
CITY OF MANISTEE HOUSING COMMISSION 
Tuesday, June 24, 2014 

Community Room—Harborview 
4:00 P.M. 

 
AGENDA 

 
 
1. Roll Call 

 
2. Amendments to Agenda 

 
3. Approval of Minutes 

• Regular Meeting Minutes, April 22, 2014 
 
4. Old Business 

• None 
 

5. New Business  
• Resolution 2014-07 Change of Meeting Date August 2014 
• Resolution 2014-08 Energy Conservation Policy 
• Resolution 2014-09 Errata and Correction Policy  

 
The following items are before the Commissioners for review only.  Action will be taken 
at a later date. 
• Smoke Free Property Policy 
• Admissions and Continued Occupancy Policy Updates 

o Chapter 1  Overview of the Program and Plan 
o Chapter 2  Fair Housing and Equal Opportunity 
o Chapter 4  Eligibility  

 
6. Director’s Report 

• Key Performance Indicators 
• Discussion Notes 

 
7. Finances 

• April 2014 Financial Statements 
• May 2014 Financial Statements 
 

8. Communications 
• City of Manistee, City Clerk 

o Executed (June 17, 2014) updated Bylaws 
o Revised (June 17, 2014) City Ordinance 270, Housing Commission 

 
 
 
 
 
 

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 1 of 255



9. Public Comment 
This is an opportunity for citizens to comment on Housing Commission affairs.  Citizens in attendance may be 
recognized by the Commission President.  Citizen comments are not limited to agenda items but should be 
directed to Housing Commission services, activities or areas of involvement.  The City of Manistee Housing 
Commission Public Comment Policy limits each individual to a three (3) minute statement.  The City of Manistee 
Housing Commission will receive public comments at this time and will respond at a later date if the Housing 
Commission determines a response is appropriate.   
   

10. Commissioner Report/Comment 
 

11. Motion to Adjourn 
 
 
 
 
 
 
 

UPCOMING MEETINGS: 
Date/Time Location Purpose 

Tuesday 
July 22, 2014 
4:00 PM 

Community Room 
Harborview Apartments 

Regular Meeting 

Tuesday 
August 12, 2014 
4:00 PM 

Conference Room 
CMHC Office 

Work Session (reserved) 

Tuesday 
August 26, 2014 
4:00 PM 

Community Room 
Harborview Apartments 

Regular Meeting 
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Discussion Notes 
Commission Meeting:    June 24, 2014 
Clinton McKinven-Copus, Executive Director  
 
 

General Information 
 

Procurement of Services, Materials and Construction  
per CMHC Procurement Policy as amended August 25, 2009: 

 

 

 
Communications Received: 

 
Michelle Wright, City Clerk/Deputy Treasurer 
 City of Manistee 
 
 Approved/executed Housing Commission Bylaws  
 
Other 
 
 The City of Manistee revised the Ordinance governing the Housing Commission.  I have included 
 a copy of the revision in this packet. 
 

Micro Purchases (purchases of less than $2,000) 
Authorization Required:  Executive Director  
Description Solicitation Type Bids/Proposals Received Awardee Amount 
None     

Competitive Proposal (purchases greater than $100,000) 
Authorization Required:  Executive Director & Board of Commissioners 
Description Solicitation Type Bids/Proposals Received Awardee Amount 
None     

Small Purchases (purchases greater than $2,000 and under $100,000 
Authorization Required:  Executive Director  
Description Solicitation Type Bids/Proposals Received Awardee Amount 
None      
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Director’s Reports 
 
Items for Review without Action: 
 
Smoke Free Property Policy 
 

 SNAPSHOT: We will review the draft of the CMHC Smoke Free Property Policy.  Although 
   we do not usually review a policy and then adopt it at a later date, given the 
   significant impact the policy will have on our residents and properties I believe 
   it is best to do so. 
 
CMHC general counsel is reviewing the policy at this time and any edits/changes suggested by counsel 
will be incorporated into the final document presented for adoption at the regular Commission 
meeting in July. 
 
The entire policy is significant, however I would ask that you pay particular attention to the following 
sections: 

• Smoke Free Property Policy section (item 3 of the policy), particularly the definitions of what 
constitutes smoking 

• Lease and Smoke Free Property Enforcement section (item 11 of the policy) 
• Lease Addendum 

 
I will answer any questions and receive comments you have at our meeting. 
 
Next steps in making CMHC properties smoke free: 

• Adoption of the Smoke Free Property Policy   July 22 Commission Meeting 
• Adoption of updated tenant lease    Fall 2014 
• Adoption of updated Admissions and Continued  Fall 2014 

Occupancy Policy (ACOP) 
• Tenant signing of Lease Amendment    November 10—December12 
• Tenant signing of new Lease     At annual review during 2015 

 
Admissions and Continued Occupancy Policy (ACOP) 
 

 SNAPSHOT: The last update of our ACOP was completed in 2007.  Since that update there 
   have been significant changes in federal laws and regulations governing the 
   operations of public housing authorities.  Updating and revising the ACOP is a 
   major project that requires, in addition to the actual written changes, a public 
   hearing.  It is my plan to have our update completed, including the public  
   hearing, and adopted by the end of November. 
 
It is important, as a Commissioner, that you have a “working” knowledge of the ACOP since it is the 
centerpiece of our policies.  I recommend that you read over each chapter completely as I work on our 
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update and revision and make note of questions, concerns and thoughts you have.  The following is a 
list of items I feel you should read most carefully: 
 

• All comments highlighted in the revision—this will inform you as to what is required language 
dictated by HUD to be in “safe harbor” and what are edits that of a local nature and within our 
purview to make. 

• Chapter 1  Overview of the Program 
o Page 1-13 of the chapter provides required language for the new approach to policy 

development 
• Chapter 2 Fair Housing and Equal Opportunity 
• Chapter 3 Eligibility 

o This chapter contains several significant changes, all of which should be reviewed 
 
[General Notation on Policy Updating:  As I am updating our Policies, Procedures and Manuals I am 
placing them in a “codified system” for easy reference and retrieval.  You will notice on items before 
you for adoption a codification number before the name of the document.  I have included in this 
month’s packet a copy of the codification system I have developed to date.  The end goal is to provide 
Commissioners and staff member quick and efficient retrieval of the information in a searchable PDF 
format on the server.  If I am able to place this document on the City website, I will do so; however that 
will be determined by the City once completed (I anticipate this being a very large “library”)] 
 

Old Business 
 
None 
 

New Business 
 
Resolution 2014-07:  Change of Meeting Date August 2014 
 

 SNAPSHOT: The purpose of this Resolution is to officially change the publicly posted 
   meeting date of our regular Commission meeting for August 2014.  I have  
   requested the change to accommodate my schedule as I attend a HUD 
   training in Detroit on our Energy Performance Contract.  Headquarters 
   “invited” all Michigan Housing Commission’s with existing Energy  
   Performance Contracts to attend.  I will be out the week of August 18 to 
   attend the training at the Field Office. 
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Resolution 2014-08: Energy Conservation Policy 
 

 SNAPSHOT: The purpose of this Resolution is to approve the Energy Conservation Policy.  The 
   Policy incorporates several items that we must manage to maintain compliance 
   with the Energy Performance Contract.  The Policy will become effective on  
   August 1, 2014. 
 
Please read this policy thoroughly; the implementation of the Policy will affect our day-to-day 
operations and a majority of our residents.  When our Lease is updated, as part of the updating of our 
ACOP, several sections of this Policy will be placed directly in the Lease. 
 
Resolution 2014-09: Errata and Correction Policy 
 

 SNAPSHOT: The purpose of this Resolution is to adopt the Errata and Correction Policy.  The 
   Policy provides for the correction of errata that does not make substantive  
   changes in the document being corrected. 
 
Please review the Policy in preparation of our meeting.  As stated in the policy, it is our intention to 
present to you “perfected” documents.  Unfortunately human and computer errors do occur and this 
policy provides a means of correction errata without requiring a resolution. 
 
On a side note, I would commend to your reading two favorite books of mine: 

• Eats, Shoots & Leaves:  The Zero Tolerance Approach to Punctuation, by Lynne Truss 
o The panda really isn’t a murderer  

• Language in Thought and Action, by S.I. Hayakawa 
o Find out why “cow 1” is not “cow 2” 

 
 

Finance 
 
Please review all financial statements and staff notes within your packet. 
 
[NOTE:  Due to Federal Privacy Act rules all financial statements and/or documents containing names 
or personally identifying information of tenants has been redacted.] 
 
General Notations: 

• HUD has not provided us, or any other PHA, with a full acceptance and appropriation of the 
2014 operating subsidy.  We continue to receive our appropriation for a two month period.  
Currently we have the appropriation for June and July.  The good news is that the 
appropriations we have received thus far (January—July) have been at 89% proration of the 
amount submitted to HUD for 2014. 

• Monica and I are in the process of wrapping up the billing issues with AT & T for our landlines.  
Once the updated contracts are in place, we will be filing for a credit for the excess charges we 
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received from October 2013 to the present.  We will have an idea of what the credit will be 
once the contracts have been executed.   

• April Financial Statement Notations 
o We paid several items twice (current month and next month) as listed on the “Unusual 

Expense Detail” included with the financial statement.  We have corrected the 
processing of our payables so this will not continue to happen. 

o We had a payment of $7,539.69 to the Unemployment Agency 
 $4,284.15 for administration 
 $3,255.54 for maintenance 

o We paid the entire 2014 seasonal extermination contract in the amount of $1,4725.17 
• May Financial Statement Notations 

o There were no unusual expenses for the month. 
 

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 7 of 255



Codification Numbering System 
 

Codification Number Type Description Name 
1000 Policy   

1100  Operations—General   
1200  Operations—Tenant   
1300  Financial  

1301   Security Deposit Policy 
1400  Procurement  
1500  Personnel  

    
    

2000 Procedure   
2100  Operations—General   
2200  Operations—Tenant   
2300  Financial  
2301   Security Deposit Procedure Manual 
2400  Procurement  
2500  Personnel   

    
    

3000 Plan   
3100  Operations—General   
3200  Operations—Tenant  
3300  Financial  
3400  Procurement  
3500  Personnel   
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4000 Form   
4100  Operations—General  
4200  Operations—Tenant  
4300  Financial  
4400  Procurement  
4500  Personnel  

    
    
    

5000 Reference   
    
    
    
    
6000 DVG Project   
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Key Performance Indicators    
Reporting Month:    June 24, 2014   
 

Occupancy 
 

Occupancy:  As Of June 16, 2014 
Property Total Units Total Occupied Occupancy Rate 
HA Wide 2181 214 98% 

    
Century Terrace 119 119 100% 
    
Harborview 48 48 100% 
    
Scattered Sites 47 47 100% 

 
1Represents total number of public housing units managed and used in calculating occupancy by HUD.  
The CMHC has 214 public housing units available to rent and 4 public housing units designated by HUD 
for the management offices. 
 
2Represents occupancy rate using formula of 
 Total Occupied Units / Total Units (218) = Occupancy Rate 
 

Vacant Unit Turnaround Time: 
Total units from January 1— As Of June 16, 2014:  23 

 Maintenance Turn Lease-Up Vacancy Days 
Total Days 331 59 390 
Average Days 11.04 2.57 13.61 

 
 

 

 

3Accuracy % is an internal monitoring of estimated accuracy of the waiting list.  Accuracy is determined 
on the continuing likelihood of individuals/families on the waiting list to accept a lease offer. 

Waiting List:   As Of  As Of June 16, 2014 
Unit Size 1 Bedroom 2 Bedroom 3 Bedroom 4 Bedroom 

Applicants 31 37 45 15 
Accuracy %3 100% 100% 100% 100% 
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Financial  

 
RESERVES 

Min. Months Required 
(No date set for achievement 

by HUD) 

Amount Required Actual Months Actual Amount 

6 Months $540,000   
    
 April 3.50 $315,512.63 
 May 3.75 $337,566.70 

 
 

KEY FINANCIAL INDICATORS—For the month of April 2014 

Rent Roll Rent Collected Total Income Total Expense Capital Expense Profit/(Loss) 
$49,667.00 $49,841.00 $92,801.53 $113,170.00 $1,243.93 $(26,011.40)1 

 
1Please refer to CMHC internal documentation for further detail 
 

KEY FINANCIAL INDICATORS—For the month of May 2014 

Rent Roll Rent Collected Total Income Total Expense Capital Expense Profit/(Loss) 
$50,938.00 $51,270.00 $93,271.48 $70,416.85 $1,250.66 $22,054.071 

 
1Please refer to CMHC internal documentation for further detail 
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CITY OF MANISTEE HOUSING COMMISSION 1 
Meeting Minutes 2 

April 22, 2014 3 
Regular Meeting Minutes 4 

 5 
Meeting Start Time:  The meeting was opened at 4:06 p.m. by President Dale Priester.   6 
 7 
Roll Call: 8 
 9 
Commissioner  Present Absent Excused Absent Non-Excused 10 

Dale Priester        11 
 12 

Doug Parkes        13 
 14 
Elbert Purdom         15 
 16 
Donna Korzeniewski       17 
 18 
Cheryl Stephison       19 
 20 
Housing Commission Staff Present: 21 

• Clinton McKinven-Copus, Executive Director/Commission Secretary 22 
• Lorna Perski, Housing Coordinator 23 

 24 
Others Present: 25 

• None 26 
 27 
Amendments to the Agenda: 28 

• There were no Amendments to the Agenda 29 
 30 
 31 
Approval of Minutes: 32 
March 11, 2014 Regular Meeting Minutes 33 
Motion: Donna Korzeniewski 34 
Second: Elbert Purdom 35 
Approval: All members present voted in favor 36 
 37 
 38 
Old Business: 39 

• There was no Old Business to discuss at this meeting 40 
 41 
 42 
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New Business: 1 
 2 
Resolution 2014-05:  2014 Flat Rents Required Revision 3 
 4 
Motion: Donna Korzeniewski 5 
Second: Elbert Purdom 6 
Approval: All members present voted in favor 7 
 8 
On January 17, 2014, the President signed the Department of Housing and Urban Development 9 
Appropriations Action, 2014 (2014 Appropriations Act).  Section 210 of that act amended the United States 10 
Housing Act of 1937 to create to new rules for flat rents for public housing residents.  Section 210 requires 11 
PHAs to comply with the new requirements by June 1, 2014… 12 

 13 

…The 2014 Appropriations Act requires PHAs to establish flat rents at no less than 80 percent of the fair 14 
market rent (FMR). 15 
 16 
Resolution 2014-06 By-law Update 2014 17 
 18 
Motion: Elbert Purdom 19 
Second: Donna Korzeniewski 20 
Approval: All members present voted in favor 21 
 22 
Last August we made changes to the by-laws and submitted them to the City of Manistee.  Public comment 23 
on the agenda items was one of the changes.  What we do for attendance and maintaining a quorum at 24 
meetings was another.  George Saylor inserted the wording that is commonly used by the City of Manistee 25 
for meetings, an attendance guide, willingness to attend, reasons to be excused, three consecutive missed 26 
meetings not excused need to be reported to the City Manager.  When absences reach six for the year, the 27 
Mayor will take action.  There was also a change to the agenda at this time. Resolution approval authorizes 28 
Clint to forward it onto the City Manager. 29 
 30 
Executive Director’s Report: 31 
 32 
Resident Smoking Survey Report – Clint presented the results of the Smoking Survey to Commissioners. 33 
Approximately 50% of surveys were returned.   34 
 35 
Key Performance Indicators - We are doing very well with our occupancy.  It is at 98% currently.  We have 36 
only turned 18 units around so far this year.  Statistically it keeps our numbers up until further into the 37 
year. 38 
 39 
Financials – Now that we are out of troubled status with HUD our reserves need to be up to $540,000.00 40 
which is a six month reserve.  No date has been set by HUD as to when we need to have the six month 41 
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reserve amount in place.  HUD has not appropriated funds for the whole year of 2014 for Operating Funds 1 
as of yet.  $20,000.00 was our cost for Snow Removal this past winter. 2 
 3 
Finances: 4 
 5 
February 2014 Financial Statement were reviewed by board members. 6 
 7 
Motion to Accept and Place on File: Donna Korzeniewski 8 
Second:    Elbert Purdom 9 
Approval: All members present voted in favor.  10 
 11 
March 2014 Financial Statement were reviewed by board members. 12 
 13 
Motion to Accept and Place on File: Donna Korzeniewski 14 
Second:    Elbert Purdom 15 
 16 
Approval: All members present voted in favor.  17 
 18 
Communications: 19 
A letter from Mr. Willie Garrett from HUD on the close out of the Recovery Agreement and Action Plan 20 
Close Out was received. 21 
 22 
Public Comment: 23 
There were five members of the public present at this meeting.  There were complaints that a dog that 24 
resides in one of the units of Century Terrace has been running loose in the back yard of the Century 25 
Terrace Building.   26 
 27 
Commissioner Report/Comments: 28 
There were no Commissioner Reports or Comments 29 
 30 
Meeting Adjourned 31 
Motion: Donna Korzeniewski 32 
Second: Elbert Purdom 33 
Approval: All Members Present voted in favor. 34 
 35 
Time:  4:54 p.m. 36 
 37 
 38 
 39 
               40 
Dale Priester        Clinton McKinven-Copus  41 
President        Executive Director/Secretary 42 
         City of Manistee Housing Commission  43 
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 1 
Resolution 2014-07 2 

Authorization to Change the Date  3 
of the  4 

August 2014 Regular Meeting 5 
 6 
WHEREAS, the City of Manistee Housing Commission (CMHC) a Public Housing Authority (PHA), 7 
pursuant to Act 18 of the Public Acts of 1933 as amended (the Act) established by at the 2014 Annual 8 
Meeting (AM Resolution 2014-01) the dates of the Regular meetings of the Commission, and ;  9 
 10 
WHEREAS, the Executive Director is required to attend a U.S. Department of Housing and Urban 11 
Development (HUD) Energy Performance Contract training that interferes with the established date of 12 
the August 2014 meeting of the Commission 13 
 14 
NOW, THEREFORE, on the motion of    , supported by     , and 15 
voted upon as follows, BE IT RESOLVED, that the CMHC adopt the following resolution: 16 
 17 
IT IS HEREBY RESOLVED that the CMHC Board of Commissioners authorizes the change of the 18 
Regular Commission meeting 19 
 20 
 From:  Tuesday, August 26 21 
   4:00 PM 22 
   Harborview Community Room 23 
 24 
 To:  Tuesday, September 2 25 
   4:00 PM 26 
   Harborview Community Room 27 
 28 
Those voting in favor:   29 
 30 
Those voting against:   31 
 32 
Those absent or abstaining:  33 
 34 
RESOLUTION DECLARED PASSED 35 

 36 
 37 
 38 
 39 
 40 
 41 
 42 
 43 
 44 
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 1 
 2 
 3 
CERTIFICATION 4 
 5 
 I, Dale Priester, President of the City of Manistee Housing Commission, do hereby CERTIFY 6 
that the foregoing is a true and correct copy of the Resolution adopted by the City of Manistee Housing 7 
Commission at a regular meeting held on the 24th day of June 2014.  8 
 9 
 10 
 11 
_________________________________ 12 
Dale Priester, President 13 
 14 
 15 
 16 
I, Clinton McKinven-Copus, Secretary of the City of Manistee Housing Commission, do hereby 17 
CERTIFY that the foregoing is a true and correct copy of the Resolution adopted by the City of 18 
Manistee Housing Commission at a regular meeting held on the held on the 24th day of June 2014.  19 
 20 
  21 
 22 
 23 
 24 
_________________________________ 25 
Clinton McKinven-Copus, Secretary 26 
 27 
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 1 
Resolution 2014-08 2 

Adoption:  Energy Conservation Policy 3 
 4 
WHEREAS, the City of Manistee Housing Commission (CMHC) a Public Housing Authority (PHA), 5 
entered into an Energy Performance Contract (EPC) with the U.S. Department of Housing and Urban 6 
Development (HUD) on July 31, 2009, and ;  7 
 8 
WHEREAS, installation of energy conservations measures to reduce energy consumption across all of 9 
CMHC properties was completed on September 1, 2010, and; 10 
 11 
WHEREAS, the EPC shall remain in effect until September 2, 2030; 12 
 13 
NOW, THEREFORE, on the motion of    , supported by     , and 14 
voted upon as follows, BE IT RESOLVED, that the CMHC adopt the following resolution: 15 
 16 
IT IS HEREBY RESOLVED that the CMHC Board of Commissioners adopts the Energy 17 
Conservation Policy and authorizes the Executive Director to implement the policy. 18 
 19 
Those voting in favor:   20 
 21 
Those voting against:   22 
 23 
Those absent or abstaining:  24 
 25 
RESOLUTION DECLARED PASSED 26 

 27 

 28 

 29 

 30 

 31 

 32 

 33 

 34 

 35 

 36 
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CERTIFICATION 1 

 2 
 I, Dale Priester, President of the City of Manistee Housing Commission, do hereby CERTIFY 3 
that the foregoing is a true and correct copy of the Resolution adopted by the City of Manistee Housing 4 
Commission at a regular meeting held on the 24th day of June 2014.  5 
 6 
 7 
 8 
_________________________________ 9 
Dale Priester, President 10 
 11 
 12 
 13 
I, Clinton McKinven-Copus, Secretary of the City of Manistee Housing Commission, do hereby 14 
CERTIFY that the foregoing is a true and correct copy of the Resolution adopted by the City of 15 
Manistee Housing Commission at a regular meeting held on the held on the 24th day of June 2014.  16 
 17 
_________________________________ 18 
Clinton McKinven-Copus, Secretary 19 
 20 
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 1 
 2 
City of Manistee Housing Commission 3 
 4 
Codification:  1221—Energy Conservation Policy 5 
 6 
Adopted: June 24 , 2014 7 
 8 
 9 
Revision Number Resolution Number Date 

1 2014-08 June 24, 2014 
   
   
   
   
   

 10 
 11 
 12 
 13 
 14 
 15 
 16 
 17 
 18 
 19 
 20 
 21 
 22 
 23 
 24 
 25 
 26 
 27 
 28 
 29 
 30 
 31 
 32 
 33 
 34 
 35 
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 1 
1. Executive Summary 2 
 3 

The City of Manistee Housing Commission (CMHC) entered into an Energy Performance Contract (EPC) 4 
with the U.S. Department of Housing and Urban Development (HUD) on July 31, 2009 providing for the 5 
installation of energy conservation measures to reduce energy consumption across all of CMHC 6 
properties.  Installation of the energy conservation facilities was completed on September 1, 2010; the 7 
EPC will therefore expire on September 1, 2030. 8 
 9 
CMHC, as required by the terms of the EPC, monitors the performance of the contract on an annual 10 
basis (September 1—August 31).  Performance monitoring is provided by Siemens, Inc. and reported to 11 
CMHC in written format.   12 
 13 
In addition to the installation of energy conservation facilities CMHC must fulfill all obligations of the 14 
EPC, including but not limited to the compliance with all HUD regulations of the EPC.  The purpose of 15 
the Energy Conservation Policy is to ensure CMHC’s compliance.  The policy does not cover items 16 
expressly outlined in the EPC contract, rather it covers regulatory items specifically related to the 17 
implementation of the EPC in the long-term. 18 
 19 

2. Incorporated Policies 20 
 21 
The Energy Conservation Policy supplements and incorporates all established City of Manistee Housing 22 
Commission (CMHC) policies and procedures and by no means supersedes any established policy and 23 
procedure.  In the case of a conflict between two adopted policies the CMHC will adhere to the 24 
strictest of the policies.  In the case of a conflict between adopted policies and federal, State, local 25 
laws, ordinances or regulations the CMHC will adhere to the strictest of the laws, ordinances or 26 
regulations.   27 
 28 

3. Energy Conservation Policy 29 
 30 
Tenant Utility Allowance:   31 
Siemens, Inc., as required by the EPC, will review the tenant utility allowances established by CMHC 32 
annually and provide the Housing Commission with the new allowance rates for the next annual 33 
period.  The CMHC Commissioners will review and adopt the tenant utility allowance rates as 34 
established by Siemens.  The tenant utility allowance rates for the next annual period will be effective 35 
30 days after adoption and notification of the tenants unless a date longer than 30 days established by 36 
the Commissioners.  37 
 38 
 39 
 40 
 41 
 42 
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Tenant Use of Air Conditioning Units:   1 
While HUD does permit tenants to install window air conditioners in the unit the Housing Commission 2 
is required to charge the resident the cost of the increased electrical consumption in units including 3 
electricity as part of the rent.   4 
 5 

 Rates for Air Conditioning Units:   6 
The rate charged to a tenant for use of an air conditioning unit to cover the cost of 7 
increased electrical consumption in units including electricity as part of the rent shall be 8 
reviewed by Siemens and the Housing Commission annually.  The CMHC Commissioners will9 

 review and adopt the air conditioner consumption charge annually.  The rates established 10 
for the next annual period will be effective 30 days after adoption and notification of 11 
tenants. 12 

 13 
 Permitted Air Conditioning Unit BTU:   14 

Tenants are permitted the installation of air conditioning units based on the following chart. 15 
 16 

Building Bedroom Size Max BTU 
Century Terrace  10,000 
Family Sites 1 10,000 
 2 14,000 

  17 
 Energy Star Compliant Requirement:   18 

All air conditioning units must have been rated energy star compliant within the last five 19 
calendar years prior to installation.  The energy star compliance certificate must be plainly 20 
visible on the unit.  It is the tenant’s responsibility to prove that the air conditioning unit is 21 
has been certified as energy star compliant within the last five years prior to installation.  22 
Tenant air conditioning units that do not display the energy star compliance certificate and 23 
for which tenant’s cannot prove was certified within the last five calendar years will be 24 
charged a higher rate than energy star compliant units. Rates for non-energy star compliant 25 
air conditioning units shall be $10.00 per month more than energy star compliant units. 26 

 27 
 Tenant Required Payment for Increased Electrical Consumption Due to an Air Conditioning 28 

Unit:   29 
 Tenants shall be charged monthly for the increased electrical consumption.  The charge shall 30 

be levied for each month the tenant occupies the unit following the installation of the air 31 
conditioning units.  The tenant shall be responsible for the monthly charged for the twelve 32 
months following installation even if the tenant has the air conditioner removed.  The 33 
charge shall be considered as part of the monthly rate and is subject to all the terms and 34 
conditions of tenant rental payment. Late payment of the monthly rate shall be considered 35 
as late payment of the tenants rent and subject to a late fee.  Nonpayment of the monthly 36 
charge shall be considered as nonpayment of rent. 37 

 38 
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 Permitted Air Conditioning Units:   1 
Tenants are permitted to use window installed air conditioning units only.  “Portable” air 2 
conditioning units which do not require installation are not permitted. Tenants using such 3 
portable air conditioning units shall be in material breach of their lease and face eviction. 4 

 5 
 Installation and Removal of Air Conditioning Units:   6 

Tenants are not permitted to install window air conditioning units directly.  Tenants are not 7 
permitted to engage the service of another individual or installer to install the air 8 
conditioning unit in his/her rental unit.  Air conditioning units must be installed by CMHC to 9 
ensure compliance with local and federal codes.  Tenants are responsible for the installation 10 
charge as set by CMHC.  The installation charge is a one-time charge in addition to the 11 
monthly consumption rate charge.   12 

 13 
 Tenants are not permitted to remove air conditioning units.  Tenants are not permitted to 14 

engage the service of another individual or installer to remove the air conditioning unit in 15 
his/her rental unit.  Tenants requiring the removal are required to have the unit removed by 16 
CMHC personnel to ensure no damage to the rental unit.  Tenants are responsible for the 17 
removal charge, including the cost of proper disposal, as set by CMHC.  Tenants whose air 18 
conditioner was removed prior to the conclusion of the twelve month period for the 19 
increased electrical consumption charge remain responsible for the monthly charge until 20 
the conclusion of the twelve month period (as established from the date of the original 21 
installation). 22 
 23 
Tenants who require the replacement of an existing air conditioning unit shall only be 24 
charged the cost of proper disposal.   25 
 26 

Heat Loss Recovery: 27 
Tenants, residing in units in which heat is included in the monthly rent, are not permitted to have 28 
windows within their unit open during winter heating season.  Winter heating season is defined as 29 
what can be understood by reasonable people as outdoor weather temperatures requiring indoor 30 
heating assistance.  CMHC shall notify residents when heating season begins and ends.  Residents who 31 
are discovered to have open windows during heating season shall be charged an energy consumption 32 
charge established by CMHC for each day of the month a window or windows as determined by CMHC 33 
personnel.  The energy consumption charge shall be included in the monthly invoice and due in full 34 
with the next month’s rent.  The charge shall be considered as part of the monthly rate and is subject 35 
to all the terms and conditions of tenant rental payment. Late payment of the monthly rate shall be  36 
considered as late payment of the tenants rent and subject to a late fee.  Nonpayment of the monthly 37 
charge shall be considered as nonpayment of rent. 38 
 39 
 40 
 41 
 42 
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Excess Appliances: 1 
While HUD does permit tenants to have and use appliances other than those supplied by CMHC, 2 
Housing Commission is required to charge the resident the cost of the increased electrical consumption 3 
in units including electricity as part of the rent.  4 
 5 

 Examples of Other Appliances: 6 
• Freezer 7 
• Extra refrigerator 8 
• Multiple televisions (one is permitted) 9 
• Multiple stereo/sound systems/entertainment units/etc. (one is permitted) 10 
• Clothes washer 11 
• Clothes dryer 12 
• Multiple personal computers [desktop or laptops], printers, scanners, etc. (one is 13 

permitted)  Note:  does not apply to cell phones, tablets or MP3 players 14 
 15 

Tenant Requirement of Declaration: 16 
The tenant is required to declare, as part of the lease with CMHC, additional appliances. 17 
Appliances obtained after the signing of the lease require that the tenant state in writing 18 
the item and quantities obtained.  Tenants who fail to declare additional appliances are in 19 
material violation of the lease and subject to eviction. 20 
 21 
Rates for Additional Appliances:   22 
The rate charged to a tenant for use of additional appliance to cover the cost of 23 
increased electrical consumption in units including electricity as part of the rent shall be 24 
reviewed by Siemens and the Housing Commission annually.  The CMHC Commissioners will25 

 review and adopt the additional appliance consumption charge annually.  The rates 26 
established for the next annual period will be effective 30 days after adoption and 27 
notification of tenants. 28 
 29 
Energy Star Compliant Requirement:   30 
All additional appliances must have been rated energy star compliant within the last five 31 
calendar years prior to installation/use by the tenant.  The energy star compliance 32 
certificate must be plainly visible on the unit.  It is the tenant’s responsibility to prove that 33 
the additional appliance is has been certified as energy star compliant within the last five 34 
years prior to installation/use by the tenant.  Tenant additional appliances that do not 35 
display the energy star compliance certificate and for which tenant’s cannot prove was 36 
certified within the last five calendar years will be charged a higher rate than energy star 37 
compliant units. Rates for non-energy star compliant additional appliances shall be $10.00 38 
per month more than energy star compliant units 39 
 40 
 41 
 42 
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Tenant Required Payment for Increased Electrical Consumption Due to Additional 1 
Appliance(s):   2 

 Tenants shall be charged monthly for the increased electrical consumption.  The charge shall 3 
be levied for each month the tenant occupies the unit following the installation/use of the 4 
additional appliance.  The tenant shall be responsible for the monthly charged for the 5 
twelve months following installation even if the tenant has removed the additional 6 
appliance.  The charge shall be considered as part of the monthly rate and is subject to all 7 
the terms and conditions of tenant rental payment. Late payment of the monthly rate shall 8 
be considered as late payment of the tenants rent and subject to a late fee.  Nonpayment of 9 
the monthly charge shall be considered as nonpayment of rent. 10 
 11 

Swimming Pools (applies to family units only): 12 
Tenants are not permitted to install and/or use above ground swimming pools.  Tenants are permitted 13 
one “baby pool” which does not exceed the following dimensions 10.9 x 10.6 x 2.7 (in inches), holding 14 
no more than five gallons of water.  Tenants using a baby pool are permitted to empty and fill the pool 15 
no more than once per week. 16 

 17 
4. Application of Policy to Current Residents 18 

 19 
No exemptions to this policy is provided to current residents.  The policy applies to all current and 20 
future residents of the City of Manistee Housing Commission effective 30 days from the initial adoption 21 
by the CMHC Board of Commissioners.   22 

 23 
5. Resident Responsibilities 24 
 25 

Residents are responsible for 26 
• Compliance with all the terms of the lease between the resident and the CMHC  27 
• Compliance with all the policies and regulations established by the CMHC as stated in the lease  28 
• Compliance with all the terms of any amendments to the lease established and executed 29 

between the resident and the CMHC  30 
• Compliance with the Energy Conservation Policy, including informing and enforcing with all 31 

their guests, visitors, workers and occupants of this unit of this and all CMHC policies, 32 
regulations and terms of the lease 33 
 34 

6. CMHC Responsibilities 35 
 36 

The CMHC is responsible to 37 
• Distribute a copy of this Policy and notice of the intent to implement the Policy to each 38 

household at least 30 days prior to the effective date of the Policy 39 
• Enforcement of this policy and all CMHC policies 40 

 41 
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7. Lease and Energy Conservation Policy Enforcement 1 
 2 

The CMHC shall strictly enforce the terms of this policy. 3 
 4 
The CMHC shall use a “preponderance of evidence” to determine if this policy has been violated.  5 
Preponderance of evidence is defined as: “evidence which is of greater weight or more convincing than 6 
the evidence which is offered in opposition to it; this is, evidence which as a whole shows that the fact 7 
sought to be proved is more probable than not.”   8 
 9 
The CMHC shall enforce resident failure to adhere to any of the conditions of this Policy by termination 10 
of the lease between the resident and the CMHC. 11 
 12 

 13 
 14 
 15 
 16 
 17 
 18 
 19 
 20 
 21 
 22 
 23 
 24 
 25 
 26 
 27 
 28 
 29 
 30 
 31 
 32 
 33 
 34 
 35 
 36 
 37 
 38 
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Rates for Increased Electrical Consumption 1 
Effective August 1, 2014 2 

 3 

Description Rate Term Due Date 

Air conditioner  
(Energy Star Compliant) 

$20.00/month 12 months starting on the 
1st of the month following 
installation. [Continues 
until expiration of term 
even if unit is removed.] 

1st of each month with 
rental payment 

Air conditioner  
(Non-Energy Star Compliant) 

$30.00/month 12 months starting on the 
1st of the month following 
installation. [Continues 
until expiration of term 
even if unit is removed.] 

1st of each month with 
rental payment 

Heat loss recovery 
[For open windows during 
heating season] 

$  5.00/day Per recorded occurrence 
by CMHC personnel  

1st of each month, following 
invoicing, with rental 
payment 

Excess appliance 
(Energy Star Compliant) 

$  5.00/month 
[Per individual 
appliance] 

12 months starting on the 
1st of the month following 
installation. [Continues 
until expiration of term 
even if unit is removed.] 

1st of each month with 
rental payment 

Excess appliance 
(Non-Energy Star Compliant) 

$10.00/month 
[Per individual 
appliance] 

12 months starting on the 
1st of the month following 
installation. [Continues 
until expiration of term 
even if unit is removed.] 

1st of each month with 
rental payment 
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 1 
Resolution 2014-09 2 

Adoption:  Errata and Correction Policy 3 
 4 
WHEREAS, the Board of Commissioners of the City of Manistee Housing Commission (CMHC), from 5 
time to time, institutes and updates policies, procedures, manual and other materials (Documents) 6 
required for the day to day operation of the PHA, and;  7 
 8 
WHEREAS, it is the intent of the Board of Commissioners that these Documents to be without error in 9 
spelling, grammar, and word usage, and; 10 
 11 
WHEREAS, it is the intent of the Board of Commissioners that these Documents be perfected by the 12 
correction of such errata; 13 
 14 
NOW, THEREFORE, on the motion of    , supported by     , and 15 
voted upon as follows, BE IT RESOLVED, that the CMHC adopt the following resolution: 16 
 17 
IT IS HEREBY RESOLVED that the CMHC Board of Commissioners adopts the Errata and 18 
Correction Policy and authorizes the Executive Director to implement the policy. 19 
 20 
Those voting in favor:   21 
 22 
Those voting against:   23 
 24 
Those absent or abstaining:  25 
 26 
RESOLUTION DECLARED PASSED 27 

 28 

 29 

 30 

 31 

 32 

 33 

 34 

 35 

 36 

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 27 of 255



 1 

CERTIFICATION 2 

 3 
 I, Dale Priester, President of the City of Manistee Housing Commission, do hereby CERTIFY 4 
that the foregoing is a true and correct copy of the Resolution adopted by the City of Manistee Housing 5 
Commission at a regular meeting held on the 24th day of June 2014.  6 
 7 
 8 
 9 
_________________________________ 10 
Dale Priester, President 11 
 12 
 13 
 14 
I, Clinton McKinven-Copus, Secretary of the City of Manistee Housing Commission, do hereby 15 
CERTIFY that the foregoing is a true and correct copy of the Resolution adopted by the City of 16 
Manistee Housing Commission at a regular meeting held on the held on the 24th day of June 2014.  17 
 18 
_________________________________ 19 
Clinton McKinven-Copus, Secretary 20 
 21 

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 28 of 255



 1 
 2 
City of Manistee Housing Commission 3 
 4 
Codification:  1103—Errata and Correction Policy 5 
 6 
Adopted: XX , 20XX 7 
 8 
 9 
Revision Number Resolution Number Date 

1 2014-09 June 24, 2014 
   
   
   
   
   

 10 
 11 
 12 
 13 
 14 
 15 
 16 
 17 
 18 
 19 
 20 
 21 
 22 
 23 
 24 
 25 
 26 
 27 
 28 
 29 
 30 
 31 
 32 
 33 
 34 
 35 
 36 
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1. Executive Summary 1 
 2 

The purpose policy is to provide for the efficient and effective correction of errata in policies and 3 
procedures, minutes and other materials adopted by the City of Manistee Housing Commission Board 4 
of Commissioners.  Human error, though often caught by software spellcheck and grammar check, does 5 
occur and requires correction in order to maintain Housing Commission written materials in the most 6 
professional manner possible.  Likewise, software spellcheck and grammar check, in an effort to 7 
forestall errors, creates unintended errors.   8 
 9 
While CMHC staff makes every effort to review materials prior to adoption and approval by the Board 10 
of Commissioners, errata happens.  The following policy provides for an orderly review and means of 11 
correction without altering the document in such a way as to substantially change the document and 12 
its said purpose. 13 
 14 
 15 

2. Incorporated Policies 16 
 17 
The Errata and Correction Policy supplements and incorporates all established City of Manistee 18 
Housing Commission (CMHC) policies and procedures and by no means supersedes any established 19 
policy and procedure.  In the case of a conflict between two adopted policies the CMHC will adhere to 20 
the strictest of the policies.  In the case of a conflict between adopted policies and federal, State, local 21 
laws, ordinances or regulations the CMHC will adhere to the strictest of the laws, ordinances or 22 
regulations.   23 
 24 

3. Errata and Correction Policy 25 
 26 
Type Errata Covered by the Policy: 27 
 28 
 Errors in Spelling, Improper Use of Word and/or Typographical: 29 
  30 

Examples (not all inclusive) 31 
• There/their/they’re 32 
• One/won 33 
• New/knew 34 
• Teh/the 35 
• Accommodate/accomodate 36 
• Achieve/acheive 37 
• Business/buisness  38 
• Definitely/definately 39 
• Government/goverment 40 
• Accept/except 41 
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• Affect/effect 1 
• Captial/capitol 2 
• Principle/principal 3 
• Than/then 4 
• To/too/two 5 
• Your/you’re 6 
• Lie/lay 7 
• Set/sit 8 
• Who/which/that 9 

 10 
Errors in grammar: 11 
 12 
Examples (not all inclusive) 13 

• “The panda eats shoots and leaves” opposed to “The panda eats, shoots, and leaves” 14 
• “My boss explained company policy, which we had to abide by” opposed to “My boss 15 

explained company policy, by which we had to abide” 16 
• “Rachel is very smart, she began reading when she was three years old.” opposed to “Rachel 17 

is very smart; she began reading when she was three years old.” 18 
• “My mothers cabin is next to his’ cabin.” opposed to “My mother’s cabin is next to his 19 

cabin.” 20 
• “For all intensive purposes” opposed to “For all intents and purposes”  21 
• “A mute point” opposed to “A moot point” 22 
• “Try and” instead of “Try to” 23 
• “e.g. versus i.e.” 24 
• Missing words 25 

 26 
Correction of errata procedure: 27 
 28 

Correction of errata will follow this procedure: 29 
• The errata will be brought to the attention of the Executive Director 30 
• The Executive Director will review the material and determine if the item actually contains 31 

errata 32 
• The Executive Director will correct errata that makes no substantive change to the material 33 

 34 
If the Executive Director determines that the correction of the errata could possibly make a 35 
substantive change to the material the Executive Director will review the material with the 36 
President and Vice-President of CMHC.  If the President and Vice-President determine that 37 
correction makes no substantive change to the material, the Executive Director shall make the 38 
correction.  If the President and Vice-President determine that correction could possibly or 39 
definitely makes a substantive change to the material, the correction will be brought to the full 40 
Board of Commissioners for approval of required changes. 41 
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 1 
All correction of errata that makes a substantive change to the material shall require review and 2 
approval of the Board of Commissioners. 3 
 4 

Reporting of Correction of Errata 5 
 6 
 Corrected errata that does not require approval of the Board of Commissioners shall be reported at  7 
 the next regular meeting of the Commission by the Executive Director. 8 

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 32 of 255



 1 
 2 
City of Manistee Housing Commission 3 
 4 
Codification:  1221—Smoke Free Property Policy 5 
 6 
Adopted: XX , 20XX 7 
 8 
 9 
Revision Number Resolution Number Date 

1 2014-XX Month, Date, Year 
   
   
   
   
   

 10 
 11 
 12 
 13 
 14 
 15 
 16 
 17 
 18 
 19 
 20 
 21 
 22 
 23 
 24 
 25 
 26 
 27 
 28 
 29 
 30 
 31 
 32 
 33 
 34 
 35 
 36 
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1. Executive Summary 1 
 2 

In 2009 the U.S. Department of Housing and Urban Development (HUD) began urging Public Housing 3 
Authorities (PHA) to implement smoke free policies to reduce risks to physical facilities and the 4 
tenants.  After careful consideration, the City of Manistee Housing Commission (hereinafter referred to 5 
as the PHA) solicited input from residents related to implementing such a policy.  The PHA conducted a 6 
survey and held public hearings in order to obtain resident input.  The majority of the tenant 7 
population strongly supports a ban on smoking in and on the PHA properties. 8 
 9 
The purpose of this policy is threefold: 10 

1. Reduce and mitigate the health effects of secondhand smoke 11 
2. Reduce the risk of fire 12 
3. Reduce overall maintenance costs 13 

 14 
Effective January 1, 2015 all grounds, common spaces, tenant units, vehicles, equipment, parking lots, 15 
general areas, and properties owned, operated and maintained by the City of Manistee Housing 16 
Commission shall be smoke free.  The information contained within this policy elucidates the 17 
implementation and maintenance of the Smoke Free Property Policy. 18 
 19 

2.  Incorporated Policies 20 
 21 
The Smoke Free Property Policy supplements and incorporates all established City of Manistee Housing 22 
Commission (CMHC) policies and procedures and by no means supersedes any established policy and 23 
procedure.  In the case of a conflict between to adopted policies the CMHC will adhere to the strictest 24 
of the policies.  In the case of a conflict between adopted policies and federal, State, local laws, 25 
ordinances or regulations the CMHC will adhere to the strictest of the laws, ordinances or regulations.   26 
 27 

3. Smoke Free Property Policy 28 
 29 

Effective January 1, 2015 all grounds, common spaces, tenant units, vehicles, equipment, parking lots, 30 
general areas, and properties owned, operated and maintained by the City of Manistee Housing 31 
Commission shall be smoke free.  There are no exceptions to this policy.  It shall be assumed that any 32 
area under the control, management, direction, oversight and otherwise general care of the City of 33 
Manistee Housing Commission is smoke free.  Individuals smoking in any area herein described or may 34 
be construed as under the control of this policy are in violation of the policy and subject to any and all 35 
appropriate action. 36 
 37 
Individuals subject to the Smoke Free Property Policy include, but are not limited to: 38 

• Employees 39 
• Residents 40 
• All household members 41 
• Live-in Aides 42 
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• Guests, visitors and all individuals 1 
• Housing Commission vendors 2 
• Service providers/care workers of residents and members of the household 3 
• Public and private individuals under the employee of another agency whether public or private 4 
• Any and all individuals  5 

 6 
Examples of violation of the Smoke Free Property Policy (not an inclusive list, subject to change and 7 
addition by the Executive Director of the CMHC as authorized in this policy and supporting Commission 8 
Resolution): 9 

• Smoking of any device, instrument, tool, utility, etc. with the intended purpose of converting a 10 
substance (tobacco and/or non-tobacco) in a smoke, vapor or form other than the original form 11 
of the substance anywhere in the area defined above, including, but not limited to 12 

o Resident units 13 
o Public areas such as hallways, common areas, elevators, entrances, community rooms, 14 

storage facilities, areas limited to employee access, stairways, lawns, parking lots, roofs, 15 
equipment, entrances, offices, porches, laundry rooms, balconies, porches, reception 16 
areas, community bathrooms etc. 17 

o A vehicle parked on or within an area as defined above 18 
o Within 75 feet of an area as defined above 19 
o In CMHC owned or operated vehicle 20 
o At playgrounds, picnic areas, mail stations and other exterior common areas 21 

 22 
The term “smoking” means inhaling, exhaling, burning, carrying or possessing any lighted cigar, 23 
cigarette, pipe, other tobacco product, marijuana cigarette, marijuana blunt or other lighted smoking 24 
device for burning tobacco or any other substance.  In all cases the CMHC shall take the broadest and 25 
most expansive definition of what constitutes smoking. 26 

 27 
4. Application of Policy to Current Residents and Employees 28 
 29 

No exemptions to this policy is provided to current residents and employees.  Current residents and 30 
employees are fully subject to this policy upon the effective date of January 1, 2015. 31 
 32 
Current residents are required to sign an addendum (attached) prior January 1, 2015.  Residents who 33 
fail to sign the addendum shall be in material breach of their lease and subject to eviction.  Current 34 
residents shall sign a new lease incorporating the Smoke Free Property Policy at the time of their 35 
annual recertification starting January 1, 2015.  Residents who fail to sign the new lease at the time of 36 
their annual recertification starting January 1, 2015 shall be in material breach of their lease and 37 
subject to eviction. 38 
 39 
Current employees shall be required, as a term of continued employment, sign an agreement 40 
(attached) of compliance with the Smoke Free Property Policy. 41 
 42 
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5. Application of Policy to Future Residents and Employees 1 
 2 
Individuals, families and households taking leasing a unit on or after January 1, 2015 shall be required 3 
to sign lease incorporating the Smoke Free Property Policy at the time of lease up. 4 
 5 
Individuals employed by the Housing Commission on or after January 1, 2015 shall be required to sign 6 
an agreement of compliance with the Smoke Free Property Policy at the time of employment.  Failure 7 
to sign the agreement shall be grounds for immediate termination of employment. 8 
 9 

