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POLICY DIRECTIVE #12-24-ELI 

(This Policy Directive Replaces PD #05-10-SYS) 
 

SHELTER TYPE CODE 40 FOR NEW YORK CITY HOUSING AUTHORITY (NYCHA) 
SECTION 8 HOUSING 

 
Date: 

August 23, 2012 
Subtopic(s): 

Welfare Management System (WMS) 
 

AUDIENCE 
 

The instructions in this policy directive are for staff in Job Centers, 
the Special Projects Center (SPC) and Non Cash Assistance Food 
Stamp (NCA FS) Centers and are informational for all other staff. 
 

  
POLICY 
 
Note: Beginning August 
29, 2012, any reference 
to the Food Stamp 
Program shall mean the 
Supplemental Nutrition 
Assistance Program 
(SNAP) and any 
reference to Food Stamp 
benefits or FS shall 
mean SNAP benefits. 

In 2005, the New York State Office of Temporary and Disability 
Assistance (OTDA) established a maximum shelter schedule for 
Cash Assistance (CA) and Food Stamp (FS) participants who also 
participate in the New York City Housing Authority (NYCHA) Section 
8 Housing Choice Voucher (HCV) program. Under this schedule, the 
household’s CA shelter allowance cannot exceed 30 percent of the 
2005 level standard of need for the family size. 

  
  
BACKGROUND In New York City, the NYC Department of Housing Preservation and 

Development (HPD), the New York State Division of Housing and 
Community Renewal (DHCR) and NYCHA all administer Section 8-
HCV programs.  

  
Revised information on 
Shelter type code 40 
 

All NYCHA Section 8-HCV participants were affected by this change. 
To ensure proper budgeting for the Section 8-HCV cases, shelter 
type code 40 (Section 8 Voucher – 30% Limit) is used to identify and 
properly budget CA and FS cases where the household receives a 
Section 8 subsidy administered by NYCHA.  
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SPC will be responsible for 
processing cases on the 
exception report 

As a means of ensuring that households are receiving the correct 
shelter expense, a Mass-Rebudget (MRB) will be conducted 
quarterly for cases identified by NYCHA as NYCHA Section 8 
residents whose cases are currently coded as shelter type code 01, 
11, 25, 26 or 39.  The unique WMS authorization number 20110514 
will identify that an action has been taken as part of this MRB.  
 
Certain cases will not be eligible for the MRB. The following case 
types will be placed on an exception report and must be reviewed 
and, if necessary, manually processed by the Special Project Center 
(SPC): 
 
• Bottom Line Budget Cases; 
• Cases with transactions in clock-down status; 
• EAA/EAF cases; 
• Cases with additional needs type codes 42, 43, 44, 47, 48; 
• Cases with shelter proration indicator O; 
• Cases with more than 2 Legally Responsible Relatives (LRR); 
• Cases where the WATER:AMT field is greater than zero; 
• CA Cases with a NYCHA project number and account number; 
• Multi-suffix cases; 
• Any case that will result in a CA increase upon rebudgeting. 

  
 Shelter type code 40 may result in lower CA shelter allowance 

maximums that are based on 30 percent of the standard of need by 
CA household size, including the Basic, HEAI, HEAII and shelter 
allowance (with children) maximums. Households with shelter type 
code 40 are eligible for a shelter allowance for their out-of-pocket 
rent expense up to the shelter type code 40 maximums. (See 
Attachment 1 for shelter type code 40 maximums based on CA 
household size.)  
 
Note: The standard of need used to determine the shelter type code 
40 maximums is based on the standard of need at the time this 
shelter type was created in 2005.  

  
 Many households pay less than the shelter type code 40 maximum 

but some households pay more than the new maximum allowance. 
This is often because there is a non-CA individual living in the 
household and the individual has income that NYCHA counts when 
determining the household’s share of the rent. CA households that 
receive a Section 8 Voucher from NYCHA are limited to the CA 
shelter allowances indicated on Attachment 1. 
 
Note: The amounts listed on Attachment 1 are based on the CA 
household size. If a non-CA individual resides in the household, they 
should not be included in the household size count when selecting 
the correct shelter amount.   
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Participant Reports 
Change to Agency 

A Section 8-HCV participant may come into the Job Center or NCA 
FS Center to report a change in his/her monthly rent and/or housing 
status. If the participant is making a report in person, s/he must 
provide verification of the Section 8 subsidy. The JOS/Worker must 
review the verification submitted by the participant to determine 
which agency is providing the subsidy. If the NYCHA is the 
administering agency, rebudget the case in accordance with 
instructions in this policy directive. 

