA Briefing process
• Occupancy Standards
• Payment Standards
• Unit and Leave Approval
• Subsidy Calculations
• Security/Utility Deposit Policy

• Recertification process
• Interim changes
• Landlord Rent Adjustments

* Not an all-inclusive list



Elements of
HOME TBRA Administrative Plan *

• Tenant Selection Plan
• Agency Preferences
• Application Process
• Waiting list Process
• Eligibility process
• TBRA Briefing process
• Occupancy Standards
• Payment Standards
• Unit and Leave Approval
• Subsidy Calculations
• Security/Utility Deposit Policy

• Recertification process
• Interim changes
• Landlord Rent Adjustments
• Move & Transfer Policy
• Denials & Terminations
• Appeals & compliant procedures
• Monitoring program performance
• Record keeping Policy
• Other policies (conflict of Interest, 

Fair Housing, VAWA)

* Not an all-inclusive list



Elements of a HOME TBRA Administrative Plan
Checklist



Portability

& Moves

1. Clients
may move to 

other units in the 
subrecipient’s service area if 
allowed in TBRA Admin Plan

2. Clients may NOT take HOME TBRA 
assistance outside the agency’s 
service area

1. Agency 
develops policies 

on how moves are handled

2. If client has good reason to 
move, allow the move

3. For victims of domestic 
violence, follow VAWA 
procedures



Questions



TBRA PROCESS



7 – STEP PROCESS
Initial Lease Up (move-in)

Application Phase1

Eligibility Phase2



7 – STEP PROCESS
Initial Lease Up (move-in)

Application Phase1

Eligibility Phase2 Voucher & Briefing3

Unit/Lease Approval4 Final Subsidy Calculation5

Contract/Lease Execution6 Initiation of Payment7



3 – STEP PROCESS

Annual Recertification

Personal Declaration & household updates1

Household Eligibility & Unit Eligibility2

Notifications to household and Landlord3



Interim Changes

INCREASES in 
Income

Not required to 
report until the 

Annual 
Recertification

DECREASES in 
Income

Encouraged to 
report prior to 

Annual 
Recertification



Questions



Subsidy 
Calculation



OVERVIEW OF  
SUBSIDY CALCULATION WORKSHEET

Enter Income and Asset Information

Complete worksheet by entering 
requested information

Complete voucher information



Enter Name or client identifier
Enter effective date

Enter agency, project and 
staff information



List family members with 
income

Identify the source of the 
income

Rate of pay

Indicate the 
multiplier



Auto 
calculate



List family 
members with 

assets

Describe 
the asset

Give cash 
value

Actual or 
Disposed?

Income 
generated 
from Asset



Auto 
calculate



Auto populates
Select certification type

Auto populates

Enter # of Dependents

Dependent 
Deduction 

auto calculates

Enter verified child care expense



Enter verified Medical/disability 
expenses

Medical expense 
Deduction auto 

calculates

Enter elderly/disabled allowance

All 
adjustments 

auto calculate



Enter Qualified Bedrooms

Enter payment standard

30% of income 
and maximum 
subsidy auto 

calculate

Enter Actual Bedrooms rented

Enter rent charged 
by lanldord

Enter 
Utility 

Allowance

Enter your agency’s 
minimum tenant rent #

Subsidy numbers auto 
calculated



Enter county
Enter Agency’s expiration date Enter Agency’s extension date

Enter Family 
contact name 

Family Contact Signature                            

Date of 
Signature

Agency Staff Signature

Date of 
Signature



Calculating Subsidy

If the correct numbers are entered, 

The subsidy will be
correct!



Questions



Charging Time to 
TBRA

Rent
Staff time for:

1. TBRA Unit Approvals
• HQS Inspections
• Lead Assessments
• Communicating with Landlord

2. TBRA Subsidy Calculations
• Utility Allowance Calculation
• Initial Certifications and 

Recertifications

Admin

Staff time for:
1. Client Intake
2. Client Eligibility
3. Client Counseling
4. HMIS
5. Management & Oversight
6. Any other staff time spent 

administering the TBRA 
program



Billing TBRA
In space at the bottom of project setup report:

• Description of work performed
• Client identifier (partial name, initials, or HMIS #)

• Date work performed
• Staff person identifier (partial name or initials)

• The dollar amount being billed

Mileage may also be billed to the rent category

Pro Tip: 



Billing Time to TBRA

Inspection, Moore,  11/24/2020   by  KL - $29.34                

Mileage (18 miles) , Moore,  11/24/2020   by  KL - $ 9.90               

Pro Tip:  Don’t 
forget to include 
fringe when billing 
staff time



Questions



COVID19



Waivers Affecting Subrecipients

• Rent Reasonableness

• Eligible TBRA Costs and Maximum TBRA Subsidy

• Term of Rental Assistance Contract

• Tenant Protections – Lease

• Housing Quality Standards

• Annual Re-Inspection of Occupied TBRA Units

• Income Determination



Waiver 
No. 