6. Reasonable Accommodation 10 
 11 

Exemptions to the Smoke Free Property Policy cannot be sought or provided through a written or 12 
verbal request of a reasonable accommodation as defined by the U.S. Department of Housing and 13 
Urban Development (HUD). 14 

 15 
7. Designated Smoking Areas 16 

 17 
Smoking, as described and discussed in this Smoke Free Property Policy, is prohibited in all areas 18 
described within the policy, therefore there is NO DESIGNATED area for smoking by residents, guests, 19 
employees and others. 20 
 21 

8. Smoke Free Property Policy Awareness 22 
 23 
Residents, guests, visitors, vendors, employees and all individuals shall be aware of the CMHC Smoke 24 
Free Property Policy by the following notifications: 25 

• Posted at main entrances, parking lots, elevator interiors, community rooms, laundry facilities, 26 
and other public areas as determined by management of Century Terrace and Harborview 27 
Apartments 28 

o Welcome!  All properties of the City of Manistee Housing Commission (CMHC) are 29 
smoke free.  Smoking of any substance in any manner, by anyone, is strictly prohibited 30 
on CMHC property.  CMHC shall strictly enforce this policy.  The Smoke Free Property 31 
Policy is available at the main office, Harborview Apartments, 273 Sixth Ave. 32 

• Posted on the interior side of all rental unit ingress/egress doors 33 
o Notice!  This rental unit and all property managed by the City of Manistee Housing 34 

Commission is smoke free.  Smoking of any substance in any manner, by anyone, is 35 
strictly prohibited on CMHC property.  Your lease holds you responsible for the actions 36 
of all of your guests, visitors and family members.  The Smoke Free Property Policy is 37 
available at the main office, Harborview Apartments, 273 Sixth Ave. 38 

 39 
 40 
 41 
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9. Resident Responsibilities 1 
 2 

Residents are responsible for 3 
• Compliance with all the terms of the lease between the resident and the CMHC  4 
• Compliance with all the policies and regulations established by the CMHC as stated in the lease  5 
• Compliance with all the terms of any amendments to the lease established and executed 6 

between the resident and the CMHC  7 
• Compliance with the Smoke Free Property Policy, including informing and enforcing with all 8 

their guests, visitors, workers and occupants of this unit of this and all CMHC policies, 9 
regulations and terms of the lease 10 

• Compliance with the Smoke Free Property Policy by not permitting smoking, as defined in this 11 
policy, by their guests, visitors, workers and occupants of the unit 12 

 13 
Residents are all responsible to ensure that all smoking material, including matches, lighters, cigarette 14 
butts, packaging and the like are disposed of in a neat and safe manner.  No person may throw these 15 
items or other smoking materials on the grounds of CMHC property. 16 
 17 

10. CMHC Responsibilities 18 
 19 

The CMHC is responsible to 20 
• Post no-smoking signs and warnings throughout its properties 21 
• Distribute a copy of this Policy and notice of the intent to implement the Policy to each 22 

household at least 30 days prior to the effective date of the Policy 23 
• Enforcement of this policy and all CMHC policies 24 
• Ensure that the lease, lease addendum and other occupancy policies are consistent with the 25 

provisions of this policy 26 
 27 

11. Lease and Smoke Free Property Enforcement 28 
 29 

The CMHC shall strictly enforce the terms of this policy. 30 
 31 
The CMHC shall use a “preponderance of evidence” to determine if this policy has been violated.  32 
Preponderance of evidence is defined as: “evidence which is of greater weight or more convincing than 33 
the evidence which is offered in opposition to it; this is, evidence which as a whole shows that the fact 34 
sought to be proved is more probable than not.”   35 
 36 
The CMHC shall enforce resident failure to adhere to any of the conditions of this Policy by termination 37 
of the lease between the resident and the CMHC. 38 
 39 
 40 
 41 
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12. Smoking Cessation Assistance 1 
 2 
The CMHC does not, not shall it, provide smoking cessation assistance to residents or other individuals.  3 
Residents and individuals seeking smoking cessation assistance are directed to consult with their 4 
medical provider. 5 
 6 

 7 
 8 
 9 
 10 
 11 
 12 
 13 
 14 
 15 
 16 
 17 
 18 
 19 
 20 
 21 
 22 
 23 
 24 
 25 
 26 
 27 
 28 
 29 
 30 
 31 
 32 
 33 
 34 
 35 
 36 
 37 
 38 
 39 
 40 
 41 
 42 
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Lease Addendum 1 
Smoke Free Property Policy 2 

 3 
Date        Tenant Account #      4 
 5 
Original Lease Date     Head of Household      6 
 7 
Co-head of Household     Unit Address       8 
 9 
Household Members 10 

  11 
 12 
 13 
 14 
 15 
 16 
 17 

The following terms, conditions and rules are hereby incorporated into the Lease Agreement between  18 
       and       effective January 1, 2015. 19 
[Head of Household]                     [Co-head of Household] 20 
1. Smoke Free Property Policy 21 

The City of Manistee Housing Commission has adopted a Smoke Free Property Policy effective January 1, 2015 22 
prohibiting smoking on or in all grounds, common spaces, tenant units, vehicles, equipment, parking lots, 23 
general areas, and properties owned, operated and maintained by the City of Manistee Housing Commission.  24 
There are no exceptions to this policy.  It shall be assumed that any area under the control, management, 25 
direction, oversight and otherwise general care of the City of Manistee Housing Commission is smoke free.  26 
Individuals smoking in any area herein described or may be construed as under the control of this policy are in 27 
violation of the policy and subject to any and all appropriate action. 28 
 29 
The policy applies to, but is not limited to: 30 

• Employees 31 
• Residents 32 
• All household members 33 
• Live-in Aides 34 
• Guests, visitors and all individuals 35 
• Housing Commission vendors 36 
• Service providers/care workers of residents and members of the household 37 
• Public and private individuals under the employee of another agency whether public or private 38 
• Any and all individuals  39 

 40 
 41 
 42 
 43 
 44 

First Name Last Name 
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Examples of violation of the Smoke Free Property Policy (not an inclusive list, subject to change and addition by 1 
the Executive Director of the CMHC as authorized in this policy and supporting Commission Resolution): 2 

• Smoking of any device, instrument, tool, utility, etc. with the intended purpose of converting a substance 3 
(tobacco and/or non-tobacco) in a smoke, vapor or form other than the original form of the substance 4 
anywhere in the area defined above, including, but not limited to 5 

o Resident units 6 
o Public areas such as hallways, common areas, elevators, entrances, community rooms, storage 7 

facilities, areas limited to employee access, stairways, lawns, parking lots, roofs, equipment, 8 
entrances, offices, porches, laundry rooms, balconies, porches, reception areas, community 9 
bathrooms etc. 10 

o A vehicle parked on or within an area as defined above 11 
o Within 75 feet of an area as defined above 12 
o In CMHC owned or operated vehicle 13 
o At playgrounds, picnic areas, mail stations and other exterior common areas 14 

 15 
2. Definition of Smoking 16 

The term “smoking” means inhaling, exhaling, burning, carrying or possessing any lighted cigar, cigarette, pipe, 17 
other tobacco product, marijuana cigarette, marijuana blunt or other lighted smoking device for burning tobacco 18 
or any other substance.  In all cases the CMHC shall take the broadest and most expansive definition of what 19 
constitutes smoking. 20 

 21 
3. Smoke Free Complex/Property 22 

Resident and all occupants of the unit and notated on this addendum agrees and acknowledges that the 23 
premises to be occupied by the resident and all members of the family (and occupants of the unit) have been 24 
designated as a smoke free living environment.  Resident, resident’s family and all occupants of the unit shall not 25 
smoke anywhere in the unit rented by the Resident, in the building where the dwelling unit is located, on any 26 
porches, balconies, common areas or property otherwise managed by the CMHC. The resident shall not permit 27 
any guests, visitors or service personnel under the control of the resident to smoke on or within any property 28 
managed by the CMHC.  The resident and signers of this amendment acknowledge and agree that he/she shall 29 
be held responsible for the violation of this Policy [and all policies and regulations of the CMHC] by members of 30 
the household, guests, visitors or service personnel under the control of the resident. 31 
 32 

4. Application of Policy to Current Residents  33 
No exemptions to this policy is provided to current residents.  Current residents are fully subject to this policy 34 
upon the effective date of January 1, 2015. 35 
 36 
Current residents are required to sign this addendum prior January 1, 2015.  Residents who fail to sign the 37 
addendum shall be in material breach of their lease and subject to eviction.  Current residents shall sign a new 38 
lease incorporating the Smoke Free Property Policy at the time of their annual recertification starting January 1, 39 
2015.  Residents who fail to sign the new lease at the time of their annual recertification starting January 1, 2015 40 
shall be in material breach of their lease and subject to eviction. 41 
 42 
 43 
 44 
 45 
 46 
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5. City of Manistee Housing Commission not as a guarantor of smoke free environment 1 
Resident acknowledges that the CMHC’s adoption of a smoke free property policy, and the efforts to make all 2 
properties managed by the CMHC smoke free do not make the CMHC or any of its managing agents the 3 
guarantor of resident’s health or of the smoke free condition of the property.  The CMHC will take reasonable 4 
steps to enforce the smoke free property policy.  The City of Manistee Housing Commission is not required to 5 
take steps in response to smoking unless the CMHC has actual knowledge of the smoking and the identity of the 6 
responsible resident.  The CMHC shall not recognize any anonymous reports of violation of this, or any, policy.  7 
Individuals reporting violation of this, or any, policy of the CMHC shall sign a statement reporting the violation 8 
and may be called upon as a witness. 9 
 10 

6. City of Manistee Housing Commission Disclaimer 11 
Resident acknowledge the CMHC’s adoption of a nonsmoking environment, and the efforts to maintain a smoke 12 
free environment, does not in any way change the standard of care that the CMHC has under applicable law to 13 
render the property any safer, more habitable or improved in terms of air quality standards than any other 14 
rental premises.  CMHC specifically disclaims any implied or express warranties that the property will have any 15 
higher or more improved air quality standards than any other rental property.  CMHC cannot and does not 16 
warranty or promise that the Property will be free from secondhand smoke.  Resident acknowledges that 17 
CMHC’s ability to police, monitor or enforce this addendum is dependent in significant part on the voluntary 18 
compliance by residents and resident’s guests, visitors and service personnel.  Residents with respiratory 19 
ailments, allergies or other condition relating to smoke are put on notice that the CMHC does not assume any 20 
higher duty of care to enforce this addendum than any other landlord obligation under the lease agreement. 21 
 22 

7. Lease violation 23 
Residents are responsible for the actions of their household, their guests, visitors and service personnel.  Failure 24 
to adhere to any of the conditions of this addendum will constitute a material non-compliance with the lease 25 
agreement and such breach of this addendum shall be grounds for termination of the lease.  In addition, resident 26 
will be held responsible for all costs to remove smoke odor or residue effective by the resident, any member of 27 
their household, guests, visitors or service personnel prior and following the execution of this addendum. 28 
 29 

 30 
          31 
[Head of Household Signature]     [Date] 32 
          33 
[Co-head of Household Signature]     [Date] 34 
          35 
[Other Adult Family Member Signature]    [Date] 36 
          37 
[Other Adult Family Member Signature]    [Date] 38 
          39 
[CMHC Representative Signature]     [Date] 40 
 41 
 42 
 43 
 44 
 45 
 46 
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Employee Agreement of Compliance 1 
Smoke Free Property Policy 2 

 3 
I       acknowledge the adoption by employer, City of Manistee Housing 4 
Commission, of its Smoke Free Property Policy and agree to comply with the policy as a term and condition of my 5 
continued employment.  Furthermore I acknowledge that violation of this policy shall constitute insubordination and 6 
be grounds for my immediate termination from employment. 7 
 8 
 9 
           10 
[Employee Signature]      [Date] 11 
 12 
           13 
[Executive Director Signature]     [Date] 14 

 15 
 16 
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Chapter 1 1 

OVERVIEW OF THE PROGRAM AND PLAN 2 

INTRODUCTION 3 

The City of Manistee Housing Commission (CMHC), a Public Housing Authority (PHA), 4 
receives its operating subsidy for the public housing program from the Department of Housing 5 
and Urban Development (HUD). The PHA is not a federal department or agency. A public 6 
housing agency (PHA) is a governmental or public body, created and authorized by state law to 7 
develop and operate housing and housing programs for low-income families. The PHA enters 8 
into an Annual Contributions Contract with HUD to administer the public housing program. The 9 
PHA must ensure compliance with federal laws, regulations and notices and must establish 10 
policies and procedures to clarify federal requirements and to ensure consistency in program 11 
operation. 12 

This chapter contains information about the PHA and its programs with emphasis on the public 13 
housing program. It also contains information about the purpose, intent and use of the plan and 14 
guide. 15 

There are three parts to this chapter: 16 

Part I: The Public Housing Agency (PHA). This part includes a description of the PHA, 17 
its jurisdiction, its programs, and its mission and intent.  18 

Part II: The Public Housing Program. This part contains information about public housing 19 
operation, roles and responsibilities, and partnerships.  20 

Part III: The Admissions and Continued Occupancy (ACOP). This part discusses the 21 
purpose and organization of the plan and its revision requirements. 22 

 23 

[The abbreviations CMHC and PHA are used throughout the Admissions and Continued 24 
Occupancy Policy (ACOP) interchangeably and refer to the City of Manistee Housing 25 
Commission as a Public Housing Authority.] 26 

PART I: THE PHA 27 

1-I.A. OVERVIEW 28 

This part describes the PHA’s creation and authorization, the general structure of the 29 
organization, and the relationship between the PHA Board and staff.  30 

31 

Commented [CMC1]: Added for clarification purposes 
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1-I.B. ORGANIZATION AND STRUCTURE OF THE PHA 1 

Public housing is funded by the federal government and administered by the City of Manistee 2 
Housing Commission for the jurisdiction of City of Manistee, Michigan. 3 

PHAs are governed by a board of officials that are generally called “commissioners.”  Although 4 
some PHAs may use a different title for their officials, this document will hitherto refer to the 5 
“board of commissioners” or the “board” when discussing the board of governing officials. 6 

Commissioners are appointed in accordance with state housing law and generally serve in the 7 
same capacity as the directors of a corporation. The board of commissioners establishes policies 8 
under which the PHA conducts business, and ensures that those policies are followed by PHA 9 
staff. The board is responsible for preserving and expanding the agency’s resources and assuring 10 
the agency’s continued viability and success. 11 

Formal actions of the PHA are taken through written resolutions, adopted by the board and 12 
entered into the official records of the PHA. 13 

The principal staff member of the PHA is the executive director (ED), who is selected and hired 14 
by the board. The ED oversees the day to day operations of the PHA and is directly responsible 15 
for carrying out the policies established by the commissioners. The ED’s duties include hiring, 16 
training, and supervising the PHA’s staff, as well as budgeting and financial planning for the 17 
agency. Additionally, the ED is charged with ensuring compliance with federal and state laws, 18 
and program mandates. In some PHAs, the ED is known by another title, such as chief executive 19 
officer or president. 20 

21 
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1-I.C. PHA MISSION 1 

The purpose of a mission statement is to communicate the purpose of the agency to people inside 2 
and outside of the agency. It provides the basis for strategy development, identification of critical 3 
success factors, resource allocation decisions, as well as ensuring client and stakeholder 4 
satisfaction.  5 

CMHC Policy 6 

The CMHC’s mission is to provide safe, decent and sanitary housing conditions for very 7 
low-income families and to manage resources efficiently. The CMHC is to promote 8 
personal, economic and social upward mobility to provide families the opportunity to 9 
make the transition from subsidized to non-subsidized housing. 10 

11 
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1-I.D. THE PHA’S COMMITMENT TO ETHICS AND SERVICE 1 

As a public service agency, the PHA is committed to providing excellent service to all public 2 
housing applicants, residents, and the public. In order to provide superior service, the PHA 3 
resolves to: 4 

• Administer applicable federal and state laws and regulations to achieve high ratings in 5 
compliance measurement indicators while maintaining efficiency in program operation to 6 
ensure fair and consistent treatment of clients served. 7 

• Provide decent, safe, and sanitary housing in good repair – in compliance with program 8 
uniform physical condition standards – for very low- and low-income families. 9 

• Achieve a healthy mix of incomes in its public housing developments by attracting and 10 
retaining higher income families and by working toward deconcentration of poverty goals. 11 

• Encourage self-sufficiency of participant families and assist in the expansion of family 12 
opportunities which address educational, socio-economic, recreational and other human 13 
service needs. 14 

• Promote fair housing and the opportunity for very low- and low-income families of all races, 15 
ethnicities, national origins, religions, ethnic backgrounds, and with all types of disabilities, 16 
to participate in the public housing program and its services. 17 

• Create positive public awareness and expand the level of family and community support in 18 
accomplishing the PHA’s mission. 19 

• Attain and maintain a high level of standards and professionalism in day-to-day management 20 
of all program components. 21 

• Administer an efficient, high-performing agency through continuous improvement of the 22 
PHA’s support systems and commitment to our employees and their development. 23 

The PHA will make every effort to keep residents informed of program rules and regulations, and 24 
to advise participants of how the program rules affect them. 25 

26 
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PART II: THE PUBLIC HOUSING PROGRAM 1 

1-II.A. OVERVIEW AND HISTORY OF THE PROGRAM 2 

The intent of this section is to provide the public and staff an overview of the history and 3 
operation of public housing.  4 

The United States Housing Act of 1937 (the “Act”) is responsible for the birth of federal housing 5 
program initiatives, known as public housing. The Act was intended to provide financial 6 
assistance to states and cities for public works projects, slum clearance and the development of 7 
affordable housing for low-income residents.  There have been many changes to the program 8 
since its inception in 1937. 9 

The Housing Act of 1965 established the availability of federal assistance, administered through 10 
local public agencies, to provide rehabilitation grants for home repairs and rehabilitation.  This 11 
act also created the federal Department of Housing and Urban Development (HUD). 12 

The Housing Act of 1969 created an operating subsidy for the public housing program for the 13 
first time. Until that time, public housing was a self-sustaining program. 14 

In 1998, the Quality Housing and Work Responsibility Act (QHWRA) – also known as the 15 
Public Housing Reform Act or Housing Act of 1998 – was signed into law.  Its purpose was to 16 
provide more private sector management guidelines to the public housing program and provide 17 
residents with greater choices. It also allowed PHAs more remedies to replace or revitalize 18 
severely distressed public housing developments. Highlights of the Reform Act include: the 19 
establishment of flat rents; the requirement for PHAs to develop five-year and annual plans; 20 
income targeting, a requirement that 40% of all new admissions in public housing during any 21 
given fiscal year be reserved for extremely low-income families; and resident self-sufficiency 22 
incentives. 23 

24 
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1-II.B. PUBLIC HOUSING PROGRAM BASICS 1 

HUD writes and publishes regulations in order to implement public housing laws enacted by 2 
Congress. HUD contracts with the PHA to administer programs in accordance with HUD 3 
regulations and provides an operating subsidy to the PHA. The PHA must create written policies 4 
that are consistent with HUD regulations. Among these policies is the PHA’s Admissions and 5 
Continued Occupancy Policy (ACOP). The ACOP must be approved by the board of 6 
commissioners of the PHA. 7 

The job of the PHA pursuant to HUD regulations is to provide decent, safe, and sanitary housing, 8 
in good repair, to low-income families at an affordable rent.  The PHA screens applicants for 9 
public housing and, if they are determined to be eligible for the program, the PHA makes an offer 10 
of a housing unit. If the applicant accepts the offer, the PHA and the applicant will enter into a 11 
written lease agreement. At this point, the applicant becomes a tenant in the public housing 12 
program. 13 

In the context of the public housing program, a tenant is defined as the adult person(s) (other than 14 
a live-in aide who (1) executed the lease with the PHA as lessee of the dwelling unit, or, if no 15 
such person now resides in the unit, (2) who resides in the unit, and who is the remaining head of 16 
household of the tenant family residing in the dwelling unit. [24 CFR 966.53].  The Public 17 
Housing Occupancy Guidebook refers to tenants as “residents.”  The terms “tenant” and 18 
“resident” are used interchangeably in this policy.  Additionally, this policy uses the term 19 
“family” or “families” for residents or applicants, depending on context. 20 

Since the PHA owns the public housing development, the PHA is the landlord. The PHA must 21 
comply with all of the legal and management responsibilities of a landlord in addition to 22 
administering the program in accordance with HUD regulations and PHA policy.  23 

1-II.C. PUBLIC HOUSING PARTNERSHIPS 24 

To administer the public housing program, the PHA must enter into an Annual Contributions 25 
Contract (ACC) with HUD. The PHA also enters into a contractual relationship with the tenant 26 
through the public housing lease. These contracts define and describe the roles and 27 
responsibilities of each party. 28 

In addition to the ACC, the PHA and family must also comply with federal regulations and other 29 
HUD publications and directives.  For the program to work and be successful, all parties 30 
involved – HUD, the PHA, and the tenant – play an important role.  31 

The chart on the following page illustrates key aspects of these relationships. 32 
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The Public Housing Relationships 
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What does HUD do? 

Federal law is the source of HUD responsibilities.  HUD has the following major responsibilities: 1 

• Develop regulations, requirements, handbooks, notices and other guidance to implement 2 
housing legislation passed by Congress 3 

• Allocate operating subsidies to PHAs 4 

• Allocate capital funding to PHAs 5 

• Provide technical assistance to PHAs on interpreting and applying program requirements 6 

• Monitor PHA compliance with program requirements and PHA performance in program 7 
administration. 8 

What does the PHA do? 9 

The PHA’s responsibilities originate in federal regulations and the ACC.  The PHA owns and 10 
manages public housing developments, administers the program under contract with HUD and 11 
has the following major responsibilities: 12 

• Ensure compliance with all non-discrimination, equal opportunity, and fair housing laws, and 13 
ensure that the program is accessible to persons with disabilities 14 

• Establish local policies and procedures for operating the program 15 

• Accept applications from interested applicant families and determine whether they are 16 
income eligible for the program 17 

• Maintain waiting list and select families for admission 18 

• Screen applicant families for suitability as renters 19 

• Maintain housing units by making any necessary repairs in a timely manner 20 

• Make unit offers to families (minimize vacancies without overcrowding) 21 

• Maintain properties to the standard of decent, safe, sanitary, and in good repair (including 22 
assuring compliance with uniform physical conditions standards) 23 

• Make sure the PHA has adequate financial resources to maintain its housing stock 24 

• Perform regular reexaminations of family income and composition in accordance with HUD 25 
requirements 26 

• Collect rent due from the assisted family and comply with and enforce provisions of the lease 27 

• Ensure that families comply with program rules 28 

• Provide families with prompt and professional service 29 
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• Comply with HUD regulations and requirements, the Annual Contributions Contract, HUD-1 
approved applications for funding, the PHA’s ACOP, and other applicable federal, state and 2 
local laws. 3 
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What does the tenant do? 

The tenant’s responsibilities are articulated in the public housing lease. The tenant has the 1 
following broad responsibilities: 2 

• Comply with the terms of the lease and PHA house rules, as applicable 3 

• Provide the PHA with complete and accurate information, determined by the PHA to be 4 
necessary for administration of the program 5 

• Cooperate in attending all appointments scheduled by the PHA 6 

• Allow the PHA to inspect the unit at reasonable times and after reasonable notice 7 

• Take responsibility for care of the housing unit, including any violations of uniform physical 8 
condition standards caused by the family 9 

• Not engage in drug-related or violent criminal activity 10 

• Notify the PHA before moving or termination of the lease 11 

• Use the assisted unit only for residence and as the sole residence of the family. Not sublet the 12 
unit or assign the lease 13 

• Promptly notify the PHA of any changes in family composition 14 

• Not commit fraud, bribery, or any other corrupt or criminal act in connection with any 15 
housing programs 16 

• Take care of the housing unit and report maintenance problems to the PHA promptly 17 

If all parties fulfill their obligations in a professional and timely manner, the program 18 
responsibilities will be fulfilled in an effective manner. 19 
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1-II.D. APPLICABLE REGULATIONS 

Applicable regulations include: 1 

• 24 CFR Part 5: General Program Requirements 2 

• 24 CFR Part 8: Nondiscrimination 3 

• 24 CFR Part 35: Lead-Based Paint 4 

• 24 CFR Part 902: Public Housing Assessment System 5 

• 24 CFR Part 903: Public Housing Agency Plans 6 

• 24 CFR Part 945: Designated Housing 7 

• 24 CFR Part 960: Admission and Occupancy Policies 8 

• 24 CFR Part 965: PHA-Owned or Leased Projects – General Provisions 9 

• 24 CFR Part 966: Lease and Grievance Procedures 10 
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PART III: THE ADMISSIONS AND CONTINUED OCCUPANCY POLICIES 

1-III.A. OVERVIEW AND PURPOSE OF THE POLICY 

The ACOP is the PHA’s written statement of policies used to carry out the housing program in 1 
accordance with federal law and regulations, and HUD requirements.  The ACOP is required by 2 
HUD and it must be available for public review [CFR 24 Part 903].  The ACOP also contains 3 
policies that support the objectives contained in the PHA’s Agency Plan.  4 

All issues related to public housing not addressed in this ACOP are governed by federal 5 
regulations, HUD handbooks and guidebooks, notices and applicable state and local laws. The 6 
policies in this ACOP have been designed to ensure compliance with the consolidated ACC and 7 
all HUD-approved applications for program funding. The PHA is responsible for complying with 8 
all changes in HUD regulations pertaining to public housing. If such changes conflict with this 9 
plan, HUD regulations will have precedence. 10 

1-III.B. CONTENTS OF THE POLICY  

Unlike the housing choice voucher program, HUD regulations for public housing do not contain 11 
a list of what must be included in the ACOP.  However, individual regulations contain 12 
requirements of inclusion in the PHA’s written policy.  At a minimum, the ACOP plan should 13 
cover PHA policies on these subjects: 14 

• The organization of the waiting list and how families are selected and offered available units, 15 
including any PHA admission preferences, procedures for removing applicant names from 16 
the waiting list, and procedures for closing and reopening the PHA waiting list (Chapters 4 17 
and 5) 18 

• Transfer policies and the circumstances under which a transfer would take precedence over 19 
an admission (Chapter 12) 20 

• Standards for determining eligibility, suitability for tenancy, and the size and type of the unit 21 
needed (Chapters 3 and 5) 22 

• Procedures for verifying the information the family has provided (Chapter 7) 23 

• The method for achieving deconcentration of poverty and income-mixing of public housing 24 
developments (Chapter 4) 25 

• Grievance procedures (Chapter 14) 26 

• Policies concerning payment by a family to the PHA of amounts the family owes the PHA 27 
(Chapter 15 and 16) 28 

• Interim redeterminations of family income and composition (Chapter 9) 29 

• Policies regarding community service requirements; (Chapter 11) 30 

• Polices and rules about safety and ownership of pets in public housing (Chapter 10). 31 
32 
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New Approach to Policy Development 1 

HUD has developed an approach to monitoring PHAs that emphasizes the importance of 2 
consistency in operation and decision-making. The ACOP supports that goal by clearly setting 3 
forth the PHA’s operating policies. 4 

A primary focus of HUD’s Rental Integrity Monitoring (RIM) program has been consistency in 5 
how PHAs conduct their business and in how HUD monitors PHA activities. Referring to and 6 
following the ACOP is essential to maintaining consistency in applying PHA policy.  7 

HUD makes a distinction between mandatory policies and non-mandatory policies: 8 

• Mandatory policies: those driven by legislation, regulations, current handbooks, current PIH 9 
notices, and legal opinions from the Office of General Counsel  10 

• Optional, non-binding guidance: includes guidebooks, FAQs, PIH notices that have expired, 11 
and recommendations from individual HUD staff.  12 

HUD expects PHAs to develop policies and procedures that are consistent with mandatory 13 
policies and to make clear the optional policies the PHA has adopted. The ACOP is comprised of 14 
mandatory policies and optional PHA policy.  HUD’s new direction emphasizes the need for a 15 
clearly written and comprehensive ACOP to guide staff in the clear and consistent application of 16 
policy. 17 

HUD suggestions, recommendations, written issuances, and guidance are consistent with 18 
mandatory federal policy. Therefore, using HUD guidance in the preparation of PHA policy, 19 
even though it is not mandatory, provides a PHA with a “safe harbor.” If a PHA adopts its own 20 
optional policy, it must make its own determination that such policy is consistent with 21 
legislation, regulations, and other mandatory requirements. There may be very good reasons for 22 
adopting a policy or procedure that is different than that suggested by HUD, but PHAs should 23 
carefully think through those decisions and be able to articulate how their policy is consistent 24 
with federal laws, regulations and mandatory policy. 25 

1-III.C. UPDATING AND REVISING THE POLICY 

The PHA will revise this ACOP as needed to comply with changes in HUD regulations. The 26 
original policy and any changes must be approved by the board of commissioners of the PHA, 27 
the pertinent sections included in the Agency Plan, and a copy provided to HUD. 28 

CMHC Policy 29 

The CMHC will review and update the ACOP as needed to reflect changes in regulations, 30 
PHA operations, or when needed to ensure staff consistency in operation. 31 

 32 
 33 
 34 
 35 
 36 
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Chapter 2 1 

FAIR HOUSING AND EQUAL OPPORTUNITY 2 

INTRODUCTION 3 

This chapter explains the laws and HUD regulations requiring PHAs to affirmatively further 4 
civil rights and fair housing in all federally-assisted housing programs. The letter and spirit of 5 
these laws are implemented through consistent policy and procedures. The responsibility to 6 
further nondiscrimination pertains to all areas of the PHA’s public housing operations.  7 

This chapter describes HUD regulations and PHA policies related to these topics in three parts: 8 

Part I: Nondiscrimination. This part presents the body of laws and regulations governing 9 
the responsibilities of the PHA regarding nondiscrimination. 10 

Part II: Policies Related to Persons with Disabilities. This part discusses the rules and 11 
policies of the public housing program related to reasonable accommodation for persons 12 
with disabilities. These rules and policies are based on the Fair Housing Act (42.U.S.C.) 13 
and Section 504 of the Rehabilitation Act of 1973, and incorporate guidance from the 14 
Joint Statement of The Department of Housing and Urban Development and the 15 
Department of Justice (DOJ), issued May 17, 2004. 16 

Part III: Prohibition of Discrimination Against Limited English Proficiency Persons. This 17 
part details the obligations of the PHA to ensure meaningful access to the public housing 18 
program and its activities by persons with limited English proficiency (LEP). This part 19 
incorporates the Final Guidance to Federal Financial Assistance Recipients Regarding 20 
Title VI Prohibition against National Origin Discrimination Affecting Limited English 21 
Proficient Persons published January 22, 2007, in the Federal Register. 22 

23 
Commented [CMC1]: Required new language 

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 57 of 255



1 

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 58 of 255



PART I: NONDISCRIMINATION 1 

2-I.A. OVERVIEW 2 

Federal laws require PHAs to treat all applicants and tenant families equally, providing the same 3 
quality of service, regardless of family characteristics and background. Federal law prohibits 4 
discrimination in housing on the basis of race, color, religion, sex, national origin, age, familial 5 
status, and disability. In addition, HUD regulations provide for additional protections regarding 6 
sexual orientation, gender identity, and marital status. The PHA will comply fully with all 7 
federal, state, and local nondiscrimination laws, and with rules and regulations governing fair 8 
housing and equal opportunity in housing and employment, including: 9 

• Title VI of the Civil Rights Act of 1964 10 

• Title VIII of the Civil Rights Act of 1968 (as amended by the Community Development Act 11 
of 1974 and the Fair Housing Amendments Act of 1988) 12 

• Executive Order 11063  13 

• Section 504 of the Rehabilitation Act of 1973 14 

• The Age Discrimination Act of 1975 15 

• Title II of the Americans with Disabilities Act (to the extent that it applies, otherwise Section 16 
504 and the Fair Housing Amendments govern) 17 

• The Violence against Women Act of 2005 (VAWA) 18 

• The Equal Access to Housing in HUD Programs Regardless of Sexual Orientation or Gender 19 
Identity Final Rule, published in the Federal Register February 3, 2012 20 

• Any applicable state laws or local ordinances and any legislation protecting individual rights 21 
of tenants, applicants, or staff that may subsequently be enacted  22 

• Elliot-Larsen Civil Rights Act (ELCRA), MCL 37.2101 et. seq. 23 

• Michigan Handicappers’ Civil Rights Act, MCL 37.1101 et. seq.  24 

When more than one civil rights law applies to a situation, the laws will be read and applied 25 
together.  26 

CMHC Policy 27 

CMHC will comply fully with all federal, state, and local nondiscrimination laws, and 28 
with rules and regulations governing fair housing and equal opportunity in housing and 29 
employment.  30 

31 
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2-I.B. NONDISCRIMINATION 1 

Federal regulations prohibit discrimination against certain protected classes and other groups of 2 
people. State and local requirements, as well as PHA policies, can prohibit discrimination 3 
against additional classes of people. 4 

The PHA shall not discriminate because of race, color, sex, religion, familial status, age, 5 
disability or national origin (called “protected classes”). 6 

Familial status includes children under the age of 18 living with parents or legal custodians, 7 
pregnant women, and people securing custody of children under the age of 18.   8 

The PHA will not discriminate on the basis of marital status, gender identity, or sexual 9 
orientation [FR Notice 02/03/12]. 10 

PHA Policy 11 

The PHA does not identify any additional protected classes. 12 

The PHA will not use any of these factors to: 13 

• Deny to any family the opportunity to apply for housing, nor deny to any qualified applicant 14 
the opportunity to participate in the public housing program 15 

• Provide housing that is different from that provided to others 16 

• Subject anyone to segregation or disparate treatment 17 

• Restrict anyone's access to any benefit enjoyed by others in connection with the housing 18 
program 19 

• Treat a person differently in determining eligibility or other requirements for admission  20 

• Steer an applicant or tenant toward or away from a particular area based on any of these 21 
factors 22 

• Deny anyone access to the same level of services 23 

• Deny anyone the opportunity to participate in a planning or advisory group that is an integral 24 
part of the housing program  25 

• Discriminate in the provision of residential real estate transactions  26 

• Discriminate against someone because they are related to or associated with a member of a 27 
protected class  28 

• Publish or cause to be published an advertisement or notice indicating the availability of 29 
housing that prefers or excludes persons who are members of a protected class 30 

31 
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Providing Information to Families  1 

The PHA must take steps to ensure that families are fully aware of all applicable civil rights 2 
laws. As part of the public housing orientation process, the PHA will provide information to 3 
public housing applicant families about civil rights requirements.  4 

Discrimination Complaints 5 

If an applicant or tenant family believes that any family member has been discriminated against 6 
by the PHA, the family should advise the PHA. HUD requires the PHA to make every 7 
reasonable attempt to determine whether the applicant’s or tenant family’s assertions have merit 8 
and take any warranted corrective action.  9 

CMHC Policy 10 

Applicants or tenant families who believe that they have been subject to unlawful 11 
discrimination may notify the PHA either orally or in writing.  12 

The PHA will attempt to remedy discrimination complaints made against the PHA.  13 

The PHA will provide a copy of a discrimination complaint form to the complainant and 14 
provide them with information on how to complete and submit the form to HUD’s Office 15 
of Fair Housing and Equal Opportunity (FHEO). 16 

17 
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PART II: POLICIES RELATED TO PERSONS WITH DISABILITIES  1 

2-II.A. OVERVIEW 2 

One type of disability discrimination prohibited by the Fair Housing Act is the refusal to make 3 
reasonable accommodation in rules, policies, practices, or services when such accommodation 4 
may be necessary to afford a person with a disability the equal opportunity to use and enjoy a 5 
program or dwelling under the program. 6 

The PHA must ensure that persons with disabilities have full access to the PHA’s programs and 7 
services. This responsibility begins with the first inquiry of an interested family and continues 8 
through every programmatic area of the public housing program [24 CFR 8]. 9 

The PHA must provide a notice to each tenant that the tenant may, at any time during the 10 
tenancy, request reasonable accommodation of a handicap of a household member, including 11 
reasonable accommodation so that the tenant can meet lease requirements or other requirements 12 
of tenancy [24 CFR 966.7(b)]. 13 

CMHC Policy 14 

The CMHC will ask all applicants and resident families if they require any type of 15 
accommodations, in writing, on the intake application, reexamination documents, and 16 
notices of adverse action by the CMHC, by including the following language: 17 

“If you or anyone in your family is a person with disabilities, and you require a 18 
specific accommodation in order to fully utilize our programs and services, please 19 
contact the housing authority.”  20 

A specific position and phone number will be provided as the contact person for requests 21 
for accommodation for persons with disabilities. 22 

23 
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2-II.B. DEFINITION OF REASONABLE ACCOMMODATION 1 

A “reasonable accommodation” is a change, exception, or adjustment to a policy, practice or 2 
service that may be necessary for a person with a disability to have an equal opportunity to use 3 
and enjoy a dwelling, including public and common use spaces. Since policies and services may 4 
have a different effect on persons with disabilities than on other persons, treating persons with 5 
disabilities exactly the same as others will sometimes deny them an equal opportunity to use and 6 
enjoy a dwelling. [Joint Statement of the Departments of HUD and Justice: Reasonable 7 
Accommodations under the Fair Housing Act] 8 

Federal regulations stipulate that requests for accommodations will be considered reasonable if 9 
they do not create an "undue financial and administrative burden" for the PHA, or result in a 10 
“fundamental alteration” in the nature of the program or service offered. A fundamental 11 
alteration is a modification that alters the essential nature of a provider’s operations.  12 

Types of Reasonable Accommodations 13 

When it is reasonable (see definition above and Section 2-II.E), the PHA shall accommodate the 14 
needs of a person with disabilities. Examples include but are not limited to: 15 

• Permitting applications and reexaminations to be completed by mail 16 

• Providing “large-print” forms 17 

• Conducting home visits 18 

• Permitting a higher utility allowance for the unit if a person with disabilities requires the use 19 
of specialized equipment related to the disability 20 

• Modifying or altering a unit or physical system if such a modification or alteration is 21 
necessary to provide equal access to a person with a disability 22 

• Installing a ramp into a dwelling or building 23 

• Installing grab bars in a bathroom 24 

• Installing visual fire alarms for hearing impaired persons 25 

• Allowing a PHA-approved live-in aide to reside in the unit if that person is determined to be 26 
essential to the care of a person with disabilities, is not obligated for the support of the 27 
person with disabilities, and would not be otherwise living in the unit.  28 

• Providing a designated handicapped-accessible parking space 29 

• Allowing an assistance animal 30 

• Permitting an authorized designee or advocate to participate in the application or certification 31 
process and any other meetings with PHA staff 32 

• Displaying posters and other housing information in locations throughout the PHA's office in 33 
such a manner as to be easily readable from a wheelchair  34 

35 
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2-II.C. REQUEST FOR AN ACCOMMODATION 1 

If an applicant or participant indicates that an exception, change, or adjustment to a rule, policy, 2 
practice, or service is needed because of a disability, HUD requires that the PHA treat the 3 
information as a request for a reasonable accommodation, even if no formal request is made 4 
[Joint Statement of the Departments of HUD and Justice: Reasonable Accommodations under 5 
the Fair Housing Act].  6 

The family must explain what type of accommodation is needed to provide the person with the 7 
disability full access to the PHA’s programs and services.  8 

If the need for the accommodation is not readily apparent or known to the PHA, the family must 9 
explain the relationship between the requested accommodation and the disability. 10 

CMHC Policy 11 

The CMHC will encourage the family to make its request in writing using a reasonable 12 
accommodation request form. However, the CMHC will consider the accommodation any 13 
time the family indicates that an accommodation is needed whether or not a formal 14 
written request is submitted. 15 

16 
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2-II.D. VERIFICATION OF DISABILITY 1 

The regulatory civil rights definition for persons with disabilities is provided in Exhibit 2-1 at the 2 
end of this chapter. The definition of a person with a disability for the purpose of obtaining a 3 
reasonable accommodation is much broader than the HUD definition of disability which is used 4 
for waiting list preferences and income allowances.  5 

Before providing an accommodation, the PHA must determine that the person meets the 6 
definition of a person with a disability, and that the accommodation will enhance the family’s 7 
access to the PHA’s programs and services.  8 

If a person’s disability is obvious or otherwise known to the PHA, and if the need for the 9 
requested accommodation is also readily apparent or known, no further verification will be 10 
required [Joint Statement of the Departments of HUD and Justice: Reasonable Accommodations 11 
under the Fair Housing Act]. 12 

If a family indicates that an accommodation is required for a disability that is not obvious or 13 
otherwise known to the PHA, the PHA must verify that the person meets the definition of a 14 
person with a disability, and that the limitations imposed by the disability require the requested 15 
accommodation.  16 

When verifying a disability, the PHA will follow the verification policies provided in Chapter 7. 17 
All information related to a person’s disability will be treated in accordance with the 18 
confidentiality policies provided in Chapter 16 (Program Administration). In addition to the 19 
general requirements that govern all verification efforts, the following requirements apply when 20 
verifying a disability:  21 

• Third-party verification must be obtained from an individual identified by the family who is 22 
competent to make the determination. A doctor or other medical professional, a peer support 23 
group, a non-medical service agency, or a reliable third party who is in a position to know 24 
about the individual’s disability may provide verification of a disability [Joint Statement of 25 
the Departments of HUD and Justice: Reasonable Accommodations under the Fair Housing 26 
Act].  27 

• The PHA must request only information that is necessary to evaluate the disability-related 28 
need for the accommodation. The PHA may not inquire about the nature or extent of any 29 
disability.  30 

• Medical records will not be accepted or retained in the participant file.  31 

• In the event that the PHA does receive confidential information about a person’s specific 32 
diagnosis, treatment, or the nature or severity of the disability, the PHA will dispose of it. In 33 
place of the information, the PHA will note in the file that the disability and other requested 34 
information have been verified, the date the verification was received, and the name and 35 
address of the knowledgeable professional who sent the information [Notice PIH 2010-26].  36 
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2-II.E. APPROVAL/DENIAL OF A REQUESTED ACCOMMODATION [Joint Statement 1 
of the Departments of HUD and Justice: Reasonable Accommodations under the Fair Housing 2 
Act, Notice PIH 2010-26] 3 

The PHA must approve a request for an accommodation if the following three conditions are 4 
met.  5 

• The request was made by or on behalf of a person with a disability.  6 

• There is a disability-related need for the accommodation. 7 

• The requested accommodation is reasonable, meaning it would not impose an undue 8 
financial and administrative burden on the PHA, or fundamentally alter the nature of the 9 
PHA’s operations. 10 

Requests for accommodations must be assessed on a case-by-case basis. The determination of 11 
undue financial and administrative burden must be made on a case-by-case basis involving 12 
various factors, such as the overall size of the PHA’s program with respect to the number of 13 
employees, type of facilities and size of budget, type of operation including composition and 14 
structure of workforce, the nature and cost of the requested accommodation, and the availability 15 
of alternative accommodations that would effectively meet the family’s disability-related needs.  16 

Before making a determination whether to approve the request, the PHA may enter into 17 
discussion and negotiation with the family, request more information from the family, or may 18 
require the family to sign a consent form so that the PHA may verify the need for the requested 19 
accommodation. 20 

CMHC Policy 21 

After a request for an accommodation is presented, the CMHC will respond, in writing, 22 
within 10 business days.  23 

If the CMHC denies a request for an accommodation because there is no relationship, or 24 
nexus, found between the disability and the requested accommodation, the notice will 25 
inform the family of the right to appeal the CMHC’s decision through an informal 26 
hearing (if applicable) or the grievance process (see Chapter 14). 27 

If the CMHC denies a request for an accommodation because it is not reasonable (it 28 
would impose an undue financial and administrative burden or fundamentally alter the 29 
nature of the CMHC’s operations), the CMHC will discuss with the family whether an 30 
alternative accommodation could effectively address the family’s disability-related needs 31 
without a fundamental alteration to the public housing program and without imposing an 32 
undue financial and administrative burden. 33 

If the CMHC believes that the family has failed to identify a reasonable alternative 34 
accommodation after interactive discussion and negotiation, the CMHC will notify the 35 
family, in writing, of its determination within 10 business days from the date of the most 36 
recent discussion or communication with the family.  The notice will inform the family of 37 
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the right to appeal the CMHC’s decision through an informal hearing (if applicable) or 1 
the grievance process (see Chapter 14).  2 

3 
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2-II.F. PROGRAM ACCESSIBILITY FOR PERSONS WITH HEARING OR VISION 1 
IMPAIRMENTS 2 

HUD regulations require the PHA to take reasonable steps to ensure that persons with 3 
disabilities related to hearing and vision have reasonable access to the PHA's programs and 4 
services [24 CFR 8.6].  5 

At the initial point of contact with each applicant, the PHA shall inform all applicants of 6 
alternative forms of communication that can be used other than plain language paperwork.  7 

CMHC Policy 8 

To meet the needs of persons with hearing impairments, TTD/TTY (text telephone 9 
display / teletype) communication will be available.  10 

To meet the needs of persons with vision impairments, large-print and audio versions of 11 
key program documents will be made available upon request. When visual aids are used 12 
in public meetings or presentations, or in meetings with CMHC staff, one-on-one 13 
assistance will be provided upon request. 14 

Additional examples of alternative forms of communication are sign language 15 
interpretation; having material explained orally by staff; or having a third party 16 
representative (a friend, relative or advocate, named by the applicant) to receive, interpret 17 
and explain housing materials and be present at all meetings. 18 

19 
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2-II.G. PHYSICAL ACCESSIBILITY 1 

The PHA must comply with a variety of regulations pertaining to physical accessibility, 2 
including the following.  3 

• Notice PIH 2010-26 4 

• Section 504 of the Rehabilitation Act of 1973  5 

• The Americans with Disabilities Act of 1990  6 

• The Architectural Barriers Act of 1968  7 

• The Fair Housing Act of 1988 8 

The PHA’s policies concerning physical accessibility must be readily available to applicants and 9 
resident families. They can be found in three key documents. 10 

• This policy, the Admissions and Continued Occupancy Policy, describes the key policies that 11 
govern the PHA’s responsibilities with regard to physical accessibility.  12 

• Notice PIH 2010-26 summarizes information about pertinent laws and implementing 13 
regulations related to nondiscrimination and accessibility in federally-funded housing 14 
programs. 15 

• The PHA Plan provides information about self-evaluation, needs assessment, and transition 16 
plans.  17 

The design, construction, or alteration of PHA facilities must conform to the Uniform Federal 18 
Accessibility Standards (UFAS). Notice PIH 2010-26 contains specific information on 19 
calculating the percentages of units for meeting UFAS requirements. 20 

Newly-constructed facilities must be designed to be readily accessible to and usable by persons 21 
with disabilities. Alterations to existing facilities must be accessible to the maximum extent 22 
feasible, defined as not imposing an undue financial and administrative burden on the operations 23 
of the public housing program.  24 
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2-II.H. DENIAL OR TERMINATION OF ASSISTANCE 1 

A PHA’s decision to deny or terminate the assistance of a family that includes a person with 2 
disabilities is subject to consideration of reasonable accommodation [24 CFR 966.7]. 3 

When applicants with disabilities are denied assistance, the notice of denial must inform them 4 
of their right to request an informal hearing [24 CFR 960.208(a)].  5 

When a family’s lease is terminated, the notice of termination must inform the family of 6 
their right to request a hearing in accordance with the PHA’s grievance process 7 
[24 CFR 966.4(l)(3)(ii)].  8 

