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PUBLIC HOUSING

QUALITY CONTROL AUDITS
For the purpose of insuring that all applications and rent reviews are completed accurately, LMHA has developed the following quality control procedure.

Applications

100% of all applications are checked for errors by assigned management personnel. An application control sheet is used to record application completion date, errors and correction date by applicant name and by technician.  All errors are reviewed with tech., and corrected before proceeding on.  Error information is used in evaluations and for preparing training programs for the techs.

To eliminate rent calculation errors each Technician completes, by hand, an Occupancy worksheet where the Tech calculates the monthly rent amount and compares this information to the computer’s 50058’s.  Each worksheet would have a tape attached to show how the annual income was developed.

Please note that technicians are assigned applications by alphabet.

Annual Certifications

Review Tech’s receive the Upcoming Certification Report monthly showing all reviews due three months in advance. The techs pull their clients by alphabet and schedule the clients for their annual review.  From heir appointment logs the manager picks a sample for quality review. The sample size of 1% of the total reviewed by each Tech monthly is selected randomly from the tech’s file cabinet. An annual review control sheet is used to record review completion date, errors and correction date by tenant name and by technician. All errors are reviewed with tech., and corrected before proceeding on.  Error information is used in evaluations and for preparing training programs for the techs.

To eliminate rent calculation errors each Technician completes, by hand, an Occupancy worksheet where the Tech calculates the monthly rent amount and compares this information to the computer’s 50058’s.  Each worksheet would have a tape attached to show how the annual income was developed.

Please note that technicians are assigned reviews by alphabet.

Interim Reviews

Housing Operations staff shall process an interim as the result of a resident requesting a rent reduction due to a reduced income, a change in family composition, or in the event they are a hardship rent and have received an increase of income to the household.

To eliminate rent calculation errors staff shall complete, by hand, the Income Calculation Worksheet where the monthly-calculated rent amount is compared to the computer generated 50058. Each worksheet shall have a tape attached to show how the annual income was developed.

Monthly quality control audits will be conducted on 1% of the total interims completed by each management group. Either the Manager or Director of Housing Operations will perform the monthly audits. A log sheet will be used to record results of the audit. All audits shall be reviewed with the Management Aide and or the Housing Manager with any noted errors being adjusted immediately by staff. The accuracy results shall be used when preparing training programs and will be reflective in staff evaluations.

