
 
 

 
Sarasota Housing Authority (SHA) 

Board of Commissioners 
269 S. Osprey Avenue, #100, Sarasota, FL 34236 

 

AGENDA 
Regular Meeting of the Board 
November 30, 2022, 4:30 P.M. 

 

NOTES 
 
 
 
 
 
 
 
 
 

 
 
 

 

I. CALL TO ORDER 
 
II. INVOCATION 
 
III. PLEDGE OF ALLEGIANCE 
 
IV. ROLL CALL 
 
V. APPROVAL OF MINUTES  
 

A. SHA Board Meeting – October 26, 2022 
 

• All Present 
 
VI. SPECIAL PRESENTATIONS  
 

A. Recognition of Former Commissioners 
 

B. Team Member of Quarter 
 

C. Annual Audit Presentation (Rich Larsen, Novogradac) 
 

D. Criminal Activity Report – Janie’s Garden (Jamie 
Grove) 

  
VII. PUBLIC PRESENTATIONS 
  
VIII. RESOLUTIONS – Accepted By Consent  
 

A. Res 22-16:  Approval of Utility Allowances 
 

B. Res 22-17:  Approval of Revised FSS Plan  
 

C. Res 22-18:  Approval of Team Member Culture Guide 
 

D. Res 22-19:  Approval of Amended HCV Admin Plan 
 

E. Res 22-20:  Approval of Interlocal Agreement with 
 Arcadia Housing Authority  
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IX. OLD BUSINESS  
 

A. None 
 
X. NEW BUSINESS  

 

A. Board Retreat – January 28, 2023, 8 am-Noon, at 
Team Tony Cancer Foundation 

 
XI. PROGRAM UPDATES – Accepted By Consent  

 

A. Monthly Financial Statements 
 

• SHA  
 

• Janie’s Garden  
 

B. Board Committee Meeting Minutes  
 

C. Housing Choice Voucher Report  
 

D. Housing Management Reports  
 

1. Public Housing Assessment System (PHAS) 
Report (All Programs) 

 

2. Resident Characteristics Report  
 

3. Monthly Occupancy Report (Janie’s Garden) 
 

4. Unit Turnaround Time & Waitlist Status Reports   

E. Capital Improvement  
 

F. Resident Services Monthly  
 
XII. COMMISSIONER ANNOUNCEMENTS/COMMENTS  
 
XIII. ADJOURNMENT 
 

Next Meeting:  January 18, 2022 (Proposed Date Change)  
 

 
 



 Sarasota Housing Authority (SHA) 
269 South Osprey Avenue 

Sarasota, Florida 34236 
 

Board Meeting 
October 26, 2022 

4:30 P.M.  
 
 

I. CALL TO ORDER:   Chair Jack Meredith called the meeting of the Sarasota Housing 
Authority Board of Commissioners to order at 4:32 pm. 
 

II. INVOCATION  
  

III. PLEDGE OF ALLEGIANCE  
  

IV. ROLL CALL  
Commissioners Present:  Chair Jack Meredith, Vice Chair Ernestine Taylor, Commissioner 
John Colón, Commissioner Carolyn Mason, Commissioner Deborah Sargent, 
Commissioner Mark Vengroff and Commissioner Duane Finger (Zoom) 
Commissioners Not Present:  N/A 
Attendees:  Attorney Ric Gilmore, City Commissioner Jen Ahearn-Koch, Javier Suarez 
(Suarez Architects), Valerie Buchand, Agnes Kirkland and Joe Chambers (Calston Advisors) 
SHA Personnel:  William Russell, Rick Toney, Lance Clayton and Andrea Keddell  
 

V. APPROVAL OF MINUTES 
A. SHA Annual Board Meeting – August 2, 2022:  Chair Meredith put up the minutes 

from the August 2, 2022, Annual Board Meeting for approval. Commissioner Colón 
made a motion to approve the minutes.  Commissioner Mason seconded the motion.     
 Motion was voted on and passed unanimously, with submitted, non-substantive 

changes from City Commissioner Jen Ahearn-Koch. 
 

VI. SPECIAL PRESENTATION  
A. 22nd Street Site Plan  
 Javier Suarez passed out a hardcopy set of 22nd Street Project plans and went 

over it with the Board.  The plan has previously been discussed at a recent 
Development Committee meeting.  The plan allows for 29 units; 11 will be 1-
bedroom units at 914 sq feet and 18 will be 2-bedroom units at 1293.  Additional 
parking was added per request at the last meeting and the dumpster enclosure 
was relocated away from the building and the playground next to the building.   

 Commissioner Meredith brought up the possibility of having the property gated.  
Discussion took place on this and the best practice of allowing for fencing and 
security while still allowing for visibility.   

 The interior/exterior floor plans were further reviewed and discussed.   
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 Mr. Suarez reported that these documents are being set up currently for the re-
zoning process and the full document for development can be addressed as the 
project moves forward.  Once submitted to the city, building height and the 
general footprint of the building will need to be set and not changed.  The fencing 
issue would need to be finalized. 

 The building is set to be 3 floors (trying for rezoning to allow for 4 floors).  One 
unit on the 1st floor will serve as fire access control panel room, electric panel 
room and maintenance storage room.  Individual units will have their own 
clothes/storage/utilities closets.  Stairwells/Elevator access will have cover.  
Electricity on balconies can be discussed.  Every unit will have some windows that 
can be opened.  Each unit has a stackable washer/dryer.  There is no community 
room planned for this development. 

 Commissioner Meredith inquired about the budget.  Mr. Russell stated he can 
provide a proforma at an upcoming meeting.  The initial project estimate is $8.5 
million.  Commissioner Meredith asked that the board be provided the square 
footage be provided so a per square foot estimate can be figured. 

 Commissioner Colón made a motion to move forward pending the budget and 
final site plan coming back to the board for approval.  Commissioner Vengroff 
seconded the motion.   
• The motion was voted on and passed unanimously. 
 

VII. PUBLIC PRESENTATION 
A. None 

 
VIII. RESOLUTIONS – ACCEPTED BY CONSENT 

A. Res 22-11:   Authorization of Legal Contract-Development Services 
B. Res 22-14:   Approval to Project Base Vouchers for Janie’s Garden III 
C. Res 22-15: Approval of HCV Payment Standards  
 Commissioner Meredith pulled Resolution A. 22-11. 
 Commissioner Sargent pulled Resolutions C. 22-15.  
 Commissioner Colón made a motion to accept the remaining consent agenda, 

Resolutions B. 22-14.  Commissioner Mason seconded the motion.   
• The motion was voted on and passed unanimously.   

 Attorney Gilmore, given that one of the pulled agenda items has to do with Legal 
Services contract awards, excused himself from this section of the meeting. 

 
Discussion for Resolution 22-11 Legal Contract-Development Services: 
 Commissioner Meredith explained that a second round of evaluations were 

performed for the Development Legal Services and the Fox Rothschild firm was 
again the top-rated firm for Development related services.  The proposed price was 
negotiated as requested by the board and were lowered the by approximately 
$5,000.   

 Commissioner Colón made a motion to accept Resolutions A. 22-11.  Commissioner 
Vengroff seconded the motion.   
• The motion was voted on and passed unanimously.   
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Discussion for Resolution 22-15 HCV Payment Standards: 
 Commissioner Sargent asked for clarification on what the 120% represents.  Mr. 

Russell responded that the higher percentage makes the voucher worth more 
money and the tenant pays less.  Voucher holders have been having difficulty 
finding affordable units at the current percentage rate, so Sarasota Housing 
Authority requested a waiver for an increase from 110% to 120%.  This means not 
as many vouchers can be issued, since there’s still the same amount of funding for 
the program.  But that it’s a trade-off because if the vouchers don’t have enough 
subsidy in the Sarasota market the vouchers won’t be used at all.  The success rate 
for voucher placement has been around 70%.  This increase will hopefully raise the 
placement success rate. 

 Commissioner Finger inquired if there are situations where landlords are not 
accepting vouchers.  Mr. Russell explained there are a mix of issues.  There are 
landlords don’t want the voucher because they can get more in the regular market 
and there are landlords that simply don’t want to participate in the program. 

 Commissioner Finger made a motion to accept Resolutions C. 22-15.  Commissioner 
Sargent seconded the motion.   
• The motion was voted on and passed unanimously.   

 

IX. OLD BUSINESS 
A. McCown Tower Exterior Paint Proposals 
 Joe Chambers handed out proposed painting schemes from a local artist for 

McCown’s front, exterior paint.  Three (3) renderings were proposed.  The first 
shows 3 shades of blue gradient with lightest at top and darkest at the bottom.  The 
second shows the same gradient blue with images of fish.  The third shows a white 
background paint with large differently colored squared randomly spread across 
the front of the building.  The shapes and images are actually vinyl applications on 
top of the actual paint.  The more paint colors, the higher the cost.  It was 
requested to post the versions on the bulletin board for the residents to provide 
comments if they so choose.  There was also discussion of murals being painted on 
the sides of the building. 

 Commissioners Colón and Mason liked the third, artsy version.  The remaining five 
(5) commissioners liked the first version.  Mr. Chambers will ask the artist to 
provide several versions of the third version. 

 
X. NEW BUSINESS 

A. None 
 
XI. PROGRAM UPDATES – ACCEPTED BY CONSENT  

A. Monthly Financial Statements  
B. Board Committee Reports  
C. Housing Management Reports 
D. Housing Voucher Report  
E. Capital Fund Program Report  
F. Resident Services Monthly Report 
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 Commissioner Colón made a motion to accept the Program Updates Consent 
Agenda.  Commissioner Mason seconded the motion.   
• The motion was voted on and passed unanimously.   

 
XII. COMMISSIONER ANNOUNCEMENTS / COMMENTS 

A. Commissioner Finger reports that he’ll be returning to the area in time for the 
November board meeting. 

B. Commissioner Sargent reports that criminal activity continues to rise at Janie’s 
Garden.  She doesn’t think there are enough cameras and they’re not monitored 
enough.  Mr. Russell will ask about the camera system at Janie’s Garden.  
Commissioner Sargent reports the police were requested to have more of a presence 
in the area.  Commissioner Meredith suggested having Interstate Realty Management 
(IRM) present at the next board meeting so this can be discussed.  Commissioner 
Mason added she’s part of the Sarasota Police Department’s Emergency Response 
Team and is familiar with the most recent shooting incident/arrest at Janie’s Garden.  
She suggests asking the police to provide the number of calls they receive for the 
Janie’s Garden area over the last month or a certain time frame.  Commissioner 
Sargent also inquired when the FEMA money is expected to fix the damage from 
Hurricane Ian.   
 Mr. Russell will have to check with IRM about this. 

C. Commissioner Mason reports meeting with a member of the County Emergency 
Services department about a program where neighbors help neighbors in the case of 
a storm or disaster situation and a proposed training for this purpose, a Community 
Emergency Response Team (CERT).  Commissioner Mason would like to have a 
representative from the Housing Authority at any upcoming training like this.  She 
states it probably won’t take place until early next year.  Mr. Russell suggests having a 
Resident Council member on the team as well. 

D. Commissioner Taylor reports knowing two (2) people who’ve moved into Lofts on 
Lemon and have positive things to say about the development.  She also suggests 
that the next Board Retreat be scheduled.  Commissioner Meredith suggested that 
perhaps after the holidays in January.   
 Commissioner Taylor also requested that an updated conference list be sent out 

to the board. 
 
XIII. ADJOURNMENT 

The Sarasota Housing Authority Board of Commissioners meeting was adjourned at 6:10 
pm. 



 
TEAM MEMBER of the QUARTER 
 

Helen Blanc 
 

4th Quarter – 2022 (Awarded November 30, 2022) 
 

 
Helen Blanc is being honored as the Team Member of the Quarter due to several 
recent accomplishments: 
 
1. On September 1, 2022, Helen was promoted to Property Manager of the 

Courts, Bertha Mitchell and the SHFC portfolio.  This promotion was well 
deserved due to her successful performance record over her 15 years with the 
Sarasota Housing Authority. 
 

2. Helen was instrumental in converting the 64 units at the Courts from public 
housing units to project-based voucher units.  This was no easy task, as it 
entailed meeting with each household to present them with their options, 
having each unit successfully pass a HQS inspection, working with our HCV 
department to provide each household with their voucher and working with 
the Manatee Housing Authority on the voucher rent structure. 

 
3. Helen was also instrumental in facilitating the relocation of 36 families from 

the Courts for Phase I of the upcoming Cypress Square development. 
 
Helen is a valuable member of our team and we congratulate her on this honor. 
 





































































































































The accuracy of this information is based solely on the reports received during the specified time periods.  This report was prepared by 

the Crime Analyst on November 7, 2022. 

Sarasota Police Department 
Statistics 

Rex Troche  

Chief of Police 

Calls for Service Statistics 

Please see the below calls for service in the 1400 block of Dr. Martin Luther King Jr Way, the 1400 

block of 25th St., the 1400 block of 22nd St., 2200-2600 Lemon Ave., 2200-2700 Central Ave., Watts Way and 

Valerie Lane for May 1, 2022 through October 31, 2022. 

Nature of Call Total 

Abandoned 911 Call 1 

Alarm 1 

Assist Other Agency 23 

Assist Other Agency - DCF 1 

Battery 5 

Battery-Injuries 3 

Bomb Threat 1 

Burglary - Residential 2 

Burglary - Vehicle 4 

Busy 18 

Child Abuse 2 

Civil Disturbance 2 

Criminal Mischief 4 

Disturbance 16 

Family Disturbance 22 

Fight 2 

Fireworks 1 

Illegal Parking 1 

Juvenile Disturbance 5 

Lost/Found Property 4 

Misdemeanor 1 

Missing Person 1 

Noise Disturbance 10 

Officer Public Service 13 

Officer Public Service- 
Community Policing 
Initiatives 1 

Officer Stand By 2 

  

Nature of Call Total 

On Portable Radio: Out Of 
Car 3 

Overdose 2 

Property Damage 1 

Psychological-Delta 1 

Repossession 14 

Robbery 1 

Sexual Battery 1 

Shooting 2 

Shoplifter 1 

Special Interest Person 3 

Stolen Vehicle 8 

Structure Fire 1 

Structure Fire - High Life 
Hazard 1 

Suicide Threat 1 

Surveillance/Stakeout 1 

Suspicious Incident 49 

Suspicious Person 17 

Suspicious Vehicle 4 

Theft 6 

Traffic Crash 2 

Traffic Crash - Hit & Run 1 

Trespassing 5 

Vehicle Fire W/Exposures 1 

Vehicle Stop 21 

Victim Notification 4 

Welfare Check 7 

Grand Total 304 

 



RESOLUTION 22-16 
 

A RESOLUTION APPROVING THE SARASOTA HOUSING  
AUTHORITY (SHA) PUBLIC HOUSING (PH) AND SECTION 8 (HCV)  

UTILITY ALLOWANCE SCHEDULE 
 

 
 WHEREAS the Sarasota Housing Authority must maintain a utility 
allowance schedule for all basic, tenant-paid utilities;  
 
 WHEREAS the utility allowance schedule must be determined based 
on the published cost of utilities by local utility providers (power, gas, water, 
solid waste, etc.) and on consumption rates for the community;  
 
 WHEREAS the utility allowance schedule, and the utility allowance for 
an individual family, must include the utilities and services that are 
necessary in the locality to provide housing that complies with the housing 
quality standards and Uniform Physical Code Standards (UPCS); and 
 
 WHEREAS SHA utilized a consultant to compute the utility allowances 
for the upcoming year for the Public Housing and HCV Program. 
 