When reviewing reasonable accommodation requests, the PHA must consider whether 9 
reasonable accommodation will allow the family to overcome the problem that led to the PHA’s 10 
decision to deny or terminate assistance. If a reasonable accommodation will allow the family to 11 
meet the requirements, the PHA must make the accommodation [24 CFR 966.7].  12 

In addition, the PHA must provide reasonable accommodation for persons with disabilities to 13 
participate in the hearing process [24 CFR 966.56(h)].  14 
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PART III: IMPROVING ACCESS TO SERVICES FOR PERSONS WITH  1 
LIMITED ENGLISH PROFICIENCY (LEP) 2 

2-III.A. OVERVIEW 3 

Language for Limited English Proficiency Persons (LEP) can be a barrier to accessing important 4 
benefits or services, understanding and exercising important rights, complying with applicable 5 
responsibilities, or understanding other information provided by the public housing program. In 6 
certain circumstances, failure to ensure that LEP persons can effectively participate in or benefit 7 
from federally-assisted programs and activities may violate the prohibition under Title VI against 8 
discrimination on the basis of national origin. This part incorporates the Final Guidance to 9 
Federal Assistance Recipients Regarding Title VI Prohibition against National Origin 10 
Discrimination Affecting Limited English Proficient Persons, published January 22, 2007, in the 11 
Federal Register. 12 

The PHA will take affirmative steps to communicate with people who need services or 13 
information in a language other than English. These persons will be referred to as Persons with 14 
Limited English Proficiency (LEP). 15 

LEP persons are defined as persons who do not speak English as their primary language and who 16 
have a limited ability to read, write, speak or understand English. For the purposes of this 17 
Admissions and Continued Occupancy Policy, LEP persons are public housing applicants and 18 
resident families, and parents and family members of applicants and resident families. 19 

In order to determine the level of access needed by LEP persons, the PHA will balance the 20 
following four factors: (1) the number or proportion of LEP persons eligible to be served or 21 
likely to be encountered by the public housing program; (2) the frequency with which LEP 22 
persons come into contact with the program; (3) the nature and importance of the program, 23 
activity, or service provided by the program to people’s lives; and (4) the resources available to 24 
the PHA and costs. Balancing these four factors will ensure meaningful access by LEP persons 25 
to critical services while not imposing undue burdens on the PHA. 26 

27 
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2-III.B. ORAL INTERPRETATION 1 

In a courtroom, a hearing, or situations in which health, safety, or access to important benefits and 2 
services are at stake, the PHA will generally offer, or ensure that the family is offered through other 3 
sources, competent interpretation services free of charge to the LEP person. 4 

CMHC Policy 5 

The CMHC will analyze the various kinds of contacts it has with the public, to assess 6 
language needs and decide what reasonable steps should be taken. “Reasonable steps” 7 
may not be reasonable where the costs imposed substantially exceed the benefits. 8 

Where feasible, the CMHC will train and hire bilingual staff to be available to act as 9 
interpreters and translators, will pool resources with other PHAs, and will standardize 10 
documents. Where feasible and possible, the CMHC will encourage the use of qualified 11 
community volunteers. 12 

Where LEP persons desire, they will be permitted to use, at their own expense, an 13 
interpreter of their own choosing, in place of or as a supplement to the free language 14 
services offered by the CMHC. The interpreter may be a family member or friend. 15 

2-III.C. WRITTEN TRANSLATION 16 

Translation is the replacement of a written text from one language into an equivalent written text 17 
in another language.  18 

CMHC Policy 19 

In order to comply with written-translation obligations, the CMHC will take the 20 
following steps: 21 

The CMHC will provide written translations of vital documents for each eligible 22 
LEP language group that constitutes 5 percent or 1,000 persons, whichever is 23 
less, of the population of persons eligible to be served or likely to be affected or 24 
encountered. Translation of other documents, if needed, can be provided orally; or 25 

If there are fewer than 50 persons in a language group that reaches the 5 percent 26 
trigger, the CMHC may not translate vital written materials, but will provide 27 
written notice in the primary language of the LEP language group of the right to 28 
receive competent oral interpretation of those written materials, free of cost. 29 

30 
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2-III.D. IMPLEMENTATION PLAN 1 

After completing the four-factor analysis and deciding what language assistance services are 2 
appropriate, the PHA shall determine whether it is necessary to develop a written 3 
implementation plan to address the identified needs of the LEP populations it serves. 4 

If the PHA determines that it is not necessary to develop a written implementation plan, the 5 
absence of a written plan does not obviate the underlying obligation to ensure meaningful access 6 
by LEP persons to the PHA’s public housing program and services. 7 

CMHC Policy 8 

If it is determined that the CMHC serves very few LEP persons, and the CMHC has very 9 
limited resources, the CMHC will not develop a written LEP plan, but will consider 10 
alternative ways to articulate in a reasonable manner a plan for providing meaningful 11 
access. Entities having significant contact with LEP persons, such as schools, grassroots 12 
and faith-based organizations, community groups, and groups working with new 13 
immigrants will be contacted for input into the process. 14 

If the CMHC determines it is appropriate to develop a written LEP plan, the following 15 
five steps will be taken: (1) Identifying LEP individuals who need language assistance; 16 
(2) identifying language assistance measures; (3) training staff; (4) providing notice to 17 
LEP persons; and (5) monitoring and updating the LEP plan. 18 

19 
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EXHIBIT 2-1: DEFINITION OF A PERSON WITH A DISABILITY UNDER FEDERAL 1 
CIVIL RIGHTS LAWS [24 CFR Parts 8.3 and 100.201] 2 

A person with a disability, as defined under federal civil rights laws, is any person who: 3 

• Has a physical or mental impairment that substantially limits one or more of the major life 4 
activities of an individual, or 5 

• Has a record of such impairment, or 6 

• Is regarded as having such impairment  7 

The phrase “physical or mental impairment” includes: 8 

• Any physiological disorder or condition, cosmetic or disfigurement, or anatomical loss 9 
affecting one or more of the following body systems: neurological; musculoskeletal; special 10 
sense organs; respiratory, including speech organs; cardiovascular; reproductive; digestive; 11 
genito-urinary; hemic and lymphatic; skin; and endocrine; or 12 

• Any mental or psychological disorder, such as mental retardation, organic brain syndrome, 13 
emotional or mental illness, and specific learning disabilities. The term “physical or mental 14 
impairment” includes, but is not limited to: such diseases and conditions as orthopedic, 15 
visual, speech and hearing impairments, cerebral palsy, autism, epilepsy, muscular 16 
dystrophy, multiple sclerosis, cancer, heart disease, diabetes, mental retardation, emotional 17 
illness, drug addiction and alcoholism. 18 

“Major life activities” includes, but is not limited to, caring for oneself, performing manual 19 
tasks, walking, seeing, hearing, breathing, learning, and/or working. 20 

“Has a record of such impairment” means has a history of, or has been misclassified as having, a 21 
mental or physical impairment that substantially limits one or more major live activities. 22 

“Is regarded as having an impairment” is defined as having a physical or mental impairment that 23 
does not substantially limit one or more major life activities but is treated by a public entity (such 24 
as the PHA) as constituting such a limitation; has none of the impairments defined in this section 25 
but is treated by a public entity as having such an impairment; or has a physical or mental 26 
impairment that substantially limits one or more major life activities, only as a result of the 27 
attitudes of others toward that impairment. 28 

29 
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The definition of a person with disabilities does not include: 1 

• Current illegal drug users  2 

• People whose alcohol use interferes with the rights of others 3 

• Persons who objectively pose a direct threat or substantial risk of harm to others that cannot 4 
be controlled with a reasonable accommodation under the public housing program 5 

The above definition of disability determines whether an applicant or participant is entitled to 6 
any of the protections of federal disability civil rights laws. Thus, a person who does not meet 7 
this definition of disability is not entitled to a reasonable accommodation under federal civil 8 
rights and fair housing laws and regulations.  9 

The HUD definition of a person with a disability is much narrower than the civil rights definition 10 
of disability. The HUD definition of a person with a disability is used for purposes of receiving 11 
the disabled family preference, the $400 elderly/disabled household deduction, the allowance for 12 
medical expenses, or the allowance for disability assistance expenses.  13 

The definition of a person with a disability for purposes of granting a reasonable accommodation 14 
request is much broader than the HUD definition of disability. Many people will not qualify as a 15 
disabled person under the public housing program, yet an accommodation is needed to provide 16 
equal opportunity. 17 
 18 
 19 
 20 
 21 
 22 
 23 
 24 
 25 
 26 
 27 
 28 
 29 
 30 
 31 
 32 
 33 
 34 
 35 
 36 
 37 
 38 
 39 
 40 
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Chapter 3 1 

ELIGIBILITY 2 

INTRODUCTION 3 
The PHA is responsible for ensuring that every individual and family admitted to the public 4 
housing program meets all program eligibility requirements. This includes any individual 5 
approved to join the family after the family has been admitted to the program. The family must 6 
provide any information needed by the PHA to confirm eligibility and determine the level of the 7 
family’s assistance. 8 
 9 
To be eligible for the public housing program: 10 

• The applicant family must: 11 

− Qualify as a family as defined by HUD and the PHA. 12 

− Have income at or below HUD-specified income limits. 13 

− Qualify on the basis of citizenship or the eligible immigrant status of family members.  14 

− Provide social security number information for household members as required. 15 

− Consent to the PHA’s collection and use of family information as provided for in PHA-16 
provided consent forms. 17 

• The PHA must determine that the current or past behavior of household members does     18 
      not include activities that are prohibited by HUD or the PHA.  19 

 20 
This chapter contains three parts: 21 

 22 
Part I: Definitions of Family and Household Members. This part contains HUD and PHA 23 
definitions of family and household members and explains initial and ongoing eligibility 24 
issues related to these members. 25 
 26 
Part II: Basic Eligibility Criteria. This part discusses income eligibility, and rules 27 
regarding citizenship, social security numbers, and family consent. 28 
 29 
Part III: Denial of Admission. This part covers factors related to an applicant’s past or 30 
current conduct (e.g. criminal activity) that can cause the PHA to deny admission. 31 

32 
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PART I: DEFINITIONS OF FAMILY AND HOUSEHOLD MEMBERS  1 

3-I.A. OVERVIEW 2 
 3 
Some eligibility criteria and program rules vary depending upon the composition of the family 4 
requesting assistance. In addition, some requirements apply to the family as a whole and others 5 
apply to individual persons who will live in the public housing unit. This part provides 6 
information that is needed to correctly identify family and household members, and explains 7 
HUD's eligibility rules.  8 

3-I.B. FAMILY AND HOUSEHOLD [24 CFR 5.403 and HUD-50058 IB, p. 13,  9 
FR Notice 02/03/12] 10 
 11 
The terms family and household have different meanings in the public housing program. 12 

Family 13 
 14 
To be eligible for admission, an applicant must qualify as a family. Family as defined by HUD, 15 
includes but is not limited to the following, regardless of actual or perceived sexual orientation, 16 
gender identity, or marital status, a single person, who may be an elderly person, disabled person, 17 
near-elderly person, or any other single person; or  a group of persons residing together. Such 18 
group includes, but is not limited to a family with or without children (a child who is temporarily 19 
away from the home because of placement in foster care is considered a member of the family), 20 
an elderly family, a near-elderly family, a disabled family, a displaced family, or the remaining 21 
member of a tenant family. The PHA has the discretion to determine if any other group of 22 
persons qualifies as a family. 23 
 24 
Gender Identity means actual or perceived gender characteristics. 25 
 26 
Sexual orientation means homosexuality, heterosexuality, or bisexuality. 27 

CMHC Policy 28 

A family also includes two or more individuals who are not related by blood, marriage, 29 
adoption, or other operation of law, but who either can demonstrate that they have lived 30 
together previously or certify that each individual’s income and other resources will be 31 
available to meet the needs of the family. 32 

Each family must identify the individuals to be included in the family at the time of 33 
application, and must update this information if the family’s composition changes. 34 

Household 35 
 36 
Household is a broader term that includes additional people who, with the PHA’s permission, 37 
live in a public housing unit, such as live-in aides, foster children, and foster adults. 38 

39 
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3-I.C. FAMILY BREAKUP AND REMAINING MEMBER OF TENANT FAMILY 1 

Family Breakup 2 

CMHC Policy 3 

When a family on the waiting list breaks up into two otherwise eligible families, only one 4 
of the new families may retain the original application date. Other former family 5 
members may submit a new application with a new application date if the waiting list 6 
is open. 7 

If a family breaks up into two otherwise eligible families while living in public housing, 8 
only one of the new families will retain occupancy of the unit. 9 

If a court determines the disposition of property between members of an applicant or 10 
resident family as part of a divorce or separation decree, the CMHC will abide by the 11 
court's determination. 12 

In the absence of a judicial decision or an agreement among the original family members, 13 
the PHA will determine which family will retain their placement on the waiting list or 14 
continue in occupancy. In making its determination, the PHA will take into consideration 15 
the following factors: (1) the interest of any minor children, including custody 16 
arrangements; (2) the interest of any ill, elderly, or disabled family members; (3) the 17 
interest of any family member who is or has been the victim of domestic violence, dating 18 
violence, or stalking and provides documentation in accordance with section 16-VII.D of 19 
this ACOP; (4) any possible risks to family members as a result of criminal activity, and 20 
(5) the recommendations of social service professionals. 21 

Remaining Member of a Tenant Family [24 CFR 5.403] 22 
 23 
The HUD definition of family includes the remaining member of a tenant family, which is a 24 
member of a resident family who remains in the unit when other members of the family have left 25 
the unit [PH Occ GB, p. 26]. Household members such as live-in aides, foster children, and 26 
foster adults do not qualify as remaining members of a family. 27 
 28 
If dependents are the only “remaining members of a tenant family” and there is no family 29 
member able to assume the responsibilities of the head of household, see Chapter 6, Section 6-30 
I.B, for the policy on “Caretakers for a Child.” 31 

32 
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3-I.D. HEAD OF HOUSEHOLD [24 CFR 5.504(b)] 1 
 2 
Head of household means the adult member of the family who is considered the head for 3 
purposes of determining income eligibility and rent. The head of household is responsible for 4 
ensuring that the family fulfills all of its responsibilities under the program, alone or in 5 
conjunction with a cohead or spouse. 6 

CMHC Policy 7 

The family may designate any qualified family member as the head of household. 8 

The head of household must have the legal capacity to enter into a lease under state and 9 
local law. A minor who is emancipated under state law may be designated as head of 10 
household. 11 

3-I.E. SPOUSE, COHEAD, AND OTHER ADULT  12 
 13 
A family may have a spouse or cohead, but not both [HUD-50058 IB, p. 13]. 14 
 15 
Spouse means the marriage partner of the head of household. 16 

CMHC Policy 17 

A marriage partner includes the partner in a "common law" marriage if legally formed 18 
through laws applicable in another state before the couple moved to Michigan as defined 19 
in Michigan state law. The term “spouse” does not apply to friends, roommates, or 20 
significant others who are not marriage partners. A minor who is emancipated under state 21 
law may be designated as a spouse. 22 

 23 
A cohead is an individual in the household who is equally responsible with the head of 24 
household for ensuring that the family fulfills all of its responsibilities under the program, but 25 
who is not a spouse. A family can have only one cohead. 26 

CMHC Policy 27 

Minors who are emancipated under state law may be designated as a cohead. 28 

 29 
Other adult means a family member, other than the head, spouse, or cohead, who is 18 years of 30 
age or older. Foster adults and live-in aides are not considered other adults [HUD-50058 IB, 31 
p. 14]. 32 

33 
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3-I.F. DEPENDENT [24 CFR 5.603] 1 
 2 
A dependent is a family member who is under 18 years of age or a person of any age who is a 3 
person with a disability or a full-time student, except that the following persons can never be 4 
dependents: the head of household, spouse, cohead, foster children/adults and live-in aides. 5 
Identifying each dependent in the family is important because each dependent qualifies the 6 
family for a deduction from annual income as described in Chapter 6. 7 
 8 
Joint Custody of Dependents 9 

CMHC Policy 10 

Dependents that are subject to a joint custody arrangement will be considered a member 11 
of the family, if they live with the applicant or resident family 50 percent or more of 12 
the time. 13 

When more than one applicant or assisted family (regardless of program) are claiming the 14 
same dependents as family members, the family with primary custody at the time of the 15 
initial examination or reexamination will be able to claim the dependents. If there is a 16 
dispute about which family should claim them, the PHA will make the determination 17 
based on available documents such as court orders, an IRS income tax return showing 18 
which family has claimed the child for income tax purposes, school records, or other 19 
credible documentation. 20 

 21 
3-I.G. FULL-TIME STUDENT [24 CFR 5.603] 22 
 23 
A full-time student (FTS) is a person who is attending school or vocational training on a full-time 24 
basis. The time commitment or subject load that is needed to determine if attendance is full-time 25 
is defined by the educational institution. 26 
 27 
Identifying each FTS is important because (1) each family member that is an FTS, other than the 28 
head, spouse, or cohead, qualifies the family for a dependent deduction and (2) the income of 29 
such an FTS is treated differently from the income of other family members. 30 

31 
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3-I.H. ELDERLY AND NEAR-ELDERLY PERSONS, AND ELDERLY FAMILY  1 
[24 CFR 5.100, 5.403, 945.105, and FR Notice 02/03/12] 2 
 3 
Elderly Persons 4 
 5 
An elderly person is a person who is at least 62 years of age.  6 
 7 
Near-Elderly Persons 8 
 9 
A near-elderly person is a person who is 50-61 years of age.  10 
 11 
Elderly Family 12 
 13 
An elderly family is one in which the head, spouse, cohead, or sole member is an elderly person. 14 
Identifying elderly families is important because these families qualify for the elderly family 15 
allowance and the medical allowance as described in Chapter 6 and may qualify for a particular 16 
type of development as noted in Chapter 4. 17 

3-I.I. PERSONS WITH DISABILITIES AND DISABLED FAMILY [24 CFR 5.403,  18 
FR Notice 02/03/12] 19 
 20 
Persons with Disabilities 21 

Under the public housing program, special rules apply to persons with disabilities and to any 22 
family whose head, spouse, or cohead is a person with disabilities. The technical definitions of 23 
individual with handicaps and persons with disabilities are provided in Exhibit 3-1 at the end of 24 
this chapter. These definitions are used for a number of purposes including ensuring that persons 25 
with disabilities are not discriminated against based upon disability. 26 

As discussed in Chapter 2, the PHA must make all aspects of the public housing program 27 
accessible to persons with disabilities and consider requests for reasonable accommodations 28 
when a person’s disability limits their full access to the unit, the program, or the PHA’s services. 29 
 30 
Disabled Family 31 

A disabled family is one in which the head, spouse, or cohead is a person with disabilities. 32 
Identifying disabled families is important because these families qualify for the disabled family 33 
allowance and the medical allowance as described in Chapter 6 and may qualify for a particular 34 
type of development as noted in Chapter 4. 35 

Even though persons with drug or alcohol dependencies are considered persons with disabilities 36 
for the purpose of non-discrimination, this does not prevent the PHA from denying admission or 37 
taking action under the lease for reasons related to alcohol and drug abuse in accordance with the 38 
policies found in Part III of this chapter and in Chapter 13. 39 

40 
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3-I.J. GUESTS [24 CFR 5.100] 1 

A guest is defined as a person temporarily staying in the unit with the consent of a tenant or 2 
other member of the household who has express or implied authority to so consent on behalf of 3 
the tenant. 4 

The lease must provide that the tenant has the right to exclusive use and occupancy of the leased 5 
unit by the members of the household authorized to reside in the unit in accordance with the 6 
lease, including reasonable accommodation of their guests [24 CFR 966.4(d)]. The head of 7 
household is responsible for the conduct of visitors and guests, inside the unit as well as 8 
anywhere on or near PHA premises [24 CFR 966.4(f)]. 9 

CMHC Policy 10 

A resident family must notify the PHA when overnight guests will be staying in the unit 11 
for more than 3 days. A guest can remain in the unit no longer than 14 consecutive days 12 
or a total of 30 cumulative calendar days during any 12 month period. 13 

CMHC requires that a resident family complete the overnight guest form at least 7 14 
calendar days advance of an overnight guest staying 3 days or more.  In the case of 15 
unexpected overnight guests staying 3 or more days the resident family must complete 16 
the overnight guest form the next business day. 17 

CMHC shall keep a record of the resident family’s overnight guest to insure public 18 
housing program compliance.  Resident families whose guests exceed 14 consecutive 19 
days or a total of 30 cumulative shall be notified that they are in noncompliance with 20 
program requirements. 21 

A family may request an exception to this policy for valid reasons (e.g., care of a relative 22 
recovering from a medical procedure expected to last 20 consecutive days). An exception 23 
will not be made unless the family can identify and provide documentation of the 24 
residence to which the guest will return. 25 

Children who are subject to a joint custody arrangement or for whom a family has 26 
visitation privileges, that are not included as a family member because they live outside 27 
of the public housing unit more than 50 percent of the time, are not subject to the time 28 
limitations of guests as described above. 29 

Former residents who have been evicted are not permitted as overnight guests.  30 
Individuals published on the CMHC Banned List are not permitted as overnight guests 31 
nor are banned individuals permitted on CMHC property.  Residents who permit banned 32 
individuals to be overnight guests or to be on CMHC property shall be in material 33 
violation of the lease. 34 

Guests who represent the public housing unit address as their residence address or 35 
address of record for receipt of benefits or any other purposes will be considered 36 
unauthorized occupants. In addition, guests who remain in the unit beyond the allowable 37 
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time limit will be considered to be unauthorized occupants, and their presence constitutes 1 
violation of the lease. 2 

3 
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3-I.K. FOSTER CHILDREN AND FOSTER ADULTS 1 

Foster adults are usually persons with disabilities, unrelated to the tenant family, who are unable 2 
to live alone [24 CFR 5.609(c)(2)]. 3 

The term foster child is not specifically defined by the regulations. 4 

Foster children and foster adults that are living with an applicant or resident family are 5 
considered household members but not family members. The income of foster children/adults is 6 
not counted in family annual income and foster children/adults do not qualify for a dependent 7 
deduction [24 CFR 5.603 and HUD-50058 IB, pp. 13-14]. 8 

CMHC Policy 9 

A foster child is a child that is in the legal guardianship or custody of a state, county, or 10 
private adoption or foster care agency, yet is cared for by foster parents in their own 11 
homes, under some kind of short-term or long-term foster care arrangement with the 12 
custodial agency. 13 

Children that are temporarily absent from the home as a result of placement in foster care are 14 
discussed in Section 3-I.L. 15 

16 
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3-I.L. ABSENT FAMILY MEMBERS 1 

Individuals may be temporarily or permanently absent from the unit for a variety of reasons 2 
including educational activities, placement in foster care, employment, and illness. 3 
 4 
Definitions of Temporarily and Permanently Absent  5 

 6 
CMHC Policy 7 
 8 
Generally an individual who is or is expected to be absent from the public housing unit 9 
for 180 consecutive days or less is considered temporarily absent and continues to be 10 
considered a family member. Generally an individual who is or is expected to be absent 11 
from the public housing unit for more than 180 consecutive days is considered 12 
permanently absent and no longer a family member. Exceptions to this general policy are 13 
discussed below. 14 

 15 
Absent Students 16 

 17 
CMHC Policy 18 
 19 
When someone who has been considered a family member attends school away from 20 
home, the person will continue to be considered a family member unless information 21 
becomes available to the PHA indicating that the student has established a separate 22 
household or the family declares that the student has established a separate household.  23 

 24 
Absences Due to Placement in Foster Care [24 CFR 5.403] 25 
 26 
Children temporarily absent from the home as a result of placement in foster care are considered 27 
members of the family. 28 

 29 
CMHC Policy 30 
 31 
If a child has been placed in foster care, the PHA will verify with the appropriate agency 32 
whether and when the child is expected to be returned to the home. Unless the agency 33 
confirms that the child has been permanently removed from the home, the child will be 34 
counted as a family member. 35 

36 
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Absent Head, Spouse, or Cohead 1 
 2 
CMHC Policy 3 
 4 
An employed head, spouse, or cohead absent from the unit more than 180 consecutive 5 
days due to employment will continue to be considered a family member.  6 

 7 
Individuals Confined for Medical Reasons  8 

 9 
CMHC Policy 10 
 11 
An individual confined to a nursing home or hospital on a permanent basis is not 12 
considered a family member. 13 
 14 
If there is a question about the status of a family member, the PHA will request 15 
verification from a responsible medical professional and will use this determination. If 16 
the responsible medical professional cannot provide a determination, the person generally 17 
will be considered temporarily absent. The family may present evidence that the family 18 
member is confined on a permanent basis and request that the person not be considered a 19 
family member. 20 

 21 
Return of Permanently Absent Family Members 22 

 23 
CMHC Policy 24 
 25 
The family must request PHA approval for the return of any adult family members that 26 
the PHA has determined to be permanently absent. The individual is subject to the 27 
eligibility and screening requirements discussed in this chapter. 28 

29 
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3-I.M. LIVE-IN AIDE 1 
 2 
Live-in aide means a person who resides with one or more elderly persons, or near-elderly 3 
persons, or persons with disabilities, and who: (1) is determined to be essential to the care and 4 
well-being of the person(s), (2) is not obligated for the support of the person(s), and (3) would 5 
not be living in the unit except to provide the necessary supportive services [24 CFR 5.403]. 6 
 7 
The PHA must approve a live-in aide if needed as a reasonable accommodation for a person with 8 
disabilities in accordance with 24 CFR 8. 9 
 10 
A live-in aide is considered a household member but not a family member. The income of the 11 
live-in aide is not counted in determining the annual income of the family [24 CFR 5.609(c)(5)]. 12 
Relatives may be approved as live-in aides if they meet all of the criteria defining a live-in aide. 13 
However, a relative who serves as a live-in aide is not considered a family member and would 14 
not be considered a remaining member of a tenant family. 15 

 16 
CMHC Policy 17 
 18 
A family’s request for a live-in aide must be made in writing. The PHA will verify the 19 
need for a live-in aide with a reliable, knowledgeable professional as provided by the 20 
family, such as a doctor, social worker, or case worker. For continued approval, the 21 
family must submit a new, written request—subject to PHA verification—at each 22 
annual reexamination.  23 
 24 
In addition, the family and live-in aide will be required to submit a certification stating 25 
that the live-in aide is (1) not obligated for the support of the person(s) needing the care, 26 
and (2) would not be living in the unit except to provide the necessary supportive 27 
services. 28 
 29 
The PHA has the discretion not to approve a particular person as a live-in aide, and may 30 
withdraw such approval, if [24 CFR 966.4(d)(3)(i)]: 31 

The person commits fraud, bribery or any other corrupt or criminal act in 32 
connection with any federal housing program; 33 

The person has a history of drug-related criminal activity or violent criminal 34 
activity; or 35 

The person currently owes rent or other amounts to the PHA or to another PHA in 36 
connection with Section 8 or public housing assistance under the 1937 Act. 37 

The person has been evicted or was subject to eviction by the PHA. 38 

The person is on the PHA Banned List. 39 
 40 
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Within 10 business days of receiving a request for a live-in aide, including all required 1 
documentation related to the request, the PHA will notify the family of its decision in 2 
writing. 3 

4 
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PART II: BASIC ELIGIBILITY CRITERIA 1 

3-II.A. INCOME ELIGIBILITY AND TARGETING 2 
 3 
Income Limits 4 
 5 
HUD is required by law to establish income limits that determine the income eligibility of 6 
applicants for HUD’s assisted housing programs, including the public housing program. The 7 
income limits are published annually and are based on HUD estimates of the median incomes for 8 
families of different sizes in a particular area or county.  9 
 10 
Types of Low-Income Families [24 CFR 5.603(b)] 11 
 12 
Low-income family. A family whose annual income does not exceed 80 percent of the median 13 
income for the area, adjusted for family size.  14 
 15 
Very low-income family. A family whose annual income does not exceed 50 percent of the 16 
median income for the area, adjusted for family size.  17 
 18 
Extremely low-income family. A family whose annual income does not exceed 30 percent of the 19 
median income for the area, adjusted for family size. (Used for income targeting only, not 20 
program eligibility.) 21 
 22 
HUD may establish income ceilings higher or lower than 30, 50, or 80 percent of the median 23 
income for an area if HUD finds that such variations are necessary because of unusually high or 24 
low family incomes. 25 
 26 
Using Income Limits for Eligibility [24 CFR 960.201] 27 
 28 
Income limits are used for eligibility only at admission. Eligibility is established by comparing a 29 
family's annual income with HUD’s published income limits. To be income eligible, the annual 30 
income of an applicant must be within the low-income limit. 31 
 32 
Occupancy by police officers to provide security for public housing residents [24 CFR 33 
960.505] 34 
 35 
 CMHC Policy 36 
 37 
 CMHC will provide occupancy to police officers who are employed on a full-time or  38 
 part-time basis as a duly licensed professional officer by a Federal, State, Tribal or local 39 
 government or by any agency of these governments who would normally be outside  40 
 income eligibility criteria for occupancy for the purpose of increased security of its 41 
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2 
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Using Income Limits for Targeting [24 CFR 960.202(b)] 1 
 2 
At least 40 percent of the families admitted from the PHA waiting list to the public housing 3 
program during a PHA fiscal year must be extremely low-income families. This is called the 4 
“basic targeting requirement.” 5 
 6 
If admissions of extremely low-income families to the PHA’s housing choice voucher program 7 
during a PHA fiscal year exceed the 75 percent minimum targeting requirement for that program, 8 
such excess shall be credited against the PHA’s public housing basic targeting requirement for 9 
the same fiscal year. 10 
 11 
The fiscal year credit for housing choice voucher program admissions that exceed the minimum 12 
voucher program targeting requirement must not exceed the lower of: 13 
 14 

• Ten percent of public housing waiting list admissions during the PHA fiscal year 15 
 16 

• Ten percent of waiting list admission to the PHA’s housing choice voucher program 17 
during the PHA fiscal year 18 
 19 

• The number of qualifying low-income families who commence occupancy during the 20 
fiscal year of public housing units located in census tracts with a poverty rate of 21 
30percent or more. For this purpose, qualifying low-income family means a low-income 22 
family         23 
other than an extremely low-income family. 24 

 25 
For discussion of how income targeting is used in tenant selection, see Chapter 4. 26 

27 
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3-II.B. CITIZENSHIP OR ELIGIBLE IMMIGRATION STATUS [24 CFR 5, Subpart E] 1 
 2 
Housing assistance is available only to individuals who are U.S. citizens, U.S. nationals (herein 3 
referred to as citizens and nationals), or noncitizens that have eligible immigration status. At 4 
least one family member must be a citizen, national, or noncitizen with eligible immigration 5 
status in order for the family to qualify for any level of assistance. 6 
 7 
All applicant families must be notified of the requirement to submit evidence of their citizenship 8 
status when they apply. Where feasible, and in accordance with the PHA’s Limited English 9 
Proficiency Plan, the notice must be in a language that is understood by the individual if the 10 
individual is not proficient in English. 11 
 12 
Declaration [24 CFR 5.508] 13 
 14 
HUD requires each family member to declare whether the individual is a citizen, a national, or 15 
an eligible noncitizen, except those members who elect not to contend that they have eligible 16 
immigration status. Those who elect not to contend their status are considered to be ineligible 17 
noncitizens. For citizens, nationals and eligible noncitizens the declaration must be signed 18 
personally by the head, spouse, cohead, and any other family member 18 or older, and by a 19 
parent or guardian for minors. The family must identify in writing any family members who elect 20 
not to contend their immigration status (see Ineligible Noncitizens below). No declaration is 21 
required for live-in aides, foster children, or foster adults.  22 
 23 
U.S. Citizens and Nationals 24 
 25 
In general, citizens and nationals are required to submit only a signed declaration that claims 26 
their status. However, HUD regulations permit the PHA to request additional documentation of 27 
their status, such as a passport. 28 

 29 
CMHC Policy 30 
 31 
Family members who declare citizenship or national status will not be required to provide 32 
additional documentation unless the PHA receives information indicating that an 33 
individual’s declaration may not be accurate.  34 

 35 
Eligible Noncitizens 36 
 37 
In addition to providing a signed declaration, those declaring eligible noncitizen status must sign 38 
a verification consent form and cooperate with PHA efforts to verify their immigration status as 39 
described in Chapter 7. The documentation required for establishing eligible noncitizen status 40 
varies depending upon factors such as the date the person entered the U.S., the conditions under 41 
which eligible immigration status has been granted, the person’s age, and the date on which the 42 
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family began receiving HUD-funded assistance. 1 
 2 
Lawful residents of the Marshall Islands, the Federated States of Micronesia, and Palau, together 3 
known as the Freely Associated States, or FAS, are eligible for housing assistance under section 4 
141 of the Compacts of Free Association between the U.S. Government and the Governments of 5 
the FAS [Public Law 106-504]. 6 

7 
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Ineligible Noncitizens 1 
 2 
Those noncitizens who do not wish to contend their immigration status are required to have their 3 
names listed on a noncontending family members listing, signed by the head, spouse, or cohead 4 
(regardless of citizenship status), indicating their ineligible immigration status. The PHA is not 5 
required to verify a family member’s ineligible status and is not required to report an individual’s 6 
unlawful presence in the U.S. to the United States Citizenship and Immigration Services 7 
(USCIS). 8 
 9 
Providing housing assistance to noncitizen students is prohibited [24 CFR 5.522]. This 10 
prohibition extends to the noncitizen spouse of a noncitizen student as well as to minor children 11 
who accompany or follow to join the noncitizen student. Such prohibition does not extend to the 12 
citizen spouse of a noncitizen student or to the children of the citizen spouse and noncitizen 13 
student. Such a family is eligible for prorated assistance as a mixed family. 14 
 15 
Mixed Families 16 
 17 
A family is eligible for admission as long as at least one member is a citizen, national, or eligible 18 
noncitizen. Families that include eligible and ineligible individuals are considered mixed 19 
families. Such families will be given notice that their assistance will be prorated, and that they 20 
may request a hearing if they contest this determination. See Chapter 6 for a discussion of how 21 
rents are prorated, and Chapter 14 for a discussion of informal hearing procedures.  22 
 23 
Ineligible Families [24 CFR 5.514(d), (e), and (f)] 24 
 25 
A PHA may elect to provide assistance to a family before the verification of the eligibility of the 26 
individual or one family member [24 CFR 5.512(b)]. Otherwise, no individual or family may be 27 
assisted prior to the affirmative establishment by the PHA that the individual or at least one 28 
family member is eligible [24 CFR 5.512(a)]. 29 

 30 
CMHC Policy 31 
 32 
The PHA will not provide assistance to a family before the verification of at least one 33 
family member as a citizen, national, or eligible noncitizen. 34 
 35 
When a PHA determines that an applicant family does not include any citizens, nationals, 36 
or eligible noncitizens, following the verification process, the family will be sent a 37 
written notice within 10 business days of the determination. 38 
 39 
The notice will explain the reasons for the denial of assistance and will advise the family 40 
of its right to request an appeal to the United States Citizenship and Immigration Services 41 
(USCIS), or to request an informal hearing with the PHA. The informal hearing with the 42 
PHA may be requested in lieu of the USCIS appeal, or at the conclusion of the USCIS 43 
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appeal process. The notice must also inform the applicant family that assistance may not 1 
be delayed until the conclusion of the USCIS appeal process, but that it may be delayed 2 
pending the completion of the informal hearing process. 3 
 4 
Informal hearing procedures are contained in Chapter 14. 5 

6 
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Time Frame for Determination of Citizenship Status [24 CFR 5.508(g)] 1 
 2 
For new occupants joining the resident family the PHA must verify status at the first interim or 3 
regular reexamination following the person’s occupancy, whichever comes first. 4 
 5 
If an individual qualifies for a time extension for the submission of required documents, the 6 
PHA must grant such an extension for no more than 30 days [24 CFR 5.508(h)]. 7 
 8 
Each family member is required to submit evidence of eligible status only one time during 9 
continuous occupancy. 10 

 11 
CMHC Policy 12 
 13 
The PHA will verify the status of applicants at the time other eligibility factors are 14 
determined. 15 

3-II.C. SOCIAL SECURITY NUMBERS [24 CFR 5.216 and 5.218, Notice PIH 2012-10] 16 
 17 
The applicant and all members of the applicant’s household must disclose the complete and 18 
accurate social security number (SSN) assigned to each household member, and the 19 
documentation necessary to verify each SSN. A detailed discussion of acceptable documentation 20 
is provided in Chapter 7. 21 
 22 
Note: These requirements do not apply to noncitizens who do not contend eligible immigration 23 
status. 24 

In addition, each participant who has not previously disclosed an SSN, has previously disclosed 25 
an SSN that HUD or the SSA determined was invalid, or has been issued a new SSN must 26 
submit their complete and accurate SSN and the documentation required to verify the SSN at the 27 
time of the next interim or annual reexamination or recertification. Participants age 62 or older as 28 
of January 31, 2010, whose determination of eligibility was begun before January 31, 2010, are 29 
exempt from this requirement and remain exempt even if they move to a new assisted unit. 30 

The PHA must deny assistance to an applicant family if they do not meet the SSN disclosure and 31 
documentation requirements contained in 24 CFR 5.216. 32 

33 
Commented [CMC9]: Required update and language change  

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 100 of 255



3-II.D. FAMILY CONSENT TO RELEASE OF INFORMATION [24 CFR 5.230]  1 
 2 
HUD requires each adult family member, and the head of household, spouse, or cohead, 3 
regardless of age, to sign form HUD-9886, Authorization for the Release of Information Privacy 4 
Act Notice, and other consent forms as needed to collect information relevant to the family’s 5 
eligibility and level of assistance. Chapter 7 provides detailed information concerning the 6 
consent forms and verification requirements. 7 
 8 
The PHA must deny admission to the program if any member of the applicant family fails to sign 9 
and submit consent forms which allow the PHA to obtain information that the PHA has 10 
determined is necessary in administration of the public housing program [24 CFR 960.259(a) 11 
and (b)]. 12 
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PART III: DENIAL OF ADMISSION 1 

3-III.A. OVERVIEW 2 
 3 
A family that does not meet the eligibility criteria discussed in Parts I and II, must be denied 4 
admission. 5 
 6 
In addition, HUD requires or permits the PHA to deny admission based on certain types of 7 
current or past behaviors of family members as discussed in this part. The PHA’s authority in 8 
this area is limited by the Violence against Women Act of 2005 (VAWA), which expressly 9 
prohibits the denial of admission to an otherwise qualified applicant on the basis that the 10 
applicant is or has been the victim of domestic violence, dating violence, or stalking  11 
[24 CFR 5.2005(b)]. 12 
 13 
This part covers the following topics: 14 

• Required denial of admission 15 

• Other permitted reasons for denial of admission 16 

• Screening 17 

• Criteria for deciding to deny admission 18 

• Prohibition against denial of admission to victims of domestic violence, dating violence,  19 
      or stalking 20 

• Notice of eligibility or denial 21 

3-III.B. REQUIRED DENIAL OF ADMISSION [24 CFR 960.204]  22 
 23 
PHAs are required to establish standards that prohibit admission of an applicant to the public 24 
housing program if they have engaged in certain criminal activity or if the PHA has reasonable 25 
cause to believe that a household member’s current use or pattern of use of illegal drugs, or 26 
current abuse or pattern of abuse of alcohol may threaten the health, safety, or right to peaceful 27 
enjoyment of the premises by other residents. 28 
 29 
Where the statute requires that the PHA prohibit admission for a prescribed period of time after 30 
some disqualifying behavior or event, the PHA may choose to continue that prohibition for a 31 
longer period of time [24 CFR 960.203(c)(3)(ii)]. 32 

33 
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HUD requires the PHA to deny assistance in the following cases: 1 

• Any member of the household has been evicted from federally-assisted housing in the 2 
last 3 years for drug-related criminal activity. HUD permits but does not require the PHA 3 
to admit an otherwise-eligible family if the household member has completed a PHA-4 
approved drug rehabilitation program or the circumstances which led to eviction no 5 
longer exist (e.g. the person involved in the criminal activity no longer lives in the 6 
household). 7 

 8 
CMHC Policy 9 
 10 
The PHA will not admit an otherwise-eligible family who was evicted from federally-11 
assisted housing within the past 3 years for drug-related criminal activity under any 12 
circumstances. 13 
 14 
The PHA will admit an otherwise-eligible family who was evicted from federally-15 
assisted housing within the past 3 years for drug-related criminal activity, if the PHA is 16 
able to verify that the household member who engaged in the criminal activity has 17 
completed a supervised drug rehabilitation program approved by the PHA, or the person 18 
who committed the crime is no longer living in the household. 19 

• The PHA determines that any household member is currently engaged in the use of 20 
illegal drugs. Drug means a controlled substance as defined in section 102 of the 21 
Controlled Substances Act [21 U.S.C. 802]. Currently engaged in the illegal use of a 22 
drug means a person has engaged in the behavior recently enough to justify a reasonable 23 
belief that there is continuing illegal drug use by a household member [24 CFR 24 
960.205(b)(1)]. 25 
 26 
CMHC Policy 27 
 28 
Currently engaged in is defined as any use of illegal drugs during the previous 29 
six months. 30 

• The PHA has reasonable cause to believe that any household member's current use or      31 
       pattern of use of illegal drugs, or current abuse or pattern of abuse of alcohol, may           32 
       threaten the health, safety, or right to peaceful enjoyment of the premises by other           33 
        residents. 34 

 35 
CMHC Policy 36 
 37 
In determining reasonable cause, the PHA will consider all credible evidence, including 38 
but not limited to, any record of convictions, arrests, or evictions of household members 39 
related to the use of illegal drugs or the abuse of alcohol. A conviction will be given more 40 
weight than an arrest. The PHA will also consider evidence from treatment providers or 41 
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community-based organizations providing services to household members.  1 
 2 

• If any household member has ever been convicted of drug-related criminal activity for the 3 
production or manufacture of methamphetamine in any location, not just federally assisted 4 
housing, the family will be denied admission. 5 
 6 

• If any household member is currently registered as a sex offender under a State registration 7 
requirement, the family will be denied admission. 8 

• Any household member is subject to a lifetime registration requirement under a state sex 9 
offender registration program. 10 

11 
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3-III.C. OTHER PERMITTED REASONS FOR DENIAL OF ADMISSION 1 
 2 
HUD permits, but does not require the PHA to deny admission for the reasons discussed in this 3 
section. 4 
 5 
Criminal Activity [24 CFR 960.203(c)] 6 
 7 
The PHA is responsible for screening family behavior and suitability for tenancy. In doing so, 8 
the PHA may consider an applicant’s history of criminal activity involving crimes of physical 9 
violence to persons or property and other criminal acts which would adversely affect the health, 10 
safety, or welfare of other tenants. 11 

 12 
CMHC Policy 13 
 14 
If any household member is currently engaged in, or has engaged in any of the following 15 
criminal activities, the family will be denied admission. 16 
 17 
Drug-related criminal activity, defined by HUD as the illegal manufacture, sale, 18 
distribution, or use of a drug, or the possession of a drug with intent to manufacture, sell, 19 
distribute or use the drug [24 CFR 5.100].  If any household member is currently engaged 20 
in, or has engaged in drug-related criminal activity in the last 20 years, the family will be 21 
denied admission. 22 
 23 
Violent criminal activity, defined by HUD as any criminal activity that has as one of its 24 
elements the use, attempted use, or threatened use of physical force substantial enough to 25 
cause, or be reasonably likely to cause, serious bodily injury or property damage 26 
[24 CFR 5.100].  If any household member is currently engaged in, or has engaged in 27 
violent criminal activity in the last 15 years, the family will be denied admission. 28 
 29 
Criminal activity that may threaten the health, safety, or welfare of other tenants 30 
[24 CFR 960.203(c)(3)].  If any household member is currently engaged in, or has 31 
engaged in criminal activity in the last 15 years, the family will be denied admission. 32 
 33 
Criminal activity that may threaten the health or safety of PHA staff, contractors, 34 
subcontractors, or agents.  If any household member is currently engaged in, or has 35 
engaged in criminal activity in the last 15 years, the family will be denied admission. 36 
 37 
Criminal sexual conduct, including but not limited to sexual assault, incest, open and 38 
gross lewdness, or child abuse.  If any household member is currently engaged in, or has 39 
engaged in criminal sexual conduct in the last 20 years, the family will be denied 40 
admission. 41 
 42 
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 1 
Evidence of such criminal activity includes, but is not limited to any record of 2 
convictions, arrests, or evictions for suspected drug-related or violent criminal activity of 3 
household members. A conviction for such activity will be given more weight than an 4 
arrest or an eviction. 5 
 6 
In making its decision to deny assistance, the PHA will consider the factors discussed in 7 
Sections 3-III.E and 3-III.F. Upon consideration of such factors, the PHA may, on a case-8 
by-case basis, decide not to deny assistance. 9 

10 
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Previous Behavior [960.203(c) and (d) and PH Occ GB, p. 48] 1 
 2 
HUD authorizes the PHA to deny admission based on relevant information pertaining to the 3 
family’s previous behavior and suitability for tenancy. 4 
 5 
In the event of the receipt of unfavorable information with respect to an applicant, the PHA must 6 
consider the time, nature, and extent of the applicant’s conduct (including the seriousness of the 7 
offense). As discussed in Section 3-III.F, the PHA may also need to consider whether the cause 8 
of the unfavorable information may be that the applicant is the victim of domestic violence, 9 
dating violence, or stalking. 10 

 11 
CMHC Policy 12 
 13 
The PHA will deny admission to an applicant family if the PHA determines that the 14 
family: 15 

 16 
Has a pattern of unsuitable past performance in meeting financial obligations, 17 
including rent within the past five years 18 
 19 
Has a pattern of disturbance of neighbors, destruction of property, or living or 20 
housekeeping habits at prior residences within the past five years which may 21 
adversely affect the health, safety, or welfare of other tenants 22 
 23 
Has a pattern of eviction from housing or termination from residential programs 24 
within the past five years (considering relevant circumstances) 25 
 26 
Owes rent or other amounts to this or any other PHA or owner in connection with 27 
any assisted housing program 28 
 29 
Misrepresented or does not provide complete information related to eligibility, 30 
including income, award of preferences for admission, expenses, family 31 
composition or rent 32 
 33 
Has committed fraud, bribery, or any other corrupt or criminal act in connection 34 
with any federal housing program 35 
 36 
Has engaged in or threatened violent or abusive behavior toward PHA personnel 37 

 38 
Abusive or violent behavior towards PHA personnel includes verbal as 39 
well as physical abuse or violence. Use of racial epithets, or other 40 
language, written or oral, that is customarily used to intimidate may be 41 
considered abusive or violent behavior.  42 
 43 
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Threatening refers to oral or written threats or physical gestures that 1 
communicate intent to abuse or commit violence. 2 

 3 
In making its decision to deny admission, the PHA will consider the factors discussed in 4 
Sections 3-III.E and 3-III.F. Upon consideration of such factors, the PHA may, on a case-5 
by-case basis, decide not to deny admission. 6 
 7 
The PHA will consider the existence of mitigating factors, such as loss of employment or 8 
other financial difficulties, before denying admission to an applicant based on the failure 9 
to meet prior financial obligations. 10 