  
Reminder If someone is a roomer in the apartment of a Section 8-HCV tenant, 

the roomer must have the same shelter type as the primary tenant 
even if the primary tenant is not on CA. 

  

  

REQUIRED 
ACTION 

 

  
 Special Projects Center (SPC)
  
Closing Report Upon receipt of the Closing Report, staff at the SPC must close the 

case with CA closing code F34 (Excess Income, Section 8, Lower 
Standard of Need). A CNS Notice of Intent (NOI) will be generated 
and sent to the participant. 

  
Exception Report Upon receipt of the Exception Report, for each case on the report, 

the JOS/Worker must change the shelter type and shelter allowance 
through the Paperless Office System (POS) as follows: 

  
 • In the POS Shelter window select Yes for the question, “Do You 

(or Anyone Who Lives with You) Have a Rent, Mortgage or Other 
Shelter Expenses?” 

 • Select Section 8 subzd housing as the shelter type for these 
cases in the Response to Question box that appears.  

 • In the drill down that appears select Shelter Type 40 Section 8 
Voucher – 30% Limit (NYCHA Section 8) as the Subsidized 
Housing Type for NYCHA HCV Section 8 and enter the shelter 
amount in the Monthly CA Shelter Amount field. Enter the 
tenant’s share (out of pocket) of the shelter expense indicated on 
the Section 8 voucher letter (see Attachments 2–4 for sample 
letters) or the maximum shelter expense for shelter type code 40 
(see Attachment 1 for shelter maximums), whichever is less. 

 • Scan the verification of the Section 8 subsidy into the electronic 
case record. 

 • When Workers start a new budget calculation, the POS Budget 
Household window will display the new shelter type. 
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 • If, because of a lower standard of need, the case becomes 
ineligible, close the case by selecting closing code F34 on the 
POS TAD window and process the case per current procedure. 

 
 The Worker should make a case comment by clicking on the case 

comments icon  or pressing <ALT>M on the keyboard. 
  
 Participant reports change at Job Center
  
 If the participant reports a change of rent (at recertification or any 

participant contact), the JOS/Worker must take the appropriate 
actions as indicated below: 

  
 • In the POS Shelter window select Yes for the question, “Do You 

(or Anyone Who Lives with You) Have a Rent, Mortgage or Other 
Shelter Expenses?” 

 • Select Section 8 subzd housing as the shelter type for these 
cases in the Response to Question box that appears.  

• In the drill down that appears select Shelter Type 40 Section 8 
Voucher – 30% Limit (NYCHA Section 8) as the Subsidized 
Housing Type for NYCHA HCV Section 8 and enter the shelter 
amount in the Monthly CA Shelter Amount field. Enter the 
tenant’s share (out of pocket) of the shelter expense indicated on 
the Section 8 voucher letter (see Attachments 2–4 for sample 
letters) or the maximum shelter expense for shelter type code 40 
(see Attachment 1 for shelter maximums), whichever is less. 

• Scan the verification of the Section 8 subsidy into the electronic 
case record. 

• When Workers start a new budget calculation, the POS Budget 
Household window will display the new shelter type. 

• If, because of a lower standard of need, the case becomes 
ineligible, close the case by selecting closing code F34 on the 
POS TAD window and process the case per current procedure. 

  
 Participant reports change at NCA FS Center
  
 At recertification or if the participant reports a change in shelter 

expense during certification periods, the Eligibility Specialist must 
correct the actual shelter expense by: 
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 • In the POS shelter window select Yes for the question, “Do you 
  (or Anyone Who Lives with You) Have a Rent, Mortgage or  
  Other Shelter Expenses?” 

 • Select Section 8 subzd housing as the shelter type for these 
cases in the Response to Question box that appears.  

 
 
 
 
 
 
 
Revised information 

• In the drill down that appears select Shelter Type 40 Section 8 
Voucher – 30% Limit (NYCHA Section 8) as the Subsidized 
Housing Type for NYCHA HCV Section 8 and enter the shelter 
amount in the Shelter Amount field. Enter the tenant’s share of 
the shelter expense indicated on the Section 8 voucher letter.  

 
Note: This amount should be the actual out-of-pocket expense, 
calculated as the difference between the actual total rent expense 
incurred and the amount of the subsidy.  
 

 • Scan the verification of the Section 8 subsidy into the electronic 
case record. 