NOW, THEREFORE, BE IT RESOLVED THAT: 
 
 The SHA Board of Commissioners approves this resolution to 
implement new utility allowances for the Public Housing and HCV Program, 
as required by HUD, effective January 1, 2023. 
 
   
ACCEPTED BY:   DATE:   
 Jack Meredith,  
 Chairman 
 
 
ATTESTED BY:   DATE:   
 William O. Russell III,  
 President & CEO 
 



Housing Choice Voucher  

Changes in Utility Allowances for 2023  

(Based on All Electric Two BR Apartments) 

 

Sarasota County (all electric if tenant pays all) 

Type of Unit Old New Increase 
2BR Garden $109 $137 26% 

 

 

Manatee County (all electric if tenant pays all) 

Type of Unit Old New Increase 
2BR Garden $118 $147 25% 

 

 



Bertha Mitchell

Monthly Utility 

Allowance 3 BR.

Electric 60.00$     

Natural Gas 40.00$     

Total 100.00$  

Previous 84.00$     

Increase 16.00$     

Percentage Change 19%



RESOLUTION 22-17 
 

A RESOLUTION APPROVING THE SARASOTA HOUSING AUTHORITY’S 
REVISION AND UPDATE TO ITS FAMILY SELF-SUFFICIENCY 

PROGRAM ACTION PLAN 
 

 WHEREAS the Sarasota Housing Authority (SHA) has revised its 
Family Self-Sufficiency Program Action Plan (PLAN) for both Public Housing 
Residents and Section 8 Housing Choice Voucher (HCV) participants 
according to the 2022 guidelines;  
 
 WHEREAS HUD originally reviewed and approved the above-
mentioned PLAN on June 21, 1999;  
 
 WHEREAS the purpose of the PLAN is to promote the development of 
local strategies to coordinate the use of SHA’s resources with both public and 
private resources to enable families eligible to receive assistance under 
these programs to achieve economic independence and self-sufficiency; 
 
 WHEREAS SHA realizes that many of our residents need support to 
develop the skills, training, and education to become gainfully employed at a 
living wage and to maintain that employment to achieve economic self-
sufficiency;  
 
 WHEREAS SHA is to implement the policies and procedures applicable 
to operation of PLAN, as established under Section 23 of the United States 
Housing Act of 1937 as amended, and revise as local circumstances dictate; 
and  
 
 WHEREAS SHA needed to update the PLAN to remain in compliance 
and to better administer and service PLAN participants including participation 
in future funding opportunities. 
 
NOW, THEREFORE, BE IT RESOLVED THAT:  
 
 The SHA Board of Commissioners approves the attached PLAN, as 
approved by HUD.  
 

 
ACCEPTED BY:   DATE:   
 Jack Meredith,  
 Chairman 
 
 
ATTESTED BY:   DATE:   
 William O. Russell III,  
 President & CEO 
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I. Introduction  

This document constitutes the Family Self Sufficiency (FSS) Program Action Plan for the FSS 

program operated by Sarasota Housing Authority. It was submitted to HUD on [date]. 

The purpose of the FSS Program is to promote the development of local strategies to coordinate 

the use of HUD assistance with public and private resources in order to enable eligible families 

to make progress toward economic security. 

The purpose of the FSS Action Plan is to establish policies and procedures for carrying out the 

FSS program in a manner consistent with HUD requirements and local objectives.  

This FSS Action Plan describes the Sarasota Housing Authority’s local polices for operation of 

the FSS program in the context of federal laws and regulations. The FSS program will be 

operated in accordance with applicable laws, regulations, notices and HUD handbooks. The 

policies in this FSS Action Plan have been designed to ensure compliance with all approved 

applications for HUD FSS funding.  

 

The FSS program and the functions and responsibilities of PHA staff are consistent with the 

Sarasota Housing Authority’s personnel policy and Agency Plan. 

 

II. Program Objectives 

SHA’s FSS program seeks to help families make progress toward economic security by 

supporting the family’s efforts to: 

• Increase their earned income 

• Build financial capability  

• Achieve their financial goals 

 

III.   Program Size and Characteristics  

 

A. Family Demographics 

These tables describe the demographics of the population expected to be served by the Sarasota 

Housing Authority’s Action Plan. 

The FSS program will serve the following housing assistance programs: 

▪ Public Housing 

▪ Tenant-Based Vouchers  

▪ Project-Based Vouchers (PBV) 

▪ HCV Homeownership 
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Ages of Head of Household 

 Percent 

Ages of Head of Household  

--Head of Household is age 24 years or younger   2% 

--Head of Household is age 25 to 44 55% 

--Head of Household is age 45 to 59  20% 

--Head of Household is age 60 or greater 23% 

Ages of Other Adults in Household  

-- Age 24 years or younger 61% 

-- Age 25 to 59 28% 

-- Age 60 to 64  8% 

-- Age 65 or greater 10% 

 

 

Presence and Ages of Children  

 Percent 

Presence and Ages of Children  

--Households that only include adults over age 18 36% 

--Households that include one or more child age 13-17 45% 

 

 

 

Employment Status of Population to be Served 

 Percent 

Employment Status of Head of Household  

--Families with an employed head -% 

--Families whose head is unemployed -% 

Employment Status of All family members  

--Families with any member that is employed 43% 

--Families with no employed member 58% 
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Annual Earned Income of Population to be Served 

 Percent 

Annual household earnings <$5,000 per year              12% 

Annual household earnings between $5,000 and $9,999 13% 

Annual household earnings between $10,000 and $14,999 27% 

Annual household earnings between $15,000 and $19,999 12% 

Annual household earnings between $20,000 and $24,999 10% 

Annual household earnings between $25,000 and Above 27% 

 

 

Elderly/Disability Status of Population to be Served 

 Percent 

Elderly/Disability Status of Head of Household  

--Head of Household is an elderly person without disabilities 1% 

--Head of Household is an elderly person with disabilities 1% 

--Head of Household is a non-elderly person without disabilities 98% 

 

 

Race and Ethnicity of Population to be Served (required) 

Race  Non-Hispanic Hispanic 

White                                                43% - - 

Black or African-American              56% - - 

Ethnicity 92% 8% 
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B. Supportive Services Needs 

Supportive Services Needs of Families Expected to Participate in FSS 

The following is a list of the supportive service needs of the families expected to enroll in the 

Sarasota Housing Authority’s FSS program: 

• Training in basic skills and executive function (including household management) 

• Employment training, including sectoral training and contextualized and/or accelerated 

basic skills instruction 

• Job placement assistance 

• GED preparation 

• Higher education guidance and support 

• English as a Second Language 

• Assistance accessing and paying for child care 

• Transportation assistance 

• Financial coaching, including assistance with budgeting, banking, credit, debt, and 

savings 

• Access to counseling or treatment for substance abuse and mental health 

• Dental care, health care, and mental health care including substance abuse 

treatment/counseling 

• Homeownership readiness 

 

This list of supportive services needs is based on: 

   Experience with past FSS or other supportive service program participants. 

C. Estimate of Participating Families 

Over time, SHA hopes to serve all families who are interested in participating in the FSS 

Program. The number of spaces available in the program at any given time, however, will be 

limited by the program’s resources, including the number of FSS coordinators funded to work 

with FSS participants. New families will be admitted to the FSS program as space permits. 

Historically, SHA’s FSS program has on average has enrolled 8 new families into the FSS program each 

year. Accordingly, SHA expects to be able to provide FSS Services to 50 families over a five-year period. 

 

D. Other Self-Sufficiency programs 

No families from other self-sufficiency programs are expected to enroll in the FSS program. 
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IV.   Family Selection Procedures 

   A.  Waiting List 

A waiting list will be maintained for families whose applications cannot be accepted at the time 

of initial application due to program capacity limits. The waiting list will include the name and 

contact information for the head of household of the applicant family, the date of their 

application and housing program.  

B. Admissions Preferences 

SHA does not have any preference for admission to the FSS program.  

C.  Screening for motivation. 

The Sarasota Housing Authority will not use any motivational screening factors to measure a 

family’s interest and motivation to participate in the FSS program. 

D.  Compliance with nondiscrimination policies 

It is the policy of The Sarasota Housing Authority to comply with all Federal, State, and local 

nondiscrimination laws and regulations, including but not limited to the Fair Housing Act, the 

Americans with Disabilities Act, and Section 504 of the Rehabilitation Act of 1973. No person 

shall be excluded from participation in, be denied the benefits of, or otherwise be subjected to 

discrimination under the FSS program on the grounds of race, color, sex, religion, national or 

ethnic origin, family status, source of income, disability or perceived gender identity and sexual 

orientation. In addition, SHA’s FSS staff will, upon request, provide reasonable accommodation 

to persons with disabilities to ensure they are able to take advantage of the services provided by 

the FSS program (see Requests for Reasonable Accommodations). 

The FSS program staff has the primary responsibility to make sure that participants are not 

discriminated against in the selection process. For families or individuals whose potential 

enrollment is in question, the FSS coordinators will review the file in the staff review meeting to 

ensure that non-selection is not based on discriminatory factors before the final decision is made. 

Applicants will be notified in writing of the reason(s) they were not selected for participation and 

will have the opportunity to appeal the decision (see Hearing Procedures). At all times, SHA will 

select families for participation in the FSS program in accordance with FSS Regulations and 

HUD guidelines. 

A. Re-enrollment of prior FSS participants 

The following previous FSS families will be allowed to re-enroll in SHA’s FSS program: 

 

• FSS participants who have withdrawn voluntarily 12 months from their exist first date.  

• Families involuntarily terminated 12 months from their exist first date. 

• Family members who were not Heads of FSS Family previously  
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The following conditions apply to re-enrollment: Families that wish to re-enroll must present in 

writing the reason of why they would like to join the program. The letter must state the reason 

why they didn’t complete the program successfully on the first enrollment.  

 

E. Head of FSS Family  

The head of the FSS family is designated by the participating family. The Sarasota Housing 

Authority may make itself available to consult with families on this decision, but it is the assisted 

household that chooses the head of FSS family that is most suitable for their individual 

household circumstances. The designation or any changes by the household to the Head of FSS 

Family must be submitted to SHA in writing. 

 

V. Outreach 

The Sarasota Housing Authority will conduct widespread outreach to encourage enrollment in the FSS 

program. Outreach efforts will include the activities identified through the checked boxes below:  

 

Interpreters will be used as needed and clients may contact staff to express interest in person, via our toll-

free telephone number or by email. 

 

Outreach informational material about the FSS Program will include information about:  

• Program overview 

• Program benefits  

• Available resources  

• Participant responsibilities  

• Program outcomes 

Outreach efforts will be targeted equally to all families, using materials in both English and other 

commonly spoken languages to ensure that non-English and limited English-speaking families receive 

information and have the opportunity to participate in the FSS Program. In conducting outreach, SHA 

will account for the needs of person with disabilities, including persons with impaired vision, hearing or 

mobility, and provide effective communications to ensure that all eligible who wish to participate are able 

to do so. 

Outreach Methods Details, including frequency  

Posting information about FSS on SHA’s website SHA will post information about the FSS program 

on it’s website and update as needed.  

Posting FSS program flyers in locations likely to 

be seen by eligible families 

Flyer’s will be made available in property office’s 

lobby and laundry matts and restocked as needed.  

Providing information about the FSS program 

during scheduled reexaminations 

Housing specialists and clerk will inform potential 

participants during interim and re-examinations. 

 Providing information about the FSS program at 

voucher orientation sessions 

FSS brochure’s will be provided during the 

voucher orientation sessions  
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VI.   FSS Escrow Account and Other Incentives for Participants 

FSS participants will be eligible to build savings from the FSS escrow account. Key policies and 

procedures applicable to the FSS escrow account, as well as any additional incentives offered by the 

Sarasota Housing Authority are described below. 

 

A. Additional Incentives 

While SHA’s FSS program does not provide any other financial incentives for FSS participants, it does 

provide coaching services, as well as referrals to other service providers, that can be very valuable for 

FSS program participants. 

B. Interim Disbursements 

The Sarasota Housing Authority will allow for interim disbursements on a case by case basis: 

Families may request an interim disbursement from the escrow account once the FSS family has fulfilled 

at least one interim goal, in order to pay for specific goods or services that will help the family make 

progress toward achieving the goals in its Individual Training and Services Plan (ITSP). Requests may be 

made verbally or in writing. Requests may be made through the term of the Contract of Participation. 

Examples of potentially eligible activities include, but are not limited to, payments for post-secondary 

education, job training, credit repair, small business start-up costs, job start-up expenses, and 

transportation to/from a place of employment. A determination of whether the family qualifies for the 

requested interim disbursement will be made on a case-by-case basis by the FSS Coordinator and an 

administrative staff representative of SHA. The FSS coordinator will first explore options for services and 

in-kind donations from partners, which must be exhausted before a request for an interim disbursement 

will be approved.   

C. Uses of forfeited escrow funds. 

Treatment of forfeited FSS escrow account funds. FSS escrow account funds forfeited by the FSS 

family (if any) will be used to support FSS participants in good standing. Upon written request from a 

family, the FSS Coordinator and a member of the PCC will consider the available funds and make a 

determination. The Sarasota Housing Authority may also initiate a request for the use of forfeited escrow 

funds. 

 

Use of forfeited escrow funds for eligible uses (described below) may be requested by: 

• SHA 

• Head of the FSS family 
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Eligible uses of forfeited escrow funds include, but are not limited to: 

Eligible Uses Guidelines / Limitations 

Purchasing a vehicle 

 

 

• The terms of any vehicle purchase or vehicle loan will 

be carefully scrutinized to ensure the terms are 

reasonable. 

• Requests will be considered on a case-by-case basis 

Child Care • Requests will be considered on a case-by-case basis 

• The family must have a child/ children on the ELC or 

other subsidize waiting list. 

Training for participants • Requests will be considered on a case-by-case basis 

Employment or Educational 

Costs, including:  

    Employment training 

    Employment     

        preparation (e.g.,         

        interview training,  

        professional clothing,  

        etc.) 

    Education costs (books,  

        fees, uniforms, tools,  

        etc.) 

• Requests will be considered on a case-by-case basis as 

a last resort. Participants must provide documentation 

that all other resources have been exhausted.  

 

Training for FSS Program 

staff 
• Requests for funding must be approached by PCC  

 

VII. Family Activities and Supportive Services  

 

Family Activities and Supportive Services 
As described in the next section, all families participating in the FSS program will benefit from coaching 

that helps them identify and achieve goals that the family selects. Drawing on partners on the program 

coordinating committee and relationships with other service providers, the coaches will provide referrals 

as needed to help FSS participants access appropriate services to help them achieve their goals: 

 
Supportive Service 

Category 
Specific Service  Source/Partner  

Child Care 

Infant Care / Toddler Care Preschool 

Care  

Afterschool Care  

Homework Assistance  

Children First 

Boys and Girls Club 

SHA Youth Thrive 
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Transportation 

Bus passes 

Assistance with car repairs SCAT 

After community funding has 

been exhausted.  