11 
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3-III.D. SCREENING 1 
 2 
Screening for Eligibility  3 
 4 
PHAs are authorized to obtain criminal conviction records from law enforcement agencies to 5 
screen applicants for admission to the public housing program. This authority assists the PHA in 6 
complying with HUD requirements and PHA policies to deny assistance to applicants who are 7 
engaging in or have engaged in certain criminal activities. In order to obtain access to the 8 
records the PHA must require every applicant family to submit a consent form signed by each 9 
adult household member [24 CFR 5.903].  10 
 11 
The PHA may not pass along to the applicant the costs of a criminal records check 12 
[24 CFR 960.204(d)]. 13 

 14 
CMHC Policy 15 
 16 
The PHA will perform criminal background checks through local law enforcement (City 17 
of Manistee Police Department, Manistee County Sherriff, Michigan State Police, Little 18 
River Band of Ottawa Indians Tribal Police) and third-party information services, for all 19 
adult household members. 20 
 21 
If the results of the criminal background check indicate there may have been past 22 
criminal activity, but the results are inconclusive, the PHA will request a fingerprint card 23 
and will request information from the National Crime Information Center (NCIC). 24 

 25 
PHAs are required to perform criminal background checks necessary to determine whether any 26 
household member is subject to a lifetime registration requirement under a state sex offender 27 
program in the state where the housing is located, as well as in any other state where a household 28 
member is known to have resided [24 CFR 960.204(a)(4)]. 29 

 30 
CMHC Policy 31 
 32 
The PHA will use the Dru Sjodin National Sex Offender database 33 
(http://www.nsopw.gov) to screen applicants for admission. The PHA will also use the 34 
Michigan State Police Sex Offender database. 35 

 36 
Additionally, PHAs must ask whether the applicant, or any member of the applicant’s household, 37 
is subject to a lifetime registered sex offender registration requirement in any state [Notice 38 
PIH 2012-28]. 39 
 40 
If the PHA proposes to deny admission based on a criminal record or on lifetime sex offender 41 
registration information, the PHA must notify the household of the proposed action and must 42 
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provide the subject of the record and the applicant a copy of the record and an opportunity to 1 
dispute the accuracy and relevance of the information prior to a denial of admission [24 CFR 2 
5.903(f) and 5.905(d)]. 3 

4 

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 110 of 255



Obtaining Information from Drug Treatment Facilities [24 CFR 960.205] 1 
 2 
HUD authorizes PHAs to request and obtain information from drug abuse treatment facilities 3 
concerning applicants. Specifically, the PHA may require each applicant to submit for all 4 
household members who are at least 18 years of age, and for each family head, spouse, or cohead 5 
regardless of age, one or more consent forms signed by such household members that requests 6 
any drug abuse treatment facility to inform the PHA whether the drug abuse treatment facility 7 
has reasonable cause to believe that the household member is currently engaging in illegal drug 8 
use. 9 
 10 
Drug Abuse Treatment Facility means an entity that holds itself out as providing, and provides, 11 
diagnosis, treatment, or referral for treatment with respect to the illegal drug use, and is either an 12 
identified unit within a general care facility, or an entity other than a general medical care 13 
facility. 14 
 15 
Currently engaging in illegal use of a drug means illegal use of a drug that occurred recently 16 
enough to justify a reasonable belief that there is continuing illegal drug use by a household 17 
member. 18 
 19 
Any consent form used for the purpose of obtaining information from a drug abuse treatment 20 
facility to determine whether a household member is currently engaging in illegal drug use must 21 
expire automatically after the PHA has made a final decision to either approve or deny the 22 
admission of such person. 23 
 24 
Any charges incurred by the PHA for information provided from a drug abuse treatment facility 25 
may not be passed on to the applicant or tenant. 26 
 27 
If the PHA chooses to obtain such information from drug abuse treatment facilities, it must adopt 28 
and implement one of the two following policies: 29 
 30 
Policy A: The PHA must submit a request for information to a drug abuse treatment facility for 31 
all families before they are admitted. The request must be submitted for each proposed 32 
household member who is at least 18 years of age, and for each family head, spouse, or cohead 33 
regardless of age. 34 
 35 
Policy B: The PHA must submit a request for information only for certain household members, 36 
whose criminal record indicates prior arrests or conviction for any criminal activity that may be a 37 
basis for denial of admission or whose prior tenancy records indicate that the proposed 38 
household member engaged in destruction of property or violent activity against another person, 39 
or they interfered with the right of peaceful enjoyment of the premises of other residents. 40 
 41 
If the PHA chooses to obtain such information, it must abide by the HUD requirements for 42 
records management and confidentiality as described in 24 CFR 960.205(f). 43 
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 1 
 2 
CMHC Policy 3 
 4 
The PHA will obtain information from drug abuse treatment facilities to determine 5 
whether any applicant family’s household members are currently engaging in illegal drug 6 
activity only when the PHA has determined that the family will be denied admission 7 
based on a family member’s drug-related criminal activity, and the family claims that the 8 
culpable family member has successfully completed a supervised drug or alcohol 9 
rehabilitation program. 10 

11 
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Screening for Suitability as a Tenant [24 CFR 960.203(c)]  1 

The PHA is responsible for the screening and selection of families to occupy public housing 2 
units. The PHA may consider all relevant information. Screening is important to public housing 3 
communities and program integrity, and to ensure that assisted housing is provided to those 4 
families that will adhere to lease obligations.  5 

 6 
CMHC Policy 7 
 8 
The PHA will consider the family’s history with respect to the following factors: 9 

 10 
Payment of rent and utilities 11 
 12 
Caring for a unit and premises 13 
 14 
Respecting the rights of other residents to the peaceful enjoyment of their housing 15 
 16 
Criminal activity that is a threat to the health, safety, or property of others 17 
 18 
Behavior of all household members as related to the grounds for denial as detailed 19 
in Sections 3-III. B and C 20 
 21 
Compliance with any other essential conditions of tenancy 22 

23 
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Resources Used to Check Applicant Suitability [PH Occ GB, pp. 47-56] 1 

PHAs have a variety of resources available to them for determination of the suitability of 2 
applicants. Generally, PHAs should reject applicants who have recent behavior that would 3 
warrant lease termination for a public housing resident. 4 

 5 
CMHC HA Policy 6 
 7 
In order to determine the suitability of applicants the PHA will examine applicant history 8 
for the past five years. Such background checks will include: 9 

 10 
Past Performance in Meeting Financial Obligations, Especially Rent 11 

 12 
PHA and landlord references for the past ten years, gathering information 13 
about past performance meeting rental obligations such as rent payment 14 
record, late payment record, whether the PHA/landlord ever began or 15 
completed lease termination for non-payment, and whether utilities were 16 
ever disconnected in the unit. PHAs and landlords will be asked if they 17 
would rent to the applicant family again. 18 
 19 
Utility company references covering the monthly amount of utilities, late 20 
payment, disconnection, return of a utility deposit and whether the 21 
applicant can get utilities turned on in his/her name. (Use of this inquiry 22 
will be reserved for applicants applying for units where there are tenant-23 
paid utilities.) 24 
 25 
If an applicant has no rental payment history the PHA will check court 26 
records of eviction actions and other financial judgments, and credit 27 
reports. A lack of credit history will not disqualify someone from 28 
becoming a public housing resident, but a poor credit rating may. 29 
Applicants with no rental payment history will also be asked to provide 30 
the PHA with personal references. The references will be requested to 31 
complete a verification of the applicant’s ability to pay rent if no other 32 
documentation of ability to meet financial obligations is available. The 33 
applicant will also be required to complete a checklist documenting their 34 
ability to meet financial obligations. 35 
 36 
If previous landlords or the utility company do not respond to requests 37 
from the PHA, the applicant may provide other documentation that 38 
demonstrates their ability to meet financial obligations (e.g. rent receipts, 39 
cancelled checks, etc.) 40 

41 
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Disturbances of Neighbors, Destruction of Property or Living or Housekeeping 1 
Habits at Prior Residences that May Adversely Affect Health, Safety, or Welfare 2 
of Other Tenants, or Cause Damage to the Unit or the Development 3 

 4 
PHA and landlord references for the past five years, gathering information 5 
on whether the applicant kept a unit clean, safe and sanitary; whether they 6 
violated health or safety codes; whether any damage was done by the 7 
applicant to a current or previous unit or the development, and, if so, how 8 
much the repair of the damage cost; whether the applicant’s housekeeping 9 
caused insect or rodent infestation; and whether the neighbors complained 10 
about the applicant or whether the police were ever called because of 11 
disturbances. 12 
 13 
Police and court records will be used to check for any evidence of 14 
disturbance of neighbors or destruction of property that might have 15 
resulted in arrest or conviction. 16 
 17 
A personal reference will be requested to complete a verification of the 18 
applicant’s ability to care for the unit and avoid disturbing neighbors if no 19 
other documentation is available. In these cases, the applicant will also be 20 
required to complete a checklist documenting their ability to care for the 21 
unit and to avoid disturbing neighbors. 22 
 23 
Home visits may be used to determine the applicant’s ability to care for 24 
the unit. 25 

26 
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3-III.E. CRITERIA FOR DECIDING TO DENY ADMISSION 1 
 2 
Evidence 3 

 4 
CMHC Policy 5 
The PHA will use the preponderance of the evidence as the standard for making all 6 
admission decisions. 7 
 8 
Preponderance of the evidence is defined as evidence which is of greater weight or more 9 
convincing than the evidence which is offered in opposition to it; that is, evidence which 10 
as a whole shows that the fact sought to be proved is more probable than not.  11 
 12 
Preponderance of the evidence may not be determined by the number of witnesses, but by 13 
the greater weight of all evidence. 14 

 15 
Consideration of Circumstances [24 CFR 960.203(c)(3) and (d)] 16 
 17 
HUD authorizes the PHA to consider all relevant circumstances when deciding whether to deny 18 
admission based on a family’s past history except in the situations for which denial of admission 19 
is mandated (see Section 3-III.B). 20 
 21 
In the event the PHA receives unfavorable information with respect to an applicant, 22 
consideration must be given to the time, nature, and extent of the applicant’s conduct (including 23 
the seriousness of the offense). In a manner consistent with its policies, PHAs may give 24 
consideration to factors which might indicate a reasonable probability of favorable future 25 
conduct.  26 

27 
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CMHC Policy 1 
 2 
The PHA will consider the following factors prior to making its decision: 3 

The seriousness of the case, especially with respect to how it would affect other 4 
residents 5 

The effects that denial of admission may have on other members of the family 6 
who were not involved in the action or failure 7 

The extent of participation or culpability of individual family members, including 8 
whether the culpable family member is a minor or a person with disabilities, or (as 9 
discussed further in section 3-III.F) a victim of domestic violence, dating 10 
violence, or stalking 11 

The length of time since the violation occurred, the family’s recent history and the 12 
likelihood of favorable conduct in the future  13 

Evidence of the applicant family’s participation in or willingness to participate in 14 
social service or other appropriate counseling service programs 15 

In the case of drug or alcohol abuse, whether the culpable household member is 16 
participating in or has successfully completed a supervised drug or alcohol 17 
rehabilitation program or has otherwise been rehabilitated successfully 18 

 19 
The PHA will require the applicant to submit evidence of the household 20 
member’s current participation in or successful completion of a supervised 21 
drug or alcohol rehabilitation program, or evidence of otherwise having 22 
been rehabilitated successfully. 23 

24 
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Removal of a Family Member's Name from the Application  1 
 2 
Should the PHA’s screening process reveal that an applicant’s household includes an individual 3 
subject to state lifetime registered sex offender registration, the PHA must offer the family the 4 
opportunity to remove the ineligible family member from the household. If the family is 5 
unwilling to remove that individual from the household, the PHA must deny admission to the 6 
family [Notice PIH 2012-28].  7 
 8 
For other criminal activity, the PHA may permit the family to exclude the culpable family 9 
members as a condition of eligibility. [24 CFR 960.203(c)(3)(i)]. 10 

 11 
CMHC Policy 12 
 13 
As a condition of receiving assistance, a family may agree to remove the culpable family 14 
member from the application. In such instances, the head of household must certify that 15 
the family member will not be permitted to visit or to stay as a guest in the public housing 16 
unit. 17 
 18 
After admission to the program, the family must present evidence of the former family 19 
member’s current address upon PHA request. 20 
 21 
The family shall sign an amendment to the lease certifying that they agree the culpable 22 
family member will not visit or stay as a guest.  Additionally, the family agrees by 23 
execution of the amendment that if the culpable family is determined by the PHA to be 24 
visiting or staying in the public housing unit it shall be a material breach of the lease and 25 
the family shall be evicted. 26 

 27 
Reasonable Accommodation [PH Occ GB, pp. 58-60] 28 
 29 
If the family includes a person with disabilities, the PHA’s decision concerning denial of 30 
admission is subject to consideration of reasonable accommodation in accordance with 24 CFR 31 
Part 8. 32 

 33 
CMHC Policy 34 
 35 
If the family indicates that the behavior of a family member with a disability is the reason 36 
for the proposed denial of admission, the PHA will determine whether the behavior is 37 
related to the disability. If so, upon the family’s request, the PHA will determine whether 38 
alternative measures are appropriate as a reasonable accommodation. The PHA will only 39 
consider accommodations that can reasonably be expected to address the behavior that is 40 
the basis of the proposed denial of admission. See Chapter 2 for a discussion of 41 
reasonable accommodation. 42 

43 
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3-III.F. PROHIBITION AGAINST DENIAL OF ASSISTANCE TO VICTIMS OF 1 
DOMESTIC VIOLENCE, DATING VIOLENCE, AND STALKING 2 
 3 
The Violence against Women Act of 2005 (VAWA) and the HUD regulation at 24 CFR 4 
5.2005(b) prohibit PHAs from denying admission to an otherwise qualified applicant on the 5 
basis that the applicant is or has been a victim of domestic violence, dating violence, or stalking. 6 
Definitions of key terms used in VAWA are provided in section 16-VII of this ACOP, where 7 
general VAWA requirements and policies pertaining to notification, documentation, and 8 
confidentiality are also located. 9 
 10 
Notification 11 

 12 
CMHC Policy 13 
 14 
The PHA acknowledges that a victim of domestic violence, dating violence, or stalking 15 
may have an unfavorable history (e.g., a poor credit history, a record of previous damage 16 
to an apartment, a prior arrest record) that would warrant denial under the PHA’s 17 
policies. Therefore, if the PHA makes a determination to deny admission to an applicant 18 
family, the PHA will include in its notice of denial information about the protection 19 
against denial provided by VAWA in accordance with section 16-VII.C of this ACOP 20 
and will request that an applicant wishing to claim this protection notify the PHA within 21 
10 business days. 22 

 23 
Documentation 24 
 25 
Victim Documentation [24 CFR 5.2007] 26 

 27 
CMHC Policy 28 
 29 
If an applicant claims the protection against denial of admission that VAWA provides to 30 
victims of domestic violence, dating violence, or stalking, the PHA will request in 31 
writing that the applicant provide documentation supporting the claim in accordance with 32 
section 16-VII.D of this ACOP. 33 

 34 
Perpetrator Documentation 35 

 36 
CMHC PHA Policy 37 
 38 
If the perpetrator of the abuse is a member of the applicant family, the applicant must 39 
provide additional documentation consisting of one of the following: 40 
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A signed statement (1) requesting that the perpetrator be removed from the 1 
application and (2) certifying that the perpetrator will not be permitted to visit or 2 
to stay as a guest in the public housing unit 3 

Documentation that the perpetrator has successfully completed, or is successfully 4 
undergoing, rehabilitation or treatment. The documentation must be signed by an 5 
employee or agent of a domestic violence service provider or by a medical or 6 
other knowledgeable professional from whom the perpetrator has sought or is 7 
receiving assistance in addressing the abuse. The signer must attest under penalty 8 
of perjury to his or her belief that the rehabilitation was successfully completed or 9 
is progressing successfully. The victim and perpetrator must also sign or attest to 10 
the documentation. 11 
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3-III.G. NOTICE OF ELIGIBILITY OR DENIAL 1 
 2 
The PHA will notify an applicant family of its final determination of eligibility in accordance 3 
with the policies in Section 4-III.E.  4 
 5 
If a PHA uses a criminal record or sex offender registration information obtained under 24 CFR 6 
5, Subpart J, as the basis of a denial, a copy of the record must precede the notice to deny, with 7 
an opportunity for the applicant to dispute the accuracy and relevance of the information before 8 
the PHA can move to deny the application. In addition, a copy of the record must be provided to 9 
the subject of the record [24 CFR 5.903(f) and 5.905(d)]. 10 

 11 
CMHC Policy 12 
 13 
If, based on a criminal record or sex offender registration information an applicant family 14 
appears to be ineligible, the PHA will notify the family in writing of the proposed denial 15 
and provide a copy of the record to the applicant and to the subject of the record. The 16 
family will be given 10 business days to dispute the accuracy and relevance of the 17 
information. If the family does not contact the PHA to dispute the information within that 18 
10 day period, the PHA will proceed with issuing the notice of denial of admission. A 19 
family that does not exercise their right to dispute the accuracy of the information prior to 20 
issuance of the official denial letter will still be given the opportunity to do so as part of 21 
the informal hearing process. 22 

 23 
Notice requirements related to denying admission to noncitizens are contained in Section 3-II.B. 24 
 25 
Notice policies related to denying admission to applicants who may be victims of domestic 26 
violence, dating violence, or stalking are contained in Section 3-III.F. 27 

28 
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 1 
EXHIBIT 3-1: DETAILED DEFINITIONS RELATED TO DISABILITIES 

 2 
Person with Disabilities [24 CFR 5.403] 3 

The term person with disabilities means a person who has any of the following types of 4 
conditions.  5 

• Has a disability, as defined in 42 U.S.C. Section 423(d)(1)(A), which reads: 6 

Inability to engage in any substantial gainful activity by reason of any medically 7 
determinable physical or mental impairment which can be expected to result in death or 8 
which has lasted or can be expected to last for a continuous period of not less than 12 9 
months 10 

In the case of an individual who has attained the age of 55 and is blind (within the 11 
meaning of “blindness” as defined in section 416(i)(1) of this title), inability by reason of 12 
such blindness to engage in substantial gainful activity, requiring skills or ability 13 
comparable to those of any gainful activity in which he has previously engaged with 14 
some regularity and over a substantial period of time. 15 

 16 
• Has a developmental disability as defined in the Developmental Disabilities Assistance and 17 

Bill of Rights Act of 2000 [42 U.S.C.15002(8)], which defines developmental disability in 18 
functional terms as follows: 19 

(A) IN GENERAL – The term developmental disability means a severe, chronic disability of 20 
an individual that- 21 

(i) is attributable to a mental or physical impairment or combination of mental and 22 
physical impairments; 23 

(ii) is manifested before the individual attains age 22; 24 

(iii) is likely to continue indefinitely; 25 

(iv) results in substantial functional limitations in 3 or more of the following areas of 26 
major life activity: (I) self-care, (II) receptive and expressive language, (III) learning, 27 
(IV) mobility, (V) self-direction, (VI) capacity for independent living, (VII) economic 28 
self-sufficiency; and 29 

(v) reflects the individual’s need for a combination and sequence of special, 30 
interdisciplinary, or generic services, individualized supports, or other forms of 31 
assistance that are of lifelong or extended duration and are individually planned and 32 
coordinated. 33 

(B) INFANTS AND YOUNG CHILDREN – An individual from birth to age 9, inclusive, 34 
who has a substantial developmental delay or specific congenital or acquired condition, 35 
may be considered to have a developmental disability without meeting 3 or more of the 36 
criteria described in clauses (i) through (v) of subparagraph (A) if the individual, without 37 
services and supports, has a high probability of meeting those criteria later in life. 38 
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• Has a physical, mental, or emotional impairment that is expected to be of long-continued and 1 
indefinite duration; substantially impedes his or her ability to live independently, and is of 2 
such a nature that the ability to live independently could be improved by more suitable 3 
housing conditions. 4 

 5 
People with the acquired immunodeficiency syndrome (AIDS) or any conditions arising from the 6 
etiologic agent for AIDS are not excluded from this definition. 7 
 8 
A person whose disability is based solely on any drug or alcohol dependence does not qualify as 9 
a person with disabilities for the purposes of this program. 10 
 11 
For purposes of reasonable accommodation and program accessibility for persons with 12 
disabilities, the term person with disabilities refers to an individual with handicaps.  13 
 14 
Individual with Handicaps [24 CFR 8.3] 15 
 16 
Individual with handicaps means any person who has a physical or mental impairment that 17 
substantially limits one or more major life activities; has a record of such an impairment; or is 18 
regarded as having such an impairment. The term does not include any individual who is an 19 
alcoholic or drug abuser whose current use of alcohol or drugs prevents the individual from 20 
participating in the program or activity in question, or whose participation, by reason of such 21 
current alcohol or drug abuse, would constitute a direct threat to property or the safety of others. 22 
As used in this definition, the phrase: 23 

(1) Physical or mental impairment includes: 24 

(a) Any physiological disorder or condition, cosmetic disfigurement, or anatomical loss 25 
affecting one or more of the following body systems: neurological; musculoskeletal; 26 
special sense organs; respiratory, including speech organs; cardiovascular; reproductive; 27 
digestive; genito-urinary; hemic and lymphatic; skin; and endocrine 28 

(b) Any mental or psychological disorder, such as mental retardation, organic brain 29 
syndrome, emotional or mental illness, and specific learning disabilities. The term 30 
physical or mental impairment includes, but is not limited to, such diseases and 31 
conditions as orthopedic, visual, speech and hearing impairments, cerebral palsy, autism, 32 
epilepsy, muscular dystrophy, multiple sclerosis, cancer, heart disease, diabetes, mental 33 
retardation, emotional illness, drug addiction and alcoholism. 34 

(2) Major life activities means functions such as caring for one's self, performing manual      35 
       tasks, walking, seeing, hearing, speaking, breathing, learning and working. 36 

(3) Has a record of such an impairment means has a history of, or has been misclassified as   37 
       having, a mental or physical impairment that substantially limits one or more major life   38 
       activities. 39 

(4) Is regarded as having an impairment means: 40 
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(a) Has a physical or mental impairment that does not substantially limit one or more major 1 
life activities but that is treated by a recipient as constituting such a limitation 2 

(b) Has a physical or mental impairment that substantially limits one or more major life 3 
activities only as a result of the attitudes of others toward such impairment 4 

(c) Has none of the impairments defined in paragraph (a) of this section but is treated by a 5 
recipient as having such an impairment 6 

 7 
 8 
 9 
 10 
 11 
 12 
 13 
 14 
 15 
 16 
 17 
 18 
 19 
 20 
 21 
 22 
 23 
 24 
 25 
 26 
 27 
 28 
 29 
 30 
 31 
 32 
 33 
 34 
 35 
 36 
 37 
 38 
 39 
 40 
  41 
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FY 2014 Budget Tracking
Total Units:  214 Annual‐2014 Monthly  April 2014 2014 YTD Actual

Operating Income
Rental Income
3110‐Dwelling Rental 600,000.00$           50,000.00$         49,841.00$              197,500.00$       
3120‐Excess Utilities 11,400.00$             950.00$               628.86$ 2,512.44$            
Total Rental Income 611,400.00$           50,950.00$         50,469.86$              200,012.44$       

Revenues‐HUD PHA Grants
3401.1‐Operating Grants 40,000.00$             3,333.33$           ‐$ 40,000.00$          
3401.2‐Operating Subsidy 395,000.00$           32,916.67$         35,642.00$              142,925.00$       
Total HUD PHA Grants 501,485.00$           41,790.42$         35,642.00$              182,925.00$       

Nonrental Income 94,030.00$             7,835.83$           6,689.67$                31,952.71$         

Total Operating Income 1,140,430.00$        95,035.83$          92,801.53$               414,890.15$        

Operating Expenses
Routine Expenses

Administration 320,670.00$           26,722.50$         24,822.39$              91,958.89$         
Unusual Administration ‐$   ‐$ 11,985.02$              29,240.67$         
Total Administration 320,670.00$           26,722.50$         36,807.41$              121,199.56$       

Tenant Services 57,830.00$             4,819.17$           5,110.74$                19,780.52$         
Unusual Tenant Services ‐$   ‐$ ‐$ 195.76$               
Total Tenant Services 57,830.00$             4,819.17$           5,110.74$                19,976.28$         

Utilities 179,600.00$           14,966.67$         17,630.13$              80,020.43$         
Unusual Utilities ‐$   ‐$ 7,797.94$                7,797.94$           
Total Utilities 179,600.00$           14,966.67$         25,428.07$              87,818.37$         

Ordinary Maintenance & Operations 282,873.00$           23,572.75$         23,101.63$              93,767.89$         
Unusual Ordinary Maintenance & Operations ‐$   ‐$ 7,190.32$                55,709.70$         
Total Ordinary Maintenance & Operations 282,873.00$           23,572.75$         30,291.95$              149,477.59$       

Protective Services 3,500.00$               291.67$               ‐$ ‐$  
Unusual Protective Services ‐$   ‐$ ‐$ ‐$  
Total Protective Services 3,500.00$               291.67$               ‐$ ‐$  

General Expenses 200,580.00$           16,715.00$         15,531.83$              62,166.77$         
Unusual General Expenses ‐$   ‐$ ‐$ ‐$  
Total General Expenses 200,580.00$           16,715.00$         15,531.83$              62,166.77$         

Total Routine Expense 1,045,053.00$        87,087.75$          113,170.00$             440,638.57$        

Non‐Routine Expenses
Extraordinary Maintenance ‐$   ‐$ ‐$ ‐$  

Total Casualty Losses ‐$   ‐$ ‐$ ‐$  

Total Non‐Routine Expenses ‐$   ‐$   ‐$   ‐$  

Total Operating Expenses 1,045,053.00$        87,087.75$          113,170.00$             440,638.57$        
‐$

Operating Income (Loss) 95,377.00$    7,948.08$    (20,368.47)$    (25,748.42)$         

Total Depreciation Expense 319,380.00$           26,615.00$         24,460.00$              97,840.00$         

Surplus Credits & Charges ‐$   ‐$ ‐$ (105.96)$             

Capital Expenditures 16,500.21$             1,375.02$           ‐$ ‐$  
‐$  

HUD Net Income (Loss) 78,876.79$             6,573.07$            (26,011.40)$              (34,977.91)$         
GAAP Net Income (Loss) (224,003.00)$          (18,666.92)$        (44,828.47)$             (123,482.46)$      
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Unusual Expense Detail:
Administration

4130‐Legal Expenses 2,151.00$     Paid two monthly bills to Mika Meyers.

4170‐Accounting Fees 312.50$         REAC Submission.

4182‐Employee Benefits‐Admin 4,284.15$     Unemployment Agency.

4185‐Telephone 306.47$         Continuing abnormally high bills. (Adjusting)

4190.1‐Publications 160.42$        

4190.3‐Admin Service Contracts 3,931.33$     Phone System Repair, HDS (year), Intern laptop, Pitney Bowes Mail Machine.

4190.5‐Other Sundry‐Misc 839.15$         Postage Reserve, Newspaper subscription (year)

Total Administration 11,985.02$  

Utilities

4320‐Electricity 7,797.94$     Double Paid the Century Terrace bill this month.

Total Utilities 7,797.94$    

Ordinary Maint. & Operation

4420‐Materials 1,738.44$     Blarney Castle ‐ Three Months, Graham Heat Exchanger.

4430.04‐Elevator Contracts 724.17$         Yearly Inspection.

4430.09‐Extermination Contracts 1,472.17$     Entire Years' treatment.

4433‐Employee Benefits‐Maintenance 3,255.54$     Unemployment Agency.

Total Ordinary Maintenance & Operations 7,190.32$    
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Housing Authority Accounting Specialists
PO Box 545

Sparta, WI 54656
608-272-3209

To the Board of Directors
And Management

Manistee Housing Commission
Public Housing
273 Sixth Avenue
Manistee, MI 49660

Enclosed are the following reports for the month ending April 30, 2014. These reports have been 
compiled in accordance with Generally Accepted Accounting Principles.

   I. Financial Statements
 II.  Journal Register
III.  General Ledger

A compilation is limited to presenting in the form of financial statements information that is the 
representation of management. We have not audited or reviewed the accompanying financial statements 
and, accordingly, do not express an opinion or any other form of assurance on them.  This report is 
offered as a review of your past operations and is a basis for decisions for your future policies.

Respectfully Submitted:

Housing Authority Accounting Specialists, Inc.
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Manistee Housing Commission 133404/30/14

Cash Disbursements-West Shore Journal Page 1

Reference
Date Reference T Account Description Amount Total

04/01/14 5849 V 10014221 200.00 200.00 

04/01/14 5850 V 10014221 200.00 200.00 

04/01/14 5851 V 10014221 100.00 100.00 

04/01/14 5852 V 10014221 200.00 200.00 

04/01/14 5853 V 10014221 100.00 100.00 

04/01/14 5854 V 10014221 100.00 100.00 

04/01/14 5855 10014190 .3 AscomNorth Inc. 873.00 873.00 

04/01/14 5856 V 10014420 Auto Value 57.17 57.17 

04/01/14 5857 V 10014420 Blarney Castle Fleet 491.87 491.87 

04/01/14 5858 V 10014185 Charter Business 123.19 
04/01/14 5858 V 10014230 Charter Business 4,210.74 4,333.93 

04/01/14 5859 V 10014320 Consumers Energy 9,602.73 9,602.73 

04/01/14 5860 10014430 .02 Custom Sheet Metal & Heating 247.75 247.75 

04/01/14 5861 10014430 .08 Forbes Sanitation & Excavation Inc. 610.00 610.00 

04/01/14 5862 10014420 Graham Electric Motor Service 1,409.75 1,409.75 

04/01/14 5863 10014130 Mika Meyers Beckett & Jones PLC 1,951.00 1,951.00 

04/01/14 5864 V 10014420 Olson Lumber Company 528.46 528.46 

04/01/14 5865 V 10012131 Oswego Comm. Bank 1,243.93 
04/01/14 5865 V 10014580 Oswego Comm. Bank 6,355.30 
04/01/14 5865 V 10017510 Oswego Comm. Bank 1,243.93 
04/01/14 5865 V 10017590 Oswego Comm. Bank (1,243.93) 7,599.23 

04/01/14 5866 10014420 Otec Radio Comm Equipment 30.00 30.00 

04/01/14 5867 V 10014190 .5 The Pioneer Group 151.80 151.80 

04/01/14 5868 10014190 .5 Reserve Account 700.00 700.00 

04/01/14 5869 V 10014430 .04 Schindler Elevator Corp. 1,082.50 1,082.50 

04/04/14 5870 10011129 Twin Maple Mfg 65.00 
04/04/14 5870 10011400 .9 Twin Maple Mfg 1,360.00 
04/04/14 5870 10017540 Twin Maple Mfg 1,360.00 
04/04/14 5870 10017590 Twin Maple Mfg (1,360.00) 1,425.00 

04/08/14 5871 V 10014510 AmTrust North America Inc 795.00 795.00 

04/08/14 5872 V 10014185 AT & T 806.47 806.47 

04/08/14 5873 V 10014185 AT & T Long Distance 51.48 51.48 

04/08/14 5874 10014185 AT & T Mobility 941.51 941.51 

04/08/14 5875 10014420 Cadillac Plbg & Htg. Supply Co., Inc. 110.13 110.13 

04/08/14 5876 V 10014310 City of Manistee 4,225.65 4,225.65 COMMISSION MEETING 06-24-14 PAGINATION 
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Manistee Housing Commission 133404/30/14

Cash Disbursements-West Shore Journal Page 2

Reference
Date Reference T Account Description Amount Total

04/08/14 5877 10011122 Consumers Energy (Janicki) 100.00 100.00 

04/08/14 5878 V 10014430 .12 Crystal Lock & Supply 416.49 416.49 

04/08/14 5879 10011122 DTE (Janicki) 95.00 95.00 

04/08/14 5880 V 10014170 H.A.A.S., Inc. 979.94 979.94 

04/08/14 5881 V 10014190 .3 Housing Data Systems 2,645.00 2,645.00 

04/08/14 5882 V 10014190 .5 Jackpine Business Centers 69.99 69.99 

04/08/14 5883 V 10014190 .3 Kushner & Company 100.51 100.51 

04/08/14 5884 V 10014190 .5 Ludington Daily News 197.24 197.24 

04/08/14 5885 V 10012119 .2 Manistee Hsg Commission 632.00 632.00 

04/08/14 5886 10014190 .5 McCardel Water Conditioning 9.00 
04/08/14 5886 10014420 McCardel Water Conditioning 264.25 273.25 

04/08/14 5887 10014190 .2 The Nelrod Company 199.00 199.00 

04/08/14 5888 V 10014190 .3 Next IT 339.00 339.00 

04/08/14 5889 10014190 .1 Nan McKay & Associates Inc. 175.00 175.00 

04/08/14 5890 V 10014190 .5 The Pioneer Group 643.76 643.76 

04/08/14 5891 V 10014420 Sherwin-Williams Co. 636.63 636.63 

04/08/14 5892 10014430 .11 SimplexGrinnell LP 46.38 46.38 

04/08/14 5893 V 10014430 .07 Top Line Electric 368.73 368.73 

04/08/14 5894 V 10014420 Wahr Hardware 283.01 283.01 

04/09/14 5895 10014430 .12 State of Michigan 13.00 13.00 

04/09/14 5896 V 10014190 .3 Applied Imaging 190.65 190.65 

04/16/14 5897 V 10014420 Blarney Castle Fleet Program 535.76 535.76 

04/16/14 5898 10014190 .3 CDM Mobile Shredding Inc. 50.00 50.00 

04/16/14 5899 V 10014320 Consumers Energy 1,279.67 1,279.67 

04/16/14 5900 V 10014330 DTE Energy 1,931.70 1,931.70 

04/16/14 5901 V 10014420 Fastenal Company 558.61 558.61 

04/16/14 5902 10011400 .9 Grand Rental Station 3,039.00 
04/16/14 5902 10017540 Grand Rental Station 3,039.00 
04/16/14 5902 10017590 Grand Rental Station (3,039.00) 3,039.00 

04/16/14 5903 V 10014430 .06 Haglund's Floor Covering 1,378.00 1,378.00 

04/16/14 5904 V 10014420 HD Supply Facilities Mtce 102.48 102.48 

04/16/14 5905 10014430 .12 Manistee Ford Inc. 82.00 82.00 

04/16/14 5906 10014430 .04 MI Dept of Licensing & Regulatory
Affairs 790.00 790.00 
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Manistee Housing Commission 133404/30/14

Cash Disbursements-West Shore Journal Page 3

Reference
Date Reference T Account Description Amount Total

04/16/14 5907 10014430 .11 SimplexGrinnell LP 111.11 111.11 

04/16/14 5908 10014420 State Industrial Products 479.10 479.10 

04/22/14 5909 V 10014420 Ace Hardware 172.08 172.08 

04/22/14 5910 V 10014430 .09 Action WDI Specialists 1,606.00 1,606.00 

04/22/14 5911 10014430 .02 Custom Sheet Metal & Heating 1,165.65 1,165.65 

04/22/14 5912 V 10014170 Daniel D. Laskey Co., PC 74.00 74.00 

04/22/14 5913 10014130 Krolczyk & Quinn 200.00 200.00 

04/22/14 5914 V 10014182 Principal Financial Group 363.12 
04/22/14 5914 V 10014433 Principal Financial Group 521.16 884.28 

04/22/14 5915 10011290 Priority Health 6,650.76 6,650.76 

04/22/14 5916 V 10014182 Sun Life Financial 379.50 
04/22/14 5916 V 10014433 Sun Life Financial 198.61 578.11 

04/22/14 5917 V 10014182 VSP 60.99 
04/22/14 5917 V 10014433 VSP 87.13 148.12 

04/28/14 5918 V 10014431 Allied Waste Services 1,100.38 1,100.38 

04/28/14 5919 V 10014190 .3 Applied Imaging 274.10 274.10 

04/28/14 5920 V 10014320 Consumers Energy 7,797.94 7,797.94 

04/28/14 5921 V 10014330 DTE Energy 590.38 590.38 

04/28/14 5922 10011400 First Contracting, Inc. 26,865.00 
04/28/14 5922 15101460 First Contracting, Inc. 23,220.00 
04/28/14 5922 15109800 First Contracting, Inc. (23,220.00)
04/28/14 5922 15111460 First Contracting, Inc. 3,645.00 
04/28/14 5922 15119800 First Contracting, Inc. (3,645.00) 26,865.00 

04/28/14 5923 V 10014420 HD Supply Facilities Mtce 394.78 394.78 

04/28/14 5924 10014130 Mika Meyers Beckett & Jones PLC 1,784.15 1,784.15 

04/28/14 5925 V 10014190 .3 Next IT 577.50 577.50 

04/28/14 5926 V 10014190 .3 Pitney Bowes Global Financial Services 135.00 135.00 

04/28/14 5927 10014190 .5 PNC Bank 253.10 253.10 

04/28/14 5928 V 10014190 .4 Staples Contract & Commercial Inc. 316.03 316.03 

04/28/14 5929 10014420 Top LIne Electric LLC 111.91 111.91 

04/30/14 MI078 10011111 .2 Checks 5849 - 5929 (109,345.71) (109,345.71)
 

0.00 Transaction Balance
 
 

Total Debits 141,853.64 Total Credits 141,853.64 A/C Hash Total 1011792356.100
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Manistee Housing Commission 133404/30/14

Cash Receipts Journal Page 4

Reference
Date Reference T Account Description Amount Total

04/30/14 124 10011111 .2 April Cash Receipts 56,048.37 
04/30/14 124 10011122 April TAR Collections (51,711.16)
04/30/14 124 10011122 .1 Collection Loss Recovery (601.19)
04/30/14 124 10011129 Refund of Overpayment - Twin Maple

Mfg (65.00)
04/30/14 124 10012114 Tenant Security/Pet Deposits (780.00)
04/30/14 124 10012119 .2 April Cash Receipts (632.00)
04/30/14 124 10013690 .4 Laundry Income (870.92)
04/30/14 124 10013690 .6 Restitution - Wisniewski (388.10)
04/30/14 124 10014150 Travel Reimbursement - HARRG (1,000.00)
04/30/14 124 20011122 April TAR Collections (632.00)
04/30/14 124 20011129 .4 April Cash Receipts 632.00 

04/30/14 125 10011111 .2 Operating Subsidy 10,009.50 
04/30/14 125 10013401 .2 Operating Subsidy (10,009.50)

04/30/14 126 10011111 .2 Operating Subsidy 25,632.50 
04/30/14 126 10013401 .2 Operating Subsidy (25,632.50)

04/30/14 127 10011111 .2 501-10 CFP Grant 23,220.00 
04/30/14 127 10103401 .3 501-10 CFP Grant (23,220.00)
04/30/14 127 15101600 501-10 CFP Grant 23,220.00 
04/30/14 127 15101699 501-10 CFP Grant (23,220.00)

04/30/14 128 10011111 .2 501-11 CFP Grant 8,645.00 
04/30/14 128 10113401 .3 501-11 CFP Grant (8,645.00)
04/30/14 128 15111600 501-11 CFP Grant 8,645.00 
04/30/14 128 15111699 501-11 CFP Grant (8,645.00)

04/30/14 129 10011111 .2 Transfer from DVG 1,748.00 
04/30/14 129 10012119 .2 Transfer from DVG (1,748.00)

04/30/14 130 10011111 .2 NOW Interest 0.16 
04/30/14 130 10013610 NOW Interest (0.16)

04/30/14 131 10011111 .2 REPO Interest 96.96 
04/30/14 131 10013610 REPO Interest (96.96)

04/30/14 132 10011111 .3 HRA Interest 0.47 
04/30/14 132 10013610 HRA Interest (0.47)

04/30/14 133 10011111 .4 Money Market Savings Interest 4.36 
04/30/14 133 10013610 Money Market Savings Interest (4.36)

 
0.00 Transaction Balance

 
 

Total Debits 157,902.32 Total Credits 157,902.32 A/C Hash Total 370969263.200
 

Number of Transactions 33
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Manistee Housing Commission 133404/30/14

Journal Entry Journal Page 5

Reference
Date Reference T Account Description Amount Total

04/30/14 335 10011111 .4 To reclassify JE 334 dated 03/31/2014. 53,000.00 
04/30/14 335 10011690 To reclassify JE 334 dated 03/31/2014. (53,000.00)

04/30/14 336 10011111 .4 To record interest added to Money Market
Savings per March 2014 statement. 0.87 

04/30/14 336 10013610 To record interest added to Money Market
Savings per March 2014 statement. (0.87)

04/30/14 337 10011122 To record charges to tenants per April
2014 MSO. 55,797.69 

04/30/14 337 10013110 To record charges to tenants per April
2014 MSO. (49,841.00)

04/30/14 337 10013120 To record charges to tenants per April
2014 MSO. (628.86)

04/30/14 337 10013689 To record charges to tenants per April
2014 MSO. (4,239.00)

04/30/14 337 10013690 To record charges to tenants per April
2014 MSO. (1,088.83)

04/30/14 338 10011122 To record transfers of security deposits to
A/R per April 2014 MSO. (1,149.50)

04/30/14 338 10012114 To record transfers of security deposits to
A/R per April 2014 MSO. 1,149.50 

04/30/14 339 10011111 .3 To record HRA transactions per April
2014 bank statement. (195.45)

04/30/14 339 10012117 .12 To record HRA transactions per April
2014 bank statement. 195.45 

04/30/14 340 10011290 To reclassify CK 5844 dated 03/24/2014. (6,650.76)
04/30/14 340 10012117 .4 To reclassify CK 5844 dated 03/24/2014. 685.56 
04/30/14 340 10014182 To reclassify CK 5844 dated 03/24/2014. 2,583.46 
04/30/14 340 10014433 To reclassify CK 5844 dated 03/24/2014. 3,381.74 

04/30/14 341 10011111 .2 To record IRS USATAXPYMT(s) &
STATE OF MICH TAX-PAY per April
2014 bank statement. (5,677.67)

04/30/14 341 10012117 .1 To record IRS USATAXPYMT(s) &
STATE OF MICH TAX-PAY per April
2014 bank statement. 1,265.94 

04/30/14 341 10012117 .11 To record IRS USATAXPYMT(s) &
STATE OF MICH TAX-PAY per April
2014 bank statement. 296.07 

04/30/14 341 10012117 .2 To record IRS USATAXPYMT(s) &
STATE OF MICH TAX-PAY per April
2014 bank statement. 1,783.00 

04/30/14 341 10012117 .3 To record IRS USATAXPYMT(s) &
STATE OF MICH TAX-PAY per April
2014 bank statement. 770.69 

04/30/14 341 10014182 To record IRS USATAXPYMT(s) &
STATE OF MICH TAX-PAY per April
2014 bank statement. 1,049.93 

04/30/14 341 10014433 To record IRS USATAXPYMT(s) &
STATE OF MICH TAX-PAY per April
2014 bank statement. 512.04 

04/30/14 342 10011111 .2 To record MiSDU debits per April 2014
bank statement. (35.40)

04/30/14 342 10012117 .8 To record MiSDU debits per April 2014
bank statement. 35.40 

04/30/14 343 10011111 .2 To record MERS debit per April 2014
bank statement. (1,274.62)
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Journal Entry Journal Page 6

Reference
Date Reference T Account Description Amount Total

04/30/14 343 10012117 .5 To record MERS debit per April 2014
bank statement. 1,274.62 

04/30/14 344 10012117 .5 To adjust MERS liability. (6.00)
04/30/14 344 10014182 To adjust MERS liability. 6.00 

04/30/14 A1 S 10019998 To record unit months for PUM
calculation. 214.00 

04/30/14 A1 S 10019999 To record unit months for PUM
calculation. (214.00)

04/30/14 A2 S 10012137 To record estimated monthly PILOT
expense. (3,120.00)

04/30/14 A2 S 10014520 To record estimated monthly PILOT
expense. 3,120.00 

04/30/14 A3 S 10011400 .95 To record estimated monthly depreciation
expense. (24,460.00)

04/30/14 A3 S 10014800 To record estimated monthly depreciation
expense. 24,460.00 

04/30/14 PAY2014 10011111 .2 Payroll Journal Entry (14,863.81)
04/30/14 PAY2014 10012117 .1 Payroll Journal Entry (1,265.94)
04/30/14 PAY2014 10012117 .11 Payroll Journal Entry (296.07)
04/30/14 PAY2014 10012117 .12 Payroll Journal Entry (316.66)
04/30/14 PAY2014 10012117 .2 Payroll Journal Entry (1,783.00)
04/30/14 PAY2014 10012117 .3 Payroll Journal Entry (778.01)
04/30/14 PAY2014 10012117 .4 Payroll Journal Entry (685.56)
04/30/14 PAY2014 10012117 .5 Payroll Journal Entry (1,279.23)
04/30/14 PAY2014 10012117 .6 Payroll Journal Entry (3.00)
04/30/14 PAY2014 10012117 .8 Payroll Journal Entry (35.40)
04/30/14 PAY2014 10012117 .9 Payroll Journal Entry (113.91)
04/30/14 PAY2014 10014110 Payroll Journal Entry 14,268.84 
04/30/14 PAY2014 10014410 Payroll Journal Entry 7,151.75 

04/30/14 RT1 S 10019996 To record actual units leased for REAC
reporting purposes. 214.00 

04/30/14 RT1 S 10019997 To record actual units leased for REAC
reporting purposes. (214.00)

04/30/14 RT2 S 10011211 To record monthly insurance write off. (5,261.53)
04/30/14 RT2 S 10014510 To record monthly insurance write off. 5,261.53 

 
0.00 Transaction Balance

 
 

Total Debits 178,478.08 Total Credits 178,478.08 A/C Hash Total 530691066.910
 

Number of Transactions 53
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Payroll Disbursements Journal Page 7

Reference
Date Reference T Account Description Amount Total

04/09/14 12719 10014182 Unemployment Agency 4,284.15 
04/09/14 12719 10014433 Unemployment Agency 3,255.54 7,539.69 

04/09/14 12727 V 10012117 .6 United Steel Workers 3.00 3.00 

04/09/14 12728 V 10011111 .3 West Shore Bank 158.33 158.33 

04/23/14 12737 V 10012117 .9 United Steel Workers 113.91 113.91 

04/23/14 12738 V 10011111 .3 West Shore Bank 158.33 158.33 

04/30/14 MI078 10011111 .2 April 2014 Payroll Disbursements (7,973.26) (7,973.26)
 

0.00 Transaction Balance
 
 

Total Debits 7,973.26 Total Credits 7,973.26 A/C Hash Total 70086184.300
 

Number of Transactions 7
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Journal Entry Report - Payroll Page 1

Ref. Date G/L Account Description Debit Credit

 
Payroll Checks

89.04 04/30/14 10011111.2 NOW Account 14,863.81
89.04 04/30/14 10012117.1 Social Security Withheld 1,265.94
89.04 04/30/14 10012117.10 United Way 0.00
89.04 04/30/14 10012117.11 Medicare Withheld 296.07
89.04 04/30/14 10012117.12 FSA Withheld 316.66
89.04 04/30/14 10012117.2 Federal Income Tax Withh 1,783.00
89.04 04/30/14 10012117.3 State Income Tax Withheld 778.01
89.04 04/30/14 10012117.4 125 Medical Withheld 685.56
89.04 04/30/14 10012117.5 Pension Withheld 1,279.23
89.04 04/30/14 10012117.6 PAC Withheld 3.00
89.04 04/30/14 10012117.8 Friend of Court Withheld 35.40
89.04 04/30/14 10012117.9 Union Dues Withheld 113.91
89.04 04/30/14 10012119 Accounts Payable - Other 0.00
89.04 04/30/14 10014110 Administrative Salaries 14,268.84
89.04 04/30/14 10014410 Labor, Maintenance 7,151.75