Requirement KHC (Recipient) Documentation* Required Subrecipient Client Level Documentation* 

18 Rent Reasonableness 
24 CFR 92.209(f)  

1) Copy of mega waiver request submitted 
to HUD field office; 2) Copy of agency 
waiver notification submitted to KHC; 3) 
Emergency recordkeeping policies and 
procedures 

1) Documentation on form KHC CVD19 HCA-209 for each client 
file assisted with this waiver; 2) Maintain an executed HOME 
TBRA Rental Assistance Contract and HOME TBRA Lease 
Addendum with owner/landlord for a term mutually agreed 
upon by all parties, but not to exceed the December 31, 2020 
waiver period; 3) Maintain an executed VAWA Lease 
Addendum with owner/landlord 

19 
Eligible TBRA Costs and Maximum 
TBRA Subsidy 
24 CFR 92.209(a) and (h) 

1) Copy of mega waiver request submitted 
to HUD field office; 2) Copy of agency 
waiver notification submitted to KHC; 3) 
Emergency recordkeeping policies and 
procedures 

1) Documentation on form KHC CVD19 HCA-210 for each client 
file assisted with this waiver; 2) Maintain an executed HOME 
TBRA Rental Assistance Contract and HOME TBRA Lease 
Addendum with owner/landlord for a term mutually agreed 
upon by all parties, but not to exceed the December 31, 2020 
waiver period; 3) Maintain an executed VAWA Lease 
Addendum with owner/landlord; 4) Maintain copies of utility 
bills (paid by HOME TBRA) submitted for the assisted unit 
(either by mail or electronically); 5) If utility payment made 
directly to utility companies,  subrecipient must maintain 
records of the program participant’s permission to pay the 
utility company directly and the notification(s) to the program 
participant of the amount(s) paid on their behalf 

20 
Initial Housing Quality Standards 
(HQS) Physical Inspection 
24 CFR 92.209(i) 

1) Copy of mega waiver request submitted 
to HUD field office; 2) Copy of agency 
waiver notification submitted to KHC; 3) 
Emergency recordkeeping policies and 
procedures 

1) Documentation on form KHC CVD19 HCA-213; 2) For units 
built prior to 1978, Lead Safe Housing requirements of 24 CFR 
34 subpart M cannot be waived, consequently those units 
must undergo a visual evaluation and paint repair in 
accordance with 24 CFR 35 subpart M, use KHC Form HCA 203 
to document the visual evaluation; 3) Documentation of 
written procedures that establish how the subrecipient will:  a) 
Minimize the risk that tenants are in housing that does not 
meet HQS; AND b) Conduct physical inspections within 120 
days following the end of the December 31, 2020 waiver 
period.  

 

KHC Emergency Record Keeping and COVID-19 Waiver Documentation Policy
For HOME TBRA



21 

Annual HQS Re-Inspections of 
Currently Occupied HOME TBRA 
units 
24 CFR 92.504(d)(1)(iii) 
 

1) Copy of mega waiver request submitted 
to HUD field office; 2) Copy of agency 
waiver notification submitted to KHC; 3) 
Emergency recordkeeping policies and 
procedures 

1) Documentation on form KHC CVD19 HCA-214; 2) 
Documentation of written procedures that establish how the 
subrecipient will:  a) Minimize the risk that tenants are in 
housing that does not meet HQS; AND b) Conduct physical 
inspections within 120 days following the end of the 
December 31, 2020 waiver period. 

22 Term of Rental Assistance Contract 
24 CFR 209(e) 

1) Copy of mega waiver request submitted 
to HUD field office; 2) Copy of agency 
waiver notification submitted to KHC; 3) 
Emergency recordkeeping policies and 
procedures 

1) Documentation on form KHC CVD19 HCA-211 for each client 
file assisted with this waiver; 2) Maintain an executed HOME 
TBRA Rental Assistance Contract and HOME TBRA Lease 
Addendum with owner/landlord for a term mutually agreed 
upon by all parties, but not to exceed the December 31, 2020 
waiver period; 3) Maintain an executed VAWA Lease 
Addendum with owner/landlord 

23 Tenant Protections – Lease 
24 CFR 92.209(g) 

1) Copy of mega waiver request submitted 
to HUD field office; 2) Copy of agency 
waiver notification submitted to KHC; 3) 
Emergency recordkeeping policies and 
procedures 

1) Documentation on form KHC CVD19 HCA-211 for each client 
file assisted with this waiver; 2) A copy of the executed lease 
between the tenant and the owner/landlord; 3) Maintain an 
executed HOME TBRA Rental Assistance Contract and HOME 
TBRA Lease Addendum with owner/landlord for a term 
mutually agreed upon by all parties, but not to exceed the 
December 31, 2020 waiver period; 4) Maintain an executed 
VAWA Lease Addendum with owner/landlord 

24 Income Determinations 
24 CFR 92.203(a)(2) 

1) Copy of mega waiver request submitted 
to HUD field office; 2) Copy of agency 
waiver notification submitted to KHC; 3) 
Emergency recordkeeping policies and 
procedures 

1) Documentation on form KHC CVD19 HCA-205 for each client 
file assisted with this waiver 

 

KHC Emergency Record Keeping and COVID-19 Waiver Documentation Policy
For HOME TBRA (cont.)



INCOME TIPS



Waiver Request Form
Agencies must notify KHC of which waivers they intend to implement



The process to submit a waiver 
request

1. Agencies should request waivers ASAP

2. Download the form, complete the form, and Submit your waiver 

request document to the HCA Help Desk

3. Use the following subject line when submitting your request:

“Insert Your Agency Name”: COVID-19 Waiver – HOME TBRA

4. KHC will respond via the help desk with approval



HOME TBRA Waiver 
Documentation Forms



Questions?



That’s all Folks!