Education  
High School Equivalency/GED 

English as a Second Language  

Post-secondary certificates 

Advanced Degrees   

SHA has a partnership with STC 

our local technical college. This 

partnership provides prep and 

tutoring for the GED test. The 

technical college also provides 

ESOL, certificate and degree 

programs.  

Skills Training 

Training in Executive Function 

Basic Skills Training  

Emerging Technologies Training 

Biomedical Training (including CNA, 

phlebotomy, x-ray and other tech, etc.) 

On-the-Job Training  

Apprenticeships 

Skilled Labor training 

Skills training can be provided to 

our participants through our 

partnership with CareeSource 

Suncoast. 

Job Search Assistance  

Resume Preparation  

Interviewing Skills  

Dress for Success  

Workplace Skills  

Job Development  

Job Placement  

CareerSource Suncoast 

Women’s Resource Center  

Goodwill Manasota 

Staff 

Micro and Small 

Business Development  

Small business development services  

Small business Mentoring  

Entrepreneurship Training 

SBA 

Careeer Edge 

CareerSource Suncoast 

Health/Mental Health 

Care  

Alcohol and Drug Abuse Prevention  

Alcohol and Drug Abuse Treatment  

Primary care 

Dental services 

Mental Health Services 

Centerplace Health 

First Step 

Genesis Dental Care 

LECOM  

Homeownership 

Preparation 

Homeownership Education 

Housing Counseling 

Downpayment Assistance 

Other Homeownership Assistance 

360 Community Solutions 

Step up Suncoast 

SHA 

Financial 

Empowerment 

Financial education 

Financial coaching 

Banking services 

Training in money management  

Bank On 

Horizons Bank 

Valley Bank 
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Debt Resolution & 

Credit Repair 

Assistance negotiating the resolution of 

past-due debt 

  

Consumer Credit Services  

 

VIII. Method of Identifying Family Support Needs and Delivering 

Appropriate Support Services 

 

A. Identifying Family Support Needs 

To help determine the supportive services needs of each family, the FSS coordinator will work with 

the family to complete an initial informal needs assessment for that family before completion of the 

initial Individual Training Service Plan (ITSP) and signing of the contract of participation. After 

enrollment in the FSS program, the FSS coordinator may make referrals to partner agencies for 

completion of one or more formal needs assessments. These assessments may focus on such issues as: 

employment readiness and employment training needs, educational needs related to secondary and 

post-secondary education, financial health, and other topics, depending on the needs and interests of 

the family.  

The formal assessments may lead to adjustments to the Individual Training Service Plan, if requested by 

the family. 

 

B. Delivering Appropriate Support Services 

Coaching. All families who participate in the FSS program will be assigned an FSS coordinator who will 

provide coaching services to help each participating family to: 

• Understand the benefits of participating in the FSS program and how the program can help the 

family achieve its goals. 

• Identify achievable, but challenging interim and final goals for participation in the FSS program, 

break down the goals into achievable steps and accompany the family through the process. 

• Identify existing family strengths and skills. 

• Understand the needs that the family has for services and supports that may help the family make 

progress toward their goals. 

• Access services available in the community through referral to appropriate service providers. 

• Overcome obstacles in the way of achieving a family’s goals. 

 

C. Transitional supportive service assistance. 

 

 

Families that have completed their CoP and remain in assisted housing may request assistance with 

referrals to service providers in order to continue their progress toward economic security. Subject to 

limitations on staff capacity, SHA will try to help these families with appropriate referrals. The time spent 

on these referrals will not be covered by funds designated by HUD to support the FSS program.   

 

 



 

12 
 

IX.   Contract of Participation 

Contract of Participation 

All families enrolled in the FSS program will be required to sign a Contract of Participation (CoP) that 

includes an Individual Training and Services Plan (ITSP). This section describes the contents of the CoP 

and the Sarasota Housing Authority’s policies and practices regarding the CoP.  

 

A. Form and content of contract 

The CoP, which will incorporate one ITSP for each participating member of the family, sets forth the 

principal terms and conditions governing participation in the FSS program. These include the rights and 

responsibilities of the FSS family and of SHA the services to be provided to, and the activities to be 

completed by, each adult member of the FSS family who elects to participate in the program.   

 

B. ITSP goals 

Each individual’s ITSP will establish specific interim and final goals by which SHA and the family will 

measure the family’s progress towards fulfilling its obligations under the CoP. For any FSS family that is 

a recipient of welfare assistance at the outset of the CoP or that receives welfare assistance while in the 

FSS program, SHA will establish as a final goal that every member of the family become independent 

from welfare assistance before the expiration of the CoP. The ITSP of the head of FSS family will also 

include as a final goal that they seek and maintain suitable employment. The FSS coordinator will work 

with each participating individual to identify additional ITSP goals that are relevant, feasible and 

desirable. Any such additional goals will be realistic and individualized.  

 

C. Determination of suitable employment  

As defined in the FSS regulations (24 CFR 984.303(4)(iii)), a determination of what constitutes “suitable 

employment” for each family member with a goal of seeking and maintaining it will be made by the 

SHA, with the agreement of the affected participant, based on the skills, education, job training and 

receipt of other benefits of the family member and based on the available job opportunities within the 

community. 

  

D. Contract of Participation term and extensions 

The CoP will go into effect on the first day of the month following the execution of the CoP. The initial 

term of the CoP will run the effective date through the five-year anniversary of the first reexamination of 

income that follows the execution date. Families may request up to two one-year extensions and are 

required to submit a written request that documents the need for the extension. SHA will grant the 

extension if it finds that good cause exists to do so. In this context, good cause means: 

(i) Circumstances beyond the control of the FSS family, as determined by the Sarasota Housing 

Authority, such as a serious illness or involuntary loss of employment;   

(ii) Active pursuit of a current or additional goal that will result in furtherance of self-sufficiency 

during the period of the extension (e.g. completion of a college degree during which the participant is 

unemployed or under-employed, credit repair towards being homeownership ready, etc.) as 

determined by the SHA or 

(iii) Any other circumstances that SHA determines warrants an extension.   
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E.     Completion of the contract  

The CoP is completed, and a family’s participation in the FSS program is concluded when the FSS family 

has fulfilled all its obligations under the CoP, including all family members’ ITSPs, on or before the 

expiration of the contract term. The family must provide appropriate documentation that each of the ITSP 

goals has been completed. The Sarasota Housing Authority will accept the following form of verification 

for completion of the ITSP goals: 

• The Sarasota Housing Authority will require a combination of self-certification and third-party 

verification to document completion of ITSP goals. 

 

F. Modification  

The Sarasota Housing Authority and the FSS family may mutually agree to modify the CoP with respect 

to the ITSP and/or the contract term, and/or designation of the head of FSS household. All modifications 

must be in writing and signed by the Sarasota Housing Authority as well as the Head of FSS Family.   

SHA will allow for modifications to the CoP under the following circumstances: 

 

• When the modifications to the ITSP improve the participant’s ability to complete their obligations 

in the CoP or progress toward economic self-sufficiency 

• When the designated head of the FSS family ceases to reside with other family members in the 

assisted unit, and the remaining family members, after consultation with SHA to designate 

another family member to be the FSS head of family  

G. Consequences of noncompliance with the contract  

Participant non-compliance with the CoP may result in termination from the FSS program. See policies 

on Involuntary Termination in Section X(A). 

 

X. Program Termination, Withholding of Services, and Available Grievance 

Procedures 

A. Involuntary Termination  

The Sarasota Housing Authority may involuntarily terminate a family from FSS under the following 

circumstances:  

I. If the participant fails to meet their obligations under the Contract of Participation, the 

Individual Training and Services Plan and related documentation. Non-compliance includes:  

i. Missing scheduled meetings, failure to return phone calls, and/or maintain contact after 

written notification of non-compliance   

ii.  Failure to work on activities and/or goals set forth in the Individual Training and Services 

Plan, including employment activities  

iii.  Failure to complete activities and/or goals within the specified time frames; and/or  

 

II. If the participant’s housing assistance has been terminated. 
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Participants who fail to meet their obligations under paragraph I above, as determined by an FSS 

coordinator, will be given the opportunity to attend a required meeting with the FSS Coordinator or 

assigned SHA representative to review the situation. At this meeting, a review of the Contract of 

Participation, Individual Training and Services Plan and all related documentation will be conducted, and 

amendments will be made as necessary (within HUD guidelines) to allow for changes in circumstances. 

Failure to contact the FSS Coordinator to schedule this meeting within fourteen (14) days of a written 

request by the FSS program to set up this a meeting or failure by the FSS Head of Household to attend 

this meeting without some type of correspondence to clarify the issue(s), may lead to termination from the 

program. The FSS Coordinator will also attempt to contact the participant via phone, text, in person 

and/or email prior to the review meeting. Participants who remain out of compliance after this meeting 

will be subject to termination from the FSS program.  

If the initial meeting does not resolve the problem, or if the meeting is not requested by the family within 

the required period, notification of termination will be made to the family by letter stating: 

 

1. The specific facts and reasons for termination;  

2. A statement informing the family of their right to request an informal hearing and the 

date by which this request must be received (see Grievance Procedures);  

3. A statement informing the family that termination from the FSS program for the reasons 

stated therein will not result in termination of the family’s housing assistance. Failure to 

request a hearing in writing by the deadline will result in closure of the family’s FSS file 

and all rights to a hearing will be waived. All escrow money held on the family’s behalf 

will be forfeited in accordance with HUD regulations. Housing assistance will not be 

terminated based on non-compliance with the FSS program. The current amount of 

escrow in the family’s escrow account will be included in the letter.   

  

B. Voluntary Termination 

Participants may also be terminated from the FSS program under the following circumstances: 

• Mutual consent of both parties; and/or  

• The family’s withdrawal from the program. 

 

C. Termination with Escrow Disbursement 

In most cases, families whose FSS contracts are terminated will not be entitled to disbursement of their 

accrued FSS escrowed funds. However, the CoP will be terminated with FSS disbursement when one of 

the following situations occurs: 

(i) Services that the Sarasota Housing Authority and the FSS family have agreed are integral to the 

FSS family’s advancement towards self-sufficiency are unavailable. 

(ii) The head of the FSS family becomes permanently disabled and unable to work during the period 

of the contract, unless the Sarasota Housing Authority and the FSS family determine that it is 

possible to modify the contract to designate a new head of the FSS family. 
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(iii) An FSS family in good standing moves outside the jurisdiction of the PHA (in accordance with 

portability requirements at 24 CFR §982.353) for good cause, as determined by the PHA, and 

continuation of the CoP after the move, or completion of the CoP prior to the move, is not possible. 

D. Grievance Procedures  

All requests for an informal hearing must be received by Sarasota Housing Authority Coordinator within 

fourteen (10) business days of the date of the FSS termination letter. If a hearing is requested by the FSS 

family, notification to the family regarding the date, time, and location of the informal hearing will be 

made by mail.  

Persons included in the informal hearing shall include, but not be limited to:  

• The FSS head of household;  

• The FSS Coordinator; and  

• SHA staff members, other than FSS program staff, serving as the Hearing Officer 

All participants have the right to obtain legal representation and provide their witnesses.  

The family may request to reschedule a hearing for good cause, or if it is needed as reasonable 

accommodation for a person with disabilities. Good cause is defined as an unavoidable conflict which 

seriously affects the health, safety, or welfare of the family. Requests to reschedule a hearing must be 

made in writing within (5) days prior to the hearing date. 

If the family does not appear at the scheduled time and was unable to reschedule the hearing in advance 

due to the nature of the emergency, the family must contact SHA within 24 hours of the scheduled 

hearing date, excluding weekends and holidays. SHA will then reschedule the hearing. The Hearing 

Officer will issue a written decision to the family within ten (10) business days after the hearing. The 

decision made by the Hearing Officer will be final. The Sarasota Housing Authority reserves the right to 

overturn the Hearing Officer’s decision only in the event that the decision is contrary to the organization’s 

written policies. 

 

XI. Assurance of Non-Interference 

Participation in the FSS Program is voluntary. A family’s decision on whether to participate in FSS will 

have no bearing on the SHA’s decision of whether to admit the family into SHA’s rental assistance 

program. The family’s housing assistance will not be terminated based on whether they decide to 

participate in FSS, their successful completion of the CoP, or on their failure to comply with FSS program 

requirements. 

 

SHA will ensure that the voluntary nature of FSS program participation is clearly stated in all FSS 

outreach and recruitment efforts. 
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XII. Timetable 

The Sarasota Housing Authority implemented its FSS program in 1998 and will continue to implement 

it per this FSS Action Plan. 

Program Begins  

The FSS program will commence operation as soon as SHA has received notification of HUD’s approval 

of the Action Plan. 

Program Coordinating Committee  

Within 90 days after the program begins, a Program Coordinating Committee (PCC) will be formed and 

will begin meeting. The Committee will continue to meet monthly for the next twelve months. Thereafter, 

meetings will be quarterly. Additional special meetings will occur as needed.  

Outreach  

Within 90 days of program launch, outreach efforts will commence, as described above in the Outreach 

section.  

Participant Selection  

Candidates who respond to the outreach efforts will be selected in accordance with the selection 

procedures described above. The first FSS program participants are expected to be enrolled within 120 

days of program launch. 

Contract Execution  

Contracts of Participation will be executed with selected participants on a rolling basis. The first 

Contracts of Participation are expected to be completed within 6 months of program launch.  

Full Enrollment  

The FSS program expects to reach full capacity within [X] months of program launch. (See discussion 

above of the number of participants expected to be served. Note that generally for funded programs, the 

program is required to be serving the minimum number of participants within one year.) 

Program Maintenance  

The FSS program expects to operate at full capacity thereafter, subject to normal fluctuations related to 

families leaving and entering the program. 

 

XIII. Reasonable Accommodations, Effective Communications and Limited 

English Proficiency Requirements 

Requests for Reasonable Accommodations  

A person with disabilities may request reasonable accommodations to facilitate participation in the FSS 

program. Requests will be considered on a case-by-case basis. 
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Requests should be made initially to the FSS coordinator. If a family is not satisfied with the FSS 

Coordinator’s response, the family may submit a request in writing in accordance with the agency’s 

reasonable accommodations policy. The policy is available online at www.sarasotahousing.org. 

Request for Effective Communications 

A person with disabilities may request the use of effective communication strategies in order to facilitate 

participation in the FSS program. Examples include: appropriate auxiliary aids and services, such as 

interpreters, computer-assisted real time transcription (CART), captioned videos with audible video 

description, visual alarm devices, a talking thermostat, accessible electronic communications and 

websites, documents in alternative formats (e.g., Braille, large print), or assistance in reading or 

completing a form, etc. 

Requests should be made initially to the FSS coordinator. If a family is not satisfied with the FSS 

Coordinator’s response, the family may submit a request in writing in accordance with the agency’s 

effective communications policy. 

Limited English Proficiency 

The Sarasota Housing Authority will comply with HUD requirements to conduct oral and written 

communication related to the FSS program in languages that are understandable to people with Limited 

English Proficiency. For more information, see the Limited English Proficiency policy available online at 

[location]. 

