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U.S. Department of Housing and Urban Development

Los Angeles Field Office, Region IX

611 West 6th Street, Suite 1100

Los Angeles, CA 90017-3101


	HUD                                            Information Bulletin

 Office of Community Planning and Development                                 Issue No. CPD-2014-01
  Los Angeles Field Office                                                                          October 21, 2013


MEMORANDUM FOR: Community Development Block Grant (CDBG) Grantees, HOME Participating Jurisdictions (PJ), and Supportive Housing Program Grantees
FROM: Robert G. Ilumin, Deputy Director, Office of Community Planning and Development
SUBJECT: Developing Acquisition and Relocation Procedures
This year’s Acquisition and Relocation monitoring resulted in several findings involving non- compliance with the Uniform Relocation and Real Property Acquisitions Policies Act (URA).  Findings included: incorrectly identifying what regulations applied, incorrectly wording notices or issuing them late, improperly calculating Replacement Housing Payments and/or not adequately documenting relocation claims. To clear the findings, Grantees and PJ’s were required to develop Acquisition and Relocation Procedures.  If you do not already have Acquisition and Relocation procedures or your procedures have not recent recently been updated we suggest that you develop or revise procedures as soon as possible to avoid future problems. Procedures should address the following.
Application Review
Describe what documents to review during the application process.  For acquisition, staff should review voluntary notices, purchase agreements and property valuations.  To address relocation, staff should review the relocation plan to ensure that it describes the occupancy, specifies the type of displacement, estimates relocation costs and provides a copy of the Notice of Eligibility and/or timeline for issuing notices.  To determine what regulations apply to the project procedures should describe staff review of the project area, the activities and funding sources. 
Notices Review and Occupancy Tracking 
Specify how to correctly issue and document receipt of all notices and how to track all projects occupants.   Include sample notices whenever possible.   If a consultant issues the notices, staff should review the notices before they are sent. Track occupants in the project from the date of application through project completion.
Eligibility and Claims Review
Describe staff’s responsibility for reviewing eligibility of relocation assistance, accuracy of replacement housing payments and the expeditious claims processing.
Documentation

Describe the required acquisition and relocation documentation.  For acquisition include offer letters, purchase and other agreements and valuation.  For relocation include the relocation plan, notices, claim forms, proof of payment, documentation of rent and utilities, income, and special determinations.  Refer to Chapter 6 of the HUD Handbook and use local policies as appropriate.  
Local Housing and Occupancy Policies and Codes
Include all State and local habitability codes that will be used for inspections to show that replacement housing is decent, safe and sanitary.  Also include the occupancy codes to be used to determine how many people can occupy a specific size unit.   Housing Authority occupancy policies are acceptable.  
Situations Requiring Special Policies or Procedures
Exemptions for persons not in the U.S. Legally- Explain how to process legal residency exemptions i.e., obtain an exemption request from the occupant and document that the family meets the eligibility criteria.
Unlawful occupancy- Define unlawful occupancy (tenants are renting a room illegally, without the landlord’s permission, without proper zoning, etc.) Cite state or local ordinances violated. 
Not providing payments – Explain what actions will be taken if a person is ineligible for URA relocation benefits or does not receive full benefit (i.e., the facts/documents to be reviewed, rationale for the final decision and issuing the final decision).  
Undocumented Income- Explain how to compute Replacement Housing Payments and document the file if income cannot be convincingly documented.
Administrative settlements- Explain how to justify the price paid for the property when it differs from the documented value.  Compare the reasonableness of the price paid for the property with the public benefit.
Appeals- Describe the appeal process (i.e., timeframes, documentation, date/time of any hearings, review process and final determination).  Indicate what staff will compile the information and what staff will make the decision and,  if the appeal is denied, describe what information will be in the final letter.
Levels of Responsibility

Specify who is responsible,  line and staff, for taking each required action.
For sample procedures or for other assistance with acquisition and relocation procedures, -please contact Jana Bickel, HUD Los Angeles Field Office Relocation Specialist at (213)-534-2581 or email Jana.Bickel@hud.gov. [image: image1]
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