Total 21,420.59 21,420.5915 Journal Entries
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Pay Description Hours Amount Withholdings Amount Deduction Desc. Amount

 
Anthony - Anthony Mastrapasqua   Check #12720   04/09/14
Salaried Wages 0.0000 1,040.00 FICA-SS 61.62 Union Dues 16.68

FICA-Med 14.41 Union PAC (1) 1.00
Federal W/H 0.00 125 Medical 46.22
State W/H 39.58 Mers 62.40

TOTALS 0.0000 1,040.00 115.61 126.30
NET PAY: 798.09Number of Periods: 1  

Company Expenses: FICA-SS: 61.61  FICA-Med: 14.41  FUTA: 0.00  
 
Anthony - Anthony Mastrapasqua   Check #12729   04/23/14
Salaried Wages 0.0000 1,040.00 FICA-SS 61.61 Union Dues 16.68

FICA-Med 14.41 Union PAC (1) 0.00
Federal W/H 0.00 125 Medical 46.22
State W/H 39.58 Mers 62.40

TOTALS 0.0000 1,040.00 115.60 125.30
NET PAY: 799.10Number of Periods: 1  

Company Expenses: FICA-SS: 61.61  FICA-Med: 14.41  FUTA: 0.00  
 
Beverly - Beverly A. Pahoski   Check #12724   04/09/14
Salaried Wages 0.0000 1,080.00 FICA-SS 64.44 Mers 64.80

FICA-Med 15.07 United Way(2) 0.00
Federal W/H 116.00 FSA 40.74
State W/H 51.41

TOTALS 0.0000 1,080.00 246.92 105.54
NET PAY: 727.54Number of Periods: 1  

Company Expenses: FICA-SS: 64.43  FICA-Med: 15.07  FUTA: 0.00  
 
Beverly - Beverly A. Pahoski   Check #12733   04/23/14
Salaried Wages 0.0000 1,080.00 FICA-SS 64.43 Mers 64.80

FICA-Med 15.07 United Way(2) 0.00
Federal W/H 116.00 FSA 40.74
State W/H 51.41

TOTALS 0.0000 1,080.00 246.91 105.54
NET PAY: 727.55Number of Periods: 1  

Company Expenses: FICA-SS: 64.43  FICA-Med: 15.07  FUTA: 0.00  
 
Beverly - Beverly A. Pahoski   Check #12734   04/23/14
Salaried Wages 0.0000 100.00 FICA-SS 6.20 Mers 0.00

FICA-Med 1.45 United Way(2) 0.00
Federal W/H 1.00 FSA 0.00
State W/H 14.25

TOTALS 0.0000 100.00 22.90 0.00
NET PAY: 77.10Number of Periods: 1  

Company Expenses: FICA-SS: 6.20  FICA-Med: 1.45  FUTA: 0.00  
 
Clinton - Clinton E. Copus II   Check #12722   04/09/14
Salaried Wages 0.0000 3,086.54 FICA-SS 182.76 Mers 185.19

FICA-Med 42.74 FSA 92.59
Federal W/H 285.00 125 Medical 46.22
State W/H 104.33

TOTALS 0.0000 3,086.54 614.83 324.00
NET PAY: 2,147.71Number of Periods: 1  

Company Expenses: FICA-SS: 182.76  FICA-Med: 42.74  FUTA: 0.00  
MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  
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Payroll Journal Page 2April 2014

Pay Description Hours Amount Withholdings Amount Deduction Desc. Amount

 
Clinton - Clinton E. Copus II   Check #12731   04/23/14
Salaried Wages 0.0000 3,086.54 FICA-SS 182.76 Mers 185.19

FICA-Med 42.74 FSA 92.59
Federal W/H 285.00 125 Medical 46.22
State W/H 104.33

TOTALS 0.0000 3,086.54 614.83 324.00
NET PAY: 2,147.71Number of Periods: 1  

Company Expenses: FICA-SS: 182.76  FICA-Med: 42.74  FUTA: 0.00  
MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  

 
Kevin - Kevin Helminiak   Check #12721   04/09/14
Salaried Wages 0.0000 1,335.00 FICA-SS 79.90 Union Dues 21.12

FICA-Med 18.69 Union PAC (1) 1.00
Federal W/H 75.00 Child Support 17.70
State W/H 44.83 125 Medical 46.22

Mers 80.10
TOTALS 0.0000 1,335.00 218.42 166.14

NET PAY: 950.44Number of Periods: 1  
Company Expenses: FICA-SS: 79.90  FICA-Med: 18.69  FUTA: 0.00  

MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  
 
Kevin - Kevin Helminiak   Check #12730   04/23/14
Salaried Wages 0.0000 1,578.75 FICA-SS 95.02 Union Dues 24.86

FICA-Med 22.22 Union PAC (1) 0.00
Federal W/H 109.00 Child Support 17.70
State W/H 54.57 125 Medical 46.22

Mers 94.73
TOTALS 0.0000 1,578.75 280.81 183.51

NET PAY: 1,114.43Number of Periods: 1  
Company Expenses: FICA-SS: 95.02  FICA-Med: 22.22  FUTA: 0.00  

MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  
 
Lorna - Lorna J. Perski   Check #12723   04/09/14
Salaried Wages 0.0000 1,877.88 FICA-SS 113.56 Mers 112.67

FICA-Med 26.56 United Way(2) 0.00
Federal W/H 249.00 125 Medical 46.22
State W/H 66.52

TOTALS 0.0000 1,877.88 455.64 158.89
NET PAY: 1,263.35Number of Periods: 1  

Company Expenses: FICA-SS: 113.56  FICA-Med: 26.56  FUTA: 0.00  
 
Lorna - Lorna J. Perski   Check #12732   04/23/14
Salaried Wages 0.0000 1,877.88 FICA-SS 113.57 Mers 112.67

FICA-Med 26.56 United Way(2) 0.00
Federal W/H 249.00 125 Medical 46.22
State W/H 66.52

TOTALS 0.0000 1,877.88 455.65 158.89
NET PAY: 1,263.34Number of Periods: 1  

Company Expenses: FICA-SS: 113.56  FICA-Med: 26.56  FUTA: 0.00  
 
Monica - Monica Otis   Check #12726   04/09/14
Salaried Wages 0.0000 1,040.00 FICA-SS 61.62 Mers 62.40

FICA-Med 14.41 125 Medical 46.22
Federal W/H 109.00
State W/H 39.58

TOTALS 0.0000 1,040.00 224.61 108.62
NET PAY: 706.77Number of Periods: 1  

Company Expenses: FICA-SS: 61.61  FICA-Med: 14.41  FUTA: 0.00  
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Pay Description Hours Amount Withholdings Amount Deduction Desc. Amount

 
Monica - Monica Otis   Check #12736   04/23/14
Salaried Wages 0.0000 1,040.00 FICA-SS 61.61 Mers 62.40

FICA-Med 14.41 125 Medical 46.22
Federal W/H 109.00
State W/H 39.58

TOTALS 0.0000 1,040.00 224.60 108.62
NET PAY: 706.78Number of Periods: 1  

Company Expenses: FICA-SS: 61.61  FICA-Med: 14.41  FUTA: 0.00  
 
Robert - Robert Krolczyk   Check #12725   04/09/14
Salaried Wages 0.0000 1,040.00 FICA-SS 56.00 Mers 62.40

FICA-Med 13.10 Union PAC (1) 1.00
Federal W/H 36.00 Union Dues 16.68
State W/H 29.20 FSA 25.00

125 Medical 111.68
TOTALS 0.0000 1,040.00 134.30 216.76

NET PAY: 688.94Number of Periods: 1  
Company Expenses: FICA-SS: 56.00  FICA-Med: 13.10  FUTA: 0.00  

 
Robert - Robert Krolczyk   Check #12735   04/23/14
Salaried Wages 0.0000 1,118.00 FICA-SS 60.84 Mers 67.08

FICA-Med 14.23 Union PAC (1) 0.00
Federal W/H 44.00 Union Dues 17.89
State W/H 32.32 FSA 25.00

125 Medical 111.68
TOTALS 0.0000 1,118.00 151.39 221.65

NET PAY: 744.96Number of Periods: 1  
Company Expenses: FICA-SS: 60.84  FICA-Med: 14.23  FUTA: 0.00  
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Pay Description Hours Amount Withholdings Amount Deduction Desc. Amount

 
Company Totals      Number of Checks: 15
 
Salaried Wages 0.0000 21,420.59 FICA-SS 1,265.94 Mers 1,279.23

FICA-Med 296.07 United Way(2) 0.00
Federal W/H 1,783.00 FSA 316.66
State W/H 778.01 125 Medical 685.56

Union Dues 113.91
Union PAC (1) 3.00
Child Support 35.40

TOTALS 0.0000 21,420.59 4,123.02 2,433.76
NET PAY: 14,863.81

Company Expenses: FICA-SS: 1,265.90  FICA-Med: 296.07  FUTA: 0.00  
MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  
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General Ledger Page 1

Beginning Current YTD
Date Reference T Description Balance Amount Balance

446,374.12 10011111.2 NOW Account
04/30/14 124  April Cash Receipts 56,048.37 
04/30/14 125  Operating Subsidy 10,009.50 
04/30/14 126  Operating Subsidy 25,632.50 
04/30/14 127  501-10 CFP Grant 23,220.00 
04/30/14 128  501-11 CFP Grant 8,645.00 
04/30/14 129  Transfer from DVG 1,748.00 
04/30/14 130  NOW Interest 0.16 
04/30/14 131  REPO Interest 96.96 
04/30/14 341  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per April 2014 bank statement. (5,677.67)
04/30/14 342  To record MiSDU debits per April 2014 bank statement. (35.40)
04/30/14 343  To record MERS debit per April 2014 bank statement. (1,274.62)
04/30/14 MI078  Checks 5849 - 5929 (109,345.71)
04/30/14 MI078  April 2014 Payroll Disbursements (7,973.26)
04/30/14 PAY2014  Payroll Journal Entry (14,863.81)

(13,769.98) 432,604.14 
 
 

11,449.98 10011111.3 HRA Account
04/30/14 132  HRA Interest 0.47 
04/30/14 339  To record HRA transactions per April 2014 bank statement. (195.45)
04/09/14 12728 V West Shore Bank 158.33 
04/23/14 12738 V West Shore Bank 158.33 

121.68 11,571.66 
 
 

0.00 10011111.4 Money Market Savings
04/30/14 133  Money Market Savings Interest 4.36 
04/30/14 335  To reclassify JE 334 dated 03/31/2014. 53,000.00 
04/30/14 336  To record interest added to Money Market Savings per March

2014 statement. 0.87 
53,005.23 53,005.23 

 
 

250.00 10011117 Petty Cash Fund
0.00 250.00 

 
 

50.00 10011118 Change Fund
0.00 50.00 

 
 

3,814.61 10011122 Tenants Accounts Receivable
04/30/14 124  April TAR Collections (51,711.16)
04/30/14 337  To record charges to tenants per April 2014 MSO. 55,797.69 
04/30/14 338  To record transfers of security deposits to A/R per April 2014

MSO. (1,149.50)
04/08/14 5877  Consumers Energy (Janicki) 100.00 
04/08/14 5879  DTE (Janicki) 95.00 

3,132.03 6,946.64 
 
 

(1,982.29)10011122.1 Allowance for Doubtful Accounts
04/30/14 124  Collection Loss Recovery (601.19)

(601.19) (2,583.48)
 
 

0.00 10011129 Accounts Receivable-Other
04/30/14 124  Refund of Overpayment - Twin Maple Mfg (65.00)
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Beginning Current YTD
Date Reference T Description Balance Amount Balance

10011129 Accounts Receivable-Other (cont.)
04/04/14 5870  Twin Maple Mfg 65.00 

0.00 0.00 
 
 

11,531.95 10011211 Prepaid Insurance
04/30/14 RT2 S To record monthly insurance write off. (5,261.53)

(5,261.53) 6,270.42 
 
 

6,650.76 10011290 Other Prepaid Expenses
04/30/14 340  To reclassify CK 5844 dated 03/24/2014. (6,650.76)
04/22/14 5915  Priority Health 6,650.76 

0.00 6,650.76 
 
 

1,806.30 10011400 Construction in Progress-CFP
04/28/14 5922  First Contracting, Inc. 26,865.00 

26,865.00 28,671.30 
 
 

360,271.62 10011400.6 Land
0.00 360,271.62 

 
 

85,905.07 10011400.61 Land Improvements
0.00 85,905.07 

 
 

4,657,515.77 10011400.7 Buildings
0.00 4,657,515.77 

 
 

4,789,817.60 10011400.71 Building Improvements
0.00 4,789,817.60 

 
 

7,050.00 10011400.72 Non-dwelling Structures
0.00 7,050.00 

 
 

241,029.69 10011400.8 Furn., Equip., Mach.-Dwellings
0.00 241,029.69 

 
 

500,042.94 10011400.9 Furn., Equip., Mach.-Admin
04/04/14 5870  Twin Maple Mfg 1,360.00 
04/16/14 5902  Grand Rental Station 3,039.00 

4,399.00 504,441.94 
 
 

(7,421,451.05)10011400.95 Accumulated Depreciation-ALL
04/30/14 A3 S To record estimated monthly depreciation expense. (24,460.00)

(24,460.00) (7,445,911.05)
 
 

53,000.00 10011690 Undistributed Debits
04/30/14 335  To reclassify JE 334 dated 03/31/2014. (53,000.00)

(53,000.00) 0.00 
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Beginning Current YTD
Date Reference T Description Balance Amount Balance

(42,793.60)10012111 Vendors and Contractors
0.00 (42,793.60)

 
 

(58,445.00)10012114 Tenant Security Deposits
04/30/14 124  Tenant Security/Pet Deposits (780.00)
04/30/14 338  To record transfers of security deposits to A/R per April 2014

MSO. 1,149.50 
369.50 (58,075.50)

 
 

0.00 10012117.1 Social Security Withheld
04/30/14 341  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per April 2014 bank statement. 1,265.94 
04/30/14 PAY2014  Payroll Journal Entry (1,265.94)

0.00 0.00 
 
 

0.00 10012117.11 Medicare Withheld
04/30/14 341  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per April 2014 bank statement. 296.07 
04/30/14 PAY2014  Payroll Journal Entry (296.07)

0.00 0.00 
 
 

(1,281.98)10012117.12 FSA Withheld
04/30/14 339  To record HRA transactions per April 2014 bank statement. 195.45 
04/30/14 PAY2014  Payroll Journal Entry (316.66)

(121.21) (1,403.19)
 
 

0.00 10012117.2 Federal Income Tax Withheld
04/30/14 341  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per April 2014 bank statement. 1,783.00 
04/30/14 PAY2014  Payroll Journal Entry (1,783.00)

0.00 0.00 
 
 

(770.69)10012117.3 State Income Tax Withheld
04/30/14 341  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per April 2014 bank statement. 770.69 
04/30/14 PAY2014  Payroll Journal Entry (778.01)

(7.32) (778.01)
 
 

0.00 10012117.4 125 Medical Withheld
04/30/14 340  To reclassify CK 5844 dated 03/24/2014. 685.56 
04/30/14 PAY2014  Payroll Journal Entry (685.56)

0.00 0.00 
 
 

(1,268.62)10012117.5 Pension Withheld
04/30/14 343  To record MERS debit per April 2014 bank statement. 1,274.62 
04/30/14 344  To adjust MERS liability. (6.00)
04/30/14 PAY2014  Payroll Journal Entry (1,279.23)

(10.61) (1,279.23)
 
 

0.00 10012117.6 PAC Withheld
04/09/14 12727 V United Steel Workers 3.00 
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Beginning Current YTD
Date Reference T Description Balance Amount Balance

10012117.6 PAC Withheld (cont.)
04/30/14 PAY2014  Payroll Journal Entry (3.00)

0.00 0.00 
 
 

0.00 10012117.8 Friend of Court Withheld
04/30/14 342  To record MiSDU debits per April 2014 bank statement. 35.40 
04/30/14 PAY2014  Payroll Journal Entry (35.40)

0.00 0.00 
 
 

0.00 10012117.9 Union Dues Withheld
04/23/14 12737 V United Steel Workers 113.91 
04/30/14 PAY2014  Payroll Journal Entry (113.91)

0.00 0.00 
 
 

0.00 10012119.2 Interfund Payble - DVG
04/30/14 124  April Cash Receipts (632.00)
04/30/14 129  Transfer from DVG (1,748.00)
04/08/14 5885 V Manistee Hsg Commission 632.00 

(1,748.00) (1,748.00)
 
 

(12,807.87)10012131 EPC Loan - Current
04/01/14 5865 V Oswego Comm. Bank 1,243.93 

1,243.93 (11,563.94)
 
 

(1,179,252.93)10012132 EPC Loan - Noncurrent
0.00 (1,179,252.93)

 
 

(11,414.62)10012135 Accrued Salaries and Wages
0.00 (11,414.62)

 
 

(12,114.51)10012135.1 Accrued Comp. Absences-Current
0.00 (12,114.51)

 
 

(12,914.88)10012135.3 Accrued Comp. Absences-Non Current
0.00 (12,914.88)

 
 

(48,611.20)10012137 Payments in Lieu of Taxes
04/30/14 A2 S To record estimated monthly PILOT expense. (3,120.00)

(3,120.00) (51,731.20)
 
 

(350,490.36)10012806 Unrestricted Net Assets
0.00 (350,490.36)

 
 

(2,097,808.50)10012806.1 Invested in Capital Assets
0.00 (2,097,808.50)

 
 

(350,490.36)10012820 HUD Operating Reserve - Memo
0.00 (350,490.36)

 
 COMMISSION MEETING 06-24-14 PAGINATION 

 
Page 156 of 255



Manistee Housing Commission 133404/30/14
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Beginning Current YTD
Date Reference T Description Balance Amount Balance

350,490.36 10012820.1 HUD Operating Reserve-Contra
0.00 350,490.36 

 
 

(147,659.00)10013110 Dwelling Rental
04/30/14 337  To record charges to tenants per April 2014 MSO. (49,841.00)

(49,841.00) (197,500.00)
 
 

(1,883.58)10013120 Excess Utilities
04/30/14 337  To record charges to tenants per April 2014 MSO. (628.86)

(628.86) (2,512.44)
 
 

(40,000.00)10013401.1 Operating Grants
0.00 (40,000.00)

 
 

(107,283.00)10013401.2 Operating Subsidy
04/30/14 125  Operating Subsidy (10,009.50)
04/30/14 126  Operating Subsidy (25,632.50)

(35,642.00) (142,925.00)
 
 

(323.73)10013610 Interest Income-Gen. Fund
04/30/14 130  NOW Interest (0.16)
04/30/14 131  REPO Interest (96.96)
04/30/14 132  HRA Interest (0.47)
04/30/14 133  Money Market Savings Interest (4.36)
04/30/14 336  To record interest added to Money Market Savings per March

2014 statement. (0.87)
(102.82) (426.55)

 
 

(12,446.59)10013689 Tenant Income - Cable TV
04/30/14 337  To record charges to tenants per April 2014 MSO. (4,239.00)

(4,239.00) (16,685.59)
 
 

(8,966.52)10013690 Tenant Income
04/30/14 337  To record charges to tenants per April 2014 MSO. (1,088.83)

(1,088.83) (10,055.35)
 
 

(2,944.05)10013690.4 Laundry Income
04/30/14 124  Laundry Income (870.92)

(870.92) (3,814.97)
 
 

(582.15)10013690.6 Fraud Recovery Revenue
04/30/14 124  Restitution - Wisniewski (388.10)

(388.10) (970.25)
 
 

45,245.94 10014110 Administrative Salaries
04/30/14 PAY2014  Payroll Journal Entry 14,268.84 

14,268.84 59,514.78 
 
 

4,979.68 10014130 Legal Expense
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Beginning Current YTD
Date Reference T Description Balance Amount Balance

10014130 Legal Expense (cont.)
04/01/14 5863  Mika Meyers Beckett & Jones PLC 1,951.00 
04/22/14 5913  Krolczyk & Quinn 200.00 
04/28/14 5924  Mika Meyers Beckett & Jones PLC 1,784.15 

3,935.15 8,914.83 
 
 

(1,000.00)10014150 Travel Expense
04/30/14 124  Travel Reimbursement - HARRG (1,000.00)

(1,000.00) (2,000.00)
 
 

2,451.27 10014170 Accounting Fees
04/08/14 5880 V H.A.A.S., Inc. 979.94 
04/22/14 5912 V Daniel D. Laskey Co., PC 74.00 

1,053.94 3,505.21 
 
 

14,529.86 10014182 Employee Benefits - Admin
04/30/14 340  To reclassify CK 5844 dated 03/24/2014. 2,583.46 
04/30/14 341  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per April 2014 bank statement. 1,049.93 
04/30/14 344  To adjust MERS liability. 6.00 
04/22/14 5914 V Principal Financial Group 363.12 
04/22/14 5916 V Sun Life Financial 379.50 
04/22/14 5917 V VSP 60.99 
04/09/14 12719  Unemployment Agency 4,284.15 

8,727.15 23,257.01 
 
 

7,657.34 10014185 Telephone
04/01/14 5858 V Charter Business 123.19 
04/08/14 5872 V AT & T 806.47 
04/08/14 5873 V AT & T Long Distance 51.48 
04/08/14 5874  AT & T Mobility 941.51 

1,922.65 9,579.99 
 
 

0.00 10014190.1 Publications
04/08/14 5889  Nan McKay & Associates Inc. 175.00 

175.00 175.00 
 
 

898.00 10014190.2 Membership Dues and Fees
04/08/14 5887  The Nelrod Company 199.00 

199.00 1,097.00 
 
 

3,851.69 10014190.3 Admin Service Contracts
04/01/14 5855  AscomNorth Inc. 873.00 
04/08/14 5881 V Housing Data Systems 2,645.00 
04/08/14 5883 V Kushner & Company 100.51 
04/08/14 5888 V Next IT 339.00 
04/09/14 5896 V Applied Imaging 190.65 
04/16/14 5898  CDM Mobile Shredding Inc. 50.00 
04/28/14 5919 V Applied Imaging 274.10 
04/28/14 5925 V Next IT 577.50 
04/28/14 5926 V Pitney Bowes Global Financial Services 135.00 

5,184.76 9,036.45 
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2,125.17 10014190.4 Office Supplies
04/28/14 5928 V Staples Contract & Commercial Inc. 316.03 

316.03 2,441.20 
 
 

3,653.20 10014190.5 Other Sundry-Misc.
04/01/14 5867 V The Pioneer Group 151.80 
04/01/14 5868  Reserve Account 700.00 
04/08/14 5882 V Jackpine Business Centers 69.99 
04/08/14 5884 V Ludington Daily News 197.24 
04/08/14 5886  McCardel Water Conditioning 9.00 
04/08/14 5890 V The Pioneer Group 643.76 
04/28/14 5927  PNC Bank 253.10 

2,024.89 5,678.09 
 
 

2,650.00 10014221 Resident Employee Stipend
04/01/14 5849 V 200.00 
04/01/14 5850 V 200.00 
04/01/14 5851 V 100.00 
04/01/14 5852 V 200.00 
04/01/14 5853 V 100.00 
04/01/14 5854 V 100.00 

900.00 3,550.00 
 
 

12,215.54 10014230 Contract Costs-Cable & Other
04/01/14 5858 V Charter Business 4,210.74 

4,210.74 16,426.28 
 
 

11,898.48 10014310 Water & Sewer
04/08/14 5876 V City of Manistee 4,225.65 

4,225.65 16,124.13 
 
 

34,372.81 10014320 Electricity
04/01/14 5859 V Consumers Energy 9,602.73 
04/16/14 5899 V Consumers Energy 1,279.67 
04/28/14 5920 V Consumers Energy 7,797.94 

18,680.34 53,053.15 
 
 

16,119.01 10014330 Gas
04/16/14 5900 V DTE Energy 1,931.70 
04/28/14 5921 V DTE Energy 590.38 

2,522.08 18,641.09 
 
 

27,164.01 10014410 Labor, Maintenance
04/30/14 PAY2014  Payroll Journal Entry 7,151.75 

7,151.75 34,315.76 
 
 

14,397.18 10014420 Materials
04/01/14 5856 V Auto Value 57.17 
04/01/14 5857 V Blarney Castle Fleet 491.87 
04/01/14 5862  Graham Electric Motor Service 1,409.75 
04/01/14 5864 V Olson Lumber Company 528.46 
04/01/14 5866  Otec Radio Comm Equipment 30.00 
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10014420 Materials (cont.)
04/08/14 5875  Cadillac Plbg & Htg. Supply Co., Inc. 110.13 
04/08/14 5886  McCardel Water Conditioning 264.25 
04/08/14 5891 V Sherwin-Williams Co. 636.63 
04/08/14 5894 V Wahr Hardware 283.01 
04/16/14 5897 V Blarney Castle Fleet Program 535.76 
04/16/14 5901 V Fastenal Company 558.61 
04/16/14 5904 V HD Supply Facilities Mtce 102.48 
04/16/14 5908  State Industrial Products 479.10 
04/22/14 5909 V Ace Hardware 172.08 
04/28/14 5923 V HD Supply Facilities Mtce 394.78 
04/28/14 5929  Top LIne Electric LLC 111.91 

6,165.99 20,563.17 
 
 

7,088.52 10014430.02 Heating & Cooling Contracts
04/01/14 5860  Custom Sheet Metal & Heating 247.75 
04/22/14 5911  Custom Sheet Metal & Heating 1,165.65 

1,413.40 8,501.92 
 
 

19,053.75 10014430.03 Snow Removal Contracts
0.00 19,053.75 

 
 

6,649.07 10014430.04 Elevator Contracts
04/01/14 5869 V Schindler Elevator Corp. 1,082.50 
04/16/14 5906  MI Dept of Licensing & Regulatory Affairs 790.00 

1,872.50 8,521.57 
 
 

5,362.00 10014430.06 Unit Turnaround Contracts
04/16/14 5903 V Haglund's Floor Covering 1,378.00 

1,378.00 6,740.00 
 
 

423.96 10014430.07 Electrical Contracts
04/08/14 5893 V Top Line Electric 368.73 

368.73 792.69 
 
 

1,172.94 10014430.08 Plumbing Contracts
04/01/14 5861  Forbes Sanitation & Excavation Inc. 610.00 

610.00 1,782.94 
 
 

0.00 10014430.09 Extermination Contracts
04/22/14 5910 V Action WDI Specialists 1,606.00 

1,606.00 1,606.00 
 
 

6,720.75 10014430.11 Routine Maintenance Contracts
04/08/14 5892  SimplexGrinnell LP 46.38 
04/16/14 5907  SimplexGrinnell LP 111.11 

157.49 6,878.24 
 
 

12,126.44 10014430.12 Miscellaneous Contracts
04/08/14 5878 V Crystal Lock & Supply 416.49 
04/09/14 5895  State of Michigan 13.00 
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10014430.12 Miscellaneous Contracts (cont.)

04/16/14 5905  Manistee Ford Inc. 82.00 
511.49 12,637.93 

 
 

3,475.83 10014431 Garbage Removal
04/28/14 5918 V Allied Waste Services 1,100.38 

1,100.38 4,576.21 
 
 

15,251.19 10014433 Employee Benefits - Maint.
04/30/14 340  To reclassify CK 5844 dated 03/24/2014. 3,381.74 
04/30/14 341  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per April 2014 bank statement. 512.04 
04/22/14 5914 V Principal Financial Group 521.16 
04/22/14 5916 V Sun Life Financial 198.61 
04/22/14 5917 V VSP 87.13 
04/09/14 12719  Unemployment Agency 3,255.54 

7,956.22 23,207.41 
 
 

300.00 10014434 Employee Benefits-Retirees
0.00 300.00 

 
 

18,169.59 10014510 Insurance
04/08/14 5871 V AmTrust North America Inc 795.00 
04/30/14 RT2 S To record monthly insurance write off. 5,261.53 

6,056.53 24,226.12 
 
 

9,360.00 10014520 Payment in Lieu of Taxes
04/30/14 A2 S To record estimated monthly PILOT expense. 3,120.00 

3,120.00 12,480.00 
 
 

19,105.35 10014580 Interest Expense
04/01/14 5865 V Oswego Comm. Bank 6,355.30 

6,355.30 25,460.65 
 
 

73,380.00 10014800 Depreciation - Current Year
04/30/14 A3 S To record estimated monthly depreciation expense. 24,460.00 

24,460.00 97,840.00 
 
 

(105.96)10016010 Prior Year Adj. - Affecting RR
0.00 (105.96)

 
 

3,692.34 10017510 Principal Payments - EPC
04/01/14 5865 V Oswego Comm. Bank 1,243.93 

1,243.93 4,936.27 
 
 

0.00 10017540 Betterments and Additions
04/04/14 5870  Twin Maple Mfg 1,360.00 
04/16/14 5902  Grand Rental Station 3,039.00 

4,399.00 4,399.00 
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(3,692.34)10017590 Operating Expenditures-Contra
04/01/14 5865 V Oswego Comm. Bank (1,243.93)
04/04/14 5870  Twin Maple Mfg (1,360.00)
04/16/14 5902  Grand Rental Station (3,039.00)

(5,642.93) (9,335.27)
 
 

640.00 10019996 Actual Unit Months for REAC submission
04/30/14 RT1 S To record actual units leased for REAC reporting purposes. 214.00 

214.00 854.00 
 
 

(640.00)10019997 Actual Unit Months - Contra
04/30/14 RT1 S To record actual units leased for REAC reporting purposes. (214.00)

(214.00) (854.00)
 
 

642.00 10019998 Unit Months - Memorandum
04/30/14 A1 S To record unit months for PUM calculation. 214.00 

214.00 856.00 
 
 

(642.00)10019999 Unit Months - Contra
04/30/14 A1 S To record unit months for PUM calculation. (214.00)

(214.00) (856.00)
 
 

(1,054.52)10103401.1 Operating Grants
0.00 (1,054.52)

 
 

(276.30)10103401.3 Capital Grants
04/30/14 127  501-10 CFP Grant (23,220.00)

(23,220.00) (23,496.30)
 
 

1,054.52 10104430.12 Miscellaneous Contracts
0.00 1,054.52 

 
 

0.00 10113401.3 Capital Grants
04/30/14 128  501-11 CFP Grant (8,645.00)

(8,645.00) (8,645.00)
 
 

(5,000.00)10123401.1 Operating Grants
0.00 (5,000.00)

 
 

4,645.00 10124110 Administrative Salaries
0.00 4,645.00 

 
 

355.00 10124182 Employee Benefits - Admin
0.00 355.00 

 
 

(1,530.00)10133401.3 Capital Grants
0.00 (1,530.00)
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40,000.00 15101406 Operations
0.00 40,000.00 

 
 

23,947.02 15101408 Management Improvements
0.00 23,947.02 

 
 

24,000.00 15101410.05 Salary & Benefits-Staff
0.00 24,000.00 

 
 

12,133.67 15101430.01 A & E Fees
0.00 12,133.67 

 
 

11,566.33 15101430.99 A & E Fees - Soft Costs
0.00 11,566.33 

 
 

45,241.05 15101460 Dwelling Structures
04/28/14 5922  First Contracting, Inc. 23,220.00 

23,220.00 68,461.05 
 
 

24,544.00 15101460.23 Modernize Boiler Rooms
0.00 24,544.00 

 
 

7,513.95 15101460.99 Dwelling Structures-Soft Costs
0.00 7,513.95 

 
 

8,000.00 15101475 Nondwelling Equipment
0.00 8,000.00 

 
 

12,447.02 15101485.99 Demolition-Soft Costs
0.00 12,447.02 

 
 

209,393.04 15101600 CFP Funding
04/30/14 127  501-10 CFP Grant 23,220.00 

23,220.00 232,613.04 
 
 

(209,393.04)15101699 CFP Funding - Contra
04/30/14 127  501-10 CFP Grant (23,220.00)

(23,220.00) (232,613.04)
 
 

(209,393.04)15109800 CFP Cost - Contra
04/28/14 5922  First Contracting, Inc. (23,220.00)

(23,220.00) (232,613.04)
 
 

40,000.00 15111406 Operations
0.00 40,000.00 
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9,794.16 15111408 Management Improvements
0.00 9,794.16 

 
 

17,834.72 15111410 Administration
0.00 17,834.72 

 
 

4,750.00 15111430 A & E Fees
0.00 4,750.00 

 
 

1,322.28 15111430.01 A & E Fees
0.00 1,322.28 

 
 

4,533.32 15111460  Dwelling Structures
04/28/14 5922  First Contracting, Inc. 3,645.00 

3,645.00 8,178.32 
 
 

11,175.00 15111460.99 Dwelling Structures-Soft Costs
0.00 11,175.00 

 
 

89,409.48 15111600  CFP Funding
04/30/14 128  501-11 CFP Grant 8,645.00 

8,645.00 98,054.48 
 
 

(89,409.48)15111699 CFP Funding - Contra
04/30/14 128  501-11 CFP Grant (8,645.00)

(8,645.00) (98,054.48)
 
 

(89,409.48)15119800 CFP Cost - Contra
04/28/14 5922  First Contracting, Inc. (3,645.00)

(3,645.00) (93,054.48)
 
 

40,000.00 15121406 Operations
0.00 40,000.00 

 
 

6,070.00 15121408 Management Improvements
0.00 6,070.00 

 
 

5,000.00 15121410 Administration
0.00 5,000.00 

 
 

2,061.25 15121430.99 A & E Fees - Soft Costs
0.00 2,061.25 

 
 

53,131.25 15121600 CFP Funding
0.00 53,131.25 
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(53,131.25)15121699 CFP Funding - Contra
0.00 (53,131.25)

 
 

(53,131.25)15129800 CFP Cost - Contra
0.00 (53,131.25)

 
 

8,670.00 15131430 A & E Fees
0.00 8,670.00 

 
 

8,670.00 15131600 CFP Funding
0.00 8,670.00 

 
 

(8,670.00)15131699 CFP Funding - Contra
0.00 (8,670.00)

 
 

(8,670.00)15139800 CFP Cost - Contra
0.00 (8,670.00)

 
 
Current Profit/(Loss) (12,963.47) YTD Profit/(Loss) (89,811.16)
 

Number of Transactions 190
The General Ledger is in balance 0.00 

 

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 165 of 255



Manistee Housing Commission 1334

Bank Reconciliation Transmittal Page 1Account Number: 851620
Statement Ending date:   04/30/14
Checkbook Name:   Public Housing Checking

General Ledger 

Balance per General Ledger (Account 10011111.2) at 04/01/14 446,374.12
Activity for the month:
          Total Debits (Deposits and Credit Memos) 125,400.49
          Total Credits (Checks and Debit Memos) -139,170.47
Unreconciled General Ledger Balance at 04/30/14 432,604.14
          Adjustments and Other Bank Items 0.00
Reconciled General Ledger Balance at 04/30/14 432,604.14

Bank 

Balance per Bank Statement at 04/30/14 482,477.66
          Total Additions (Deposits and Credit Memos in transit) 0.00
          Total Subtractions (Checks and Debit Memos in transit) -49,873.52
Total Bank Errors 0.00
Bank Balance Adjusted at 04/30/14 432,604.14
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Bank Reconciliation Worksheet Page 1Statement Beginning date: 04/01/14
Statement Ending date:   04/30/14
Checkbook Name:    Public Housing Checking

Statement Summary
Beginning Balance 472,995.83 
Deposits and Credit Memos

117 03/31/14 10011122 March Cash Receipts 5,483.10 
124 04/30/14 10011122 April Cash Receipts 56,048.37 
125 04/30/14 10013401.2 Operating Subsidy 10,009.50 
126 04/30/14 10013401.2 Operating Subsidy 25,632.50 
127 04/30/14 10103401.3 501-10 CFP Grant 23,220.00 
128 04/30/14 10113401.3 501-11 CFP Grant 8,645.00 
129 04/30/14 10012119.2 Transfer from DVG 1,748.00 
130 04/30/14 10013610 NOW Interest 0.16 
131 04/30/14 10013610 REPO Interest 96.96 

130,883.59 Total
Checks and Debit Memos

341 04/30/14 10012117.1 To record IRS USATAXPYMT(s) & STATE OF MICH TAX-PAY     (5,677.67)
342 04/30/14 10012117.8 To record MiSDU debits per April 2014 bank statement. (35.40)
343 04/30/14 10012117.5 To record MERS debit per April 2014 bank statement. (1,274.62)
5811 03/07/14 10014170 H.A.A.S., Inc. (737.44)
5814 03/07/14 10012119.2 Manistee Hsg Commission (632.00)
5832 03/19/14 10011400 M.C. Smith Associates (510.00)
5839 03/24/14 10011122 CHOICES of Manistee County, Inc. (45.00)
5840 03/24/14 10014330 DTE Energy (4,373.18)
5841 03/24/14 10014420 HD Supply Facilities Mtce (768.35)
5842 03/24/14 10014190.5 PNC Bank (111.01)
5843 03/24/14 10014182 Principal Financial Group (884.28)
5844 03/24/14 10011290 Priority Health (6,650.76)
5845 03/24/14 10014430.03 Swidorski Bros Excavating LLC (15,420.00)
5846 03/24/14 10014182 VSP (148.12)
5847 03/25/14 10011122 (522.00)
5848 03/26/14 10014433 Sun Life Financial (578.11)
5849 04/01/14 10014221 (200.00)
5850 04/01/14 10014221 (200.00)
5851 04/01/14 10014221 (100.00)
5852 04/01/14 10014221 (200.00)
5853 04/01/14 10014221 (100.00)
5854 04/01/14 10014221 (100.00)
5855 04/01/14 10014190.3 AscomNorth Inc. (873.00)
5856 04/01/14 10014420 Auto Value (57.17)
5857 04/01/14 10014420 Blarney Castle Fleet (491.87)
5858 04/01/14 10014185 Charter Business (4,333.93)
5859 04/01/14 10014320 Consumers Energy (9,602.73)
5860 04/01/14 10014430.02 Custom Sheet Metal & Heating (247.75)
5861 04/01/14 10014430.08 Forbes Sanitation & Excavation Inc. (610.00)
5862 04/01/14 10014420 Graham Electric Motor Service (1,409.75)
5863 04/01/14 10014130 Mika Meyers Beckett & Jones PLC (1,951.00)
5864 04/01/14 10014420 Olson Lumber Company (528.46)
5865 04/01/14 10012131 Oswego Comm. Bank (7,599.23)
5866 04/01/14 10014420 Otec Radio Comm Equipment (30.00)
5867 04/01/14 10014190.5 The Pioneer Group (151.80)
5868 04/01/14 10014190.5 Reserve Account (700.00)
5869 04/01/14 10014430.04 Schindler Elevator Corp. (1,082.50)
5870 04/04/14 10011400.9 Twin Maple Mfg (1,425.00)
5871 04/08/14 10014510 AmTrust North America Inc (795.00)
5872 04/08/14 10014185 AT & T (806.47)
5873 04/08/14 10014185 AT & T Long Distance (51.48)
5874 04/08/14 10014185 AT & T Mobility (941.51)
5875 04/08/14 10014420 Cadillac Plbg & Htg. Supply Co., Inc. (110.13)
5876 04/08/14 10014310 City of Manistee (4,225.65)
5877 04/08/14 10011122 Consumers Energy (Janicki) (100.00)
5878 04/08/14 10014430.12 Crystal Lock & Supply (416.49)
5879 04/08/14 10011122 DTE (Janicki) (95.00)
5880 04/08/14 10014170 H.A.A.S., Inc. (979.94)
5881 04/08/14 10014190.3 Housing Data Systems (2,645.00)
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Bank Reconciliation Worksheet Page 2Statement Beginning date: 04/01/14
Statement Ending date:   04/30/14
Checkbook Name:    Public Housing Checking

5882 04/08/14 10014190.5 Jackpine Business Centers (69.99)
5883 04/08/14 10014190.3 Kushner & Company (100.51)
5884 04/08/14 10014190.5 Ludington Daily News (197.24)
5886 04/08/14 10014190.5 McCardel Water Conditioning (273.25)
5887 04/08/14 10014190.2 The Nelrod Company (199.00)
5888 04/08/14 10014190.3 Next IT (339.00)
5889 04/08/14 10014190.1 Nan McKay & Associates Inc. (175.00)
5890 04/08/14 10014190.5 The Pioneer Group (643.76)
5891 04/08/14 10014420 Sherwin-Williams Co. (636.63)
5892 04/08/14 10014430.11 SimplexGrinnell LP (46.38)
5893 04/08/14 10014430.07 Top Line Electric (368.73)
5894 04/08/14 10014420 Wahr Hardware (283.01)
5895 04/09/14 10014430.12 State of Michigan (13.00)
5896 04/09/14 10014190.3 Applied Imaging (190.65)
5897 04/16/14 10014420 Blarney Castle Fleet Program (535.76)
5898 04/16/14 10014190.3 CDM Mobile Shredding Inc. (50.00)
5899 04/16/14 10014320 Consumers Energy (1,279.67)
5900 04/16/14 10014330 DTE Energy (1,931.70)
5901 04/16/14 10014420 Fastenal Company (558.61)
5902 04/16/14 10011400.9 Grand Rental Station (3,039.00)
5903 04/16/14 10014430.06 Haglund's Floor Covering (1,378.00)
5904 04/16/14 10014420 HD Supply Facilities Mtce (102.48)
5905 04/16/14 10014430.12 Manistee Ford Inc. (82.00)
5906 04/16/14 10014430.04 MI Dept of Licensing & Regulatory Affairs (790.00)
5907 04/16/14 10014430.11 SimplexGrinnell LP (111.11)
5908 04/16/14 10014420 State Industrial Products (479.10)
5910 04/22/14 10014430.09 Action WDI Specialists (1,606.00)
5911 04/22/14 10014430.02 Custom Sheet Metal & Heating (1,165.65)
5912 04/22/14 10014170 Daniel D. Laskey Co., PC (74.00)
12708 03/12/14 10011111.3 West Shore Bank (158.33)
12718 03/26/14 10011111.3 West Shore Bank (158.33)
12719 04/09/14 10014182 Unemployment Agency (7,539.69)
12720 04/09/14 10014410 Anthony Mastrapasqua (798.09)
12721 04/09/14 10014410 Kevin Helminiak (950.44)
12722 04/09/14 10014110 Clinton E. Copus II (2,147.71)
12723 04/09/14 10014110 Lorna J. Perski (1,263.35)
12724 04/09/14 10014110 Beverly A. Pahoski (727.54)
12725 04/09/14 10014410 Robert Krolczyk (688.94)
12726 04/09/14 10014110 Monica Otis (706.77)
12727 04/09/14 10012117.6 United Steel Workers (3.00)
12728 04/09/14 10011111.3 West Shore Bank (158.33)
12729 04/23/14 10014410 Anthony Mastrapasqua (799.10)
12730 04/23/14 10014410 Kevin Helminiak (1,114.43)
12731 04/23/14 10014110 Clinton E. Copus II (2,147.71)
12732 04/23/14 10014110 Lorna J. Perski (1,263.34)
12733 04/23/14 10014110 Beverly A. Pahoski (727.55)
12734 04/23/14 10014110 Beverly A. Pahoski (77.10)
12735 04/23/14 10014410 Robert Krolczyk (744.96)
12736 04/23/14 10014110 Monica Otis (706.78)
12737 04/23/14 10012117.9 United Steel Workers (113.91)
12738 04/23/14 10011111.3 West Shore Bank (158.33)

(121,401.76)Total
 

Ending Balance 482,477.66 
 
 
Bank Summary

Ending Bank Balance 482,477.66 
Checks and Debit Memos in transit

4657 10/01/12 10012114 58.00 
5083 04/03/13 10011122 23.00 
5115 04/23/13 10014420 Culligan Water Clinic 109.90 
5343 08/05/13 10012114 86.00 
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Manistee Housing Commission 1334

Bank Reconciliation Worksheet Page 3Statement Beginning date: 04/01/14
Statement Ending date:   04/30/14
Checkbook Name:    Public Housing Checking

5523 11/01/13 10014221 50.00 
5548 11/12/13 10011122 51.00 
5677 01/08/14 10012114 30.00 
5885 04/08/14 10012119.2 Manistee Hsg Commission 632.00 
5909 04/22/14 10014420 Ace Hardware 172.08 
5913 04/22/14 10014130 Krolczyk & Quinn 200.00 
5914 04/22/14 10014182 Principal Financial Group 884.28 
5915 04/22/14 10011290 Priority Health 6,650.76 
5916 04/22/14 10014433 Sun Life Financial 578.11 
5917 04/22/14 10014182 VSP 148.12 
5918 04/28/14 10014431 Allied Waste Services 1,100.38 
5919 04/28/14 10014190.3 Applied Imaging 274.10 
5920 04/28/14 10014320 Consumers Energy 7,797.94 
5921 04/28/14 10014330 DTE Energy 590.38 
5922 04/28/14 10011400 First Contracting, Inc. 26,865.00 
5923 04/28/14 10014420 HD Supply Facilities Mtce 394.78 
5924 04/28/14 10014130 Mika Meyers Beckett & Jones PLC 1,784.15 
5925 04/28/14 10014190.3 Next IT 577.50 
5926 04/28/14 10014190.3 Pitney Bowes Global Financial Services 135.00 
5927 04/28/14 10014190.5 PNC Bank 253.10 
5928 04/28/14 10014190.4 Staples Contract & Commercial Inc. 316.03 
5929 04/28/14 10014420 Top LIne Electric LLC 111.91 

(49,873.52)Total
 

Ending Balance 432,604.14 
 
Book Summary

G/L account:  10011111.2
G/L journal:  Journal Entry
G/L period:   04/30/14

 
0.00 Total Adjustments:

 
Ending Balance 432,604.14 
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Manistee Housing Commission 1334

Bank Reconciliation Transmittal Page 1Account Number: 
Statement Ending date:   04/30/14
Checkbook Name:   HRA Account

General Ledger 

Balance per General Ledger (Account 10011111.3) at 04/01/14 11,449.98
Activity for the month:
          Total Debits (Deposits and Credit Memos) 317.13
          Total Credits (Checks and Debit Memos) -195.45
Unreconciled General Ledger Balance at 04/30/14 11,571.66
          Adjustments and Other Bank Items 0.00
Reconciled General Ledger Balance at 04/30/14 11,571.66

Bank 

Balance per Bank Statement at 04/30/14 11,571.66
          Total Additions (Deposits and Credit Memos in transit) 0.00
          Total Subtractions (Checks and Debit Memos in transit) -0.00
Total Bank Errors 0.00
Bank Balance Adjusted at 04/30/14 11,571.66
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Manistee Housing Commission 1334

Bank Reconciliation Worksheet Page 1Statement Beginning date: 04/01/14
Statement Ending date:   04/30/14
Checkbook Name:    HRA Account

Statement Summary
Beginning Balance 11,133.32 
Deposits and Credit Memos

12708 03/12/14 West Shore Bank 158.33 
12718 03/26/14 West Shore Bank 158.33 
12728 04/09/14 West Shore Bank 158.33 
12738 04/23/14 West Shore Bank 158.33 
132 04/30/14 10013610 HRA Interest 0.47 

633.79 Total
Checks and Debit Memos

339 04/30/14 10012117.12 To record HRA transactions per April 2014 bank statement. (195.45)
(195.45)Total

 
Ending Balance 11,571.66 

 
 
Bank Summary

Ending Bank Balance 11,571.66 
 

Ending Balance 11,571.66 
 
Book Summary

G/L account:  10011111.3
G/L journal:  Journal Entry
G/L period:   04/30/14

 
0.00 Total Adjustments:

 
Ending Balance 11,571.66 
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Manistee Housing Commission 1334

Bank Reconciliation Transmittal Page 1Account Number: 558567
Statement Ending date:   04/30/14
Checkbook Name:   Money Market Savings

General Ledger 

Balance per General Ledger (Account 10011111.4) at 04/01/14 0.00
Activity for the month:
          Total Debits (Deposits and Credit Memos) 53,005.23
          Total Credits (Checks and Debit Memos) -0.00
Unreconciled General Ledger Balance at 04/30/14 53,005.23
          Adjustments and Other Bank Items 0.00
Reconciled General Ledger Balance at 04/30/14 53,005.23

Bank 

Balance per Bank Statement at 04/30/14 53,005.23
          Total Additions (Deposits and Credit Memos in transit) 0.00
          Total Subtractions (Checks and Debit Memos in transit) -0.00
Total Bank Errors 0.00
Bank Balance Adjusted at 04/30/14 53,005.23
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Manistee Housing Commission 1334

Bank Reconciliation Worksheet Page 1Statement Beginning date: 04/01/14
Statement Ending date:   04/30/14
Checkbook Name:    Money Market Savings

Statement Summary
Beginning Balance 0.00 
Deposits and Credit Memos

335 04/30/14 10011690 To reclassify JE 334 dated 03/31/2014. 53,000.00 
336 04/30/14 10013610 To record interest added to Money Market Savings per March 2014 0.87 
133 04/30/14 10013610 Money Market Savings Interest 4.36 

53,005.23 Total
 

Ending Balance 53,005.23 
 
 
Bank Summary

Ending Bank Balance 53,005.23 
 

Ending Balance 53,005.23 
 
Book Summary

G/L account:  10011111.4
G/L journal:  Journal Entry
G/L period:   04/30/14

 
0.00 Total Adjustments:

 
Ending Balance 53,005.23 
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Housing Authority Accounting Specialists
PO Box 545

Sparta, WI 54656
608-272-3209

To the Board of Directors
And Management

Manistee Housing Commission
Domestic Violence Grant
273 Sixth Avenue
Manistee, MI 49660

Enclosed are the following reports for the month ending April 30, 2014. These reports have been 
compiled in accordance with Generally Accepted Accounting Principles.