 

XIV. Coordination of Services 

 
A. Certification of Coordination 

 

Development of the services and activities under the FSS program has been coordinated with programs 

under title I of the Workforce Innovation and Opportunity Act 29 U.S.C. 3111 et seq., and other relevant 

employment, child care, transportation, training, education, and financial empowerment programs in the 

area. Implementation will continue to be coordinated, in order to avoid duplication of services and 

activities.  

 

B. Program Coordinating Committee 

 

The principal vehicle for ensuring ongoing coordination of services is the program coordinating 

committee (PCC), which has been established in accordance with FSS regulations to assist in securing 

commitments of public and private resources for the operation of the FSS Program. Among other 

responsibilities, the PCC will help the FSS program to identify and build strong referral relationships with 

providers of supportive services that meet the needs of FSS participants. The PCC will also be consulted 

in developing program policies and procedures.   
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The PCC will meet quarterly and may conduct business on an as-needed basis via email or telephone 

conferences. The PCC includes the following representatives: 

 

1. One or more FSS Program Coordinators 

 

2. One or more participants from each HUD rental assistance program served by the FSS program.   

 

3. Representatives from a variety of agencies and individuals, which include but are not limited to 

the following: 

 

• Consumer Credit Services 

• CareerSource Suncoast 

• Center Place Health 

• Suncoast Technical College 

• Manasota Goodwill 

• Early Learning Coalition 

 

 

 

XV. FSS Portability (Applicable to HCV Only) 

A. Portability in initial 12 months 

• FSS participants may not exercise portability within the initial 12 months after signing a CoP.  

 

B. Moves into the PHA’s jurisdiction 

 

If an FSS participant moves into the PHA’s jurisdiction, they will be admitted in good standing into the 

SHA’s FSS program unless the Sarasota Housing Authority is already serving the number of FSS families 

identified in this FSS Action Plan and determines that it does not have the resources to manage the FSS 

contract.  

 

Regardless of whether Sarasota Housing Authority is able to receive an incoming family from another 

jurisdiction into the FSS program, SHA will agree to allow and support porting families to remain in their 

initial PHA’s FSS program after porting housing vouchers if the initial PHA requests that the family 

remain in the initial FSS program and can demonstrate the family is able to fulfill its responsibilities 

under the initial CoP, the move in jurisdictions notwithstanding.   
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C. FSS termination with disbursement for porting families 

 

If an FSS family seeks to move to a jurisdiction that does not offer an FSS program, the Sarasota 

Housing Authority will closely examine the family’s progress to determine if it would be 

appropriate to exercise FSS Termination with Disbursement as discussed above in the section on 

Termination. Where continued FSS participation is not possible, SHA will discuss the options 

that may be available to the family, depending on the family's specific circumstances, which may 

include, but are not limited to, modification of the FSS contract, termination of the FSS contract 

and forfeiture of escrow, termination with FSS escrow disbursement in accordance with 24 CFR 

§ 984.303(k)(1)(iii), or locating a receiving PHA that has the capacity to enroll the family into its 

FSS program. 
 

XVI. Other Policies 

 

Policy Where Addressed in Plan 

(i) Policies related to the modification of goals in 

the ITSP; 

Section IX Contract of Participation 

(ii) The circumstances in which an extension of 

the Contract of Participation may be granted 

Section IX: Contract of Participation 

(iii) Policies on the interim disbursement of 

escrow, including limitations on the use of the 

funds (if any) 

Section VI: FSS Escrow Account and Other 

Incentives for Participants 

(iv) Policies regarding eligible uses of forfeited 

escrow funds by families in good standing 

Section VI: FSS Escrow Account and Other 

Incentives for Participants 

(v) Policies regarding the re-enrollment of 

previous FSS participants, including graduates 

and those who exited the program without 

graduating 

Section IV. Family Selection Procedures 

(vi) Policies on requirements for documentation 

for goal completion; 

Section IX: Contract of Participation 

(vii) Policies on documentation of the household’s 

designation of the “Head of FSS Household; 

Section IV. Family Selection Procedures 

(viii) Policies for providing an FSS selection 

preference for porting families (if the PHA elects 

to offer such a preference) 

Section IV: Family Selection Procedures 
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XVI. Definitions 
 

Definitions 

The definitions below are specified in CFR 24 984.103. The terms 1937 Act, Fair Market Rent, 

Head of Household, HUD, Public Housing, Public Housing Agency (PHA), Secretary, and Section 8, 

as used in this part, are defined in 24 CFR Part 5.  

Certification means a written assertion based on supporting evidence, provided by the FSS family or the 

Sarasota Housing Authority, as may be required under this part, and which: 

(1) Shall be maintained by the Sarasota Housing Authority in the case of the family’s 

certification, or by HUD in the case of the PHA’s or owner’s certification; 

(2) Shall be made available for inspection by HUD, the Sarasota Housing Authority, and the 

public, as appropriate; and, 

(3) Shall be deemed to be accurate for purposes of this part, unless the Secretary or the Sarasota 

Housing Authority, as applicable, determines otherwise after inspecting the evidence and 

providing due notice and opportunity for comment. 

Contract of Participation (CoP) means - a contract, in a form with contents approved by HUD, entered 

into between an FSS family and a Sarasota Housing Authority operating an FSS Program that sets forth 

the terms and conditions governing participation in the FSS Program. The CoP includes all Individual 

Training and Services Plans (ITSPs) entered into between the Sarasota Housing Authority and all 

members of the family who will participate in the FSS Program, and which plans are attached to the CoP 

as exhibits. For additional detail, see § 984.303. 

Effective date of Contract of Participation (CoP) - means the first day of the month following the date in 

which the FSS family and the PHA entered into the CoP.   

Eligible families means current residents of Public Housing (Section 9) and current Section 8 program 

participants, as defined in this section, including those participating in other local self-sufficiency 

programs. 

Enrollment means the date that the FSS family entered into the CoP with the Sarasota Housing 

Authority. 

Family Self-Sufficiency (FSS) Program means the program established by a PHA within its jurisdiction or 

by an owner to promote self-sufficiency among participating families, including the coordination of 

supportive services to these families, as authorized by section 23 of the 1937 Act. 

FSS escrow account (or, escrow) means the FSS escrow account authorized by section 23 of the 1937 

Act, and as provided by § 984.305. 

FSS escrow credit means the amount credited by the Sarasota Housing Authority to the FSS family’s 

FSS escrow account. 

FSS family means a family that resides in Public Housing (Section 9) or receives Section 8 assistance or 

receives HUD Project-Based Rental Assistance for a privately owned property, and that elects to 

participate in the FSS Program, and whose designated adult member (head of FSS family), as determined 

in accordance with § 984.303(a), has signed the CoP. 
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FSS family in good standing means, for purposes of this part, an FSS family that is in compliance with 

their FSS CoP; has either satisfied or are current on any debts owed the Sarasota Housing Authority; and is 

in compliance with the regulations regarding participation in the relevant rental assistance program.pro 

FSS related service program means any program, publicly or privately sponsored, that offers the kinds of 

supportive services described in the definition of ‘‘supportive services’’ set forth in this § 984.103. 

FSS slots - refers to the total number of families (as determined in the Action Plan and, for mandatory 

programs, in § 984.105 of this part) that the PHA will serve in its FSS Program. 

FSS Program Coordinator means the person(s) who runs the FSS program. This may include (but is not 

limited to) performing outreach, recruitment, and retention of FSS participants; goal setting and case 

management/coaching of FSS participants; working with the community and service partners; and 

tracking program performance.   

FY means Federal Fiscal Year (starting October 1 and ending September 30, and year designated by the 

calendar year in which it ends). 

Head of FSS family means the designated adult family member of the FSS family who has signed the 

CoP. The head of FSS family may, but is not required to be, the head of the household for purposes of 

determining income eligibility and rent. 

Individual Training and Services Plan (ITSP) means a written plan that is prepared by the Sarasota 

Housing Authority in consultation with a participating FSS family member (the person with, for, and 

whom the ITSP is being developed), and which sets forth: 

(1) The final and interim goals for the participating FSS family member; 

(2) The supportive services to be provided to the participating FSS family members; 

(3) The activities to be completed by that family member; and, 

(4) The agreed upon completion dates for the goals and activities.  

Each ITSP must be signed by the Sarasota Housing Authority and the participating FSS family member, 

and is attached to, and incorporated as part of the CoP. An ITSP must be prepared for each adult family 

member who elects to participate in the FSS Program, including the head of FSS family who has signed 

the CoP. 

Owner means the owner of multifamily assisted housing. 

Self-sufficiency means that an FSS family is no longer receiving TANF or welfare assistance. 

Achievement of self-sufficiency, although an FSS program objective, is not a condition for receipt of the 

FSS escrow account funds.  

Supportive services mean those appropriate services that a Sarasota Housing Authority will coordinate 

on behalf of an FSS family under a CoP, which may include, but are not limited to: 

(1) Childcare—childcare (on an as-needed or ongoing basis) of a type that provides sufficient 

hours of operation and serves an appropriate range of ages; 

(2) Transportation—transportation necessary to enable a participating FSS family member to 

receive available services, or to commute to their place(s) of employment; 

(3) Education—remedial education; education for completion of high school or attainment of a 

high school equivalency certificate; education in pursuit of a post-secondary degree or certificate; 
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(4) Employment Supports—job training, preparation, and counseling; job development and 

placement; and follow-up assistance after job placement and completion of the CoP; 

(5) Personal welfare—substance/alcohol abuse treatment and counseling, and health, dental, 

mental health and health insurance services; 

  (6) Household management—training in household management; 

(7) Homeownership and housing counseling— homeownership education and assistance and 

housing counseling;  

(8) Financial Empowerment—training in financial literacy, such as financial coaching, training in 

financial management, asset building, and money management, including engaging in 

mainstream banking, reviewing and improving credit scores, etc.; 

(9) Other services—any other services and resources, including case management, optional 

services, and specialized services for individuals with disabilities, that are determined to be 

appropriate in assisting FSS families to achieve economic independence and self-sufficiency. 

Reasonable accommodations and modifications must be made for individuals with disabilities 

consistent with HUD requirements, including HUD’s legal obligation to make reasonable 

modifications under Section 504 of the Rehabilitation Act. 

Welfare assistance means (for purposes of the FSS program only) income assistance from Federal, (i.e. 

Temporary Assistance for Needy Families (TANF) or subsequent program) State, or local welfare 

programs and includes only cash maintenance payments designed to meet a family’s ongoing basic needs. 

Welfare assistance does not include: 

(1) Nonrecurrent, short-term benefits that: 

(i) Are designed to deal with a specific crisis or episode of need; 

(ii) Are not intended to meet recurrent or ongoing needs; and, 

(iii) Will not extend beyond four months.  

(2) Work subsidies (i.e., payments to employers or third parties to help cover the costs of 

employee wages, benefits, supervision, and training); 

(3) Supportive services such as childcare and transportation provided to families who are 

employed; 

(4) Refundable earned income tax credits; 

(5) Contributions to, and distributions from, Individual Development Accounts under Temporary 

Assistance for Needy Families (TANF); 

(6) Services such as counseling, case management, peer support, childcare information and 

referral, financial empowerment, transitional services, job retention, job advancement, and other 

employment-related services that do not provide basic income support; 

(7) Amounts solely directed to meeting housing expenses; 

(8) Amounts for health care; 

(9) Supplemental Nutrition Assistance Program and emergency rental and utilities assistance;  

(10) Supplemental Security Income, Social Security Disability Income, or Social Security; and 
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(11) Child-only or non-needy TANF grants made to or on behalf of a dependent child solely on 

the basis of the child’s need and not on the need of the child’s current non-parental caretaker. 

 



RESOLUTION 22-18 
 
 

RESOLUTION APPROVING SARASOTA HOUSING AUTHORITY 
(SHA) CONVERTION OF PERSONNEL POLICY TO  

TEAM MEMBER CULTURE GUIDE 
 

 
 WHEREAS the Sarasota Housing Authority (SHA) is converting 
the Personnel Policy and renaming it the Team Member Culture Guide; 
 
 WHEREAS the provisions of the policy/guide may be amended or 
cancelled at any time, in the Authority’s sole discretion; 
 
 WHEREAS these provisions supersede all prior policies/guides; 
and 
 
 WHEREAS the purpose of this Team Member Culture Guide is to 
provide a source of information for all SHA staff concerning the benefits 
and obligations associated with their employment. 
 
 
NOW, THEREFORE, BE IT RESOLVED THAT: 
  

The SHA Board of Commissioners approves the attached Team 
Member Culture Guide. 
 
 

 
ACCEPTED BY:   DATE:   
 Jack Meredith,  
 Chairman 
 
 
ATTESTED BY:   DATE:   
 William O. Russell III,  

 President & CEO 
 
 
 



NOVEMBER 30, 2022 

TEAM MEMBER 
CULTURE GUIDE 

Committed to provide quality affordable housing to enhance the lives of our residents and promote their independence 



ABOUT THIS CULTURE GUIDE 

We prepared this Team Member Culture Guide (“Culture Guide”, or “Guide”) to help team members 
find the answers to many questions that they may have regarding their employment with Sarasota 
Housing Authority (“SHA” or “Agency”).  Please take the necessary time to read it. 
  
We do not expect this Culture Guide to answer all questions.  Managers and Human Resources also 
serve as a major source of information. 
  
Neither this Guide nor any other verbal or written communication by a management representative 
is, nor should it be considered to be, an agreement, contract of employment, express or implied, or 
a promise of treatment in any particular manner in any given situation, nor does it confer any 
contractual rights whatsoever.  Sarasota Housing Authority adheres to the policy of employment “at-
will”, which permits the Agency or the team member to end the employment relationship at any 
time, for any reason, with or without cause or notice. 
  
No Agency team member or representative may modify the at-will status and/or provide any special 
arrangement concerning terms or conditions of employment in an individual case or generally. 
  
Many matters covered by this Guide, such as benefit plan descriptions, are also described in 
separate Agency documents.  These Agency documents are always controlling over any statement 
made in this Guide or by any member of management. 
  
This Guide states only general Agency guidelines.  Sarasota Housing Authority may, at any time, in its 
sole discretion, modify or vary from anything stated in this Guide, with or without notice, except for 
the rights of the parties to end employment at-will. 
  
This Guide is subject to the terms of any applicable collective bargaining agreement.   
 
  

This Team Member Culture Guide supersedes all previous employee handbooks 

Resolution #: 22-18 Revision Date: November 30, 2022 

 
 

SHA Team Member Culture Guide 
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Welcome to Sarasota Housing Authority! 
 
 
For those of you who are just joining Sarasota Housing Authority as new team 
members, on behalf of the Agency, let me extend a warm and sincere welcome! And 
for those team members who have been with us, we very much appreciate and thank 
you for your past and continued service. 
  
I extend my personal best wishes for success and fulfillment here at Sarasota Housing 
Authority.  We understand that it is our team members who provide the services that 
our clients and residents rely upon, and who will enable us to create new 
opportunities in the years to come.   
 
We also know that our strongest asset is you, and that no one can anticipate every 
work-related issue or need that may arise.  If you have a specific concern, idea, or 
need, please tell us.  We value your service and the good work you do each day to 
make the Agency effective in carrying out our important mission.  We look forward to 
a mutually rewarding relationship with you. 
 
Again, may we extend a heartfelt WELCOME! 

William Russell, President and Chief Executive Officer 
Sarasota Housing Authority 
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Our Mission 
We are committed to provide quality affordable housing to enhance the lives 

of our residents and promote their independence. 
 