 • When Workers start a new budget calculation, the POS Budget 
  Household window will display the new shelter type. 
• Authorize the budget per current procedure. 

 • If the case is ineligible as a result of a decrease in actual shelter 
  costs, close the case with closing code E30 (Excess Income). 

 • The Worker should make a case comment by clicking on the 
case comments icon  or pressing <ALT>M on the keyboard. 

  
This is true for both CA 
and NCA FS cases 

If the participant receives a Section 8-HCV subsidy through an 
agency other than NYCHA, the shelter type should remain 38. (If the 
shelter type is not currently 38, it should be changed to 38.) 

  
  
PROGRAM  
IMPLICATIONS 

 

  
Paperless Office 
System (POS) 
 
 
Refer to PB #12-43-SYS 
for information on the 
shelter type code 40 
restrictions in POS 

For Job Centers, to prevent improper budgeting, POS restricts the 
worker from removing the Shelter Type Code 40 on cases in SI or 
AC status. If POS does not find a Shelter approval activity coinciding 
with the case after the worker attempts to remove the Shelter Type 
Code 40 the worker will receive the following message: 
 
“Approval by an AJOS II or above is required to change the shelter 
type 40. The AJOS II must enter a detailed case comment approving 
the shelter type change in POS and must then submit the case to the 
POS help desk to have MIS update the record with the approval.” 
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 When a new budget has been processed POS determines if the 
Shelter Type Code 40 is being removed from the case correctly, if 
not, POS will check for a Shelter Approval activity and if it does not 
find any activity the following message will be displayed: 
 

Refer to PB #12-67-SYS 
for information on the 
new Shelter Approval 
activity in POS 

“Approval by an AJOS II or above is required to change the shelter 
type 40. The AJOS II must enter a detailed case comment approving 
the shelter type change in POS and must then submit the case to the 
POS help desk to have MIS update the record with the approval.” 

  
Food Stamp 
Implications 

The participant’s food stamp benefits may be affected as a result of 
the change in the shelter amount. Staff must ensure that the shelter 
amount entered on the budget is the actual out-of-pocket expense 
incurred.  

  
Medicaid 
Implications 

If a CA case is closed due to excess income, the participant’s 
Medicaid (MA) case will remain unchanged for the remaining 12 
months after the case was last determined eligible for MA. 

  
  
LIMITED ENGLISH 
PROFICIENT (LEP) 
AND HEARING 
IMPAIRED 
IMPLICATIONS 

For Limited English Proficient (LEP) and hearing impaired 
applicants/participants, make sure to obtain appropriate interpreter 
services in accordance with PD #11-33-OPE and PD #08-20-OPE. 

  
  

 FAIR HEARING 
IMPLICATIONS  
  
  
Avoidance/ 
Resolution 

Ensure that all case actions are processed in accordance with 
current procedures and that electronic case files are kept up to date. 
Remember that applicants/participants must receive either adequate 
or timely and adequate notification of all actions taken on their case.   

  
Conferences at Job 
Centers 

An applicant/participant can request and receive a conference with a 
Fair Hearing and Conference (FH&C) AJOS I/Supervisor I at any 
time. If an applicant/participant comes to the Job Center requesting a 
conference, the Receptionist must alert the FH&C Unit that the 
individual is waiting to be seen. In Model Offices, the receptionist at 
Main Reception will issue an FH&C ticket to the applicant/participant 
to route him/her to the FH&C Unit and does not need to verbally alert 
the FH&C Unit Staff.  
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 The FH&C AJOS I/Supervisor I will listen to and evaluate any 
material presented by the applicant/participant, review the case file, 
and discuss the issue(s) with the JOS/Worker responsible for the 
case and/or JOS/Worker’s Supervisor. The AJOS I/Supervisor I will 
explain the reason for the Agency’s action(s) to the 
applicant/participant. 

  
 If the determination is that the applicant/participant has presented 

good cause for the infraction or that the outstanding Notice of Intent 
needs to be withdrawn for other reasons, the FH&C AJOS 
I/Supervisor I will settle in conference (SIC), enter detailed case 
notes in NYCWAY, and forward all verifying documentation 
submitted by the applicant/participant to the appropriate JOS/Worker 
for corrective action to be taken. In addition, if the adverse case 
action still shows on the “Pending” (08) screen in WMS, the AJOS 
I/Supervisor I must prepare and submit a Fair Hearing/Case Update 
Data Entry Form (LDSS-3722), change the 02 to 01 if the case has 
been granted Aid to Continue (ATC), or prepare and submit a PA 
Recoupment Data Entry Form (LDSS-3573) to delete a 
Recoupment. The AJOS I/Supervisor I must complete a Conference 
Report (M-186a). 