   I. Financial Statements
 II.  Journal Register
III.  General Ledger

A compilation is limited to presenting in the form of financial statements information that is the 
representation of management. We have not audited or reviewed the accompanying financial statements 
and, accordingly, do not express an opinion or any other form of assurance on them.  This report is 
offered as a review of your past operations and is a basis for decisions for your future policies.

Respectfully Submitted:

Housing Authority Accounting Specialists, Inc.
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Manistee Housing Commission
Domestic Violence Grant

BALANCE SHEET
As of  April 30, 2014

1

ASSETS

CURRENT ASSETS
Cash

1111 - Cash - MSHDA  $ 73,856.12

Total Cash 73,856.12

Receivables
1129.3 - Accounts Receivable - DVG 1,748.00

Total Receivables 1,748.00

Investments
Total Investments 0.00

Prepaid Expenses & Other Assets
Total Prepaid Expenses & Other Assets 0.00

Total Current Assets 75,604.12

CAPITAL ASSETS
Land, Structures & Equipment

1400.7 - Buildings 364,363.29
1400.98 - Accumulated Depreciation-DVG (59,562.09)

Total Land, Structures & Equipment 304,801.20

TOTAL CAPITAL ASSETS 304,801.20

TOTAL ASSETS  $ 380,405.32
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Manistee Housing Commission
Domestic Violence Grant

BALANCE SHEET
As of  April 30, 2014

2

LIABILITIES AND EQUITY
CURRENT LIABILITIES
Accounts Payable

2111 - Vendors and Contractors  $ 124.80
2114 - Tenant Security Deposits 1,748.00

Total Accounts Payable 1,872.80

Accrued Liabilities
2130 - Forgiveable Note - MSHDA 500,000.00

Total Accrued Liabilities 500,000.00

Total Current Liabilities 501,872.80

Non Current Liabilities
Total Non Current Liabilites 0.00

Deferred Credits
Total Deferred Credits 0.00

TOTAL LIABILITIES/DEFERRED CREDITS 501,872.80

EQUITY

Unreserved Fund Balance
2806 - Unrestricted Net Assets 70,661.32

2806.4 - Invested in Capital Assets-DVG (191,898.80)

Current Year Profit(Loss) (230.00)

Total Unreserved Fund Balance (121,467.48)

TOTAL EQUITY (121,467.48)

TOTAL LIABILITIES/EQUITY  $ 380,405.32
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Manistee Housing Commission
Domestic Violence Grant

INCOME STATEMENT
For the 1 Month and 4 Months Ended  April 30, 2014

3

1 Month Ended 4 Months Ended

April 30, 2014 April 30, 2014

Operating Income
3110 - Dwelling Rental 1,232.00 4,928.00
3690 - Tenant Income 0.00 14.99

Total Operating Income 1,232.00 4,942.99

Operating Expenses
Administration

4150 - Travel Expense 1,254.13 1,254.13
4170 - Accounting Fees 187.30 561.70
4190.5 - Other Sundry-Misc. 2.00 57.16

Total Administration 1,443.43 1,872.99

Ordinary Maint. & Operation
Total Ordinary Maint. & Oper. 0.00 0.00

General Expense
Total General Expense 0.00 0.00

Depreciation Expense
4800 - Depreciation - Current Year 825.00 3,300.00

Total Depreciation Expense 825.00 3,300.00

Capital Expenditures
Total Capital Expenditures 0.00 0.00

Total Operating Expenses 2,268.43 5,172.99

Net Income/(Loss) (211.43) 3,070.00
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Manistee Housing Commission 133404/30/14

Cash Disbursements-DVG Journal Page 1

Reference
Date Reference Account Description Amount Total

04/07/14 2493 20014150 Dale Priester 1,254.13 1,254.13 

04/08/14 2494 20014170 H.A.A.S., Inc. 187.30 187.30 

04/08/14 2495 20011129 .3 Manistee Housing Commission 1,748.00 1,748.00 

04/30/14 MI078 20011111 Checks 2493 - 2495 (3,189.43) (3,189.43)
 

0.00 Transaction Balance
 
 

Total Debits 3,189.43 Total Credits 3,189.43 A/C Hash Total 80050560.300
 

Number of Transactions 4
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Manistee Housing Commission 133404/30/14

Cash Receipts - DVG Journal Page 2

Reference
Date Reference Account Description Amount Total

04/30/14 106 20011111 April Cash Receipts 600.00 
04/30/14 106 20011122 April TAR Collections (600.00)

04/30/14 107 20011111 Interfund Reimbursement - P/H 632.00 
04/30/14 107 20011129 .4 Interfund Reimbursement - P/H (632.00)

 
0.00 Transaction Balance

 
 

Total Debits 1,232.00 Total Credits 1,232.00 A/C Hash Total 80044473.400
 

Number of Transactions 4
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Manistee Housing Commission 133404/30/14

Journal Entry - DVG Journal Page 3

Reference
Date Reference Account Description Amount Total

04/30/14 306 20011122 To record charges to tenants per April 2014
MSO. 1,232.00 

04/30/14 306 20013110 To record charges to tenants per April 2014
MSO. (1,232.00)

04/30/14 307 20011111 To record service fee per April 2014 bank
statement. (2.00)

04/30/14 307 20014190 .5 To record service fee per April 2014 bank
statement. 2.00 

04/30/14 A1 20011400 .98 To record estimated depreciation expense. (825.00)
04/30/14 A1 20014800 To record estimated depreciation expense. 825.00 

04/30/14 RT1 20019996 To record units leased. 3.00 
04/30/14 RT1 20019997 To record units leased. (3.00)

 
0.00 Transaction Balance

 
 

Total Debits 2,062.00 Total Credits 2,062.00 A/C Hash Total 160115727.480
 

Number of Transactions 8
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Manistee Housing Commission 133404/30/14

General Ledger Page 1

Beginning Current YTD
Date Reference T Description Balance Amount Balance

75,815.55 20011111 Cash - MSHDA
04/30/14 106  April Cash Receipts 600.00 
04/30/14 107  Interfund Reimbursement - P/H 632.00 
04/30/14 307  To record service fee per April 2014 bank statement. (2.00)
04/30/14 MI078  Checks 2493 - 2495 (3,189.43)

(1,959.43) 73,856.12 
 
 

0.00 20011122 Tenants Accounts Receivable
04/30/14 106  April TAR Collections (600.00)
04/30/14 124  April TAR Collections (632.00)
04/30/14 306  To record charges to tenants per April 2014 MSO. 1,232.00 

0.00 0.00 
 
 

0.00 20011129.3 Interfund - Due From
04/08/14 2495  Manistee Housing Commission 1,748.00 

1,748.00 1,748.00 
 
 

0.00 20011129.4 Interfund Receivable - P/H
04/30/14 107  Interfund Reimbursement - P/H (632.00)
04/30/14 124  April Cash Receipts 632.00 

0.00 0.00 
 
 

364,363.29 20011400.7 Buildings
0.00 364,363.29 

 
 

(58,737.09)20011400.98 Accumulated Depreciation-DVG
04/30/14 A1 S To record estimated depreciation expense. (825.00)

(825.00) (59,562.09)
 
 

(124.80)20012111 Vendors & Contractors
0.00 (124.80)

 
 

(1,748.00)20012114 Tenant Security Deposits
0.00 (1,748.00)

 
 

(500,000.00)20012130 Forgiveable Note - MSHDA
0.00 (500,000.00)

 
 

(70,661.32)20012806 Unrestricted Net Assets
0.00 (70,661.32)

 
 

191,898.80 20012806.4 Invested in Capital Assets-DVG
0.00 191,898.80 

 
 

(3,696.00)20013110 Dwelling Rental
04/30/14 306  To record charges to tenants per April 2014 MSO. (1,232.00)

(1,232.00) (4,928.00)
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Manistee Housing Commission 133404/30/14

General Ledger Page 2

Beginning Current YTD
Date Reference T Description Balance Amount Balance

(14.99)20013690 Tenant Income
0.00 (14.99)

 
 

0.00 20014150 Travel Expense
04/07/14 2493  Dale Priester 1,254.13 

1,254.13 1,254.13 
 
 

374.40 20014170 Accounting Fees
04/08/14 2494 V H.A.A.S., Inc. 187.30 

187.30 561.70 
 
 

55.16 20014190.5 Other Sundry-Misc.
04/30/14 307  To record service fee per April 2014 bank statement. 2.00 

2.00 57.16 
 
 

2,475.00 20014800 Depreciation -  Current Year
04/30/14 A1 S To record estimated depreciation expense. 825.00 

825.00 3,300.00 
 
 

9.00 20019996 Actual Unit Months for REAC Submission
04/30/14 RT1 S To record units leased. 3.00 

3.00 12.00 
 
 

(9.00)20019997 Actual Unit Months - Contra
04/30/14 RT1 S To record units leased. (3.00)

(3.00) (12.00)
 
 
Current Profit/(Loss) (1,036.43) YTD Profit/(Loss) (230.00)
 

Number of Transactions 18
The General Ledger is in balance 0.00 
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Manistee Housing Commission 1334

Bank Reconciliation Transmittal Page 1Account Number: 
Statement Ending date:   04/30/14
Checkbook Name:   DVG Checking

General Ledger 

Balance per General Ledger (Account 20011111) at 04/01/14 75,815.55
Activity for the month:
          Total Debits (Deposits and Credit Memos) 1,232.00
          Total Credits (Checks and Debit Memos) -3,191.43
Unreconciled General Ledger Balance at 04/30/14 73,856.12
          Adjustments and Other Bank Items 0.00
Reconciled General Ledger Balance at 04/30/14 73,856.12

Bank 

Balance per Bank Statement at 04/30/14 74,972.12
          Total Additions (Deposits and Credit Memos in transit) 632.00
          Total Subtractions (Checks and Debit Memos in transit) -1,748.00
Total Bank Errors 0.00
Bank Balance Adjusted at 04/30/14 73,856.12
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Manistee Housing Commission 1334

Bank Reconciliation Worksheet Page 1Statement Beginning date: 04/01/14
Statement Ending date:   04/30/14
Checkbook Name:    DVG Checking

Statement Summary
Beginning Balance 75,183.55 
Deposits and Credit Memos

105 03/31/14 20011129.4 Interfund Reimbursement - P/H 632.00 
106 04/30/14 20011122 April Cash Receipts 600.00 

1,232.00 Total
Checks and Debit Memos

307 04/30/14 20014190.5 To record service fee per April 2014 bank statement. (2.00)
2493 04/07/14 20014150 Dale Priester (1,254.13)
2494 04/08/14 20014170 H.A.A.S., Inc. (187.30)

(1,443.43)Total
 

Ending Balance 74,972.12 
 
 
Bank Summary

Ending Bank Balance 74,972.12 
Deposits and Credit Memos in transit

107 04/30/14 20011129.4 Interfund Reimbursement - P/H 632.00 
632.00 Total

Checks and Debit Memos in transit
2495 04/08/14 20011129.3 Manistee Housing Commission 1,748.00 

(1,748.00)Total
 

Ending Balance 73,856.12 
 
Book Summary

G/L account:  20011111
G/L journal:  Journal Entry - DVG
G/L period:   04/30/14

 
0.00 Total Adjustments:

 
Ending Balance 73,856.12 
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FY 2014 Budget Tracking
Total Units:  214 Annual‐2014 Monthly  May 2014 2014 YTD Actual

Operating Income
Rental Income
3110‐Dwelling Rental 600,000.00$           50,000.00$         51,270.00$            248,770.00$       
3120‐Excess Utilities 11,400.00$             950.00$               615.77$                  3,128.21$            
Total Rental Income 611,400.00$           50,950.00$         51,885.77$            251,898.21$       

Revenues‐HUD PHA Grants
3401.1‐Operating Grants 40,000.00$             3,333.33$           ‐$                        40,000.00$          
3401.2‐Operating Subsidy 395,000.00$           32,916.67$         35,642.00$            178,567.00$       
Total HUD PHA Grants 501,485.00$           41,790.42$         35,642.00$            218,567.00$       

Nonrental Income 94,030.00$             7,835.83$           6,193.71$              38,146.42$         

Total Operating Income 1,140,430.00$        95,035.83$          93,721.48$             508,611.63$        

Operating Expenses
Routine Expenses

Administration 320,670.00$           26,722.50$         4,891.38$              96,850.27$         
Unusual Administration ‐$                         ‐$                     ‐$                        29,240.67$         
Total Administration 320,670.00$           26,722.50$         4,891.38$              126,090.94$       

Tenant Services 57,830.00$             4,819.17$           5,141.53$              24,922.05$         
Unusual Tenant Services ‐$                         ‐$                     ‐$                        195.76$               
Total Tenant Services 57,830.00$             4,819.17$           5,141.53$              25,117.81$         

Utilities 179,600.00$           14,966.67$         10,667.98$            90,688.41$         
Unusual Utilities ‐$                         ‐$                     ‐$                        7,797.94$           
Total Utilities 179,600.00$           14,966.67$         10,667.98$            98,486.35$         

Ordinary Maintenance & Operations 282,873.00$           23,572.75$         34,192.43$            127,960.32$       
Unusual Ordinary Maintenance & Operations ‐$                         ‐$                     ‐$                        55,709.70$         
Total Ordinary Maintenance & Operations 282,873.00$           23,572.75$         34,192.43$            183,670.02$       

Protective Services 3,500.00$               291.67$               ‐$                        ‐$                      
Unusual Protective Services ‐$                         ‐$                     ‐$                        ‐$                      
Total Protective Services 3,500.00$               291.67$               ‐$                        ‐$                      

General Expenses 200,580.00$           16,715.00$         15,523.53$            77,690.30$         
Unusual General Expenses ‐$                         ‐$                     ‐$                        ‐$                      
Total General Expenses 200,580.00$           16,715.00$         15,523.53$            77,690.30$         

Total Routine Expense 1,045,053.00$        87,087.75$          70,416.85$             511,055.42$        

Non‐Routine Expenses
Extraordinary Maintenance ‐$                         ‐$                     ‐$                        ‐$                      

Total Casualty Losses ‐$                         ‐$                     ‐$                        ‐$                      

Total Non‐Routine Expenses ‐$                         ‐$                      ‐$                         ‐$                      

Total Operating Expenses 1,045,053.00$        87,087.75$          70,416.85$             511,055.42$        
‐$                    

Operating Income (Loss) 95,377.00$    7,948.08$    23,304.63$    (2,443.79)$           

Total Depreciation Expense 319,380.00$           26,615.00$         24,460.00$            122,300.00$       

Surplus Credits & Charges ‐$                         ‐$                     ‐$                        (105.96)$             

Capital Expenditures 16,500.21$             1,375.02$           ‐$                        ‐$                      
‐$                      

HUD Net Income (Loss) 78,876.79$             6,573.07$            22,054.07$             (12,923.84)$         
GAAP Net Income (Loss) (224,003.00)$          (18,666.92)$        (1,155.37)$             (124,637.83)$      

Page 1 of 1
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Housing Authority Accounting Specialists
PO Box 545

Sparta, WI 54656
608-272-3209

To the Board of Directors
And Management

Manistee Housing Commission
Public Housing
273 Sixth Avenue
Manistee, MI 49660

Enclosed are the following reports for the month ending May 31, 2014. These reports have been 
compiled in accordance with Generally Accepted Accounting Principles.

   I. Financial Statements
 II.  Journal Register
III.  General Ledger

A compilation is limited to presenting in the form of financial statements information that is the 
representation of management. We have not audited or reviewed the accompanying financial statements 
and, accordingly, do not express an opinion or any other form of assurance on them.  This report is 
offered as a review of your past operations and is a basis for decisions for your future policies.

Respectfully Submitted:

Housing Authority Accounting Specialists, Inc.
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Manistee Housing Commission
Low Rent Public Housing

BALANCE SHEET
As of  May 31, 2014

1

ASSETS

CURRENT ASSETS
Cash

1111.2 - NOW Account  $ 457,146.63

1111.3 - HRA Account 11,748.70

1111.4 - Money Market Savings 53,009.73

1117 - Petty Cash Fund 250.00

1118 - Change Fund 50.00

Total Cash 522,205.06

Receivables
1122 - Tenants Accounts Receivable 9,915.68
1122.1 - Allowance for Doubtful Accounts (2,608.48)

Total Receivables 7,307.20

Investments
Total Investments 0.00

Prepaid Expenses & Other Assets
1211 - Prepaid Insurance 13,998.56
1290 - Other Prepaid Expenses 6,650.76

Total Prepaid Expenses & Other Assets 20,649.32

Total Current Assets 550,161.58

CAPITAL ASSETS
Land, Structures & Equipment

1400 - Construction in Progress-CFP 35,079.30
1400.6 - Land 360,271.62
1400.61 - Land Improvements 85,905.07
1400.7 - Buildings 4,657,515.77
1400.71 - Building Improvements 4,789,817.60
1400.72 - Non-dwelling Structures 7,050.00
1400.8 - Furn., Equip., Mach.-Dwellings 241,029.69
1400.9 - Furn., Equip., Mach.-Admin 504,441.94
1400.95 - Accumulated Depreciation-ALL (7,470,371.05)

Total Land, Structures & Equipment 3,210,739.94

TOTAL CAPITAL ASSETS 3,210,739.94

TOTAL ASSETS  $ 3,760,901.52
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Manistee Housing Commission
Low Rent Public Housing

BALANCE SHEET
As of  May 31, 2014

2

LIABILITIES AND EQUITY
CURRENT LIABILITIES
Accounts Payable

2111 - Vendors and Contractors  $ 42,793.60
2114 - Tenant Security Deposits 58,137.00
2117.12 - FSA Withheld 1,579.74
2117.3 - State Income Tax Withheld 769.10
2117.5 - Pension Withheld 1,272.23
2119.2 - Interfund Payable - DVG 1,748.00

Total Accounts Payable 106,299.67

Accrued Liabilities
2131 - EPC Loan - Current 10,313.38
2135 - Accrued Wages/Payroll Taxes Payable 11,414.62
2135.1 - Accrued Comp. Absences-Current 12,114.51
2137 - Payments in Lieu of Taxes 54,851.20

Total Accrued Liabilities 88,693.71

Total Current Liabilities 194,993.38

Non Current Liabilities
2132 - EPC Loan - Noncurrent 1,179,252.93
2135.3 - Accrued Comp. Absences-Non Current 12,914.88

Total Non Current Liabilites 1,192,167.81

Deferred Credits
Total Deferred Credits 0.00

TOTAL LIABILITIES/DEFERRED CREDITS 1,387,161.19

EQUITY

Unreserved Fund Balance
2806 - Unrestricted Net Assets 350,490.36

2806.1 - Invested in Capital Assets 2,097,808.50

2820 - HUD Operating Reserve - Memo 350,490.36

2820.1 - HUD Operating Reserve-Contra (350,490.36)

Current Year Profit(Loss) - P/H (124,637.83)
Current Year Profit(Loss) - 501-10 CFP 33,496.30
Current Year Profit(Loss) - 501-11 CFP 14,339.00
Current Year Profit(Loss) - 501-13 CFP 2,244.00

Total Unreserved Fund Balance 2,373,740.33

TOTAL EQUITY 2,373,740.33

TOTAL LIABILITIES/EQUITY  $ 3,760,901.52
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Manistee Housing Commission
Low Rent Public Housing

INCOME STATEMENT
For the 1 Month and 5 Months Ended  May 31, 2014

3

Units 1 Month Ended 5 Months

214 May 31, 2014 PUM May 31, 2014 PUM BUDGET PUM *OVER/UNDER

Operating Income
Rental Income

3110 - Dwelling Rental 51,270.00 239.58 248,770.00 232.50 600,000.00 233.64 351,230.00
3120 - Excess Utilities 615.77 2.88 3,128.21 2.92 11,400.00 4.44 8,271.79

Total Rental Income 51,885.77 242.46 251,898.21 235.42 611,400.00 238.08 359,501.79

Revenues - HUD PHA Grants
3401.1 - Operating Grants 0.00 0.00 40,000.00 37.38 40,000.00 15.58 0.00
3401.2 - Operating Subsidy 35,642.00 166.55 178,567.00 166.89 395,000.00 153.82 216,433.00

Total HUD PHA Grants 35,642.00 166.55 218,567.00 204.27 435,000.00 169.39 216,433.00

Nonrental Income
3610 - Interest Income-Gen. Fund 107.74 0.50 534.29 0.50 1,500.00 0.58 965.71
3689 - Tenant Income - Cable TV 4,136.00 19.33 20,821.59 19.46 53,700.00 20.91 32,878.41
3690 - Tenant Income 1,006.93 4.71 11,062.28 10.34 20,100.00 7.83 9,037.72
3690.1 - Non-Tenant Income 0.00 0.00 0.00 0.00 7,100.00 2.76 7,100.00
3690.4 - Laundry Income 943.04 4.41 4,758.01 4.45 9,300.00 3.62 4,541.99
3690.6 - Fraud Recovery Revenue 0.00 0.00 970.25 0.91 1,300.00 0.51 329.75

Total Nonrental Income 6,193.71 28.94 38,146.42 35.65 93,000.00 36.21 54,853.58

Total Operating Income 93,721.48 437.95 508,611.63 475.34 1,139,400.00 443.69 630,788.37

Operating Expenses
Routine Expense

Administration
4110 - Administrative Salaries (5,392.32) (25.20) 54,122.46 50.58 153,580.00 59.81 99,457.54
4130 - Legal Expense 0.00 0.00 8,914.83 8.33 18,000.00 7.01 9,085.17
4140 - Staff Training 0.00 0.00 0.00 0.00 5,000.00 1.95 5,000.00
4150 - Travel Expense 0.00 0.00 (2,000.00) (1.87) 2,000.00 0.78 4,000.00
4170 - Accounting Fees 741.44 3.46 4,246.65 3.97 11,000.00 4.28 6,753.35
4171 - Auditing 0.00 0.00 0.00 0.00 8,500.00 3.31 8,500.00
4182 - Employee Benefits - Admin 2,938.88 13.73 26,195.89 24.48 57,330.00 22.32 31,134.11
4185 - Telephone 1,963.32 9.17 11,543.31 10.79 11,000.00 4.28 (543.31)
4190.1 - Publications 1,124.00 5.25 1,299.00 1.21 180.00 0.07 (1,119.00)
4190.2 - Membership Dues and Fees 199.00 0.93 1,296.00 1.21 1,400.00 0.55 104.00
4190.3 - Admin Service Contracts 1,659.44 7.75 10,695.89 10.00 13,800.00 5.37 3,104.11
4190.4 - Office Supplies 1,247.53 5.83 3,688.73 3.45 7,300.00 2.84 3,611.27
4190.5 - Other Sundry-Misc. 410.09 1.92 6,088.18 5.69 11,800.00 4.60 5,711.82

Total Administration 4,891.38 22.86 126,090.94 117.84 300,890.00 117.17 174,799.06

Tenant Services
4220 - Rec., Pub., & Other Services 0.00 0.00 0.00 0.00 1,000.00 0.39 1,000.00
4221 - Resident Employee Stipend 900.00 4.21 4,450.00 4.16 10,800.00 4.21 6,350.00
4230 - Contract Costs-Cable & Other 4,241.53 19.82 20,667.81 19.32 47,000.00 18.30 26,332.19

Total Tenant Services 5,141.53 24.03 25,117.81 23.47 58,800.00 22.90 33,682.19
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Manistee Housing Commission
Low Rent Public Housing

INCOME STATEMENT
For the 1 Month and 5 Months Ended  May 31, 2014

4

Units 1 Month Ended 5 Months

214 May 31, 2014 PUM May 31, 2014 PUM BUDGET PUM *OVER/UNDER

Utilities
4310 - Water & Sewer 4,225.65 19.75 20,349.78 19.02 44,000.00 17.13 23,650.22
4320 - Electricity 1,882.91 8.80 54,936.06 51.34 108,000.00 42.06 53,063.94
4330 - Gas 4,559.42 21.31 23,200.51 21.68 40,000.00 15.58 16,799.49

Total Utilities 10,667.98 49.85 98,486.35 92.04 192,000.00 74.77 93,513.65

Ordinary Maint. & Operation
4410 - Labor, Maintenance 6,935.00 32.41 41,250.76 38.55 89,180.00 34.73 47,929.24
4420 - Materials 5,437.00 25.41 26,000.17 24.30 46,000.00 17.91 19,999.83
4430.02 - Heating & Cooling Contracts 9,848.23 46.02 18,350.15 17.15 11,300.00 4.40 (7,050.15)
4430.03 - Snow Removal Contracts 0.00 0.00 19,053.75 17.81 0.00 0.00 (19,053.75)
4430.04 - Elevator Contracts 1,082.50 5.06 9,604.07 8.98 17,200.00 6.70 7,595.93
4430.05 - Landscape & Grounds Contracts 0.00 0.00 0.00 0.00 1,200.00 0.47 1,200.00
4430.06 - Unit Turnaround Contracts 1,860.00 8.69 8,600.00 8.04 13,600.00 5.30 5,000.00
4430.07 - Electrical Contracts 2,249.59 10.51 3,042.28 2.84 6,900.00 2.69 3,857.72
4430.08 - Plumbing Contracts 0.00 0.00 1,782.94 1.67 4,200.00 1.64 2,417.06
4430.09 - Extermination Contracts 0.00 0.00 1,606.00 1.50 200.00 0.08 (1,406.00)
4430.11 - Routine Maintenance Contracts 0.00 0.00 6,878.24 6.43 6,500.00 2.53 (378.24)
4430.12 - Miscellaneous Contracts 995.00 4.65 13,632.93 12.74 6,500.00 2.53 (7,132.93)
4431 - Garbage Removal 1,101.02 5.14 5,677.23 5.31 9,000.00 3.50 3,322.77
4433 - Employee Benefits - Maint. 4,684.09 21.89 27,891.50 26.07 62,310.00 24.26 34,418.50
4434 - Employee Benefits-Retirees 0.00 0.00 300.00 0.28 1,200.00 0.47 900.00
4440 - Staff Training-Maintenance 0.00 0.00 0.00 0.00 5,000.00 1.95 5,000.00
4441 - Staff Travel-Maintenance 0.00 0.00 0.00 0.00 2,000.00 0.78 2,000.00

Total Ordinary Maint. & Oper. 34,192.43 159.78 183,670.02 171.65 282,290.00 109.93 98,619.98

Protective Services
4480 - Security Contract Costs 0.00 0.00 0.00 0.00 3,050.00 1.19 3,050.00

Total Protective Services 0.00 0.00 0.00 0.00 3,050.00 1.19 3,050.00

General Expense
4510 - Insurance 6,054.86 28.29 30,280.98 28.30 76,250.00 29.69 45,969.02
4520 - Payment in Lieu of Taxes 3,120.00 14.58 15,600.00 14.58 37,440.00 14.58 21,840.00
4550 - Compensated Absences 0.00 0.00 0.00 0.00 5,000.00 1.95 5,000.00
4570 - Collection Losses 0.00 0.00 0.00 0.00 5,000.00 1.95 5,000.00
4580 - Interest Expense 6,348.67 29.67 31,809.32 29.73 76,050.00 29.61 44,240.68
4590 - Other General Expense 0.00 0.00 0.00 0.00 5,400.00 2.10 5,400.00

Total General Expense 15,523.53 72.54 77,690.30 72.61 205,140.00 79.88 127,449.70

Total Routine Expense 70,416.85 329.05 511,055.42 477.62 1,042,170.00 405.83 531,114.58

Non-Routine Expense
Extraordinary Maintenance
Total Extraordinary Maint. 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Casualty Losses-Not Cap.
Total Casualty Losses 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Total Non-Routine Expense 0.00 0.00 0.00 0.00 0.00 0.00 0.00

Total Operating Expenses 70,416.85 329.05 511,055.42 477.62 1,042,170.00 405.83 531,114.58
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Manistee Housing Commission
Low Rent Public Housing

INCOME STATEMENT
For the 1 Month and 5 Months Ended  May 31, 2014

5

Units 1 Month Ended 5 Months

214 May 31, 2014 PUM May 31, 2014 PUM BUDGET PUM *OVER/UNDER

Operating Income (Loss) 23,304.63 108.90 (2,443.79) (2.28) 97,230.00 37.86 99,673.79

Depreciation Expense
4800 - Depreciation - Current Year 24,460.00 114.30 122,300.00 114.30 0.00 0.00 (122,300.00)

Total Depreciation Expense 24,460.00 114.30 122,300.00 114.30 0.00 0.00 (122,300.00)

Surplus Credits & Charges
6010 - Prior Year Adj. - Affecting RR 0.00 0.00 (105.96) (0.10) 0.00 0.00 105.96

Total Surplus Credits & Charges 0.00 0.00 (105.96) (0.10) 0.00 0.00 105.96

Capital Expenditures
7510 - Principal Payments - EPC 1,250.56 5.84 6,186.83 5.78 16,500.00 6.43 10,313.17
7540 - Betterments and Additions 0.00 0.00 4,399.00 4.11 0.00 0.00 (4,399.00)
7590 - Operating Expenditures-Contra (1,250.56) (5.84) (10,585.83) (9.89) (16,500.00) (6.43) (5,914.17)

Total Capital Expenditures 0.00 0.00 0.00 0.00 0.00 0.00 0.00

HUD Net Income (Loss) 22,054.07 103.06 (12,923.66) (12.08) 80,730.00 31.44 93,653.66

GAAP Net Income (Loss) (1,155.37) (5.40) (124,637.83) (116.48 97,230.00 37.86

Occupancy Percentage
9996 - Actual Unit Months for REAC submis 214.00 1,068.00
9998 - Unit Months - Memorandum 214.00 1,070.00

Total Occupancy Percentage 100.00% 99.81%

UNA as of:May 31, 2014 337,566.70
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Manistee Housing Commission
Capital Fund 501-10

INCOME STATEMENT
For the 1 Month and 5 Months Ended  May 31, 2014

See Accountants' Compilation Report

6

1 Month Ended 5 Months Ended

*1010* May 31, 2014 May 31, 2014

Revenues - HUD PHA Grants
3401.1 - Operating Grants 105.96 1,160.48
3401.3 - Capital Grants 10,000.00 33,496.30

Total HUD PHA Grants 10,105.96 34,656.78

Nonrental Income
Total Nonrental Income 0.00 0.00

Total Operating Income 10,105.96 34,656.78

Operating Expenses
Administration
Total Administration 0.00 0.00

Ordinary Maint. & Operation
4430.12 - Miscellaneous Contracts 105.96 1,160.48

Total Ordinary Maint. & Oper. 105.96 1,160.48

Depreciation Expense
Total Depreciation Expense 0.00 0.00

Total Operating Expenses 105.96 1,160.48

Net Income/(Loss) 10,000.00 33,496.30
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Manistee Housing Commission
Capital Fund 501-11

INCOME STATEMENT
For the 1 Month and 5 Months Ended  May 31, 2014

See Accountants' Compilation Report

7

1 Month Ended 5 Months Ended

*1011* May 31, 2014 May 31, 2014

Revenues - HUD PHA Grants
3401.1 - Operating Grants 6,672.91 6,672.91
3401.3 - Capital Grants 5,694.00 14,339.00

Total HUD PHA Grants 12,366.91 21,011.91

Nonrental Income
Total Nonrental Income 0.00 0.00

Total Operating Income 12,366.91 21,011.91

Operating Expenses
Administration

4110 - Administrative Salaries 5,727.16 5,727.16
4182 - Employee Benefits - Admin 438.12 438.12
4190.5 - Other Sundry-Misc. 507.63 507.63

Total Administration 6,672.91 6,672.91

Ordinary Maint. & Operation
Total Ordinary Maint. & Oper. 0.00 0.00

Depreciation Expense
Total Depreciation Expense 0.00 0.00

Total Operating Expenses 6,672.91 6,672.91

Net Income/(Loss) 5,694.00 14,339.00
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Manistee Housing Commission
Capital Fund 501-12

INCOME STATEMENT
For the 1 Month and 5 Months Ended  May 31, 2014

See Accountants' Compilation Report

8

1 Month Ended 5 Months Ended

*1012* May 31, 2014 May 31, 2014

Revenues - HUD PHA Grants
3401.1 - Operating Grants 15,000.00 20,000.00

Total HUD PHA Grants 15,000.00 20,000.00

Nonrental Income
Total Nonrental Income 0.00 0.00

Total Operating Income 15,000.00 20,000.00

Operating Expenses
Administration

4110 - Administrative Salaries 13,934.00 18,579.00
4182 - Employee Benefits - Admin 1,066.00 1,421.00

Total Administration 15,000.00 20,000.00

Ordinary Maint. & Operation
Total Ordinary Maint. & Oper. 0.00 0.00

Depreciation Expense
Total Depreciation Expense 0.00 0.00

Total Operating Expenses 15,000.00 20,000.00

Net Income/(Loss) 0.00 0.00
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Manistee Housing Commission
Capital Fund 501-13

INCOME STATEMENT
For the 1 Month and 5 Months Ended  May 31, 2014

See Accountants' Compilation Report

9

1 Month Ended 5 Months Ended

*1013* May 31, 2014 May 31, 2014

Revenues - HUD PHA Grants
3401.3 - Capital Grants 714.00 2,244.00

Total HUD PHA Grants 714.00 2,244.00

Nonrental Income
Total Nonrental Income 0.00 0.00

Total Operating Income 714.00 2,244.00

Operating Expenses
Administration
Total Administration 0.00 0.00

Ordinary Maint. & Operation
Total Ordinary Maint. & Oper. 0.00 0.00

Depreciation Expense
Total Depreciation Expense 0.00 0.00

Total Operating Expenses 0.00 0.00

Net Income/(Loss) 714.00 2,244.00
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Manistee Housing Commission
Capital Fund 501-10

10

Program ID: 1 Month 
Ended

5 Months 
Ended

MI33P078501-10
**1510**

May 31, 2014 May 31, 2014 BUDGET OVER/UNDER

Administration
1406 - Operations  $ 0.00  $ 40,000.00  $ 40,000.00  $ 0.00
1408 - Management Improvements 52.98 24,000.00 24,000.00 0.00
1410.05 - Salary & Benefits-Staff 0.00 24,000.00 24,000.00 0.00

Total Administration 52.98 88,000.00 88,000.00 0.00

A & E 
1430.01 - Architect & Engineering Fees 0.00 12,133.67 20,000.00 7,866.33
1430.99 - A & E Fees - Soft Costs 0.00 11,566.33 0.00 (11,566.33)

Total A & E Fees 0.00 23,700.00 20,000.00 (3,700.00)

Site Acquisition
Total Site Acquisition 0.00 0.00 0.00 0.00

Site Improvements
1450.03 - Parking Lot Improvements 0.00 0.00 10,000.00 10,000.00

Total Site Improvements 0.00 0.00 10,000.00 10,000.00

Dwelling Structures
1460 - Dwelling Structures 0.00 68,461.05 104,219.00 35,757.95
1460.23 - Modernize Boiler Systems 0.00 24,544.00 0.00 (24,544.00)
1460.99 - Dwelling Structures-Soft Costs 0.00 7,513.95 0.00 (7,513.95)

Total Dwelling Structures 0.00 100,519.00 104,219.00 3,700.00

Dwelling Equipment
Total Dwelling Equipment 0.00 0.00 0.00 0.00

Nondwelling Structures
Total Nondwelling Structures 0.00 0.00 0.00 0.00

Nondwelling Equipment
1475 - Nondwelling Equipment 0.00 8,000.00 8,000.00 0.00

Total Nondwelling Equip. 0.00 8,000.00 8,000.00 0.00

Demolition
1485 - Demolition 0.00 0.00 12,500.00 12,500.00
1485.99 - Demolition-Soft Costs 52.98 12,500.00 0.00 (12,500.00)

Total Demolition 52.98 12,500.00 12,500.00 0.00

Development Activities
Total Development Activities 0.00 0.00 0.00 0.00

Total Capital Funds Expended 105.96 232,719.00 242,719.00 10,000.00

1600 - CFP Funding 10,105.96 242,719.00 242,719.00 0.00

Over/(Under) Funding  $ (10,000.00)  $ (10,000.00)  $ 0.00  $ 10,000.00
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Manistee Housing Commission
Capital Fund 501-11

11

Program ID: 1 Month 
Ended

5 Months 
Ended

MI33P078501-11
**1511**

May 31, 2014 May 31, 2014 BUDGET OVER/UNDER

Administration
1406 - Operations  $ 0.00  $ 40,000.00  $ 40,000.00  $ 0.00
1408 - Management Improvements 6,201.63 15,995.79 25,000.00 9,004.21
1410 - Administration 6,165.28 24,000.00 24,000.00 0.00

Total Administration 12,366.91 79,995.79 89,000.00 9,004.21

A & E 
1430 - A & E Fees 0.00 4,750.00 10,000.00 5,250.00
1430.01 - Architect & Engineering Fees 0.00 1,322.28 0.00 (1,322.28)

Total A & E Fees 0.00 6,072.28 10,000.00 3,927.72

Site Acquisition
Total Site Acquisition 0.00 0.00 0.00 0.00

Site Improvements
Total Site Improvements 0.00 0.00 0.00 0.00

Dwelling Structures
1460 - Dwelling Structures 0.00 8,178.32 105,179.00 97,000.68
1460.99 - Dwelling Structures-Soft Costs 0.00 11,175.00 0.00 (11,175.00)

Total Dwelling Structures 0.00 19,353.32 105,179.00 85,825.68

Dwelling Equipment
Total Dwelling Equipment 0.00 0.00 0.00 0.00

Nondwelling Structures
Total Nondwelling Structures 0.00 0.00 0.00 0.00

Nondwelling Equipment
Total Nondwelling Equip. 0.00 0.00 0.00 0.00

Demolition
Total Demolition 0.00 0.00 0.00 0.00

Development Activities
Total Development Activities 0.00 0.00 0.00 0.00

Total Capital Funds Expended 12,366.91 105,421.39 204,179.00 98,757.61

1600 - CFP Funding 12,366.91 110,421.39 204,179.00 93,757.61

Over/(Under) Funding  $ 0.00  $ (5,000.00)  $ 0.00  $ 5,000.00
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Manistee Housing Commission
Capital Fund 501-12

12

Program ID: 1 Month 
Ended

5 Months 
Ended

MI33P078501-12
**1512**

May 31, 2014 May 31, 2014 BUDGET OVER/UNDER

Administration
1406 - Operations  $ 0.00  $ 40,000.00  $ 40,000.00  $ 0.00
1408 - Management Improvements 0.00 6,070.00 20,000.00 13,930.00
1410 - Administration 15,000.00 20,000.00 20,000.00 0.00

Total Administration 15,000.00 66,070.00 80,000.00 13,930.00

A & E 
1430 - A & E Fees 0.00 0.00 10,000.00 10,000.00
1430.99 - A & E Fees - Soft Costs 0.00 2,061.25 0.00 (2,061.25)

Total A & E Fees 0.00 2,061.25 10,000.00 7,938.75

Site Acquisition
Total Site Acquisition 0.00 0.00 0.00 0.00

Site Improvements
Total Site Improvements 0.00 0.00 0.00 0.00

Dwelling Structures
1460 - Dwelling Structures 0.00 0.00 101,849.00 101,849.00

Total Dwelling Structures 0.00 0.00 101,849.00 101,849.00

Dwelling Equipment
Total Dwelling Equipment 0.00 0.00 0.00 0.00

Nondwelling Structures
Total Nondwelling Structures 0.00 0.00 0.00 0.00

Nondwelling Equipment
Total Nondwelling Equip. 0.00 0.00 0.00 0.00

Demolition
Total Demolition 0.00 0.00 0.00 0.00

Development Activities
Total Development Activities 0.00 0.00 0.00 0.00

Total Capital Funds Expended 15,000.00 68,131.25 191,849.00 123,717.75

1600 - CFP Funding 15,000.00 68,131.25 191,849.00 123,717.75

Over/(Under) Funding  $ 0.00  $ 0.00  $ 0.00  $ 0.00
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Manistee Housing Commission
Capital Fund 501-13

13

Program ID: 1 Month 
Ended

5 Months 
Ended

MI33P078501-13
**1513**

May 31, 2014 May 31, 2014 BUDGET OVER/UNDER

Administration
1406 - Operations  $ 0.00  $ 0.00  $ 39,637.40  $ 39,637.40
1408 - Management Improvements 0.00 0.00 20,000.00 20,000.00
1410 - Administration 0.00 0.00 19,818.70 19,818.70

Total Administration 0.00 0.00 79,456.10 79,456.10

A & E 
1430 - A & E Fees 714.00 9,384.00 10,543.90 1,159.90

Total A & E Fees 714.00 9,384.00 10,543.90 1,159.90

Site Acquisition
Total Site Acquisition 0.00 0.00 0.00 0.00

Site Improvements
Total Site Improvements 0.00 0.00 0.00 0.00

Dwelling Structures
1460.1 - Equipment Upgrade-Harborview 0.00 0.00 80,179.00 80,179.00
1460.2 - Unit Modernization-HA Wide 0.00 0.00 28,008.00 28,008.00

Total Dwelling Structures 0.00 0.00 108,187.00 108,187.00

Dwelling Equipment
Total Dwelling Equipment 0.00 0.00 0.00 0.00

Nondwelling Structures
Total Nondwelling Structures 0.00 0.00 0.00 0.00

Nondwelling Equipment
Total Nondwelling Equip. 0.00 0.00 0.00 0.00

Demolition
Total Demolition 0.00 0.00 0.00 0.00

Development Activities
Total Development Activities 0.00 0.00 0.00 0.00

Total Capital Funds Expended 714.00 9,384.00 198,187.00 188,803.00

1600 - CFP Funding 714.00 9,384.00 198,187.00 188,803.00

Over/(Under) Funding  $ 0.00  $ 0.00  $ 0.00  $ 0.00
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Reference
Date Reference T Account Description Amount Total

05/01/14 5930 V 10014221 200.00 200.00 

05/01/14 5931 V 10014221 200.00 200.00 

05/01/14 5932 V 10014221 100.00 100.00 

05/01/14 5933 V 10014221 200.00 200.00 

05/01/14 5934 10014190 .2 The Nelrod Company 199.00 199.00 

05/01/14 5935 V 10014221 100.00 100.00 

05/01/14 5936 V 10012131 Oswego Comm. Bank 1,250.56 
05/01/14 5936 V 10014580 Oswego Comm. Bank 6,348.67 
05/01/14 5936 V 10017510 Oswego Comm. Bank 1,250.56 
05/01/14 5936 V 10017590 Oswego Comm. Bank (1,250.56) 7,599.23 

05/01/14 5937 10011122 69.00 
05/01/14 5937 10012114 27.00 96.00 

05/01/14 5938 V 10014221 100.00 100.00 

05/05/14 5939 V 10014185 AT & T 811.26 811.26 

05/05/14 5940 V 10014185 AT & T Long Distance 56.71 56.71 

05/05/14 5941 V 10014185 AT & T Mobility 941.81 941.81 

05/05/14 5942 V 10014420 Auto Value Manistee 193.65 193.65 

05/05/14 5943 10014420 Cadillac Plumbing, Heating & Electric 80.14 80.14 

05/05/14 5944 V 10014185 Charter Business 115.27 
05/05/14 5944 V 10014230 Charter Business 4,241.53 4,356.80 

05/05/14 5945 V 10014310 City of Manistee 4,225.65 4,225.65 

05/05/14 5946 V 10014320 Consumers Energy 1,882.91 1,882.91 

05/05/14 5947 10014430 .02 Custom Sheet Metal & Heating 172.75 172.75 

05/05/14 5948 10014190 .3 Great Lakes Collection Agency 107.15 107.15 

05/05/14 5949 V 10014420 HD Supply Facilities Mtce 304.14 304.14 

05/05/14 5950 V 10014170 H.A.A.S., Inc. 667.44 667.44 

05/05/14 5951 10014190 .4 Housing Data Systems 105.35 105.35 

05/05/14 5952 V 10014190 .3 Kushner & Company 50.51 50.51 

05/05/14 5953 V 10012119 .2 Manistee Hsg Commission 632.00 632.00 

05/05/14 5954 10014190 .5 McCardel Water Conditioning 35.25 
05/05/14 5954 10014420 McCardel Water Conditioning 139.00 174.25 

05/05/14 5955 V 10014190 .3 Next IT 481.50 481.50 

05/05/14 5956 V 10014420 Olson Lumber Company 1,373.71 1,373.71 

05/05/14 5957 V 10014430 .04 Schindler Elevator Corp. 1,082.50 1,082.50 

05/05/14 5958 10014430 .12 Swidorski Bros Excavating LLC 995.00 995.00 
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Reference
Date Reference T Account Description Amount Total