 
 

Our Vision 
Over the next 5 years, SHA will endeavor to further our missions and awareness 
of the positive attributes of our programs with the following vision in our mind: 

• House more families. 
• Modernize Bertha Mitchell, McCown, and the Annex. 
• Revitalize neighborhoods through responsible development, to include Cypress 

Square, Lofts on Lemon 2, Central Gardens, and Cypress Square 2 and 3. 
• Enhance the lives of the residents with comprehensive social programs, excellent 

property management, and customer service. 
• Market and raise awareness of the positive impact of our programs for the 

families and neighborhoods. 
• Foster an entrepreneurial spirit and reduce our dependency on HUD subsidies. 

 
 

Our Core Values 
Integrity – We hold to the highest level of personal principles that include honesty, 
trustworthiness, and responsibility in our decisions, actions, and behaviors.    
Accountability – We are answerable for specified results or outcomes both as 
individuals and as a team. 
Teamwork – We work together to do whatever is necessary to help us achieve our 
agency mission, vision, and goals. 
Respect – We treat all people in a considerate and courteous way.    
Diversity – We appreciate and embrace the many unique backgrounds, styles, beliefs, 
perspectives, and cultures of our clients and our team members. 
Sustainability – We will manage our financial, social, and environmental risks, 
obligations, and opportunities.    
Communication – We will use active listening and clear communication with our 
team and clients. 
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More About Us 
SHA is organized consistent with its mission as a local provider of affordable, low-income rental housing, and 
consistent with HUD requirements and state law regarding governance of a Public Housing Authority (PHA). 
 
The President and CEO shall act with the full authority of SHA, unless otherwise specifically designated.   
Human Resources shall be primarily responsible for implementation of and compliance with the provisions of 
this Culture Guide.  Agency leadership is also expected to utilize and comply with this Guide in managing their 
staff.  It is the policy and practice of SHA that all new hires and employment separations must be approved by 
the President and CEO. 
 
The Board of Commissioners establishes policy, while the President and CEO has the duty to implement 
policies through effective supervision and delegation of duty to the appropriate staff person(s). 
 
Major functions of SHA include, but may not be limited to, agency administration (e.g., team member 
management, risk management, financial management, and procurement); modernization and capital 
improvements; and property management (e.g., tenant selection, leasing, rent collections, lease enforcement 
and routine, preventive, extraordinary and emergency maintenance). 
 
The staffing plan of SHA shall be determined by the President and CEO subject to the budget as approved by 
the Board of Commissioners. 
 

Working at the Agency 

Your Introductory Period 

Starting a new job can be stressful and overwhelming as you learn new ways of doing things.  It can feel like a 
maze.  So, rule number one is to ask questions and enjoy the learning!  We’re here to help you.  Ask a fellow 
team member, your manager, or their manager.  If you’re unsure of anything, ask. 
 
For all new team members, the first ninety (90) calendar days of employment with us is considered your 
Introductory Period, so please learn about SHA, your role, and your new surroundings as quickly as possible. 
 
During this Introductory Period, you have the opportunity to demonstrate to SHA that you possess the 
appropriate attitude and abilities for your position; this period also gives you the opportunity to decide if SHA 
is the right place for you.  After you have successfully completed the Introductory Period, you will be granted 
“regular” team member status, pending evaluation by the President and CEO or their designee.  The 90-day 
Introductory Period may be extended or shortened in individual circumstances, or a team member may be 
separated from employment at the discretion of the President and CEO. 
 
After you have successfully completed your Introductory Period, and in accordance with your employment 
classification, you may also become entitled to the benefits provided by SHA as outlined in this Guide. 
 
During the Introductory Period, a team member who is unable to perform the duties of the position 
satisfactorily, or whose habits and dependability do not merit their continuance in service, may not be 
retained by SHA.  SHA will dispute any team member’s eligibility for unemployment compensation benefits if 
they are separated from employment during the Introductory Period. 
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Employment Classifications 

It is the intent of SHA to clarify the definitions of employment classifications so that each team member 
understands their employment status and eligibility for SHA’s benefits.  A team member’s classification does 
not guarantee employment for any specified time period nor does a team member’s classification alter the 
at-will employment relationship between the team member and SHA. 
 
Each team member is designated as either non-exempt or exempt from federal and state wage and hour 
laws.  Non-exempt team members are entitled to overtime pay under the specific provisions of the Fair Labor 
Standards Act (FLSA).  Exempt team members are excluded from specific provisions of federal and state wage 
and hour laws, including the FLSA, and are not eligible for overtime pay. 
 
In addition to being either non-exempt or exempt, each team member will belong to one or more other 
employment categories: 
 

Introductory A team member hired to fill a full-time regular position (40-hour week) will be on an 
Introductory Period of ninety (90) days, during which time they will be evaluated for 
regular employment.  Paid time off may be utilized as accrued after the successful 
completion of the Introductory Period.  Health, life, and other benefits will be granted 
on the first day of employment. 

Regular Full-Time A team member who satisfactorily passes the 90-day Introductory Period will be 
considered a regular, full-time team member.  Regular full-time team members are 
generally entitled to all benefits outlined later in this Guide.  A regular full-time team 
member is a team member who regularly works thirty-two (32) hours or more in a 
workweek. 

Regular Part-Time A team member who satisfactorily completes their 90-day Introductory Period will be 
considered a regular part-time team member.  Regular part-time team members are 
generally entitled to all benefits outlined in this Guide.  A regular part-time team 
member is a team member who regularly works fewer than thirty-two (32) hours in a 
workweek.  Benefits for regular part-time team members are subject to eligibility 
requirements from the benefits provider as well as from SHA, and certain benefits 
shall be pro-rated based upon the number of hours worked. 

Temporary The majority of the team member’s time is spent performing specific tasks or filling a 
specific need at the convenience of SHA.  This type of position will be created to 
complete a special project, to handle a short-term increase in the workload, or to 
serve a seasonal need.  While legally mandated benefits, such as worker’s 
compensation and social security may apply, paid time off and fringe benefits do not 
apply unless the position is created to last longer than 12 months, in such a case all 
benefits would apply except for pension benefits.  Benefits for Temporary team 
members with a 12-month position are subject to eligibility requirements from the 
benefits provider as well as from SHA, and certain benefits shall be pro-rated based 
upon the number of hours worked. 
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Diversity and Inclusion 

SHA is committed to fostering, cultivating, and preserving a culture of diversity and inclusion.  The collective 
sum of the individual differences, life experiences, knowledge, inventiveness, self-expression, unique 
capabilities, and talent that our team members invest in their work represents a significant part of not only 
our culture, but our reputation and achievements as well.    
 
We believe in a culture built on the premise of gender and diversity equity that encourages and enforces: 
 
• Respectful communication and cooperation between all team members. 
• Teamwork and active participation, permitting the representation of all groups and perspectives.    
• Work/life balance through flexible work schedules to accommodate team members’ varying needs, when 

possible. 
 
We embrace and encourage our team members’ differences in age, color, disability, ethnicity, family or 
marital status, gender identity or expression, language, national origin, physical and mental ability, political 
affiliation, race, religion, sexual orientation, socio-economic status, veteran status, and other characteristics 
that make us all unique. 
 
Team members who believe they have been subjected to any kind of discrimination that conflicts with our 
diversity policy and initiatives should immediately seek assistance from the President and CEO and/or Human 
Resources. 
 
Any team member found to have exhibited any inappropriate conduct or behavior against others may be 
subject to disciplinary action, including termination of employment. 
 

Hiring Process 

Our goal is to be staffed to meet our business requirements at all times with high quality employees. SHA is 
committed to administering a professional and consistent recruitment process that includes communications 
with candidates, conducting background checks, and maintaining all necessary records as required by 
applicable state and federal laws to ensure the hiring of the most qualified candidates. 
 
Internal candidates are encouraged to apply for open positions that SHA posts as part of our culture to grow 
our team members from within the agency. 
 
SHA also encourages team members to refer other qualified candidates to apply for an open position as part 
of our employee referral program. 

Hours of Work 

SHA’s regular business hours are 8:00am to 5:00pm Monday through Thursday, except on SHA-designated 
holidays or if severe inclement weather prevents SHA from being open (see Holidays and Severe or Inclement 
Weather polices). 
 
It is SHA’s policy that all regular full-time team members work forty (40) hours within each work week.  Staff 
at SHA may have varying work schedules, including a variation to the number of hours required to be worked 
in a work week, as agreed to, and as approved by the President and CEO.  The President and CEO has the sole 
discretion to approve variations of hours worked in a work week and work schedules.  Team members are 
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expected to be working on SHA’s premises or at an assigned SHA work location during the team member’s 
regularly scheduled hours unless the team member has properly notified their supervisor of illness or other 
excusable absence.  Work hours are not to exceed ten (10) hours per day. 
 
Team members who are unable to report to work must call their immediate supervisor or the Administrative 
Office to report their absence no later than the team member’s start time.  If the team member receives an 
answering service in response to their call, they shall leave a message and call back during regular business 
hours to speak directly to their supervisor or the Administrative Office regarding the absence.  Failure to do 
so will result in an unauthorized absence and subject the team member to corrective action, up to and 
including termination.  Alternatively, a team member may text their immediate supervisor prior to their start 
time to inform them that they will be late or absent; however, the team member must provide proof that 
they did so if the supervisor states that the text message was not received. 
 
Leaving the premises during the working hours without the express consent of your supervisor is not 
permitted.  If the team member’s supervisor grants permission to leave the premises for personal and non-
work-related reasons, the team member will not be paid for the time away from the office; they may use paid 
time off (PTO) in increments of one-half hour (30 minutes). 

Attendance and Punctuality 

It is expected that all team members be at work on time and work their scheduled day.  Consistently good 
attendance by all team members is essential to our operation.  Each team member is needed on the job every 
day, and when someone must be absent or tardy, that puts a burden on others who must perform the work 
of the absent team member. 
 
Team members must call their supervisor to report their absence from work no later than their designated 
start time.  Unexcused absences or tardiness, other than for instances permitted in this Guide, may result in 
corrective action or termination of employment.  When the team member arrives for work and begins 
recording their time, the team member should immediately inform their supervisor of their arrival and start 
work. 
 
If a team member is absent from work for two (2) consecutive workdays without properly notifying a 
supervisor within the team member’s department, the team member is considered to have voluntarily 
abandoned their employment with SHA, unless there are extenuating circumstances, e.g., an unplanned 
hospitalization.  This also includes failure to return from an approved PTO and/or from a leave of absence on 
the date specified by SHA. 

Your Appearance 

All team members are required to wear the appropriate attire and/or uniform while employed at SHA.  The 
Business Operations Manager will inform new team members of uniform regulations or dress requirements.    
 
Prohibited clothing includes shorts, miniskirts, jeans, workout/gym clothes, and T-shirts other than SHA shirts.   
Leggings are permitted but only if the top or tunic worn with the leggings covers to the team member’s mid-
thigh. 
 
Maintenance staff will be provided with work pants and uniform shirts, which they will be expected to wear 
every workday.  In addition, maintenance staff will be provided an allowance to purchase a pair of steel-toed 
work boots each year.  They will be permitted to turn in a receipt and request reimbursement for the work 
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boots.  Office staff working with the general public on a daily basis will wear SHA provided shirts with casual 
pants; business casual dress is also permissible. 
 
A team member who reports to work in inappropriate attire may be asked to leave and change into 
acceptable clothing.  Non-exempt team members will not be paid for time missed from the workday as a 
result. 

Open-Door Policy 

SHA has an open-door policy that encourages team member participation in decisions affecting them and 
their daily professional responsibilities.  Team members who have job-related concerns or complaints are 
encouraged to talk them over with their supervisor or any other management representative, including the 
President and CEO, with whom they feel comfortable.  SHA believes that team member concerns are best 
addressed through this type of informal and open communication. 
 
Additionally, team members are encouraged to raise work-related concerns as soon as they arise.  SHA 
cannot address problems of which SHA is not made aware.  Team members are further encouraged to pursue 
discussion of their work-related concerns until the matter is fully resolved.  Although SHA cannot guarantee 
that in each instance the team member will be satisfied with the result, SHA will attempt in each instance to 
explain the decision(s) and result to the team member, if the team member is not satisfied. 
 
SHA will attempt to keep all such expressions of concern, the results of any investigation and the terms of the 
resolution as confidential as possible.  However, in the course of investigating and resolving the matter, some 
dissemination of information to others may be unavoidable; such disclosure shall be restricted to a “need-to-
know” basis. 

Standards of Behavior 

The following standards of behavior include some, but not all, of team member conduct prohibited by SHA 
that will result in discipline.  This list is illustrative only and does not intend to limit the conduct for which SHA 
may have to disciplines team members: 
 
• Stealing from a resident, visitor, other team member, or from the Sarasota Housing Authority. 
• Possession, use, sale, purchase, or being under the influence of alcohol or of an illegal drug during 

working time or on SHA premises or an SHA worksite.  “Illegal drug” means any drug which is not legally 
obtainable, or which is legally obtainable but illegally obtained, including prescribed drugs not legally 
obtained and prescribed drugs not being used for prescribed purposes or being misused. 

• Willful insubordination, or refusal to follow instructions or directions from the President and CEO, an 
immediate supervisor, or some other person of authority at SHA. 

• Destruction or damage to property belonging to SHA or to any person. 
• Abusing, attempting to injure, fighting with, or threatening a client/resident, team member, vendor, 

supplier, or any other person during work hours. 
• Altering, falsifying, or making a willful misstatement of fact on any work record, employment application, 

or timecard, regardless of when such is discovered. 
• Failure to report injury, accidents, or safety hazards involving a client/resident or team member. 
• Asking for, or accepting, tips, gratuities, or gifts of any kind from clients/ residents and/or participants in 

SHA programs or events, or from the families of clients/residents and/or participants. 
• Revealing to any person any confidential information concerning a client/resident and/or participant in 

SHA programs or events, other than to a team member with a need to know working with that particular 
client/resident or participant. 



 

Sarasota Housing Authority Team Member Culture Guide / November 2022 
12 

• Unless reasonable accommodations are necessary and approved, and according to applicable federal or 
state law, failure to meet health test requirements, where the test is not satisfactorily completed within 
seven (7) days of the required date (team members not meeting health test requirements will not be 
permitted to work until the test is satisfactorily completed). 

• Playing radios or other equipment loudly, so as to disturb residents or others. 
• Any swearing or obscene language, or discourteous language to another team member, a client/resident, 

a participant in SHA programs or events, or against a visitor to SHA’s premises or SHA’s work locations. 
• Being in an unassigned area during working hours without permission, other than in the line of duty. 
• Unauthorized use of cameras or recording devices. 
• A pattern of excessive use of personal cell phones while the team member is on the clock, except in the 

incident of a family emergency. 
• Engaging in financial transactions of any kind with residents unless approved in advance by the team 

member’s supervisor. 

Corrective Action 

In addition to our Standards of Behavior, SHA enforces a policy of corrective action in which we attempt to 
provide team members with notice of deficiencies and an opportunity to improve.    
 
Based on the severity of a violation, corrective action includes a number of options to management: verbal 
warnings, written warnings, suspension, demotion, termination, or some other corrective action, in no 
particular order. 
 
