EIV MUSTS:

(    1.   Must have a user or coordinator ID.
(    2.   Must have a user/coordinator password.

(    3.   Each user/coordinator must complete the HUD “Security Awareness Training Questionnaire”.

                 This must be completed prior to using and annually thereafter.

(     4.   Must maintain the EIV Access Authorization Request Form (the original and current)

(     5.   Must maintain the “Security Awareness Training Questionnaire”

(     6.   Must maintain the “EIV Security Policy Acknowledgment” form.

(     7.   Must have a signed/dated HUD 9887 Form for each individual.

(     8.  The EIV income comparison function can not be utilized for applicants/new move-ins.

(     9.   Never step away from EIV without logging off.  This is a finding.

(    10.  Never share a user id/password.  This is a finding.

(    11.  Always follow the EIV record keeping regulations and destroy the EIV documentation within the 

                  HUD mandated timeframes.

(    12.  Must document TSP of EIV screening (Existing Tenant Search).

(    13.  The owner/agent must develop and implement EIV strict confidentiality policies and procedures.

(    14.  Owner/Agent’s must obtain third party income verification when there is an EIV income discrepancy, if the Tenant disputes the information in EIV or EIV is not providing any income information.  The O/A must follow the 4350.3 regulations when income discrepancies occur.

(    15.  O/As may not suspend, terminate, reduce, make a final denial of rental assistance, or take any other adverse action against an individual based solely on the data in EIV.

(    16.  Owner/Agent’s must use all income and verification forms/reports in EIV.

(    17.  The owner/agent must document the tenant file when there is an EIV income discrepancy and provide proof

that the issue has been addressed or is in process.  The owner/agent must retain a printed copy of the income 

discrepancy report in the tenant file.

(    18.  The owner/agent can not solely utilize the EIV income report for wages or unemployment income.  Management must obtain 4-6 current check stubs or third party verifications.

(    19.  For LIHTC and RHS, they are required to use EIV but only for those tenants receiving Section 8.  The EIV information must be kept separate so that when RD or LIHTC auditors are reviewing files they do not have access to the EIV information.

(     20.  It is the O/As responsibility to make sure the information in TRACS agrees with the information on the form HUD-50059 in the tenant’s file.  The O/A must correct any discrepant information in the TRACS database.

	Name of 

EIV Report
	Required  Yes or No
	How Often?
	Description of Use
	

	1.   Failed EIV

     Pre-Screening
	Yes
	Monthly
	To identify tenants who did not pass the pre-screening test in EIV (invalid/missing SSN, last name or DOB)
	

	2.   Failed Verification                           Report
	Yes
	Monthly
	This report picks up deceased tenant information as well as SSN, last name and DOB
	

	3.   Existing Tenant   Search
	No
	Prior to Move-in
	Must have written policy in TSP.  Report will specify if tenant is already receiving assistance.
	

	4.   Income Report
	Yes
	AR

Initial

Interim
	For verifying the employment and income of tenants.  Must be printed and retained in tenant’s file.  Note:  The owner agent must obtain 6-8 current check stubs or third party verification for employment income or unemployment benefits.
	

	5.   Income Discrepancy 

     Report
	Yes
	AR

Other times as outlined in P&P
	Must print a copy at the time the discrepancy is identified given the information changes periodically.
	

	6.   Multiple Subsidy 

     Report
	Rec.
	No less than quarterly


	Shows whether individual or household is or may be receiving multiple subsidies in PIH or Multifamily programs.
	

	7.   No Income Report
	Rec.
	AR

Other times as outlined in P&P
	Tenants on this report passed SSA identity match and no income reported by SSA/NDNH; however, may have income.  Recommend o/a’s have a policy to re-verify status of tenants reporting zero income at least quarterly.  Also use EIV to determine if any income reported since last certification.
	

	8.   Deceased Tenant         Report
	Rec.
	No Less than quarterly
	Identifies tenants who are reported by Social Security Administration to be deceased.
	

	9.   New Hires Report
	Yes
	No Less than 

quarterly
	Provides information on households who have started new jobs in last 6 months  (Info updated monthly)
	


	
	Yes
	No
	Comments

	EIV Security Policy in place?
	
	
	

	EIV Use Policy in Place?
	
	
	


	Property Name
	Contract Number
	Name of EIV Coordinator
	Owner’s Authorization Letter on file

	
	
	
	   Yes


	       No




	User Name
	Coord (C)

User (U)

View Only(V)


	Status

Pending

Cert

Expired

Term (Date)
	Access 

Authorization 

Request

(CAAF/UAAF)
	Rules of Behavior

Signed

(for those without access)

Yes  or  No  or  N/A

	
	
	
	Copy of

Original

Yes or No
	Current

Yes or No
	

	1.
	
	
	
	
	

	2.
	
	
	
	
	

	3.
	
	
	
	
	

	4.
	
	
	
	
	

	5.
	
	
	
	
	


	Training?


           HUD Required:     1.  Security Policy      2.  Use Policy       3.  Owner’s Auth       4.  CAAF, UAAF       5.  Rules of Behavior             