  
 If the determination is that the applicant/participant has not shown 

good cause for the infraction or that the Agency’s action(s) should 
stand, the AJOS/Supervisor I will explain to the applicant/participant 
why he/she cannot SIC. The AJOS/Supervisor I must complete Form 
M-186a. 

  
Conference at NCA 
FS Centers 

If a participant comes to the Food Stamp Center and requests a 
conference, the Receptionist must alert the Center Director’s 
designee that the participant is to be seen. If the participant contacts 
the Eligibility Specialist directly, advise the participant to call the 
Center Director's designee. 
 
The Center Director’s designee will listen to and evaluate the 
participant’s complaint regarding the case closing. The participant 
must provide current verification of address to resolve the issue. 
After reviewing the documentation, case record and discussing the 
issue with the Group Supervisor/Eligibility Specialist, the Center 
Director’s designee will make a decision. The Center Director’s 
designee will decide to resolve or defend the case based on all 
factors and on whether the case was closed correctly.  

  
 Should the applicant/participant elect to continue his/her appeal by 

requesting or proceeding to a Fair Hearing already requested, the 
FH&C AJOS/Supervisor I/Center Director’s Designee is responsible 
for ensuring that further appeal is properly controlled and that 
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appropriate follow-up action is taken in all phases of the Fair Hearing 
process. 

  
Telephone 
Conferences for the 
Homebound 

Individuals who submit satisfactory documentation demonstrating 
their homebound status may request that a Fair Hearing be 
conducted over the telephone. In this instance, the process is the 
same as a conference held at a Job Center or NCA FS Center, but 
documents are faxed to the FH&C Unit/MPU unit or brought to the 
Center by someone representing the individual. 

  
Evidence Packets All Evidence Packets must contain a detailed history, copies of 

relevant WMS screen printouts and other documentation relevant to 
the action taken. 
 
Evidence packets must also include the returned envelope, address 
verification, notices sent and any other pertinent information to 
support the Agency’s action. 

  
  

REFERENCE 05-ADM-02 Section 8 Voucher: Change to the Temporary 
Assistance (TA) Budgeting for Some Section 8 
Voucher Cases 

  
  
RELATED ITEMS PB #12-43-SYS

PB #12-67-SYS
  
  
 ATTACHMENTS 

Attachment 1 Shelter Maximums for Shelter Type 40 
Attachment 2 Sample – NYCHA Section 8 Subsidy 
Attachment 2 (S) Sample – NYCHA Section 8 Subsidy (Spanish) 
Attachment 3 Sample – HPD Section 8 Subsidy 
Attachment 4 Sample – DHCR Section 8 Subsidy 
  

 Please use Print on 
Demand to obtain copies 
of forms. 

  
  
  
  
  
  
  

 
 

 
   
FIA Policy, Procedures and Training                                          8                                         Office of Procedures 

 

 

http://otda.ny.gov/policy/directives/2005/ADM/05_ADM-02.pdf
http://fndocmtc.windows.nyc.hra.nycnet/HraDocSearch/DirectAccess.aspx?DocId=003887189
http://fndocmtc.windows.nyc.hra.nycnet/HraDocSearch/DirectAccess.aspx?DocId=003891813


Attachment 1 

SHELTER MAXIMUMS FOR SHELTER TYPE 40 
      
         
 
CA HH Size Shelter w/ Child Shelter w/o Child 
1 124.00 124.00 
2 150.00 150.00 
3 207.00 207.00 
4 248.00 248.00 
5 289.00 289.00 
6 318.00 318.00 
7 346.00 346.00 
8 368.00 368.00 
9 390.00 390.00 

10 412.00 412.00 
11 434.00 421.00 
12 456.00 421.00 
13 478.00 421.00 
14 500.00 421.00 
15 522.00 421.00 
16 544.00 421.00 
17 * 546.00 421.00 
 
 
Note: These are the maximum allowable shelter allowances for shelter type 40.  Staff must 
continue to enter the portion of the rent paid by the applicant/participant or the shelter maximum, 
whichever is less. 
 
* The maximum allowable shelter allowance for shelter type 40 can never exceed $421 for a 
family without children and $546 for a family with children. 
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