All team members, although they may not necessarily agree with the corrective action, are expected to sign 
the corrective action form as acknowledgment and receipt, and of course may add any comments they deem 
necessary. 

Confidentiality and Proprietary Information 

Confidential information is any SHA information that is not known generally to the public or the industry.  
Client/resident lists, client/resident files, personnel files, team member contact and other team member-
related information, computer records, financial data, process descriptions, grant applications, among other 
categories of documents are examples of confidential information.  Any record/information defined as 
“public information” under any federal, state, or local law is exempt from confidentiality 
 
In addition to observing this Guide policy, all team members will be asked to sign a written nondisclosure and 
confidentiality agreement. 
 
The materials, products, designs, plans, ideas, data, and all other proprietary and confidential information 
belonging to SHA are the property of SHA and should never be given to an outside firm, agency, or individual 
without appropriate authorization from SHA’s President and CEO.  Any improper transfer of material or 
disclosure of information, even though it is not apparent that a team member has personally gained by such 
action, will subject the team member to corrective action, including termination and possible legal action. 
 
Unless required in the course of their business responsibilities, no team member is authorized to make 
copies, excerpts, or compilations of any of the confidential information or to take that information from SHA's 
premises without the advance written permission of the President and CEO. 
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Conflicts of Interest 

Team members are expected to devote their best efforts and attention to the full-time performance of their 
jobs.  They are expected to use good judgment, to adhere to high ethical standards, and to avoid situations 
that create an actual or potential conflict between the team member’s personal interests and the interests of 
SHA.  A conflict of interest exists when the team member’s loyalties or actions are divided between SHA's 
interests and those of another, such as a competitor, supplier, or customer.  Both the fact and the 
appearance of a conflict of interest should be avoided.  Team members unsure if a certain transaction, 
activity, or relationship constitutes a conflict of interest should discuss it with the President and CEO for 
clarification and written instruction. 
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While it is not feasible to describe all possible conflicts of interest that could develop, some of the more 
common conflicts from which team members should refrain include, but are not necessarily limited to, the 
following: 

• Accepting personal gifts, cash gratuities, or entertainment from clients/residents, suppliers, vendors, 
potential vendors, or potential suppliers; 

• Conducting financial transactions of any kind with clients/residents, other than accepting payment for 
official charges posted to a client’s/resident’s account; 

• Working for a supplier/vendor or client/customer; 
• Using proprietary or confidential SHA information for personal gain or to SHA's detriment; 
• Having a direct or indirect financial interest in, or relationship with a vendor, customer, or supplier, 

except that ownership of less than one percent (1%) of the publicly traded stock of a corporation will not 
be considered a conflict; 

• Taking and/or using Agency assets or labor for personal use; 
• Acquiring any interest in property or assets of any kind for the purpose of selling or leasing it to SHA; or, 
• Committing SHA to give its financial or other support to any outside activity or organization without SHA’s 

express prior written approval. 

If a team member or someone with whom a team member has a close relationship (a family member or close 
companion) has a financial or employment relationship with a customer, supplier or potential supplier, the 
team member must disclose this fact in writing to the President and CEO. 
 
Team members shall not enter into a romantic or sexual relationship with a vendor/supplier, a subordinate 
team member, or a client/resident, as a conflict of interest may exist where decisions may be influenced by 
the relationship rather than what is in the best interest of SHA (see Relationships at Work policy below). 
 
Team members may engage in outside employment provided they disclose such employment and receive 
prior written approval from the President and CEO so that actual or perceived conflicts may be evaluated.  
Failure to adhere to this guideline, including failure to disclose any conflicts or to seek an exception, may 
result in correction action up to and including separation of employment. 

Relationships at Work 

SHA prohibits employment of relatives or romantic partners in a direct reporting relationship, a reporting 
relationship where direct favoritism or indirect favoritism could occur, or where influence or preference by a 
non-supervisor could occur or be perceived.  SHA and SHA team members shall avoid creating or 
perpetuating circumstances in which the possibility of favoritism, conflict of interest, or impairment of 
efficient operations may occur. 
 
Team members are prohibited from using their positions for a purpose that is, or gives the appearance of, 
being motivated by a desire for private gain for the team member or others, particularly individuals or entities 
with whom the team member has family, business, romantic, or other relationships. 
 
For purposes of this policy, “relatives” are defined as "immediate family”: spouse, son, daughter, mother, 
father, brother, sister, any step relatives or in-laws or a relative by marriage of comparable degree, significant 
other, and fiancé(e); “dating relationship” is defined as any romantic or sexual relationship of any kind, of any 
nature, for any duration, between a team member and a coworker, client, supervisor, manager, third-party 
vendor, or any other individual with any relationship to SHA whatsoever.  Team members must disclose the 
existence of any immediate family relationships or dating relationships with any other current or prospective 
SHA team member to the President and CEO prior to the prospective team member commencing their 
employment, and when seeking a promotion or transfer within SHA. 
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SHA Procedures for Family or Dating Relationships 
 
1. Relatives of current SHA team members, or anyone involved in a dating relationship with any SHA team 

member, may not occupy a position that will be working directly for or supervising a relative.  Individuals 
involved in a dating relationship with a current team member may also not occupy a position that will be 
working directly for or supervising the team member with whom they are involved in a dating 
relationship. 

2. Directors and managers should exercise caution in hiring decisions to ensure that a new team member is 
not placed in a direct reporting relationship with a relative as defined by this policy. 

3. If, due to promotion, a direct reporting relationship is created between relatives or anyone in a dating 
relationship, supervisors should work with the team members to resolve the situation.  Resolution may 
include transfer of one team member involved in the relationship, or a change in reporting relationships.  
The President and CEO or their designee shall be contacted to discuss resolution options. 

4. If the relative or dating relationship is established after employment of the individuals, such relationships 
must be disclosed to the President and CEO who will determine resolution options.  Resolution may 
include transfer of one team member of the relationship, or a change in reporting relationships. 

5. No team members shall be transferred into a position that would result in a reporting relationship to a 
relative, or between those in a dating relationship. 

6. In other cases where a conflict or the potential for conflict arises because of the family or dating 
relationship between team members, even if there is no line of authority or reporting involved, the team 
members may be separated by reassignment, or terminated from employment. 

7. Team members involved in a dating relationship should refrain from public workplace displays of 
affection or excessive personal conversation. 

Publicity 

Your Photograph, Picture, Likeness, and Voice 

To increase our exposure in the community and to promote our services, we may conduct marketing or other 
public relations campaigns using a wide range of media outlets.  Consistent with this purpose and upon your 
written consent, SHA may use your photograph, picture, likeness, and/or voice recording or transcription at 
any time without compensation. 
 
Media Requests 

To maintain our reputation as a high-quality organization, only the Agency’s Chief Executive Officer or their 
designated spokesperson(s) will respond to the news media.  This ensures that only these designees speak on 
behalf of SHA to deliver an appropriate message and to avoid giving misinformation in any media inquiry.  In 
other words, please do not speak on behalf of SHA to the media or any third party unless you’ve been 
authorized to do so. 

Employment Verifications and References 

Sarasota Housing Authority will respond to verification of employment and reference requests through the 
Human Resources department.  The Agency will provide general information concerning the team member 
such as date of hire, date of discharge, and positions held.  Requests for reference information must be in 
writing, and responses will be in writing.  Please refer all requests for references to the Human Resources 
Department. 
  
Only the Human Resources Department may provide references for current or former team members. 
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Background Checks 

Offers of employment at SHA will be contingent upon clear results of a thorough background check.   
Background checks will be conducted on all final candidates and on certain team members who are 
promoted, as deemed necessary. 
 
Depending on the team member’s position, background checks may include:  
  
• Prior Employment Verification: confirms applicant's employment with the listed companies, including 

dates of employment, position held, and additional information available pertaining to performance, 
reason for departure, and eligibility for rehire. 

• Personal and Professional References: calls will be placed and/or emails will be sent to individuals listed 
as references by the applicant. 

• Criminal Background Check: if/as relevant to the work the team member will be performing and per 
applicable state and/or local law. 

• Driving Records: if/as relevant to the work the team member will be performing and per applicable state 
and/or local law. 

Your Work Records 

All team member work records shall be stored and maintained by the Business Operations Manager or their 
designee and must be in a secure file cabinet at all times.  Team member files are the property of SHA, and 
access to the information they contain is restricted.  Generally, only Human Resources staff, supervisors, and 
management of SHA who have a legitimate reason to review information in a file are permitted to do so, per 
the following: 
 
• Team members may request the opportunity to inspect portions of their own work records, which are 

available for review under applicable law. 
• If the team member desires copies of their records, copies will be provided to the team member upon 

payment which is based upon appropriate applicable laws; copies will be provided within a reasonable 
length of time. 

• A team member may inspect only their own work file and only in the presence of the Business Operations 
Manager or designated person.  Team member files are the property of SHA and may not be removed 
from SHA's premises without written authorization from the President and CEO. 

 
The information in the team member’s personnel file is permanent and confidential and must be kept up to 
date by submitting a yearly update form.  The team member should inform the President and CEO or 
designated person, immediately, whenever there are changes in personal data such as address, telephone 
number, marital status, number of dependents, and person(s) to notify in case of emergency.  The team 
member is also responsible for maintaining a current life-insurance beneficiary designation. 

Lactation Breaks 

SHA accommodates nursing mothers pursuant to the Nursing Mothers Provisions of the Fair Labor Standards 
Act.  For up to one (1) year after the birth of a child, eligible team members will be provided reasonable break 
time, in private, to express breast milk.  Eligible team members should make arrangements through the 
Business Operations Manager. 
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Solicitation and Distribution of Literature 

To avoid disruption of operations or disturbance of our team members and clients/residents, the following 
rules apply to solicitation and distribution of literature on SHA's premises and designated work locations: 
 
Team Members - Solicitation, for any purpose, is prohibited during working time.  Thus, solicitation must be 
confined to periods when team members are on non-working time.  Further, a team member may not 
distribute materials at any time, for any purpose in SHA working areas.  Team members may not distribute 
unapproved materials anywhere on SHA’s work locations during working time.  Thus, any unapproved 
distributions must be confined to periods when team members are on non-working time, and in non-working 
areas. 
 
Non-working time refers to the period(s) during the team member’s workday when they are not engaged in 
the performance of work, such as meal and break periods, immediately before or after the team member’s 
work hours, or other times when no work is expected to be performed. 
 
Non-Team Members - Persons not employed by SHA may not solicit, or distribute literature, on SHA's 
property, at any time, for any purpose.  The Resident Council may distribute material to residents so long as 
the materials are approved by SHA (shall not be unreasonably denied) and is limited to Resident Council 
business. 

Personal Visits and Phone Calls 

Disruptions during work time can lead to errors and delays.  Therefore, personal telephone calls must be kept 
to a minimum, and only be made or received after working time, or during lunch or break time. 
  
For safety and security reasons, team members are generally prohibited from having personal guests visit or 
accompanying them anywhere in Sarasota Housing Authority facilities other than the reception areas. Any 
team member with a special request or emergency need for a personal guest in a work area must first receive 
approval from the President and CEO. 

Prohibited Political Activities 

Each team member has the right to vote as they choose.  However, SHA team members and officers are 
prohibited by federal law [5 U.S.C. Section 1502] from taking part in the following political activities: 
 
• Using their official authority or influence for the purpose of interfering or affecting the result of an 

election or a nomination for office;  
• Indirectly coercing, attempting to coerce, commanding, or advising a State or local officer or employee, 

including another team member of SHA, to pay, lend, or contribute anything of value to a party, 
committee, organization, agency, or person for political purposes; or 

• Being a candidate for elective office. 
 
Team members who have questions about their involvement in political activities, or who believe that others 
may be involved in political activities in violation of this provision, are encouraged to consult the President 
and CEO. 
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Board of Commissioners Interaction 

SHA team members are employed at the discretion of SHA’s President and CEO.  SHA’s President and CEO is 
the sole employee of SHA Board of Commissioners.  The interaction of team members with the Board of 
Commissioners should be limited and respectful of an open environment.  Team members should not 
circumvent supervisors and SHA leadership by going directly to the Board of Commissioners, especially to 
address issues that they have not first communicated to a supervisor and SHA leadership.  No Commissioner 
shall make, nor attempt to direct, day-to-day management and/or operational decisions of SHA. 

Travel and Expense Reimbursement 

Florida Statutes authorize a housing authority to approve and implement policies for per diem, travel, and 
other expenses of its officials, officers, board members, employees, and authorized persons in a manner 
consistent with federal guidelines, exclusive of the statutory rates established in Section 112.061(6)(a), 
Florida Statutes, Section 112.061(6)(b), Florida Statutes, and Section 112.061(7)(d)l, Florida Statutes, 
respectively. 
 
The United States General Services Administration (GSA) establishes rates for per diem, subsistence, and 
mileage for business travel which are accepted by the Internal Revenue Service (IRS) without documentation 
of expenses.  These rates are published for public use on the web and will be used as specified on the GSA 
web site.  SHA will also utilize the breakdown of per diem offered by GSA. 
 
The use of privately-owned vehicles for official travel in lieu of publicly owned vehicles or common carriers 
may be authorized by the agency head or their designee.  Whenever travel is by privately owned vehicle, the 
traveler shall be entitled to a mileage allowance at the current rate set by the IRS.  On occasion, a team 
member may be asked to use a SHA vehicle when available and appropriate. 

Leaving the Agency 

SHA will consider a team member to have voluntarily terminated their employment in any of the following 
events: 
 

Resignation If you decide to end your employment with us, we ask that you notify your manager 
in writing at least two (2) weeks in advance of your intended departure.  Upon your 
resignation, you are responsible for returning all SHA property in your possession or 
for which you are responsible, including, but not limited to, documents and 
information (in any form or media, e.g., flash drives), laptops, keys, key/access cards, 
credit cards, cell phones, etc. 
 
Prior to leaving SHA, you may also be asked to attend an exit interview.  Once you 
have returned all SHA property and upon receiving your final pay, an exit interview 
will be conducted upon request.  For whatever reason you are leaving us, it is to your 
advantage to participate in this interview so that we can give you complete 
information on your benefits.  We also want your honest opinion on our policies and 
procedures leading to improvements at the Agency. 
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Abandonment 
of Position 

If a team member is absent from work for two (2) consecutive workdays without 
properly notifying a supervisor within the team member’s department, the team 
member is considered to have voluntarily abandoned their employment with SHA, 
unless there are extenuating circumstances, e.g., an unplanned hospitalization.  This 
also includes failure to return from an approved PTO and/or from a leave of absence 
on the date specified by SHA. 
 

Retirement Reaching the anticipated retirement date, in accordance with the provisions of the 
retirement plan. 

 
A team member may be terminated involuntarily for a number of reasons, including poor performance, 
misconduct, or other violations of SHA’S Standards of Behavior as set forth in this Guide.  Notwithstanding 
this provision, SHA reserves the right to discharge with or without cause, and with or without prior notice, 
pursuant to the “at-will” employment relationship between SHA and its team members. 
 

Involuntary If your employment is terminated by SHA, you may be asked to leave the building 
immediately.  Upon separation, you will be required to return all SHA property in your 
possession or for which you are responsible, including, but not limited to, documents 
and information (in any form or media, e.g., flash drives), laptops, keys, key/access 
cards, credit cards, cell phones, etc. 