05/05/14 5959 V 10014420 Wahr Hardware 268.08 268.08 

05/14/14 5960 V 10014431 Allied Waste Services 1,101.02 1,101.02 

05/14/14 5961 V 10014510 AmTrust North America Inc 795.00 795.00 

05/14/14 5962 V 10014190 .3 Applied Imaging 565.77 565.77 

05/14/14 5963 V 10014420 Cadillac Plumb,Heat&Elect 59.44 59.44 

05/14/14 5964 10014430 .02 Custom Sheet Metal & Heating 5,674.82 5,674.82 

05/14/14 5965 V 10014330 DTE Energy 4,559.42 4,559.42 

05/14/14 5966 V 10014430 .06 Haglund's Floor Covering 1,860.00 1,860.00 

05/14/14 5967 V 10014190 .3 Housing Data Systems 135.00 135.00 

05/14/14 5968 10011211 Housing Insurance Services, Inc. 10,238.00 10,238.00 

05/14/14 5969 10011211 Housing Authority Risk Retention Group 2,750.00 2,750.00 

05/14/14 5970 V 10014190 .4 Jackpine Business Centers 265.03 265.03 

05/14/14 5971 V 10014190 .3 Kushner & Company 101.01 101.01 

05/14/14 5972 10014190 .1 Nan McKay & Associates Inc. 1,124.00 1,124.00 

05/14/14 5973 V 10014190 .5 Reserve Account 215.39 215.39 

05/14/14 5974 V 10014420 Ace Hardware 1,575.18 1,575.18 

05/20/14 5975 V 10014185 AT & T Long Distance 38.27 38.27 

05/20/14 5976 10014420 City of Manistee 80.00 80.00 

05/20/14 5977 10014430 .02 Custom Sheet Metal & Heating 1,343.80 1,343.80 

05/20/14 5978 V 10014170 Daniel D. Laskey Co., PC 74.00 74.00 

05/20/14 5979 V 10014420 Fastenal Company 1,203.68 1,203.68 

05/20/14 5980 10012114 104.00 104.00 

05/20/14 5981 10011400 Next IT 3,321.00 
05/20/14 5981 10014190 .3 Next IT 145.00 
05/20/14 5981 15111408 Next IT 3,321.00 
05/20/14 5981 15119800 Next IT (3,321.00) 3,466.00 

05/20/14 5982 V 10014190 .5 The PI Company 159.45 159.45 

05/20/14 5983 V 10014190 .4 Staples Credit Plan 877.15 877.15 

05/20/14 5984 V 10014430 .07 Top Line Electric 2,249.59 2,249.59 

05/20/14 5985 10012114 173.00 173.00 

05/27/14 5986 10014430 .02 Custom Sheet Metal & Heating 2,656.86 2,656.86 

05/27/14 5987 10011400 M.C. Smith Associates 714.00 
05/27/14 5987 15131430 M.C. Smith Associates 714.00 
05/27/14 5987 15139800 M.C. Smith Associates (714.00) 714.00 
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Reference
Date Reference T Account Description Amount Total

05/27/14 5988 10011400 Next IT 2,373.00 
05/27/14 5988 10014190 .3 Next IT 73.50 
05/27/14 5988 10114190 .5 Next IT 507.63 
05/27/14 5988 15111408 Next IT 2,880.63 
05/27/14 5988 15119800 Next IT (2,880.63) 2,954.13 

05/27/14 5989 10014420 Peachtree Business Products 159.98 159.98 

05/27/14 5990 V 10014182 Principal Financial Group 363.12 
05/27/14 5990 V 10014433 Principal Financial Group 521.16 884.28 

05/27/14 5991 V 10011290 Priority Health 6,650.76 6,650.76 

05/27/14 5992 V 10014182 Sun Life Financial 379.50 
05/27/14 5992 V 10014433 Sun Life Financial 198.61 578.11 

05/27/14 5993 V 10014182 VSP 60.99 
05/27/14 5993 V 10014433 VSP 87.13 148.12 

05/31/14 MI078 10011111 .2 Checks 5930 - 5993 (83,291.80) (83,291.80)
 

0.00 Transaction Balance
 
 

Total Debits 91,457.99 Total Credits 91,457.99 A/C Hash Total 861905926.670
 

Number of Transactions 83
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Reference
Date Reference T Account Description Amount Total

05/31/14 134 10011111 .2 May Cash Receipts 56,272.20 
05/31/14 134 10011122 May TAR Collections (53,440.66)
05/31/14 134 10011122 .1 Collection Loss Recovery (25.00)
05/31/14 134 10012114 Tenant Security Deposit Pymts (1,231.50)
05/31/14 134 10012119 .2 May Cash Receipts (632.00)
05/31/14 134 10013690 .4 Laundry Income (943.04)
05/31/14 134 20011122 May TAR Collections (632.00)
05/31/14 134 20011129 .4 May Cash Receipts 632.00 

05/31/14 135 10011111 .2 Operating Subsidy 10,009.50 
05/31/14 135 10013401 .2 Operating Subsidy (10,009.50)

05/31/14 136 10011111 .2 Operating Subsidy 25,632.50 
05/31/14 136 10013401 .2 Operating Subsidy (25,632.50)

05/31/14 137 10011111 .2 501-10 CFP Grant 10,000.00 
05/31/14 137 10103401 .3 501-10 CFP Grant (10,000.00)
05/31/14 137 15101600 501-10 CFP Grant 10,000.00 
05/31/14 137 15101699 501-10 CFP Grant (10,000.00)

05/31/14 138 10011111 .2 501-11 CFP Grant 12,366.91 
05/31/14 138 10014110 501-11 CFP Grant (5,727.16)
05/31/14 138 10014182 501-11 CFP Grant (438.12)
05/31/14 138 10113401 .1 501-11 CFP Grant (6,672.91)
05/31/14 138 10113401 .3 501-11 CFP Grant (5,694.00)
05/31/14 138 10114110 501-11 CFP Grant 5,727.16 
05/31/14 138 10114182 501-11 CFP Grant 438.12 
05/31/14 138 15111410 501-11 CFP Grant 6,165.28 
05/31/14 138 15111600 501-11 CFP Grant 12,366.91 
05/31/14 138 15111699 501-11 CFP Grant (12,366.91)
05/31/14 138 15119800 501-11 CFP Grant (6,165.28)

05/31/14 139 10011111 .2 501-12 CFP Grant 15,000.00 
05/31/14 139 10014110 501-12 CFP Grant (13,934.00)
05/31/14 139 10014182 501-12 CFP Grant (1,066.00)
05/31/14 139 10123401 .1 501-12 CFP Grant (15,000.00)
05/31/14 139 10124110 501-12 CFP Grant 13,934.00 
05/31/14 139 10124182 501-12 CFP Grant 1,066.00 
05/31/14 139 15121410 501-12 CFP Grant 15,000.00 
05/31/14 139 15121600 501-12 CFP Grant 15,000.00 
05/31/14 139 15121699 501-12 CFP Grant (15,000.00)
05/31/14 139 15129800 501-12 CFP Grant (15,000.00)

05/31/14 140 10011111 .2 501-13 CFP Grant 714.00 
05/31/14 140 10133401 .3 501-13 CFP Grant (714.00)
05/31/14 140 15131600 501-13 CFP Grant 714.00 
05/31/14 140 15131699 501-13 CFP Grant (714.00)

05/31/14 141 10011111 .2 NOW Interest 0.19 
05/31/14 141 10013610 NOW Interest (0.19)

05/31/14 142 10011111 .2 REPO Interest 102.56 
05/31/14 142 10013610 REPO Interest (102.56)

05/31/14 143 10011111 .3 HRA Interest 0.49 
05/31/14 143 10013610 HRA Interest (0.49)

05/31/14 144 10011111 .4 Money Market Savings Interest 4.50 
05/31/14 144 10013610 Money Market Savings Interest (4.50)

 
0.00 Transaction Balance
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Reference
Date Reference T Account Description Amount Total

Total Debits 211,146.32 Total Credits 211,146.32 A/C Hash Total 572821675.100
 

Number of Transactions 49
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Journal Entry Journal Page 6

Reference
Date Reference T Account Description Amount Total

05/31/14 345 10011290 To reclassify CK 5915 dated 4/22/14. (6,650.76)
05/31/14 345 10012117 .4 To reclassify CK 5915 dated 4/22/14. 685.56 
05/31/14 345 10014182 To reclassify CK 5915 dated 4/22/14. 2,583.46 
05/31/14 345 10014433 To reclassify CK 5915 dated 4/22/14. 3,381.74 

05/31/14 346 10011111 .2 To record charges to tenants per May 2014
MSO. (178.00)

05/31/14 346 10011122 To record charges to tenants per May 2014
MSO. 57,056.70 

05/31/14 346 10013110 To record charges to tenants per May 2014
MSO. (51,270.00)

05/31/14 346 10013120 To record charges to tenants per May 2014
MSO. (615.77)

05/31/14 346 10013689 To record charges to tenants per May 2014
MSO. (4,136.00)

05/31/14 346 10013690 To record charges to tenants per May 2014
MSO. (856.93)

05/31/14 347 10011122 To record transfers of security deposits to
A/R per May 2014 MSO. (716.00)

05/31/14 347 10012114 To record transfers of security deposits to
A/R per May 2014 MSO. 716.00 

05/31/14 348 10012114 To close non-refundable pet deposit to
tenant income per May 2014 MSO. 150.00 

05/31/14 348 10013690 To close non-refundable pet deposit to
tenant income per May 2014 MSO. (150.00)

05/31/14 349 10011111 .3 To record HRA transactions per May 2014
bank statement. (140.11)

05/31/14 349 10012117 .12 To record HRA transactions per May 2014
bank statement. 140.11 

05/31/14 350 10011111 .2 To record MiSDU debits per May 2014
bank statement. (35.40)

05/31/14 350 10012117 .8 To record MiSDU debits per May 2014
bank statement. 35.40 

05/31/14 351 10012117 .5 To adjust MERS liability. (6.00)
05/31/14 351 10014182 To adjust MERS liability. 6.00 

05/31/14 352 10011111 .2 To record MERS debit per May 2014
bank statement. (1,285.23)

05/31/14 352 10012117 .5 To record MERS debit per May 2014
bank statement. 1,285.23 

05/31/14 353 10011111 .2 To record IRS USATAXPYMT(s) &
STATE OF MICH TAX-PAY per May
2014 bank statement. (5,712.82)

05/31/14 353 10012117 .1 To record IRS USATAXPYMT(s) &
STATE OF MICH TAX-PAY per May
2014 bank statement. 1,252.50 

05/31/14 353 10012117 .11 To record IRS USATAXPYMT(s) &
STATE OF MICH TAX-PAY per May
2014 bank statement. 292.93 

05/31/14 353 10012117 .2 To record IRS USATAXPYMT(s) &
STATE OF MICH TAX-PAY per May
2014 bank statement. 1,844.00 

05/31/14 353 10012117 .3 To record IRS USATAXPYMT(s) &
STATE OF MICH TAX-PAY per May
2014 bank statement. 778.01 

05/31/14 353 10014182 To record IRS USATAXPYMT(s) &
STATE OF MICH TAX-PAY per May
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Journal Entry Journal Page 7

Reference
Date Reference T Account Description Amount Total

2014 bank statement. 1,049.93 
05/31/14 353 10014433 To record IRS USATAXPYMT(s) &

STATE OF MICH TAX-PAY per May
2014 bank statement. 495.45 

05/31/14 354 10016010 To reclassify 2010 CFP revenue/expenses. 105.96 
05/31/14 354 10016010 To reclassify 2010 CFP revenue/expenses. (105.96)
05/31/14 354 10103401 .1 To reclassify 2010 CFP revenue/expenses. (105.96)
05/31/14 354 10104430 .12 To reclassify 2010 CFP revenue/expenses. 105.96 
05/31/14 354 15101408 To reclassify 2010 CFP revenue/expenses. 52.98 
05/31/14 354 15101485 .99 To reclassify 2010 CFP revenue/expenses. 52.98 
05/31/14 354 15101600 To reclassify 2010 CFP revenue/expenses. 105.96 
05/31/14 354 15101699 To reclassify 2010 CFP revenue/expenses. (105.96)
05/31/14 354 15109800 To reclassify 2010 CFP revenue/expenses. (105.96)

05/31/14 A1 S 10019998 To record unit months for PUM
calculation. 214.00 

05/31/14 A1 S 10019999 To record unit months for PUM
calculation. (214.00)

05/31/14 A2 S 10012137 To record estimated monthly PILOT
expense. (3,120.00)

05/31/14 A2 S 10014520 To record estimated monthly PILOT
expense. 3,120.00 

05/31/14 A3 S 10011400 .95 To record estimated monthly depreciation
expense. (24,460.00)

05/31/14 A3 S 10014800 To record estimated monthly depreciation
expense. 24,460.00 

05/31/14 PAY2014 10011111 .2 Payroll Journal Entry (14,621.88)
05/31/14 PAY2014 10012117 .1 Payroll Journal Entry (1,252.50)
05/31/14 PAY2014 10012117 .11 Payroll Journal Entry (292.93)
05/31/14 PAY2014 10012117 .12 Payroll Journal Entry (316.66)
05/31/14 PAY2014 10012117 .2 Payroll Journal Entry (1,844.00)
05/31/14 PAY2014 10012117 .3 Payroll Journal Entry (769.10)
05/31/14 PAY2014 10012117 .4 Payroll Journal Entry (685.56)
05/31/14 PAY2014 10012117 .5 Payroll Journal Entry (1,272.23)
05/31/14 PAY2014 10012117 .6 Payroll Journal Entry (3.00)
05/31/14 PAY2014 10012117 .8 Payroll Journal Entry (35.40)
05/31/14 PAY2014 10012117 .9 Payroll Journal Entry (110.58)
05/31/14 PAY2014 10014110 Payroll Journal Entry 14,268.84 
05/31/14 PAY2014 10014410 Payroll Journal Entry 6,935.00 

05/31/14 RT1 S 10019996 To record actual units leased for REAC
reporting purposes. 214.00 

05/31/14 RT1 S 10019997 To record actual units leased for REAC
reporting purposes. (214.00)

05/31/14 RT2 S 10011211 To record monthly insurance write off. (5,259.86)
05/31/14 RT2 S 10014510 To record monthly insurance write off. 5,259.86 

 
0.00 Transaction Balance

 
 

Total Debits 126,648.56 Total Credits 126,648.56 A/C Hash Total 636436303.520
 

Number of Transactions 61
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Reference
Date Reference T Account Description Amount Total

05/07/14 12746 V 10012117 .6 United Steel Workers 3.00 3.00 

05/07/14 12747 V 10011111 .3 West Shore Bank 158.33 158.33 

05/21/14 12756 V 10012117 .9 United Steel Workers 110.58 110.58 

05/21/14 12757 V 10011111 .3 West Shore Bank 158.33 158.33 

05/31/14 MI078 10011111 .2 May 2014 Payroll Disbursements (430.24) (430.24)
 

0.00 Transaction Balance
 
 

Total Debits 430.24 Total Credits 430.24 A/C Hash Total 50057569.300
 

Number of Transactions 5
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Manistee Housing Commission 1334May 2014

Journal Entry Report - Payroll Page 1

Ref. Date G/L Account Description Debit Credit

 
Payroll Checks

89.05 05/31/14 10011111.2 NOW Account 14,621.88
89.05 05/31/14 10012117.1 Social Security Withheld 1,252.50
89.05 05/31/14 10012117.10 United Way 0.00
89.05 05/31/14 10012117.11 Medicare Withheld 292.93
89.05 05/31/14 10012117.12 FSA Withheld 316.66
89.05 05/31/14 10012117.2 Federal Income Tax Withheld 1,844.00
89.05 05/31/14 10012117.3 State Income Tax Withheld 769.10
89.05 05/31/14 10012117.4 125 Medical Withheld 685.56
89.05 05/31/14 10012117.5 Pension Withheld 1,272.23
89.05 05/31/14 10012117.6 PAC Withheld 3.00
89.05 05/31/14 10012117.8 Friend of Court Withheld 35.40
89.05 05/31/14 10012117.9 Union Dues Withheld 110.58
89.05 05/31/14 10012119 Accounts Payable - Other 0.00
89.05 05/31/14 10014110 Administrative Salaries 14,268.84
89.05 05/31/14 10014410 Labor, Maintenance 6,935.00

Total 21,203.84 21,203.8415 Journal Entries
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Payroll Journal Page 1May 2014

Pay Description Hours Amount Withholdings Amount Deduction Desc. Amount

 
Anthony - Anthony Mastrapasqua   Check #12739   05/07/14
Salaried Wages 0.0000 1,040.00 FICA-SS 61.62 Union Dues 16.68

FICA-Med 14.41 Union PAC (1) 1.00
Federal W/H 45.00 125 Medical 46.22
State W/H 39.58 Mers 62.40

TOTALS 0.0000 1,040.00 160.61 126.30
NET PAY: 753.09Number of Periods: 1  

Company Expenses: FICA-SS: 61.61  FICA-Med: 14.41  FUTA: 0.00  
MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  

 
Anthony - Anthony Mastrapasqua   Check #12748   05/21/14
Salaried Wages 0.0000 1,040.00 FICA-SS 61.61 Union Dues 16.68

FICA-Med 14.41 Union PAC (1) 0.00
Federal W/H 45.00 125 Medical 46.22
State W/H 39.58 Mers 62.40

TOTALS 0.0000 1,040.00 160.60 125.30
NET PAY: 754.10Number of Periods: 1  

Company Expenses: FICA-SS: 61.61  FICA-Med: 14.41  FUTA: 0.00  
MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  

 
Beverly - Beverly A. Pahoski   Check #12743   05/07/14
Salaried Wages 0.0000 1,080.00 FICA-SS 64.43 Mers 64.80

FICA-Med 15.07 United Way(2) 0.00
Federal W/H 116.00 FSA 40.74
State W/H 51.41

TOTALS 0.0000 1,080.00 246.91 105.54
NET PAY: 727.55Number of Periods: 1  

Company Expenses: FICA-SS: 64.43  FICA-Med: 15.07  FUTA: 0.00  
MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  

 
Beverly - Beverly A. Pahoski   Check #12752   05/21/14
Salaried Wages 0.0000 1,080.00 FICA-SS 64.44 Mers 64.80

FICA-Med 15.07 United Way(2) 0.00
Federal W/H 116.00 FSA 40.74
State W/H 51.41

TOTALS 0.0000 1,080.00 246.92 105.54
NET PAY: 727.54Number of Periods: 1  

Company Expenses: FICA-SS: 64.43  FICA-Med: 15.07  FUTA: 0.00  
MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  

 
Beverly - Beverly A. Pahoski   Check #12753   05/21/14
Salaried Wages 0.0000 100.00 FICA-SS 6.20 Mers 6.00

FICA-Med 1.45 United Way(2) 0.00
Federal W/H 1.00 FSA 0.00
State W/H 14.00

TOTALS 0.0000 100.00 22.65 6.00
NET PAY: 71.35Number of Periods: 1  

Company Expenses: FICA-SS: 6.20  FICA-Med: 1.45  FUTA: 0.00  
MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  

 
Clinton - Clinton E. Copus II   Check #12741   05/07/14
Salaried Wages 0.0000 3,086.54 FICA-SS 182.75 Mers 185.19

FICA-Med 42.75 FSA 92.59
Federal W/H 285.00 125 Medical 46.22
State W/H 104.33

TOTALS 0.0000 3,086.54 614.83 324.00
NET PAY: 2,147.71Number of Periods: 1  

Company Expenses: FICA-SS: 182.76  FICA-Med: 42.74  FUTA: 0.00  
MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  
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Pay Description Hours Amount Withholdings Amount Deduction Desc. Amount

 
Clinton - Clinton E. Copus II   Check #12750   05/21/14
Salaried Wages 0.0000 3,086.54 FICA-SS 182.76 Mers 185.19

FICA-Med 42.74 FSA 92.59
Federal W/H 285.00 125 Medical 46.22
State W/H 104.33

TOTALS 0.0000 3,086.54 614.83 324.00
NET PAY: 2,147.71Number of Periods: 1  

Company Expenses: FICA-SS: 182.76  FICA-Med: 42.74  FUTA: 0.00  
MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  

 
Kevin - Kevin Helminiak   Check #12740   05/07/14
Salaried Wages 0.0000 1,320.00 FICA-SS 78.98 Union Dues 20.90

FICA-Med 18.47 Union PAC (1) 1.00
Federal W/H 73.00 Child Support 17.70
State W/H 44.23 125 Medical 46.22

Mers 79.20
TOTALS 0.0000 1,320.00 214.68 165.02

NET PAY: 940.30Number of Periods: 1  
Company Expenses: FICA-SS: 78.97  FICA-Med: 18.47  FUTA: 0.00  

MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  
 
Kevin - Kevin Helminiak   Check #12749   05/21/14
Salaried Wages 0.0000 1,406.25 FICA-SS 84.32 Union Dues 22.20

FICA-Med 19.72 Union PAC (1) 0.00
Federal W/H 85.00 Child Support 17.70
State W/H 47.68 125 Medical 46.22

Mers 84.38
TOTALS 0.0000 1,406.25 236.72 170.50

NET PAY: 999.03Number of Periods: 1  
Company Expenses: FICA-SS: 84.32  FICA-Med: 19.72  FUTA: 0.00  

MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  
 
Lorna - Lorna J. Perski   Check #12742   05/07/14
Salaried Wages 0.0000 1,877.88 FICA-SS 113.56 Mers 112.67

FICA-Med 26.56 United Way(2) 0.00
Federal W/H 249.00 125 Medical 46.22
State W/H 66.52

TOTALS 0.0000 1,877.88 455.64 158.89
NET PAY: 1,263.35Number of Periods: 1  

Company Expenses: FICA-SS: 113.56  FICA-Med: 26.56  FUTA: 0.00  
MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  

 
Lorna - Lorna J. Perski   Check #12751   05/21/14
Salaried Wages 0.0000 1,877.88 FICA-SS 113.56 Mers 112.67

FICA-Med 26.56 United Way(2) 0.00
Federal W/H 249.00 125 Medical 46.22
State W/H 66.52

TOTALS 0.0000 1,877.88 455.64 158.89
NET PAY: 1,263.35Number of Periods: 1  

Company Expenses: FICA-SS: 113.56  FICA-Med: 26.56  FUTA: 0.00  
MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  

 
Monica - Monica Otis   Check #12745   05/07/14
Salaried Wages 0.0000 1,040.00 FICA-SS 61.62 Mers 62.40

FICA-Med 14.41 125 Medical 46.22
Federal W/H 109.00
State W/H 39.58

TOTALS 0.0000 1,040.00 224.61 108.62
NET PAY: 706.77Number of Periods: 1  

Company Expenses: FICA-SS: 61.61  FICA-Med: 14.41  FUTA: 0.00  
MI SUTA-Base Rate: 14.42  MI SUTA-Obligation A: 3.15  
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Monica - Monica Otis   Check #12755   05/21/14
Salaried Wages 0.0000 1,040.00 FICA-SS 61.61 Mers 62.40

FICA-Med 14.41 125 Medical 46.22
Federal W/H 109.00
State W/H 39.58

TOTALS 0.0000 1,040.00 224.60 108.62
NET PAY: 706.78Number of Periods: 1  

Company Expenses: FICA-SS: 61.61  FICA-Med: 14.41  FUTA: 0.00  
MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  

 
Robert - Robert Krolczyk   Check #12744   05/07/14
Salaried Wages 0.0000 1,040.00 FICA-SS 56.02 Mers 62.40

FICA-Med 13.09 Union PAC (1) 1.00
Federal W/H 36.00 Union Dues 16.68
State W/H 29.20 FSA 25.00

125 Medical 111.68
TOTALS 0.0000 1,040.00 134.31 216.76

NET PAY: 688.93Number of Periods: 1  
Company Expenses: FICA-SS: 56.00  FICA-Med: 13.10  FUTA: 0.00  

MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  
 
Robert - Robert Krolczyk   Check #12754   05/21/14
Salaried Wages 0.0000 1,088.75 FICA-SS 59.02 Mers 65.33

FICA-Med 13.81 Union PAC (1) 0.00
Federal W/H 41.00 Union Dues 17.44
State W/H 31.15 FSA 25.00

125 Medical 111.68
TOTALS 0.0000 1,088.75 144.98 219.45

NET PAY: 724.32Number of Periods: 1  
Company Expenses: FICA-SS: 59.02  FICA-Med: 13.81  FUTA: 0.00  

MI SUTA-Base Rate: 0.00  MI SUTA-Obligation A: 0.00  
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Company Totals      Number of Checks: 15
 
Salaried Wages 0.0000 21,203.84 FICA-SS 1,252.50 Mers 1,272.23

FICA-Med 292.93 United Way(2) 0.00
Federal W/H 1,844.00 FSA 316.66
State W/H 769.10 125 Medical 685.56

Union Dues 110.58
Union PAC (1) 3.00
Child Support 35.40

TOTALS 0.0000 21,203.84 4,158.53 2,423.43
NET PAY: 14,621.88

Company Expenses: FICA-SS: 1,252.45  FICA-Med: 292.93  FUTA: 0.00  
MI SUTA-Base Rate: 14.42  MI SUTA-Obligation A: 3.15  
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432,604.14 10011111.2 NOW Account
05/31/14 134  May Cash Receipts 56,272.20 
05/31/14 135  Operating Subsidy 10,009.50 
05/31/14 136  Operating Subsidy 25,632.50 
05/31/14 137  501-10 CFP Grant 10,000.00 
05/31/14 138  501-11 CFP Grant 12,366.91 
05/31/14 139  501-12 CFP Grant 15,000.00 
05/31/14 140  501-13 CFP Grant 714.00 
05/31/14 141  NOW Interest 0.19 
05/31/14 142  REPO Interest 102.56 
05/31/14 346  To record charges to tenants per May 2014 MSO. (178.00)
05/31/14 350  To record MiSDU debits per May 2014 bank statement. (35.40)
05/31/14 352  To record MERS debit per May 2014 bank statement. (1,285.23)
05/31/14 353  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per May 2014 bank statement. (5,712.82)
05/31/14 MI078  Checks 5930 - 5993 (83,291.80)
05/31/14 MI078  May 2014 Payroll Disbursements (430.24)
05/31/14 PAY2014  Payroll Journal Entry (14,621.88)

24,542.49 457,146.63 
 
 

11,571.66 10011111.3 HRA Account
05/31/14 143  HRA Interest 0.49 
05/31/14 349  To record HRA transactions per May 2014 bank statement. (140.11)
05/07/14 12747 V West Shore Bank 158.33 
05/21/14 12757 V West Shore Bank 158.33 

177.04 11,748.70 
 
 

53,005.23 10011111.4 Money Market Savings
05/31/14 144  Money Market Savings Interest 4.50 

4.50 53,009.73 
 
 

250.00 10011117 Petty Cash Fund
0.00 250.00 

 
 

50.00 10011118 Change Fund
0.00 50.00 

 
 

6,946.64 10011122 Tenants Accounts Receivable
05/31/14 134  May TAR Collections (53,440.66)
05/31/14 346  To record charges to tenants per May 2014 MSO. 57,056.70 
05/31/14 347  To record transfers of security deposits to A/R per May 2014

MSO. (716.00)
05/01/14 5937  69.00 

2,969.04 9,915.68 
 
 

(2,583.48)10011122.1 Allowance for Doubtful Accounts
05/31/14 134  Collection Loss Recovery (25.00)

(25.00) (2,608.48)
 
 

6,270.42 10011211 Prepaid Insurance
05/14/14 5968  Housing Insurance Services, Inc. 10,238.00 
05/14/14 5969  Housing Authority Risk Retention Group 2,750.00 
05/31/14 RT2 S To record monthly insurance write off. (5,259.86)
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10011211 Prepaid Insurance (cont.)
7,728.14 13,998.56 

 
 

6,650.76 10011290 Other Prepaid Expenses
05/31/14 345  To reclassify CK 5915 dated 4/22/14. (6,650.76)
05/27/14 5991 V Priority Health 6,650.76 

0.00 6,650.76 
 
 

28,671.30 10011400 Construction in Progress-CFP
05/20/14 5981  Next IT 3,321.00 
05/27/14 5987  M.C. Smith Associates 714.00 
05/27/14 5988  Next IT 2,373.00 

6,408.00 35,079.30 
 
 

360,271.62 10011400.6 Land
0.00 360,271.62 

 
 

85,905.07 10011400.61 Land Improvements
0.00 85,905.07 

 
 

4,657,515.77 10011400.7 Buildings
0.00 4,657,515.77 

 
 

4,789,817.60 10011400.71 Building Improvements
0.00 4,789,817.60 

 
 

7,050.00 10011400.72 Non-dwelling Structures
0.00 7,050.00 

 
 

241,029.69 10011400.8 Furn., Equip., Mach.-Dwellings
0.00 241,029.69 

 
 

504,441.94 10011400.9 Furn., Equip., Mach.-Admin
0.00 504,441.94 

 
 

(7,445,911.05)10011400.95 Accumulated Depreciation-ALL
05/31/14 A3 S To record estimated monthly depreciation expense. (24,460.00)

(24,460.00) (7,470,371.05)
 
 

(42,793.60)10012111 Vendors and Contractors
0.00 (42,793.60)

 
 

(58,075.50)10012114 Tenant Security Deposits
05/31/14 134  Tenant Security Deposit Pymts (1,231.50)
05/31/14 347  To record transfers of security deposits to A/R per May 2014

MSO. 716.00 
05/31/14 348  To close non-refundable pet deposit to tenant income per May

2014 MSO. 150.00 
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10012114 Tenant Security Deposits (cont.)
05/01/14 5937  27.00 
05/20/14 5980  104.00 
05/20/14 5985  173.00 

(61.50) (58,137.00)
 
 

0.00 10012117.1 Social Security Withheld
05/31/14 353  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per May 2014 bank statement. 1,252.50 
05/31/14 PAY2014  Payroll Journal Entry (1,252.50)

0.00 0.00 
 
 

0.00 10012117.11 Medicare Withheld
05/31/14 353  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per May 2014 bank statement. 292.93 
05/31/14 PAY2014  Payroll Journal Entry (292.93)

0.00 0.00 
 
 

(1,403.19)10012117.12 FSA Withheld
05/31/14 349  To record HRA transactions per May 2014 bank statement. 140.11 
05/31/14 PAY2014  Payroll Journal Entry (316.66)

(176.55) (1,579.74)
 
 

0.00 10012117.2 Federal Income Tax Withheld
05/31/14 353  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per May 2014 bank statement. 1,844.00 
05/31/14 PAY2014  Payroll Journal Entry (1,844.00)

0.00 0.00 
 
 

(778.01)10012117.3 State Income Tax Withheld
05/31/14 353  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per May 2014 bank statement. 778.01 
05/31/14 PAY2014  Payroll Journal Entry (769.10)

8.91 (769.10)
 
 

0.00 10012117.4 125 Medical Withheld
05/31/14 345  To reclassify CK 5915 dated 4/22/14. 685.56 
05/31/14 PAY2014  Payroll Journal Entry (685.56)

0.00 0.00 
 
 

(1,279.23)10012117.5 Pension Withheld
05/31/14 351  To adjust MERS liability. (6.00)
05/31/14 352  To record MERS debit per May 2014 bank statement. 1,285.23 
05/31/14 PAY2014  Payroll Journal Entry (1,272.23)

7.00 (1,272.23)
 
 

0.00 10012117.6 PAC Withheld
05/07/14 12746 V United Steel Workers 3.00 
05/31/14 PAY2014  Payroll Journal Entry (3.00)

0.00 0.00 
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0.00 10012117.8 Friend of Court Withheld
05/31/14 350  To record MiSDU debits per May 2014 bank statement. 35.40 
05/31/14 PAY2014  Payroll Journal Entry (35.40)

0.00 0.00 
 
 

0.00 10012117.9 Union Dues Withheld
05/21/14 12756 V United Steel Workers 110.58 
05/31/14 PAY2014  Payroll Journal Entry (110.58)

0.00 0.00 
 
 

(1,748.00)10012119.2 Interfund Payble - DVG
05/31/14 134  May Cash Receipts (632.00)
05/05/14 5953 V Manistee Hsg Commission 632.00 

0.00 (1,748.00)
 
 

(11,563.94)10012131 EPC Loan - Current
05/01/14 5936 V Oswego Comm. Bank 1,250.56 

1,250.56 (10,313.38)
 
 

(1,179,252.93)10012132 EPC Loan - Noncurrent
0.00 (1,179,252.93)

 
 

(11,414.62)10012135 Accrued Salaries and Wages
0.00 (11,414.62)

 
 

(12,114.51)10012135.1 Accrued Comp. Absences-Current
0.00 (12,114.51)

 
 

(12,914.88)10012135.3 Accrued Comp. Absences-Non Current
0.00 (12,914.88)

 
 

(51,731.20)10012137 Payments in Lieu of Taxes
05/31/14 A2 S To record estimated monthly PILOT expense. (3,120.00)

(3,120.00) (54,851.20)
 
 

(350,490.36)10012806 Unrestricted Net Assets
0.00 (350,490.36)

 
 

(2,097,808.50)10012806.1 Invested in Capital Assets
0.00 (2,097,808.50)

 
 

(350,490.36)10012820 HUD Operating Reserve - Memo
0.00 (350,490.36)

 
 

350,490.36 10012820.1 HUD Operating Reserve-Contra
0.00 350,490.36 
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(197,500.00)10013110 Dwelling Rental
05/31/14 346  To record charges to tenants per May 2014 MSO. (51,270.00)

(51,270.00) (248,770.00)
 
 

(2,512.44)10013120 Excess Utilities
05/31/14 346  To record charges to tenants per May 2014 MSO. (615.77)

(615.77) (3,128.21)
 
 

(40,000.00)10013401.1 Operating Grants
0.00 (40,000.00)

 
 

(142,925.00)10013401.2 Operating Subsidy
05/31/14 135  Operating Subsidy (10,009.50)
05/31/14 136  Operating Subsidy (25,632.50)

(35,642.00) (178,567.00)
 
 

(426.55)10013610 Interest Income-Gen. Fund
05/31/14 141  NOW Interest (0.19)
05/31/14 142  REPO Interest (102.56)
05/31/14 143  HRA Interest (0.49)
05/31/14 144  Money Market Savings Interest (4.50)

(107.74) (534.29)
 
 

(16,685.59)10013689 Tenant Income - Cable TV
05/31/14 346  To record charges to tenants per May 2014 MSO. (4,136.00)

(4,136.00) (20,821.59)
 
 

(10,055.35)10013690 Tenant Income
05/31/14 346  To record charges to tenants per May 2014 MSO. (856.93)
05/31/14 348  To close non-refundable pet deposit to tenant income per May

2014 MSO. (150.00)
(1,006.93) (11,062.28)

 
 

(3,814.97)10013690.4 Laundry Income
05/31/14 134  Laundry Income (943.04)

(943.04) (4,758.01)
 
 

(970.25)10013690.6 Fraud Recovery Revenue
0.00 (970.25)

 
 

59,514.78 10014110 Administrative Salaries
05/31/14 138  501-11 CFP Grant (5,727.16)
05/31/14 139  501-12 CFP Grant (13,934.00)
05/31/14 PAY2014  Payroll Journal Entry 14,268.84 

(5,392.32) 54,122.46 
 
 

8,914.83 10014130 Legal Expense
0.00 8,914.83 

 
 

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 217 of 255



Manistee Housing Commission 133405/31/14

General Ledger Page 6

Beginning Current YTD
Date Reference T Description Balance Amount Balance

(2,000.00)10014150 Travel Expense
0.00 (2,000.00)

 
 

3,505.21 10014170 Accounting Fees
05/05/14 5950 V H.A.A.S., Inc. 667.44 
05/20/14 5978 V Daniel D. Laskey Co., PC 74.00 

741.44 4,246.65 
 
 

23,257.01 10014182 Employee Benefits - Admin
05/31/14 138  501-11 CFP Grant (438.12)
05/31/14 139  501-12 CFP Grant (1,066.00)
05/31/14 345  To reclassify CK 5915 dated 4/22/14. 2,583.46 
05/31/14 351  To adjust MERS liability. 6.00 
05/31/14 353  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per May 2014 bank statement. 1,049.93 
05/27/14 5990 V Principal Financial Group 363.12 
05/27/14 5992 V Sun Life Financial 379.50 
05/27/14 5993 V VSP 60.99 

2,938.88 26,195.89 
 
 

9,579.99 10014185 Telephone
05/05/14 5939 V AT & T 811.26 
05/05/14 5940 V AT & T Long Distance 56.71 
05/05/14 5941 V AT & T Mobility 941.81 
05/05/14 5944 V Charter Business 115.27 
05/20/14 5975 V AT & T Long Distance 38.27 

1,963.32 11,543.31 
 
 

175.00 10014190.1 Publications
05/14/14 5972  Nan McKay & Associates Inc. 1,124.00 

1,124.00 1,299.00 
 
 

1,097.00 10014190.2 Membership Dues and Fees
05/01/14 5934  The Nelrod Company 199.00 

199.00 1,296.00 
 
 

9,036.45 10014190.3 Admin Service Contracts
05/05/14 5948  Great Lakes Collection Agency 107.15 
05/05/14 5952 V Kushner & Company 50.51 
05/05/14 5955 V Next IT 481.50 
05/14/14 5962 V Applied Imaging 565.77 
05/14/14 5967 V Housing Data Systems 135.00 
05/14/14 5971 V Kushner & Company 101.01 
05/20/14 5981  Next IT 145.00 
05/27/14 5988  Next IT 73.50 

1,659.44 10,695.89 
 
 

2,441.20 10014190.4 Office Supplies
05/05/14 5951  Housing Data Systems 105.35 
05/14/14 5970 V Jackpine Business Centers 265.03 
05/20/14 5983 V Staples Credit Plan 877.15 

1,247.53 3,688.73 
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5,678.09 10014190.5 Other Sundry-Misc.
05/05/14 5954  McCardel Water Conditioning 35.25 
05/14/14 5973 V Reserve Account 215.39 
05/20/14 5982 V The PI Company 159.45 

410.09 6,088.18 
 
 

3,550.00 10014221 Resident Employee Stipend
05/01/14 5930 V 200.00 
05/01/14 5931 V 200.00 
05/01/14 5932 V 100.00 
05/01/14 5933 V 200.00 
05/01/14 5935 V 100.00 
05/01/14 5938 V 100.00 

900.00 4,450.00 
 
 

16,426.28 10014230 Contract Costs-Cable & Other
05/05/14 5944 V Charter Business 4,241.53 

4,241.53 20,667.81 
 
 

16,124.13 10014310 Water & Sewer
05/05/14 5945 V City of Manistee 4,225.65 

4,225.65 20,349.78 
 
 

53,053.15 10014320 Electricity
05/05/14 5946 V Consumers Energy 1,882.91 

1,882.91 54,936.06 
 
 

18,641.09 10014330 Gas
05/14/14 5965 V DTE Energy 4,559.42 

4,559.42 23,200.51 
 
 

34,315.76 10014410 Labor, Maintenance
05/31/14 PAY2014  Payroll Journal Entry 6,935.00 

6,935.00 41,250.76 
 
 

20,563.17 10014420 Materials
05/05/14 5942 V Auto Value Manistee 193.65 
05/05/14 5943  Cadillac Plumbing, Heating & Electric 80.14 
05/05/14 5949 V HD Supply Facilities Mtce 304.14 
05/05/14 5954  McCardel Water Conditioning 139.00 
05/05/14 5956 V Olson Lumber Company 1,373.71 
05/05/14 5959 V Wahr Hardware 268.08 
05/14/14 5963 V Cadillac Plumb,Heat&Elect 59.44 
05/14/14 5974 V Ace Hardware 1,575.18 
05/20/14 5976  City of Manistee 80.00 
05/20/14 5979 V Fastenal Company 1,203.68 
05/27/14 5989  Peachtree Business Products 159.98 

5,437.00 26,000.17 
 
 

8,501.92 10014430.02 Heating & Cooling Contracts
05/05/14 5947  Custom Sheet Metal & Heating 172.75 
05/14/14 5964  Custom Sheet Metal & Heating 5,674.82 
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10014430.02 Heating & Cooling Contracts (cont.)

05/20/14 5977  Custom Sheet Metal & Heating 1,343.80 
05/27/14 5986  Custom Sheet Metal & Heating 2,656.86 

9,848.23 18,350.15 
 
 

19,053.75 10014430.03 Snow Removal Contracts
0.00 19,053.75 

 
 

8,521.57 10014430.04 Elevator Contracts
05/05/14 5957 V Schindler Elevator Corp. 1,082.50 

1,082.50 9,604.07 
 
 

6,740.00 10014430.06 Unit Turnaround Contracts
05/14/14 5966 V Haglund's Floor Covering 1,860.00 

1,860.00 8,600.00 
 
 

792.69 10014430.07 Electrical Contracts
05/20/14 5984 V Top Line Electric 2,249.59 

2,249.59 3,042.28 
 
 

1,782.94 10014430.08 Plumbing Contracts
0.00 1,782.94 

 
 

1,606.00 10014430.09 Extermination Contracts
0.00 1,606.00 

 
 

6,878.24 10014430.11 Routine Maintenance Contracts
0.00 6,878.24 

 
 

12,637.93 10014430.12 Miscellaneous Contracts
05/05/14 5958  Swidorski Bros Excavating LLC 995.00 

995.00 13,632.93 
 
 

4,576.21 10014431 Garbage Removal
05/14/14 5960 V Allied Waste Services 1,101.02 

1,101.02 5,677.23 
 
 

23,207.41 10014433 Employee Benefits - Maint.
05/31/14 345  To reclassify CK 5915 dated 4/22/14. 3,381.74 
05/31/14 353  To record IRS USATAXPYMT(s) & STATE OF MICH

TAX-PAY per May 2014 bank statement. 495.45 
05/27/14 5990 V Principal Financial Group 521.16 
05/27/14 5992 V Sun Life Financial 198.61 
05/27/14 5993 V VSP 87.13 

4,684.09 27,891.50 
 
 

300.00 10014434 Employee Benefits-Retirees
0.00 300.00 
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24,226.12 10014510 Insurance
05/14/14 5961 V AmTrust North America Inc 795.00 
05/31/14 RT2 S To record monthly insurance write off. 5,259.86 

6,054.86 30,280.98 
 
 

12,480.00 10014520 Payment in Lieu of Taxes
05/31/14 A2 S To record estimated monthly PILOT expense. 3,120.00 

3,120.00 15,600.00 
 
 

25,460.65 10014580 Interest Expense
05/01/14 5936 V Oswego Comm. Bank 6,348.67 

6,348.67 31,809.32 
 
 

97,840.00 10014800 Depreciation - Current Year
05/31/14 A3 S To record estimated monthly depreciation expense. 24,460.00 

24,460.00 122,300.00 
 
 

(105.96)10016010 Prior Year Adj. - Affecting RR
05/31/14 354  To reclassify 2010 CFP revenue/expenses. 105.96 
05/31/14 354  To reclassify 2010 CFP revenue/expenses. (105.96)

0.00 (105.96)
 
 

4,936.27 10017510 Principal Payments - EPC
05/01/14 5936 V Oswego Comm. Bank 1,250.56 

1,250.56 6,186.83 
 
 

4,399.00 10017540 Betterments and Additions
0.00 4,399.00 

 
 

(9,335.27)10017590 Operating Expenditures-Contra
05/01/14 5936 V Oswego Comm. Bank (1,250.56)

(1,250.56) (10,585.83)
 
 

854.00 10019996 Actual Unit Months for REAC submission
05/31/14 RT1 S To record actual units leased for REAC reporting purposes. 214.00 

214.00 1,068.00 
 
 

(854.00)10019997 Actual Unit Months - Contra
05/31/14 RT1 S To record actual units leased for REAC reporting purposes. (214.00)

(214.00) (1,068.00)
 
 

856.00 10019998 Unit Months - Memorandum
05/31/14 A1 S To record unit months for PUM calculation. 214.00 

214.00 1,070.00 
 
 

(856.00)10019999 Unit Months - Contra
05/31/14 A1 S To record unit months for PUM calculation. (214.00)

(214.00) (1,070.00)
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General Ledger Page 10

Beginning Current YTD
Date Reference T Description Balance Amount Balance

(1,054.52)10103401.1 Operating Grants
05/31/14 354  To reclassify 2010 CFP revenue/expenses. (105.96)

(105.96) (1,160.48)
 
 

(23,496.30)10103401.3 Capital Grants
05/31/14 137  501-10 CFP Grant (10,000.00)

(10,000.00) (33,496.30)
 
 

1,054.52 10104430.12 Miscellaneous Contracts
05/31/14 354  To reclassify 2010 CFP revenue/expenses. 105.96 

105.96 1,160.48 
 
 

0.00 10113401.1 Operating Grants
05/31/14 138  501-11 CFP Grant (6,672.91)

(6,672.91) (6,672.91)
 
 

(8,645.00)10113401.3 Capital Grants
05/31/14 138  501-11 CFP Grant (5,694.00)

(5,694.00) (14,339.00)
 
 

0.00 10114110 Administrative Salaries
05/31/14 138  501-11 CFP Grant 5,727.16 

5,727.16 5,727.16 
 
 

0.00 10114182 Employee Benefits - Admin
05/31/14 138  501-11 CFP Grant 438.12 

438.12 438.12 
 
 

0.00 10114190.5 Other Sundry-Misc.
05/27/14 5988  Next IT 507.63 

507.63 507.63 
 
 

(5,000.00)10123401.1 Operating Grants
05/31/14 139  501-12 CFP Grant (15,000.00)

(15,000.00) (20,000.00)
 
 

4,645.00 10124110 Administrative Salaries
05/31/14 139  501-12 CFP Grant 13,934.00 

13,934.00 18,579.00 
 
 

355.00 10124182 Employee Benefits - Admin
05/31/14 139  501-12 CFP Grant 1,066.00 

1,066.00 1,421.00 
 
 

(1,530.00)10133401.3 Capital Grants
05/31/14 140  501-13 CFP Grant (714.00)

(714.00) (2,244.00)
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Manistee Housing Commission 133405/31/14

General Ledger Page 11

Beginning Current YTD
Date Reference T Description Balance Amount Balance

40,000.00 15101406 Operations
0.00 40,000.00 

 
 

23,947.02 15101408 Management Improvements
05/31/14 354  To reclassify 2010 CFP revenue/expenses. 52.98 

52.98 24,000.00 
 
 

24,000.00 15101410.05 Salary & Benefits-Staff
0.00 24,000.00 

 
 

12,133.67 15101430.01 A & E Fees
0.00 12,133.67 

 
 

11,566.33 15101430.99 A & E Fees - Soft Costs
0.00 11,566.33 

 
 

68,461.05 15101460 Dwelling Structures
0.00 68,461.05 

 
 

24,544.00 15101460.23 Modernize Boiler Rooms
0.00 24,544.00 

 
 

7,513.95 15101460.99 Dwelling Structures-Soft Costs
0.00 7,513.95 

 
 

8,000.00 15101475 Nondwelling Equipment
0.00 8,000.00 

 
 

12,447.02 15101485.99 Demolition-Soft Costs
05/31/14 354  To reclassify 2010 CFP revenue/expenses. 52.98 

52.98 12,500.00 
 
 

232,613.04 15101600 CFP Funding
05/31/14 137  501-10 CFP Grant 10,000.00 
05/31/14 354  To reclassify 2010 CFP revenue/expenses. 105.96 

10,105.96 242,719.00 
 
 