Due to 
Reorganizations, 
Economics, or 
Lack of Work 

From time to time, SHA may need to terminate a team member as a consequence of 
reorganization and/or a reduction in force.  SHA will attempt to provide all affected 
team members with advance notice when practicable.  Layoff benefits associated 
with such terminations, if any, will be disclosed in the notice. 

Continuation of Benefits / COBRA 
Pursuant to the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA), eligible team members 
and their dependents are entitled to enroll and pay the premium for the continuation of insurance coverage 
after employment with SHA ends.  Team member insurance coverage will end at the end of the month in 
which a team member voluntarily or involuntarily leaves SHA. 
 
Obligations Upon Separation of Employment 
Please note that neither in anticipation of your resignation or retirement, nor upon your termination, should 
you ever modify, alter, delete, destroy, wipe, or otherwise manipulate any electronically stored information 
on any SHA computer (desktop, laptop, or personal computer used for business purposes), or cell phone (SHA 
cell phone or personal cell phone used for business purposes), without first obtaining the written 
authorization of the President and CEO.    
 
Team members who are separating from employment must return all information related to or referencing 
client/resident matters to SHA, including any information related to participants in SHA programs or events.  
Team members must return all such property, materials, or information immediately at the time of 
separation from employment with SHA.  If the team member locates or discovers SHA materials at any time 
subsequent to separation, the team member agrees to return those materials to SHA.  Should a team 
member fail to return any of SHA’s property or should any of the property be returned in a broken or 
damaged condition, as a result of the team member’s willful act or gross negligence, SHA may deduct the 
reasonable, depreciated value of the property from the team member’s paycheck(s).  SHA may also reduce 
the team member’s final paycheck to minimum wage for all hours worked during the final pay period. 
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SHA may also take all appropriate legal action to recover its property. 
 
Terminated team members will receive their final paycheck on the first regularly scheduled payday following 
their termination date. 
 
Non-Solicitation of Others 
Separating team members shall not directly, nor indirectly, solicit or induce any other team member, 
contractor, consultant, or current client of SHA to terminate their employment or relationship with SHA, or 
work for the separating team member, or hire or be involved in the hiring of any team member, contractor, 
consultant, or current client of SHA for a period of at least twelve (12) months following separation. 
 

Your Pay and Performance 

Performance Management and Feedback 

First and foremost, SHA encourages two-way discussions on performance and career goals on a regular 
basis—there’s no need to wait for special times of the year.  We believe that performance feedback and 
coaching should be continuous and goal- and future-focused. 
 
The Agency evaluates a team member’s performance to identify areas where the team member excels, areas 
that need improvement, and any concerns the team member has about employment with SHA.  These 
evaluations may also be used as a tool for leadership to determine pay increases and promotions, but please 
note that a performance evaluation does not guarantee a pay increase or promotion. 
 
All team members will receive their first formal performance evaluation at the end of their 90-day 
Introductory Period.  Supervisors may also choose to evaluate the team member’s performance at any time 
during the Introductory Period.  In addition, although it is expected that supervisors will meet with each of 
their team members on a quarterly basis to review and coach them on their performance and areas of 
strength and development, all team members will receive a formal review at least once annually.  The 
timeframe for the annual review cycle will be communicated in advance each year to all SHA team members. 
 
The performance evaluations will be discussed, and both you and your supervisor will sign the forms to 
ensure that all strengths, areas for improvement, and job goals have been clearly communicated.   
Performance evaluation forms will be retained in your work file. 

Job Descriptions and Compensation 

SHA maintains current job descriptions for each position at the Agency.  These job descriptions are retained 
by the Business Office.  Digital and/or hard copies are available at any time upon request. 
 
SHA’s job descriptions include all the expectations for the position and the pay range for the position. 

Time Reporting 

Each team member’s records as to the hours worked each day is the basis for SHA’s computing of wages.  All 
team members must accurately record all time worked each day.  Failure to accurately record hours worked 
will subject a team member to corrective action, up to and including termination, as will signing, or altering in 
any way, another team member’s time records. 
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Payroll is processed bi-weekly.  SHA wage payments are made via direct deposit.  Team members who do not 
have a checking account may apply for a debit card to have their pay directly deposited to the debit card.  
Paystubs will be distributed the week in which payroll is processed.  Paystubs are only issued to the individual 
named on the stub unless advance arrangements have been made with the President and CEO to deliver the 
paystub by mail to the person named, or to deliver the paystub to another person pursuant to a written 
consent signed by the team member. 
 
Team members should examine paystubs as soon as soon as the notices are received, and any errors or 
discrepancies reported immediately to the Business Operations Manager. 

Pay Deductions 

Deductions from your pay can be voluntary or involuntary.  Involuntary deductions are those mandated by a 
government agency, as well as any court orders, liens, or wage assignments that the law may require us to 
recognize.  SHA takes out the following mandatory deductions until the maximum amount is reached: 
 
• Federal Income Tax Withholding 
• Social Security (FICA) 
• Local taxes (as applicable) 
• Child support 
• Garnishments 
• Dependent Insurance Coverages 
 
Your paystub provides you with current and year-to-date information on any payroll deductions we’ve made 
from your paycheck. 

Overtime Pay 

Compensation for overtime shall be paid in accordance with applicable federal and state law. 
 
Pre-Authorization - All overtime must be authorized in writing, in advance, by the supervisor.  If a non-
exempt team member engages in working unapproved overtime, SHA has a policy of always paying non-
exempt team members for such time worked, but SHA may also subject the team member to corrective 
action, including but not limited to suspension without pay or termination. 
 
Overtime Pay - Non-exempt team members will be paid overtime at 1.5 times the team member’s regular 
rate of pay.  Overtime is calculated when the team member exceeds forty (40) hours worked during a 
workweek.  Hours worked include all time that a team member is required to be on duty and all time that the 
team member is permitted to work.  PTO hours and pay for SHA’s designated holidays in this Guide are not 
counted as hours worked even though they are paid hours. 
 
Workweek and Workday - Unless otherwise provided, the workweek on which weekly overtime calculations 
will be based begins each Monday at 12:00am (midnight), and each workday on which daily overtime 
calculations will be based begins at 12:00am (midnight). 
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Maintenance On-Call - Maintenance team members will be responsible for taking Call.  Call will be assigned 
on a weekly basis.  One individual will take Call for all properties and such person will be paid $50.00 for being 
on-call for the week.  In the event the on-call team member’s on-call time causes that team member’s regular 
hourly rate to drop below the statutory minimum wage, SHA will supplement the on-call team member’s 
hourly wage until it is consistent with the statutory minimum wage.  The team member will denote at the 
bottom of their timecard that they took Call for the week and the supervisor will sign off.  On-call staff must 
submit an emergency request form to their supervisor for each emergency they are called to during their Call 
period.  Each of these must be turned in within twenty-four (24) hours of providing on-call service.  The team 
member is to record only the time worked at the location of the emergency.  The form will automatically 
include pay for an additional thirty (30) minutes of time for travel.  On-call hours worked will only be paid at 
an overtime rate if the on-call hours cause the team member to work more than forty (40) hours in any single 
week. 
 

Taking Time Off 

Paid Time Off (PTO) 

All regular full- and part-time team members are eligible to accrue Paid Time Off (PTO).  Temporary team 
members are not eligible for PTO. 
 
PTO time can be used for scheduled vacation, unplanned illness, or any other personal reason.  PTO may be 
taken in increments of thirty (30) minutes.  PTO time is not considered time worked for the purposes of 
overtime computation. 
 
Eligible team members shall begin to earn PTO for all hours worked starting with their first day of 
employment, and it may be taken after completion of the 90-day Introductory Period.  At the beginning of 
each subsequent year, annual PTO hours will be added to each team member’s PTO bank during the pay 
period of their anniversary date.    
 
The PTO earning rate is as follows: 
 

Years of Service Hours Earned Per 
Hour Worked 

Hours Earned 
Per Year 

Days Earned 
Per Year 

0 through 3 0.0673 140 17.5 
4 through 9 0.0865 180 22.5 

10 + 0.1057 220 27.5 
 
Eligible team members who regularly work fewer than forty (40 hours) per workweek shall be eligible for a 
prorated amount of PTO based on the number of hours worked (example: 32-hour work week will earn 80% 
of the hours shown in the table above). 
 
PTO will be capped at a maximum carryover of two hundred and fifty (250) hours per anniversary year.  At the 
end of each anniversary year, PTO in excess of two hundred and fifty (250) hours will be forfeited.  No 
payment shall be made for forfeited PTO hours.  Any team member who is nearing this maximum will be 
scheduled to meet with the President and CEO to discuss their plans to utilize their PTO at least six (6) months 
prior to forfeiting any accrued time off. 
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Upon separation of employment, unused PTO will be pro-rated through the team member’s last day worked 
and paid out accordingly.  For example, if a team member separates four (4) months following the 
anniversary of their current employment year, only four (4) months of their annual and unused PTO hours will 
be paid out, in addition to any balance of the maximum two hundred and fifty (250) hours that can be carried 
over from the previous year.  This accrued, unused PTO will be paid to the team member at the time they 
receive their final paycheck. 
 
PTO shall be scheduled in a way as to not hamper the operations of the Agency.  Requests for PTO of forty 
(40) hours or more should be submitted to your supervisor at least two (2) weeks in advance.  PTO time of 
forty (40) hours or more that is requested with less than a two-week notice will not be approved.  This does 
not include time off for medical emergencies or the death of a family member. 
 
PTO will be integrated and/or simultaneously used to supplement any other SHA leave policy.  Exceptions to 
this policy will be considered on a case-by-case basis by the President and CEO.  Such leaves will run 
simultaneously until all PTO leave is exhausted so that a team member will receive up to, but no more than, 
one hundred percent (100%) of their rate of pay. 
 
Earned but unused PTO cannot be substituted during any notice or resignation period provided by a team 
member.  Each situation will be considered on its own merits by SHA at the time of termination, whether such 
separation is voluntary or involuntary. 

Holidays 

All regular full-time team members are eligible for ten (10) hours of paid time off at their normal base rate for 
each of the following SHA observed holidays, unless otherwise provided for in this policy: 
 
• New Year's Day 
• Martin Luther King Jr.’s Birthday 
• President's Day 
• Spring Holiday: to be designated annually by the Agency 
• Memorial Day 
• Juneteenth 
• Independence Day 
• Labor Day 
• Columbus Day 
• Thanksgiving Day 
• Day After Thanksgiving 
• Christmas Holidays: two (2) days in December to be determined annually by the President and CEO 
 
An eligible team member must work the normal working day before and after the holiday in order to be paid 
for that holiday.  Approved leave by the team member’s supervisor for either of these days would qualify as a 
working day.  Any week in which a holiday referenced above occurs during a weekday, all team members 
must work at least thirty (30) hours.  Regular full-time employees who work fewer than forty (40) hours per 
week will receive holiday hours on a prorated basis. 
 
Holidays falling on a Friday or Saturday will generally be observed on the preceding Thursday; holidays falling 
on a Sunday will generally be observed the following Monday (day after the Sunday holiday), at the discretion 
of the President and CEO.  Holidays that occur during a team member’s approved paid time off will not be 
counted as against the team members paid time off. 
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Due to the nature of SHA’s services, SHA reserves the right to schedule any team member to work on any 
holiday.  In this instance, a team member will receive double pay for the holiday. 
 
A team member who wishes to observe religious or other holidays other than those designated above may do 
so by notifying their supervisor or designated person in writing, at least two (2) weeks prior to such holiday.  
Late notices may be accepted in certain circumstances at the President and CEO’s discretion but may also be 
rejected.  Team members may use PTO for such holiday observance or may take an excused unpaid absence 
for this purpose if the holiday absence is approved. 

Bereavement Leave 

In the event of the death of a team member’s immediate family member, up to one (1) working day of paid 
funeral leave may be taken. 
 
“Immediate family” is defined as a parent, spouse, child, brother, sister, or grandparent of the team member 
or team member’s spouse.  Immediate family will also include aunts and uncles of the team member only. 

Voting Leave 

SHA complies with all state laws and regulations regarding voting leave and believes that every team member 
should have the opportunity to vote in any state or federal election, general primary, or special election.   
 
If you are unable to vote before or after work hours, please notify your manager of your need for voting leave 
as soon as possible and before election day.  You will be granted up to one (1) hour of unpaid leave in order 
to vote between the time of opening and closing of polls. 
 
SHA will make reasonable efforts to grant team members time off at the requested time.  However, the needs 
of SHA are paramount, and SHA reserves the rights to specify the hours during which team members may be 
absent from work for this purpose. 

Jury / Witness Duty Leave 

Team members who have received a notice or summons for jury and/or witness duty will be granted regular 
paid leave for the duration of the period for which called, unless released earlier, without charge to annual 
PTO time.  However, the team member must deliver to SHA a copy of the summons for jury and/or witness 
duty received by the team member within ten (10) days of the date of issuance of the summons to the team 
member.  Team members are required to return to work each day or portion of the day that they are not 
selected for jury duty or called as a witness. 
 
This policy does not apply when a team member is a defendant or plaintiff in a civil or criminal suit.  In this 
situation, a team member who is subpoenaed to appear in court may request the use of any available PTO. 

Military Leave 

SHA is committed to protecting the job rights of team members absent on military leave.  In accordance with 
federal and state law, it is our policy that no team member or prospective team member will be subjected to 
any form of discrimination on the basis of that person's membership in or obligation to perform service for 
any of the Uniformed Services of the United States. 
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Team members taking part in various military duties may be eligible for paid or unpaid military leave under 
this policy.  Requests for military leave should be made to your supervisor as soon as you are aware of the 
need for leave. 
 
Team members who are members of the National Guard are entitled to up to thirty (30) days of paid leave 
per year for a named event, declared disaster, or other emergency.   
 
Team members who are members of the Civil Air Patrol are entitled to up to fifteen (15) days of unpaid leave 
per year for purposes of participating in Civil Air Patrol training or missions. 
 
Team members whose military service will be for more than thirty (30) consecutive days, but fewer than one 
hundred and eighty-one (181) consecutive days, must apply for re-employment within fourteen (14) days 
after completing service.  Team members whose service is greater than one hundred and eighty (180) days 
must apply for re-employment within ninety (90) days after completing service. 
 
As with other leaves of absence, failure to return to work or to reapply within applicable time limits may 
result in loss of reemployment rights. 
 

Your Benefits 

This section of the Culture Guide highlights some features of SHA’s benefits programs.  These benefits are 
more fully described in the Summary Plan Description (SPD) booklets, which team members may request 
from SHA.  If the information in this Guide and the SPDs address or contradict information in the actual 
contracts, those contracts and formal SPDs shall govern in all cases.  Original contracts and formal documents 
are maintained in the President and CEO’s office or other designated area.  These benefits are subject to 
change at any time at the discretion of the Board of Commissioners. 

Medical, Dental, and Disability Coverage 

All regular full-time team members are eligible to participate in SHA's medical, dental, and disability insurance 
plans starting the first day of employment.  SHA currently pays 100% of the health premium for regular full-
time team members.  Premiums for eligible family members desiring coverage under SHA’s plan(s) must be 
paid solely by the team member via payroll deduction.  Team members should consult the SPDs for more 
specific information. 