(232,613.04)15101699 CFP Funding - Contra
05/31/14 137  501-10 CFP Grant (10,000.00)
05/31/14 354  To reclassify 2010 CFP revenue/expenses. (105.96)

(10,105.96) (242,719.00)
 
 

(232,613.04)15109800 CFP Cost - Contra
05/31/14 354  To reclassify 2010 CFP revenue/expenses. (105.96)

(105.96) (232,719.00)
 
 

40,000.00 15111406 Operations
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General Ledger Page 12

Beginning Current YTD
Date Reference T Description Balance Amount Balance

15111406 Operations (cont.)
0.00 40,000.00 

 
 

9,794.16 15111408 Management Improvements
05/20/14 5981  Next IT 3,321.00 
05/27/14 5988  Next IT 2,880.63 

6,201.63 15,995.79 
 
 

17,834.72 15111410 Administration
05/31/14 138  501-11 CFP Grant 6,165.28 

6,165.28 24,000.00 
 
 

4,750.00 15111430 A & E Fees
0.00 4,750.00 

 
 

1,322.28 15111430.01 A & E Fees
0.00 1,322.28 

 
 

8,178.32 15111460  Dwelling Structures
0.00 8,178.32 

 
 

11,175.00 15111460.99 Dwelling Structures-Soft Costs
0.00 11,175.00 

 
 

98,054.48 15111600  CFP Funding
05/31/14 138  501-11 CFP Grant 12,366.91 

12,366.91 110,421.39 
 
 

(98,054.48)15111699 CFP Funding - Contra
05/31/14 138  501-11 CFP Grant (12,366.91)

(12,366.91) (110,421.39)
 
 

(93,054.48)15119800 CFP Cost - Contra
05/31/14 138  501-11 CFP Grant (6,165.28)
05/20/14 5981  Next IT (3,321.00)
05/27/14 5988  Next IT (2,880.63)

(12,366.91) (105,421.39)
 
 

40,000.00 15121406 Operations
0.00 40,000.00 

 
 

6,070.00 15121408 Management Improvements
0.00 6,070.00 

 
 

5,000.00 15121410 Administration
05/31/14 139  501-12 CFP Grant 15,000.00 

15,000.00 20,000.00 
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General Ledger Page 13

Beginning Current YTD
Date Reference T Description Balance Amount Balance

2,061.25 15121430.99 A & E Fees - Soft Costs
0.00 2,061.25 

 
 

53,131.25 15121600 CFP Funding
05/31/14 139  501-12 CFP Grant 15,000.00 

15,000.00 68,131.25 
 
 

(53,131.25)15121699 CFP Funding - Contra
05/31/14 139  501-12 CFP Grant (15,000.00)

(15,000.00) (68,131.25)
 
 

(53,131.25)15129800 CFP Cost - Contra
05/31/14 139  501-12 CFP Grant (15,000.00)

(15,000.00) (68,131.25)
 
 

8,670.00 15131430 A & E Fees
05/27/14 5987  M.C. Smith Associates 714.00 

714.00 9,384.00 
 
 

8,670.00 15131600 CFP Funding
05/31/14 140  501-13 CFP Grant 714.00 

714.00 9,384.00 
 
 

(8,670.00)15131699 CFP Funding - Contra
05/31/14 140  501-13 CFP Grant (714.00)

(714.00) (9,384.00)
 
 

(8,670.00)15139800 CFP Cost - Contra
05/27/14 5987  M.C. Smith Associates (714.00)

(714.00) (9,384.00)
 
 
Current Profit/(Loss) 15,252.63 YTD Profit/(Loss) (74,558.53)
 

Number of Transactions 196
The General Ledger is in balance 0.00 

 

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 225 of 255



Manistee Housing Commission 1334

Bank Reconciliation Transmittal Page 1Account Number: 851620
Statement Ending date:   05/31/14
Checkbook Name:   Public Housing Checking

General Ledger 

Balance per General Ledger (Account 10011111.2) at 05/01/14 432,604.14
Activity for the month:
          Total Debits (Deposits and Credit Memos) 130,097.86
          Total Credits (Checks and Debit Memos) -105,555.37
Unreconciled General Ledger Balance at 05/31/14 457,146.63
          Adjustments and Other Bank Items 0.00
Reconciled General Ledger Balance at 05/31/14 457,146.63

Bank 

Balance per Bank Statement at 05/31/14 493,178.62
          Total Additions (Deposits and Credit Memos in transit) 0.00
          Total Subtractions (Checks and Debit Memos in transit) -36,031.99
Total Bank Errors 0.00
Bank Balance Adjusted at 05/31/14 457,146.63
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Manistee Housing Commission 1334

Bank Reconciliation Worksheet Page 1Statement Beginning date: 05/01/14
Statement Ending date:   05/31/14
Checkbook Name:    Public Housing Checking

Statement Summary
Beginning Balance 482,477.66 
Deposits and Credit Memos

134 05/31/14 10011122 May Cash Receipts 56,272.20 
135 05/31/14 10013401.2 Operating Subsidy 10,009.50 
136 05/31/14 10013401.2 Operating Subsidy 25,632.50 
137 05/31/14 10103401.3 501-10 CFP Grant 10,000.00 
138 05/31/14 10113401.3 501-11 CFP Grant 12,366.91 
139 05/31/14 10123401.1 501-12 CFP Grant 15,000.00 
140 05/31/14 10133401.3 501-13 CFP Grant 714.00 
141 05/31/14 10013610 NOW Interest 0.19 
142 05/31/14 10013610 REPO Interest 102.56 

130,097.86 Total
Checks and Debit Memos

346 05/31/14 10011122 To record charges to tenants per May 2014 MSO. (178.00)
350 05/31/14 10012117.8 To record MiSDU debits per May 2014 bank statement. (35.40)
352 05/31/14 10012117.5 To record MERS debit per May 2014 bank statement. (1,285.23)
353 05/31/14 10012117.1 To record IRS USATAXPYMT(s) & STATE OF MICH TAX-PAY per May 2014 bank statement.(5,712.82)
5677 01/08/14 10012114 (30.00)
5885 04/08/14 10012119.2 Manistee Hsg Commission (632.00)
5909 04/22/14 10014420 Ace Hardware (172.08)
5913 04/22/14 10014130 Krolczyk & Quinn (200.00)
5914 04/22/14 10014182 Principal Financial Group (884.28)
5915 04/22/14 10011290 Priority Health (6,650.76)
5916 04/22/14 10014433 Sun Life Financial (578.11)
5917 04/22/14 10014182 VSP (148.12)
5918 04/28/14 10014431 Allied Waste Services (1,100.38)
5919 04/28/14 10014190.3 Applied Imaging (274.10)
5920 04/28/14 10014320 Consumers Energy (7,797.94)
5921 04/28/14 10014330 DTE Energy (590.38)
5922 04/28/14 10011400 First Contracting, Inc. (26,865.00)
5923 04/28/14 10014420 HD Supply Facilities Mtce (394.78)
5924 04/28/14 10014130 Mika Meyers Beckett & Jones PLC (1,784.15)
5925 04/28/14 10014190.3 Next IT (577.50)
5926 04/28/14 10014190.3 Pitney Bowes Global Financial Services (135.00)
5927 04/28/14 10014190.5 PNC Bank (253.10)
5928 04/28/14 10014190.4 Staples Contract & Commercial Inc. (316.03)
5929 04/28/14 10014420 Top LIne Electric LLC (111.91)
5930 05/01/14 10014221 (200.00)
5931 05/01/14 10014221 (200.00)
5932 05/01/14 10014221 (100.00)
5933 05/01/14 10014221 (200.00)
5934 05/01/14 10014190.2 The Nelrod Company (199.00)
5935 05/01/14 10014221 (100.00)
5936 05/01/14 10012131 Oswego Comm. Bank (7,599.23)
5937 05/01/14 10011122 (96.00)
5938 05/01/14 10014221 (100.00)
5939 05/05/14 10014185 AT & T (811.26)
5940 05/05/14 10014185 AT & T Long Distance (56.71)
5941 05/05/14 10014185 AT & T Mobility (941.81)
5942 05/05/14 10014420 Auto Value Manistee (193.65)
5943 05/05/14 10014420 Cadillac Plumbing, Heating & Electric (80.14)
5944 05/05/14 10014185 Charter Business (4,356.80)
5945 05/05/14 10014310 City of Manistee (4,225.65)
5946 05/05/14 10014320 Consumers Energy (1,882.91)
5947 05/05/14 10014430.02 Custom Sheet Metal & Heating (172.75)
5948 05/05/14 10014190.3 Great Lakes Collection Agency (107.15)
5949 05/05/14 10014420 HD Supply Facilities Mtce (304.14)
5950 05/05/14 10014170 H.A.A.S., Inc. (667.44)
5951 05/05/14 10014190.4 Housing Data Systems (105.35)
5952 05/05/14 10014190.3 Kushner & Company (50.51)
5954 05/05/14 10014190.5 McCardel Water Conditioning (174.25)
5955 05/05/14 10014190.3 Next IT (481.50)
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Bank Reconciliation Worksheet Page 2Statement Beginning date: 05/01/14
Statement Ending date:   05/31/14
Checkbook Name:    Public Housing Checking

5956 05/05/14 10014420 Olson Lumber Company (1,373.71)
5957 05/05/14 10014430.04 Schindler Elevator Corp. (1,082.50)
5958 05/05/14 10014430.12 Swidorski Bros Excavating LLC (995.00)
5959 05/05/14 10014420 Wahr Hardware (268.08)
5960 05/14/14 10014431 Allied Waste Services (1,101.02)
5961 05/14/14 10014510 AmTrust North America Inc (795.00)
5962 05/14/14 10014190.3 Applied Imaging (565.77)
5963 05/14/14 10014420 Cadillac Plumb,Heat&Elect (59.44)
5964 05/14/14 10014430.02 Custom Sheet Metal & Heating (5,674.82)
5965 05/14/14 10014330 DTE Energy (4,559.42)
5966 05/14/14 10014430.06 Haglund's Floor Covering (1,860.00)
5967 05/14/14 10014190.3 Housing Data Systems (135.00)
5969 05/14/14 10011211 Housing Authority Risk Retention Group (2,750.00)
5970 05/14/14 10014190.4 Jackpine Business Centers (265.03)
5971 05/14/14 10014190.3 Kushner & Company (101.01)
5972 05/14/14 10014190.1 Nan McKay & Associates Inc. (1,124.00)
5973 05/14/14 10014190.5 Reserve Account (215.39)
5974 05/14/14 10014420 Ace Hardware (1,575.18)
12739 05/07/14 10014410 Anthony Mastrapasqua (753.09)
12740 05/07/14 10014410 Kevin Helminiak (940.30)
12741 05/07/14 10014110 Clinton E. Copus II (2,147.71)
12742 05/07/14 10014110 Lorna J. Perski (1,263.35)
12743 05/07/14 10014110 Beverly A. Pahoski (727.55)
12744 05/07/14 10014410 Robert Krolczyk (688.93)
12745 05/07/14 10014110 Monica Otis (706.77)
12746 05/07/14 10012117.6 United Steel Workers (3.00)
12747 05/07/14 10011111.3 West Shore Bank (158.33)
12748 05/21/14 10014410 Anthony Mastrapasqua (754.10)
12749 05/21/14 10014410 Kevin Helminiak (999.03)
12750 05/21/14 10014110 Clinton E. Copus II (2,147.71)
12751 05/21/14 10014110 Lorna J. Perski (1,263.35)
12752 05/21/14 10014110 Beverly A. Pahoski (727.54)
12753 05/21/14 10014110 Beverly A. Pahoski (71.35)
12754 05/21/14 10014410 Robert Krolczyk (724.32)
12755 05/21/14 10014110 Monica Otis (706.78)

(119,396.90)Total
 

Ending Balance 493,178.62 
 
 
Bank Summary

Ending Bank Balance 493,178.62 
Checks and Debit Memos in transit

4657 10/01/12 10012114 58.00 
5083 04/03/13 10011122 23.00 
5115 04/23/13 10014420 Culligan Water Clinic 109.90 
5343 08/05/13 10012114 86.00 
5523 11/01/13 10014221 50.00 
5548 11/12/13 10011122 51.00 
5953 05/05/14 10012119.2 Manistee Hsg Commission 632.00 
5968 05/14/14 10011211 Housing Insurance Services, Inc. 10,238.00 
5975 05/20/14 10014185 AT & T Long Distance 38.27 
5976 05/20/14 10014420 City of Manistee 80.00 
5977 05/20/14 10014430.02 Custom Sheet Metal & Heating 1,343.80 
5978 05/20/14 10014170 Daniel D. Laskey Co., PC 74.00 
5979 05/20/14 10014420 Fastenal Company 1,203.68 
5980 05/20/14 10012114 Mary Leatherman 104.00 
5981 05/20/14 10011400 Next IT 3,466.00 
5982 05/20/14 10014190.5 The PI Company 159.45 
5983 05/20/14 10014190.4 Staples Credit Plan 877.15 
5984 05/20/14 10014430.07 Top Line Electric 2,249.59 
5985 05/20/14 10012114 Christine Edson 173.00 
5986 05/27/14 10014430.02 Custom Sheet Metal & Heating 2,656.86 
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Bank Reconciliation Worksheet Page 3Statement Beginning date: 05/01/14
Statement Ending date:   05/31/14
Checkbook Name:    Public Housing Checking

5987 05/27/14 10011400 M.C. Smith Associates 714.00 
5988 05/27/14 10011400 Next IT 2,954.13 
5989 05/27/14 10014420 Peachtree Business Products 159.98 
5990 05/27/14 10014182 Principal Financial Group 884.28 
5991 05/27/14 10011290 Priority Health 6,650.76 
5992 05/27/14 10014433 Sun Life Financial 578.11 
5993 05/27/14 10014182 VSP 148.12 
12756 05/21/14 10012117.9 United Steel Workers 110.58 
12757 05/21/14 10011111.3 West Shore Bank 158.33 

(36,031.99)Total
 

Ending Balance 457,146.63 
 
Book Summary

G/L account:  10011111.2
G/L journal:  Journal Entry
G/L period:   05/31/14

 
0.00 Total Adjustments:

 
Ending Balance 457,146.63 
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Manistee Housing Commission 1334

Bank Reconciliation Transmittal Page 1Account Number: 
Statement Ending date:   05/31/14
Checkbook Name:   HRA Account

General Ledger 

Balance per General Ledger (Account 10011111.3) at 05/01/14 11,571.66
Activity for the month:
          Total Debits (Deposits and Credit Memos) 317.15
          Total Credits (Checks and Debit Memos) -140.11
Unreconciled General Ledger Balance at 05/31/14 11,748.70
          Adjustments and Other Bank Items 0.00
Reconciled General Ledger Balance at 05/31/14 11,748.70

Bank 

Balance per Bank Statement at 05/31/14 11,590.37
          Total Additions (Deposits and Credit Memos in transit) 158.33
          Total Subtractions (Checks and Debit Memos in transit) -0.00
Total Bank Errors 0.00
Bank Balance Adjusted at 05/31/14 11,748.70
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Bank Reconciliation Worksheet Page 1Statement Beginning date: 05/01/14
Statement Ending date:   05/31/14
Checkbook Name:    HRA Account

Statement Summary
Beginning Balance 11,571.66 
Deposits and Credit Memos

12747 05/07/14 West Shore Bank 158.33 
143 05/31/14 10013610 HRA Interest 0.49 

158.82 Total
Checks and Debit Memos

349 05/31/14 10012117.12 To record HRA transactions per May 2014 bank statement. (140.11)
(140.11)Total

 
Ending Balance 11,590.37 

 
 
Bank Summary

Ending Bank Balance 11,590.37 
Deposits and Credit Memos in transit

12757 05/21/14 West Shore Bank 158.33 
158.33 Total

 
Ending Balance 11,748.70 

 
Book Summary

G/L account:  10011111.3
G/L journal:  Journal Entry
G/L period:   05/31/14

 
0.00 Total Adjustments:

 
Ending Balance 11,748.70 
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Manistee Housing Commission 1334

Bank Reconciliation Transmittal Page 1Account Number: 558567
Statement Ending date:   05/31/14
Checkbook Name:   Money Market Savings

General Ledger 

Balance per General Ledger (Account 10011111.4) at 05/01/14 53,005.23
Activity for the month:
          Total Debits (Deposits and Credit Memos) 4.50
          Total Credits (Checks and Debit Memos) -0.00
Unreconciled General Ledger Balance at 05/31/14 53,009.73
          Adjustments and Other Bank Items 0.00
Reconciled General Ledger Balance at 05/31/14 53,009.73

Bank 

Balance per Bank Statement at 05/31/14 53,009.73
          Total Additions (Deposits and Credit Memos in transit) 0.00
          Total Subtractions (Checks and Debit Memos in transit) -0.00
Total Bank Errors 0.00
Bank Balance Adjusted at 05/31/14 53,009.73
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Manistee Housing Commission 1334

Bank Reconciliation Worksheet Page 1Statement Beginning date: 05/01/14
Statement Ending date:   05/31/14
Checkbook Name:    Money Market Savings

Statement Summary
Beginning Balance 53,005.23 
Deposits and Credit Memos

144 05/31/14 10013610 Money Market Savings Interest 4.50 
4.50 Total

 
Ending Balance 53,009.73 

 
 
Bank Summary

Ending Bank Balance 53,009.73 
 

Ending Balance 53,009.73 
 
Book Summary

G/L account:  10011111.4
G/L journal:  Journal Entry
G/L period:   05/31/14

 
0.00 Total Adjustments:

 
Ending Balance 53,009.73 
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Housing Authority Accounting Specialists
PO Box 545

Sparta, WI 54656
608-272-3209

To the Board of Directors
And Management

Manistee Housing Commission
Domestic Violence Grant
273 Sixth Avenue
Manistee, MI 49660

Enclosed are the following reports for the month ending May 31, 2014. These reports have been 
compiled in accordance with Generally Accepted Accounting Principles.

   I. Financial Statements
 II.  Journal Register
III.  General Ledger

A compilation is limited to presenting in the form of financial statements information that is the 
representation of management. We have not audited or reviewed the accompanying financial statements 
and, accordingly, do not express an opinion or any other form of assurance on them.  This report is 
offered as a review of your past operations and is a basis for decisions for your future policies.

Respectfully Submitted:

Housing Authority Accounting Specialists, Inc.
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Manistee Housing Commission
Domestic Violence Grant

BALANCE SHEET
As of  May 31, 2014

1

ASSETS

CURRENT ASSETS
Cash

1111 - Cash - MSHDA  $ 74,961.32

Total Cash 74,961.32

Receivables
1129.3 - Accounts Receivable - DVG 1,748.00

Total Receivables 1,748.00

Investments
Total Investments 0.00

Prepaid Expenses & Other Assets
Total Prepaid Expenses & Other Assets 0.00

Total Current Assets 76,709.32

CAPITAL ASSETS
Land, Structures & Equipment

1400.7 - Buildings 364,363.29
1400.98 - Accumulated Depreciation-DVG (60,387.09)

Total Land, Structures & Equipment 303,976.20

TOTAL CAPITAL ASSETS 303,976.20

TOTAL ASSETS  $ 380,685.52
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Manistee Housing Commission
Domestic Violence Grant

BALANCE SHEET
As of  May 31, 2014

2

LIABILITIES AND EQUITY
CURRENT LIABILITIES
Accounts Payable

2111 - Vendors and Contractors  $ 124.80
2114 - Tenant Security Deposits 1,748.00

Total Accounts Payable 1,872.80

Accrued Liabilities
2130 - Forgiveable Note - MSHDA 500,000.00

Total Accrued Liabilities 500,000.00

Total Current Liabilities 501,872.80

Non Current Liabilities
Total Non Current Liabilites 0.00

Deferred Credits
Total Deferred Credits 0.00

TOTAL LIABILITIES/DEFERRED CREDITS 501,872.80

EQUITY

Unreserved Fund Balance
2806 - Unrestricted Net Assets 70,661.32

2806.4 - Invested in Capital Assets-DVG (191,898.80)

Current Year Profit(Loss) 50.20

Total Unreserved Fund Balance (121,187.28)

TOTAL EQUITY (121,187.28)

TOTAL LIABILITIES/EQUITY  $ 380,685.52
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Manistee Housing Commission
Domestic Violence Grant

INCOME STATEMENT
For the 1 Month and 5 Months Ended  May 31, 2014

3

1 Month Ended 5 Months Ended

May 31, 2014 May 31, 2014

Operating Income
3110 - Dwelling Rental 1,232.00 6,160.00
3690 - Tenant Income 0.00 14.99

Total Operating Income 1,232.00 6,174.99

Operating Expenses
Administration

4150 - Travel Expense 0.00 1,254.13
4170 - Accounting Fees 124.80 686.50
4190.5 - Other Sundry-Misc. 2.00 59.16

Total Administration 126.80 1,999.79

Ordinary Maint. & Operation
Total Ordinary Maint. & Oper. 0.00 0.00

General Expense
Total General Expense 0.00 0.00

Depreciation Expense
4800 - Depreciation - Current Year 825.00 4,125.00

Total Depreciation Expense 825.00 4,125.00

Capital Expenditures
Total Capital Expenditures 0.00 0.00

Total Operating Expenses 951.80 6,124.79

Net Income/(Loss) 1,105.20 4,175.20

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 237 of 255



Manistee Housing Commission 133405/31/14

Cash Disbursements-DVG Journal Page 1

Reference
Date Reference Account Description Amount Total

05/05/14 2496 20014170 H.A.A.S., Inc. 124.80 124.80 

05/31/14 MI078 20011111 CK 2496 (124.80) (124.80)
 

0.00 Transaction Balance
 
 

Total Debits 124.80 Total Credits 124.80 A/C Hash Total 40025281.000
 

Number of Transactions 2
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Manistee Housing Commission 133405/31/14

Cash Receipts - DVG Journal Page 2

Reference
Date Reference Account Description Amount Total

05/31/14 108 20011111 May Cash Receipts 600.00 
05/31/14 108 20011122 May TAR Collections (600.00)

05/31/14 109 20011111 Interfund Reimbursement - P/H 632.00 
05/31/14 109 20011129 .4 Interfund Reimbursement - P/H (632.00)

 
0.00 Transaction Balance

 
 

Total Debits 1,232.00 Total Credits 1,232.00 A/C Hash Total 80044473.400
 

Number of Transactions 4
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Manistee Housing Commission 133405/31/14

Journal Entry - DVG Journal Page 3

Reference
Date Reference Account Description Amount Total

05/31/14 308 20011122 To record charges to tenants per May 2014
MSO. 1,232.00 

05/31/14 308 20013110 To record charges to tenants per May 2014
MSO. (1,232.00)

05/31/14 309 20011111 To record service fee per May 2014 MSO. (2.00)
05/31/14 309 20014190 .5 To record service fee per May 2014 MSO. 2.00 

05/31/14 A1 20011400 .98 To record estimated depreciation expense. (825.00)
05/31/14 A1 20014800 To record estimated depreciation expense. 825.00 

05/31/14 RT1 20019996 To record units leased. 3.00 
05/31/14 RT1 20019997 To record units leased. (3.00)

 
0.00 Transaction Balance

 
 

Total Debits 2,062.00 Total Credits 2,062.00 A/C Hash Total 160115727.480
 

Number of Transactions 8
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Manistee Housing Commission 133405/31/14

General Ledger Page 1

Beginning Current YTD
Date Reference T Description Balance Amount Balance

73,856.12 20011111 Cash - MSHDA
05/31/14 108  May Cash Receipts 600.00 
05/31/14 109  Interfund Reimbursement - P/H 632.00 
05/31/14 309  To record service fee per May 2014 MSO. (2.00)
05/31/14 MI078  CK 2496 (124.80)

1,105.20 74,961.32 
 
 

0.00 20011122 Tenants Accounts Receivable
05/31/14 108  May TAR Collections (600.00)
05/31/14 134  May TAR Collections (632.00)
05/31/14 308  To record charges to tenants per May 2014 MSO. 1,232.00 

0.00 0.00 
 
 

1,748.00 20011129.3 Interfund - Due From
0.00 1,748.00 

 
 

0.00 20011129.4 Interfund Receivable - P/H
05/31/14 109  Interfund Reimbursement - P/H (632.00)
05/31/14 134  May Cash Receipts 632.00 

0.00 0.00 
 
 

364,363.29 20011400.7 Buildings
0.00 364,363.29 

 
 

(59,562.09)20011400.98 Accumulated Depreciation-DVG
05/31/14 A1 S To record estimated depreciation expense. (825.00)

(825.00) (60,387.09)
 
 

(124.80)20012111 Vendors & Contractors
0.00 (124.80)

 
 

(1,748.00)20012114 Tenant Security Deposits
0.00 (1,748.00)

 
 

(500,000.00)20012130 Forgiveable Note - MSHDA
0.00 (500,000.00)

 
 

(70,661.32)20012806 Unrestricted Net Assets
0.00 (70,661.32)

 
 

191,898.80 20012806.4 Invested in Capital Assets-DVG
0.00 191,898.80 

 
 

(4,928.00)20013110 Dwelling Rental
05/31/14 308  To record charges to tenants per May 2014 MSO. (1,232.00)

(1,232.00) (6,160.00)
 
 

(14.99)20013690 Tenant Income
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Manistee Housing Commission 133405/31/14

General Ledger Page 2

Beginning Current YTD
Date Reference T Description Balance Amount Balance

20013690 Tenant Income (cont.)
0.00 (14.99)

 
 

1,254.13 20014150 Travel Expense
0.00 1,254.13 

 
 

561.70 20014170 Accounting Fees
05/05/14 2496 V H.A.A.S., Inc. 124.80 

124.80 686.50 
 
 

57.16 20014190.5 Other Sundry-Misc.
05/31/14 309  To record service fee per May 2014 MSO. 2.00 

2.00 59.16 
 
 

3,300.00 20014800 Depreciation -  Current Year
05/31/14 A1 S To record estimated depreciation expense. 825.00 

825.00 4,125.00 
 
 

12.00 20019996 Actual Unit Months for REAC Submission
05/31/14 RT1 S To record units leased. 3.00 

3.00 15.00 
 
 

(12.00)20019997 Actual Unit Months - Contra
05/31/14 RT1 S To record units leased. (3.00)

(3.00) (15.00)
 
 
Current Profit/(Loss) 280.20 YTD Profit/(Loss) 50.20 
 

Number of Transactions 16
The General Ledger is in balance 0.00 
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Manistee Housing Commission 1334

Bank Reconciliation Transmittal Page 1Account Number: 
Statement Ending date:   05/31/14
Checkbook Name:   DVG Checking

General Ledger 

Balance per General Ledger (Account 20011111) at 05/01/14 73,856.12
Activity for the month:
          Total Debits (Deposits and Credit Memos) 1,232.00
          Total Credits (Checks and Debit Memos) -126.80
Unreconciled General Ledger Balance at 05/31/14 74,961.32
          Adjustments and Other Bank Items 0.00
Reconciled General Ledger Balance at 05/31/14 74,961.32

Bank 

Balance per Bank Statement at 05/31/14 74,329.32
          Total Additions (Deposits and Credit Memos in transit) 632.00
          Total Subtractions (Checks and Debit Memos in transit) -0.00
Total Bank Errors 0.00
Bank Balance Adjusted at 05/31/14 74,961.32

COMMISSION MEETING 06-24-14 PAGINATION 
 

Page 243 of 255



Manistee Housing Commission 1334

Bank Reconciliation Worksheet Page 1Statement Beginning date: 05/01/14
Statement Ending date:   05/31/14
Checkbook Name:    DVG Checking

Statement Summary
Beginning Balance 74,972.12 
Deposits and Credit Memos

107 04/30/14 20011129.4 Interfund Reimbursement - P/H 632.00 
108 05/31/14 20011122 May Cash Receipts 600.00 

1,232.00 Total
Checks and Debit Memos

309 05/31/14 20014190.5 To record service fee per May 2014 MSO. (2.00)
2495 04/08/14 20011129.3 Manistee Housing Commission (1,748.00)
2496 05/05/14 20014170 H.A.A.S., Inc. (124.80)

(1,874.80)Total
 

Ending Balance 74,329.32 
 
 
Bank Summary

Ending Bank Balance 74,329.32 
Deposits and Credit Memos in transit

109 05/31/14 20011129.4 Interfund Reimbursement - P/H 632.00 
632.00 Total

 
Ending Balance 74,961.32 

 
Book Summary

G/L account:  20011111
G/L journal:  Journal Entry - DVG
G/L period:   05/31/14

 
0.00 Total Adjustments:

 
Ending Balance 74,961.32 
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ity of Manistee
HousinE Commission

By-Laws
of the

City of Manistee Housing Commission

Article I. The Commission

1.1 Establishment

Pursuant to Act 18 of the Public Acts of 1933, as amended, (the Act) the City of Manistee Housing
Commission (CMHC) is established by City Ordinance 270. The CMHC By-laws are drafted to
comply with the Act and City of Manistee Ordinance 270. Where there is a conflict between the Acts,
Ordinance 270 or these By-laws, the Act shall supersede both City of Manistee Ordinance 270 and
these By-laws.

1.2 The Commission as a public body corporate

The Housing Commission is a public body corporate as established by MCL 125.654, with all the
powers provided by the Act.

1.3 Name of the Commission

The name official of the Commission shall be "The City of Manistee Housing Commission".

1.4 Commission Offices

The offices of the Commission shall be at Harborview Apartments, 273 6th Avenue, Manistee,
Michigan 49660, or at such other place(s) as the Commission designate from time to time

1.5 Commission Meetings

Meetings of the Commission as provided for in these by-laws will be held at the offices of the
Commission or at such other location as the Commission may from time to time designate, with
appropriate notice thereof pursuant to the Michigan Open Meetings Act (MCL 15.261et seq.).

1.6 Purpose

The purpose of the Commission is to provide decent, safe, and sanitary housing opportunities in
accordance with the City of Manistee Ordinances, Michigan Housing Facilities Act (MCL 125.651, et
seq.), federal statutes and Department of Housing and Urban Development Rules and Regulations (24
CFR and related laws and regulations).
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1.7 Commission Membership

1.7.1 Appointment:

Commission members are appointed, and subject to removal, by the Mayor of the

Manistee, with the consent and approval of the City Council, pursuant to
MCL 125.654 and the Codified Ordinances of City of Manistee, Chapter 270. There
five (5) Commission Members, one (l) of whom shall be a tenant of subsidized
provided by the CMHC, subject to the provisions of the Act.

1.7 .1.a Appointment of Resident Commissioner:

City of

shall be

housing

Appointment of resident as a Commissioner, as specified in MCL 125.654, requires that:
o The chief executive officer of the Housing Commission (Executive Director) send

written notice of a commission vacancy to the president of each resident organization;
o The chief executive officer send written notice of a commission vacancy to each

tenant; and
o If no tenant applies for membership on the commission within 60 days after notice is

sent to tenants, the City of Manistee Mayor may appoint a person to serve as a member
of the commission.

1.7.2 Resignation:

Any member desiring to resign from the Commission prior to the expiration of their appointed
term shall submit a written resignation to the President of the Commission or the Executive
Director of the CMHC.

1.7.3 Removal:

CMHC Members may be removed from office by the Mayor of the City of Manistee, with the

consent and approval of the City Council, pursuant to MCL 125.654 and the Codified
Ordinances of the City of Manistee, Chapter 270.

In order to maintain the maximum participation of all appointed members of the City of
Manistee Housing Commission at all scheduled meetings, the following is the attendance guide
and Commissioner replacement policy for "excused" or "unexcused" absences:

o When appointed, each Commissioner should state hisftrer willingness and intention to
attend each scheduled meeting of the City of Manistee Housing Commission.

o In the event of unplanned personal matters, business trips, family vacation trips,
changed job requirements, sickness, or other physical disabilities that prohibit the
Commissioner from attending the scheduled meeting; the Commission Secretary
should be notified as soon as possible prior to the time of the scheduled meeting of
their inability to attend. The Commissioner upon this notification will receive an
"excused absence" for the scheduled meeting.

City of Manistee Housing Commission (M1078)

Title: 1102-Bylaws
Version 1.0
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If any Commissioner is absent from three (3) consecutive scheduled meetings without
an 'oexcused absence" for any of the three (3) meetings, the Commissioner shall be
reported in writing to the City Manager. The City Manager will contact the
Commissioner in writing and question his/her continued ability or interest in being on
the Commission, giving the Commissioner a chance to rectify the attendance issue or
submit a resignation.

There will be no limit on the number of consecutive "excused absences" for any
Commission member. However, if the Commissioner is repeatedly absent for at least
50o/o of the yearly scheduled meetings, that Commissioner will also be reported in
writing to the City Manager. The City Manager will contact the Commissioner in
writing and question their continued ability or interest to be on the Commission. The
Commissioner will be considered for appointment nullification when the absences total
six in the calendar year.

o The appointment nullification action would be initiated by the City Manager and
forwarded on to the Mayor for official action.

Article II. Officers

2.1 Officers

Officers of the Commission shall be a President, Vice-President, Treasurer, and Secretary. The
Executive Director shall also serve as Secretary for Commission meetings.

2.2 General Responsibilities & Employment of Professional Services

It is the responsibility of the Commission and its Officers to manage the affairs of the Commission in a
competent and professional manner and consistent and in conformity with all applicable local, state

and federal laws and HUD rules, regulations and guidelines.

The Commission may employ such Attorneys, Certified Public Accountants, Engineers, Planners and
Consultants as are reasonably necessary to conduct the affairs and business of the Commission.

The Mayor, with consent of the City Council, shall make all effort to appoint individuals to the
Housing Commission with

o Prior service on a Board or agency that is a public body corporate;
o Professional exposure to and management of:

o Federal and/or State regulation;
o Labor relations; and
o Corporate financial management (private or public)

o Proven community service and leadership.

The Mayor shall not appoint individuals to the Housing Commission who:
o Own, have a controlling share in, or receive financial benefit from a vendor and/or

contractor who conducts of has conducted business with the CMHC in the last 60
months;

City of Manistee Housing Commission (M1078)

Title: 1102-Bylaws
Version 1.0
Supporting Resolution Number: 2014-06: April 22,2014
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o Are related by blood or marriage to an employee of the CMHC;
o Have been employed with the CMHC in the last 60 months; or
o Are an active employee of the Housing Commission

2.3 President

The President shall preside at all meetings of the Commission. At such meetings, the President shall
submit such recommendations and information as he or she considers appropriate concerning the
business, affairs, and policies of the Commission.

Except as otherwise authorized by resolution of the Commission, the President, with Commission
authorization, shall sign all contracts, deeds and other instruments made by the Commission.

2.4 Vice-President

The Vice-President shall perform the
President. In the case of resignation,
perform the duties of the President until

2.5 Treasurer

duties of the President in the absence or incapacity of the
removal or death of the President, the Vice-President shall
such time as the Commission shall select a new President.

The Treasurer of the Commission shall hold throughout his or her appointment a Michigan Certified
Public Accountant license. In the event that there is no available Certified Public Account to serve as

Treasurer, the Commission shall appoint as Treasurer someone with significant financial or banking
experience. The Treasurer shall be the Chairman of the Audit and Finance Committee.

The Treasurer will have oversight of all f,rnancial and accounting systems of the Commission, and shall
report to the Commission on such financial and accounting matters as are necessary and appropriate.

2.6 Executive Director

2.6.1 General:

The Commission shall appoint and employ an Executive Director, with the approval of the
Manistee City Manager, to manage the day-to-day business, operations and activities of the
Commission and will be the Commissions Chief Operations Officer (COO). The qualifications
for the Executive Director shall include, but not limited to, appropriate managerial education,
training and experience to manage the properties and affairs of the Commission.

The Executive Director shall have such general supervision over the administration of the
business and affairs of the Commission, subject to the direction of the Commission, and shall
be charged with the management of all of the Commissions housing projects.

City of Manistee Housing Commission (M1078)
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The Executive Director shall sign such contracts, reports and instruments as the Commission
authorizes or approves or that are required to be signed by the Executive Director by the United
States Department of Housing and Urban Development ("HUD").

The Executive Director shall hire such staff that is necessary and qualified to fill the positions
approved by the Commission. Salaries and benefits for such staff shall be recommended by the
Executive Director and approved by the Commission.

The Executive Director is authorized to manage the day-to-day operations of the Housing
Commission within the adopted policies and procedures of the Housing Commission, City of
Manistee Ordinance, the Laws of the State of Michigan and the U.S. Department of Housing
and Urban Development.

2.6.2 Commission Secretary:

The Executive Director shall serve as Secretary of the Commission. The Secretary shall keep
records of all Commission meetings and proceedings and votes of the Commission, maintain
the same (either hardcopy or electronic), and perform such other duties as are incidental to the
position of Secretary. The Executive Director shall also service as a non-voting, Ex-Officio
Member of the Commission. The Executive Director may appoint a CMHC staff member or
other designated individual to serve as the recording secretary during duly called meetings.

2.6.3 Financial Operations:

The Executive Director shall have the care and custody of the funds of the Commission and
shall maintain such funds in the bank or banks approved by the Commission, and shall sign
such checks and pay such monies as directed and approved by the Commission. The
Commission President, Vice-President, Treasurer or Commissioner appointed by the President
shall countersign, along with the Executive Director, all checks and payments on behalf of the
Commission. The Executive Director shall create, manage and maintain all HUD required
budgets, books, and journals of account and shall be responsible for all HUD required filings.

The Executive Director shall report to the Commission on all financial activities, conditions of
the Housing Commission, and faithfully account therefore.

2.6.4 Compensation:

The compensation of the Executive Director shall be set by the Commission in accordance with
MCL 125.655(5X3), all HUD regulations and in consultation with the Manistee City Manager,
and reviewed annually, or at such times as the Commission deems appropriate.

2.6.5 Additional Duties:

City of Manistee Housing Commission (M1078)
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The Executive Director shall perform such other operational and administrative duties as the

Commission may from time to time determine or that are incident to the duties of the Executive
Director.

2.6.6 [reserved]

2.7 Election or Appointment of Officers

The President, Vice-President and Treasurer shall be elected at the annual meeting of the Commission
from among the members of the Commission by a roll call vote, with "yes", "no" and abstaining votes
recorded. When a vacancy occurs in an Officer position, a special meeting may be called to fill such

vacancy until the next annual meeting.

2.8 Committees

The Audit & Finance Committee and Personnel Committee shall be standing committees. The
Commission may establish such other committees, as it deems necessary and appropriate to conduct,
manage and oversight the affairs and functions of the Housing Commission.

2.8.1.1 Audit & Finance Committee:

The President of the Commission shall appoint a three-member Audit & Finance Committee.
The Chairman of the Audit Committee shall be the Commission Treasurer. At least one other
member of the Audit Committee shall be a Commission member trained, educated and

experienced in financial affairs. One member of Audit Committee may be an outside
professional service provider, such as the General Counsel of the Commission or retained
Consultant

2.8.1.1 Selection & Employment of Auditors:
The Audit & Finance Committee, in accordance with Procurement Handbook for Public
Housing Agencies (HUD Handbook 7460.8 Rev. 2, dated 212007) including any
updates and/or changes promulgated by HUD all HUD and Federal laws and regulations
governing procurement, and the CMHC Procurement Policy, shall be responsible, in
conjunction with the CMHC Chief Procurement Officer (the Executive Director) to
select and engage auditors to conduct the annual audit of the Commissions operations.
The Chairman of the Audit & Finance Committee shall sign such audit and accounting
engagements letters or contracts as approved by the Audit & Finance Committee. The
Auditors shall report their findings and audits of the Commission through the Audit &
Finance Committee, which will report the same to the Commission.

2.8.1.2 Selection of Contract Accountants:
The Audit & Finance Committee, in accordance with Procurement Handbook for Public
Housing Agencies (HUD Handbook 7460.8 Rev. 2, dated 212007) including any
updates and/or changes promulgated by HUD all HUD and Federal laws and regulations
governing procurement, and the CMHC Procurement Policy, and in conjunction with

City of Manistee Housing Commission (M1078)
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the CMHC Chief Procurement Officer (the Executive Director) shall select a Contract
Accountant for purposes of providing monthly operating statements and bank
reconciliations and such other duties as my be assigned by the Audit and Finance
Committee.

2.8.1.3 Meetings of the Audit & Finance Committee:
The Chairman of the Audit & Finance Committee may establish, with appropriate
notice, meetings of the Audit & Finance Committee.

2.8.1.4. Reports of the Audit & Finance Committee:
The Audit & Finance Committee shall report, as soon as is practical, to the Commission
the selection of Auditors and any reports of the Auditors and not latter than July I of the
year following the close of each calendar year to report the auditors findings.

2.8.1.5 Audit Report:
The Commission shall submit the Audit Report to the City of Manistee Treasurer on or
before August 3 I't of each year.

2.8.2 PersonnelCommittee:

The President of the Commission shall appoint a three-member Personnel Committee. At least
two (2) members of the Personnel Committee shall be Housing Commission members, at least
one of whom is educated, trained and experienced in Human Resources matters and who will
serve as Chair. One member may be an outside professional service provider, such as the
Commissions General Counsel or consultant.

2.8.2.1Meetings of the Personnel Committee:
The Chair of the Personnel Committee may establish, with appropriate notice, such
meetings of the Personnel Committee as may be necessary and appropriate.

2.8.2.3 Purpose and Duties:
The Personnel Committee shall monitor and study as necessary, the personnel and
human resource affairs of the Commission and make such recommendations to the
Commission as appropriate and necessary, including, but not limited to, recommended
wages, salaries and benefits for Commission employees.

The Personnel Committee members may also serve on the contract negotiation team
with the Executive Director.

2.8.2.4 Reports of the Personnel Committee:
The Personnel Committee shall report as necessary, its f,rndings and recommendations
to the Commission, but not less than once per year.

City of Manistee Housing Commission (M1078)
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2.8.3 Other Committees

The Commission may establish such other temporary committees at it deems necessary and

appropriate to manage and oversight the affairs and activities of the Housing Commission. The
President shall appoint the members of such committees and establish the duration of them.

Article III. Meetings

3.1 Meeting Procedures and Protocols

All regular meetings, work sessions and special meetings of the Commission shall utilize as a guide,
not permitting form to control substance, the most recent edition of the Roberts Rules of Order and
shall follow the requirements of the Michigan Open Meetings Act MCL 15.261et. seq.

3.2 Annual Meeting

The Annual Meeting of the Commission shall be held immediately prior to the June regular meeting of
the Commission.

3.3 Regular Meetings

Regular monthly meetings of the Commission shall be set for the year at each Annual meeting and

shall be posted in accordance with the Michigan Open Meetings Act.

3.3 Special MeetingsAilork Sessions

The President of the Commission may on his or her own initiative, or upon the written request of two
members of the Commission, call a special meeting of the Commission for the purpose of transacting
only that business designated in the request and notice of meeting. Notice of a special meeting must
comply the Michigan Open Meetings Act and be given to Commission members by phone, mail or
email, at least two days prior to such meeting. At such special meeting, only that business specified in
the notice of the meeting may be conducted.

The President of the Commission, the Commission at a Regular Meeting or the Executive Director
may call a Work Session, providing Notice as required by the Michigan Open Meetings Act and given
to Commission members by phone, mail or email, at least two days prior to such meeting.

City of Manistee Housing Commission (M1078)
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3.4 Quorum

For any properly notice and called meeting of the Commission, the physical presence of three (3)
members of the Commission shall constitute a Quorum for the purpose of transacting business. In the
event a meeting does not have a Quorum, it shall be adjourned until a Quorum is present or to the next
regularly scheduled meeting of the Commission.

3.5 Meeting Cancellation

The Housing Commission President, in consultation with the Executive Director,
may cancel and reschedule any regular meeting, special meeting or work session.
Notice of cancellation shall be posted the City of Manistee City Hall and the main
office of the Housing Commission located at the Harborview Apartments,
273 Sixth Ave. and be given to Commission members by phone, mail or email.

3.5 Order of Business and Agenda

3.5.1. Agenda:
The Executive Director shall establish the agenda and distribute the same to Commission
members before any meeting of the Commission. The President or any Commission member
may request that the Executive place items on the agenda for Commission consideration.

3.5.2 Order of Business:
At regular meetings of the Commission, the following shall be the general order of business:

1. Call to Order/Roll Call
2. Public Comments on Agenda Related ltems
3. Consent Agenda
4. Amendments to Agenda
5. Reading and Approval of the minutes of the previous meeting(s)Old Business

6. New Business
7. Report of Executive Director
8. Other Staff Reports
9. Committee Reports
10. Finances
I l. Communications
12. Public Comment
I 3. Commissioner Comment
14. Adjournment

City of Manistee Housing Commission (M1078)
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3.6 Commission Resolutions & Minutes

All resolutions of the Commission shall be recorded in writing and signed by the Secretary and
President of the Commission and maintained in the records of the Housing Commission (records may
be retained either by hardcopy or electronic storage). Minutes of every annual, regular meeting,
special meeting or work session shall be written, verified and signed by the Commission President and
Secretary. The Secretary shall maintain the minutes in the records of the Housing Commission (records
may be retained either by hardcopy or electronic storage).

3.6 Official Action of Commission

Official action of the Commission may be taken only at a properly scheduled, and constituted regular,
special or annual meeting, upon motion duly made, seconded and approved by majority vote of those

Commission Members present and memorialized in the minutes and resolutions of the Commission.

Article IV Approval of and Amendments to By-Laws

4.1 Approval of By-Laws

Changes to the By-Laws of the City of Manistee Housing Commission shall be submitted for approval
to the City Council of the City of Manistee.

4.2 Amendments to By-Laws

The By-laws of the Commission shall be amended only with the approval of at least three (3) members
of the Commission at a regular or special meeting. Upon approval by the Commission, By-law
amendments shall immediately be submitted to the City Council of the City of Manistee for approval.
Amendments shall be effective upon City Council approval.

I hereby attest these bylaws were duly adopted by the Board of Commissions on April22,2014.

Approved by the City of Manistee Council

ul nltq
Date

/ , Z-*,*
Colleen Kenny, Mayor f
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Clinton McKinven-Copus, Secretary

l0

Supporting Resolution Number: April22,2014
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ORDINANCE 14- 01

AN ORDINANCE TO AMEND CHAPTER 270- HOUSING COMMISSION, OF THE

CITY OF MANISTEE CODIFIED ORDINANCES BY DELETING SECTION 270.04

THE CITY OF MANISTEE ORDAINS:

Section 1. Current Section 270.04 is deleted.

Section 2.

Effective Date; Publication.

This Ordinance shall be effective ten ( 10) days after its enactment as provided in Section 4- 3 of

the City of Manistee Charter.   The City Clerk shall cause a copy of this Ordinance to be
published in a newspaper circulated in the city of Manistee, stating the date of the enactment and
effective date of the Ordinance, a brief notice as to the subject matter of the Ordinance and such

other facts as the city clerk shall deem pertinent.   A copy of the Ordinance shall be made
available for public use and inspection at the office of the Manistee City Clerk.

MADE, PASSED AND ADOPTED BY THE CITY COUNCIL OF THE CITY OF MANISTEE,

MANISTEE COUNTY, MICHIGAN, THIS 17th DAY OF June       , 2014.

ENACTMENT DATE: June 17,  2014

CERTIFICATION

I, Michelle Wright, do hereby certify that I am the duly appointed and acting City Clerk
of the City of Manistee and that the foregoing ordinance was adopted by the City of Manistee on
the 17thday of June 2014.

b l   '
City Clerk - Michelle WrkAt MMC
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