Life Insurance 

All regular full-time team members are eligible for term life insurance commencing the first of the month 
following successful completion of the 90-day Introductory Period.  SHA pays 100% of the premium for the 
team member.  Team members should consult the SPD for more specific information. 

Professional Development and Training 

SHA supports the professional development of our team members and encourages continued training, 
education, and certification.  It is the policy of SHA to provide high-quality services to the public by assisting 
team members in improving their job performance skills.  Training is a tool for the development of team 
members in the attainment of SHA’s long term goals. 
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Eligibility - All regular full-time team members are eligible to participate in training and continuing education.  
Eligible team members must submit a training request form to their supervisor with final approval as to the 
training requested by the President and CEO. 
 
Reimbursement/Payment Amount - The President and CEO may approve reimbursement/payment for up to 
a maximum of $5,000.00 per request for a team member requesting training or continuing education.  Please 
note that per Internal Revenue Service regulations at the time of this Guide’s distribution, any educational 
reimbursement provided by SHA to a team member in excess of $5,250 per year will be taxable to the team 
member as it must be included in the team member’s annual wages. 
 
Eligible Training - SHA may cover training, schooling, and/or certification costs associated with specific job 
skills which enhance the team member’s skill set and benefit the Agency. 
 
Reimbursement Agreement – Team members will be required to sign a Reimbursement Agreement for 
training, classes, and/or certifications only if their training cost exceeds $500.00.  SHA requires that a team 
member must stay with SHA for twenty-four (24) months following any type of completed training and/or 
certification funded by the Agency.  If the team member leaves the Agency less than one (1) year after 
certification is received, SHA will require the team member to reimburse the agency 100% of costs incurred.  
If the team member leaves the Agency after one (1) year but before two (2) years after certification is 
received, the team member will be required to reimburse the agency 66% of the costs incurred. 

Workers’ Compensation 

SHA carries workers' compensation insurance coverage as required by law to protect team members who are 
injured on the job.  This insurance provides medical, surgical, and hospital treatment, in addition to payment 
for loss of earnings that result from compensable work-related injuries. 
 
Workers’ compensation payments begin from the first day of a team member’s hospitalization, or after the 
seventh (7th) day following the injury if a team member is not hospitalized.  The cost of this coverage is paid 
completely by SHA. 
 
For additional information, see the Accidents, Illnesses, and Injuries While Working policy in this Guide. 

Unemployment Compensation 

Unemployment compensation is designed to provide a temporary income for those who are out of work 
through no fault of their own.  Depending upon the circumstances, team members may be eligible for 
unemployment compensation upon separation of employment with us. 
 
The state of Florida provides temporary, partial income replacement benefits and job assistance resources to 
unemployed workers who qualify for the program.  The best way to find out if you are eligible is to apply 
online.  Should you need help applying or determining your eligibility, please contact your local CareerSource 
Florida center.  SHA pays the entire cost of this insurance program. 
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Use of Agency Property and Equipment 

Agency Property 

SHA supplies our team members with the equipment, supplies, and materials necessary for you to perform 
your assigned jobs.  Equipment, tools, materials, and supplies that belong to SHA shall not be used or 
removed from SHA property except in the conduct of SHA business. 
 
Equipment assigned to team member that is aligned to the team member’s particular skills, crafts, and 
assigned duties shall be maintained and kept in good working condition by SHA.  If it is found that the 
equipment is being abused, the team member shall be subject to corrective action, including suspension or 
separation of employment depending on the seriousness of the abuse.  If it is determined that the team 
member is negligent in the proper storage of tools, materials, or supplies, and they are misplaced, lost, or 
stolen, the team member shall be accountable for the replacement value of such equipment. 
 
In order to ensure access at all times to SHA property and because team members properly in possession of 
SHA property or information related to Agency business may not always be available to produce the property 
or information when needed in the ordinary course of SHA’S business, SHA reserves the right to conduct a 
routine inspection or search at any time for SHA property on SHA premises.  SHA reserves the right to access 
information and communications stored with SHA Technology Resources at all times. 

IT Use and Privacy 

SHA’s intention through our IT Use and Privacy policy is to help protect team members, contractors, partners, 
and SHA from illegal or damaging actions, whether such actions were intentional or unintentional.  It is the 
responsibility of every SHA team member using SHA’s IT systems to know these guidelines and to conduct 
their activities responsibly and accordingly. 
 
Purpose - The purpose of this policy is to outline the acceptable use of computer, communications, and 
electronic information systems while performing SHA-related job functions.  These rules are in place to 
protect the team member and SHA.  Inappropriate use of SHA’s IT systems exposes SHA to risks, including 
virus attacks, compromise of network systems and services, and legal issues. 
 
Scope - This policy applies to regular and temporary team members, contractors, consultants, third parties, 
and other workers at SHA.  This policy applies to all systems owned, leased, or used, including but not limited 
to computer equipment, software, operating systems, storage media, network accounts, electronic mail, 
internet, chat rooms, blogs, electronic communications systems, and mobile phones, in the course of 
performing SHA related job functions or conducting business with, for, or on behalf of SHA. 
 
SHA owned systems are to be used exclusively for business purposes in serving the interests of SHA and of 
SHA’s clients/residents and participants in SHA programs and events in the course of normal operations. 
 
General Use and Ownership - Users should be aware that the data they create on SHA’s systems remains the 
property of SHA.  Because of the need to protect SHA's network, management cannot guarantee the 
confidentiality of information stored on any network device belonging to SHA. 
 
Team members are responsible for exercising good judgment regarding the reasonableness of SHA’s systems 
for personal use.  If there is any uncertainty, you should consult your supervisor, manager, or the Business 
Operations Manager. 
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For security and network maintenance purposes, authorized individuals within SHA may monitor equipment, 
systems, and network traffic at any time. 
 
SHA reserves the right to audit or monitor networks and systems to ensure compliance with this policy; team 
members have no reasonable expectation of privacy for any information, data, or communication of any 
nature which is sent, stored, or viewed on SHA’s network and systems. 
 
All team members must save and maintain all SHA work files on the server and not on their C:/Drive. 
 
All of SHA’s systems users are responsible for ensuring that any information on their personal or business 
system that is critical to the continued operation, security, safety, or reporting of financial information for 
SHA is backed up and secured on a regular and appropriate basis. 
 
Security and Proprietary Information - SHA information contained on SHA’s IT systems that are automatically 
deemed confidential include but are not necessarily limited to: SHA’s financials; competitor information; 
corporate strategies; trade secrets; client/resident information; client/resident contact information; and, 
client/resident financial information.  Team members should take all necessary steps to prevent unauthorized 
access to SHA’s confidential information. 
 
Authorized users are responsible for the security of their passwords and accounts.  Passwords should be 
changed every six (6) months.  Passwords are not to be shared and are treated as confidential SHA 
information. 
 
All PCs, laptops, and workstations should be secured with a password-protected screensaver with the 
automatic activation feature set to activate upon no more than ten (10) minutes of inactivity, or by logging-
off when the system will be unattended. 
 
Postings with SHA identifiable information by team members to newsgroups or forums should contain a 
disclaimer stating that the opinions expressed are strictly those of the team member and not necessarily 
those of SHA, unless such posting is in the course of business duties and was approved in advance in writing 
by SHA’s President and CEO. 
 
All hosts used by the team member that are connected to the SHA Internet, Intranet, or Extranet, whether 
owned by the team member or SHA, shall be continually executing approved and current virus-scanning and 
anti-spyware software.  Team members must use extreme caution when opening e-mail attachments 
received from unknown senders, which may contain viruses, e-mail bombs, or Trojan codes. 
 
Prohibited System and Network Activities 
Under no circumstances is a team member of SHA authorized to engage in any activity that is illegal under 
local, state, federal, or international law while utilizing SHA-owned resources. 
 
The proceeding list is by no means exhaustive, but an attempt to provide a framework for activities which fall 
into the category of unacceptable use: 
 

• Violations of the rights of any person or company protected by copyright, trade secret, patent, or other 
intellectual property, or similar laws or regulations, including, but not limited to, the installation or 
distribution of "pirated" or other software products that are not appropriately licensed for use by SHA. 
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• Unauthorized copying of copyrighted material including, but not limited to, digitization and distribution of 
photographs from magazines, books or other copyrighted sources, copyrighted music, and the installation 
of any copyrighted software for which SHA or the end user does not have an active license. 

• Any violation of international or US law. 
• Introduction of malicious programs into the network or server (e.g., viruses, worms, Trojans, etc.). 
• Revealing your account password to others or allowing use of your account by others.  This includes 

family and other household members when work is being done at home. 
• Using a SHA electronic device or network access to actively engage in procuring or transmitting material 

that is in violation of harassment, discrimination, or retaliation laws. 
• Making fraudulent offers of products, items, or services originating from any SHA account. 
• Making statements about a warranty or guarantee, expressly or implied, unless it is a part of normal job 

duties. 
• Effecting security breaches or disruptions of network service.  Security breaches include, but are not 

limited to, accessing data of which the team member is not an intended recipient, or logging into a server 
or account that the team member is not authorized to access, unless these duties are within the scope of 
the team member’s regular duties. 

• Port scanning or security scanning is expressly prohibited. 
• Executing any form of network monitoring which will intercept data not intended for the team member’s 

host unless this activity is a part of the team member’s normal job/duty. 
• Circumventing security, system updates, or system policies of any network, system, or account. 
• Using any program/script/command, or sending messages of any kind, with the intent to interfere with, 

or disable, a user's terminal session, via any means, locally or via the Internet, Intranet, and/or Extranet. 
• Using SHA’s access to the Internet for personal entertainment, information, or financial gain. 
• Use of the Internet for soliciting money or for advocating a religious or political cause. 
• Streaming audio/music/movies via SHA internet is strictly prohibited. 
 
Prohibited Email and Communications Activities 
• Sending disruptive, offensive, harassing, discriminatory, and/or retaliatory messages or communications, 

including offensive comments about race, gender, national origin, religious beliefs, sexual orientation, 
disabilities, age, pregnancy, and other statuses protected by local ordinance, state law, or federal law. 

• Sending unsolicited email or communications, including the sending of "junk mail" or other advertising 
material to individuals who did not specifically request such material, i.e., email spam. 

• Any form of harassment via email, telephone, or paging, whether through language, frequency, or size of 
messages. 

• Unauthorized use, or forging, of email header information. 
• Knowingly sending a virus or other malware. 
• Creating or forwarding chain letters, "Ponzi schemes”, multi-level marketing solicitations, or other 

pyramid schemes of any type. 

Social Media 

SHA respects the right of any team member to maintain or participate in blogs, web pages, or social 
networking—most of us do.  But anything you publish on social networking sites must not disclose any 
confidential SHA data such as client/resident information or marketing efforts. 
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To protect SHA’s interests and ensure team members focus on their job duties, you must adhere to the 
following expectations: 
 
• Unless doing SHA-related work on social media platforms, all personal social media must be authorized by 

management.  The general rule is that team members may not post on a personal blog or web page or 
participate on a social networking, Twitter, or similar site during working hours or at any time with SHA 
equipment or property. 

• All rules regarding confidential and proprietary business information apply in full to blogs, web pages, 
social networking, Twitter, and similar sites.  Any information that cannot be disclosed through a 
conversation, a note, or an e-mail also cannot be disclosed in a blog, web page, social networking, 
Twitter, or similar site. 

• Any conduct that is impermissible under the law if expressed in any other form or forum is impermissible 
if expressed through a blog, web page, social networking, Twitter, or similar site. 

• You may not post content about SHA, our management, your co-team members, or clients/residents that 
is discriminatory, defamatory, libelous, threatening, or a violation of our policies against discrimination 
with regard to race, age, religion, gender or gender identity, sexual orientation, ethnicity, nationality, 
disability, or other protected class, status, or characteristic. 

• SHA logos and trademarks may not be used without written consent of management. 
 
We ask all team members to keep in mind the speed and manner in which information posted on a blog, web 
page, and/or social networking site is received and often misunderstood by readers. 
 

Our Guiding Principles 

Equal Employment Opportunity 

Sarasota Housing Authority is an Equal Opportunity Employer that does not discriminate on the basis of 
actual or perceived race, color, creed, religion, national origin, ancestry, citizenship status, age, sex or gender 
(including pregnancy, childbirth and pregnancy-related conditions), gender identity or expression (including 
transgender status), sexual orientation, marital status, military service and veteran status, physical or mental 
disability, genetic information, AIDS or HIV status, or any other characteristic protected by applicable federal, 
state or local laws and ordinances.  SHA’s management team is dedicated to this policy with respect to 
recruitment, hiring, placement, promotion, transfer, training, compensation, benefits, team member 
activities, access to facilities and programs and general treatment during employment. 
  
The Agency will endeavor to make a reasonable accommodation of an otherwise qualified applicant or team 
member related to an individual’s: physical or mental disability; sincerely held religious beliefs and practices; 
and/or any other reason required by applicable law, unless doing so would impose an undue hardship upon 
the Agency's business operations. 
  
Any applicant or team member who needs an accommodation in order to perform the essential functions of 
the job should contact Human Resources to request such an accommodation.  The individual should specify 
what accommodation is needed to perform the job and submit supporting documentation explaining the 
basis for the requested accommodation, to the extent permitted and in accordance with applicable law.  The 
Agency then will review and analyze the request, including engaging in an interactive process with the team 
member or applicant, to identify if such an accommodation can be made.  SHA will evaluate requested 
accommodations, and as appropriate, identify other possible accommodations, if any.  The individual will be 
notified of the Agency's decision regarding the request within a reasonable period.  SHA treats all medical 
information submitted as part of the accommodation process in a confidential manner. 
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Any team members with questions or concerns about equal employment opportunities in the workplace are 
encouraged to bring these issues to the attention of Human Resources.  SHA will not allow any form of 
retaliation against individuals who raise issues of equal employment opportunity.  If team members feel they 
have been subjected to any such retaliation, they should contact Human Resources.  To ensure our workplace 
is free of artificial barriers, violation of this policy including any improper retaliatory conduct will lead to 
corrective action, up to and including separation of employment.  All team members must cooperate with all 
investigations conducted pursuant to this policy. 

Reasonable Accommodation 

SHA recognizes that applicants and/or current team members may experience either a temporary or 
permanent impairment, which may impact an individual’s ability to perform any or all of the essential 
requirements of their job duties.  SHA will engage in an interactive dialogue with applicants and team 
members who have impairments in order to discuss the essential functions of the position and SHA’s ability to 
accommodate the applicant or team member.  Those who fail to bring concerns to SHA and who fail to 
engage in this dialogue impair the Agency’s ability to engage in productive discussions about accommodating 
the individual’s needs.  To help, SHA must be aware that assistance may be needed. 
 
Reasonable accommodations will also be provided for complications arising out of pregnancy or childbirth.  
New or expectant mothers should arrange such accommodations as they become foreseeable through 
Human Resources.  Also see the Lactation Breaks policy in this Guide. 
 
We are committed to providing reasonable accommodations wherever possible and feasible without undue 
hardship for SHA.  If a team member is rendered physically unable to perform the primary duties associated 
with the position for which they’ve been hired, SHA may be compelled to terminate the employment 
relationship with that team member.  This determination will be made on a case-by-case basis, and only 
where no reasonable accommodation would allow the team member to resume the essential functions of 
their job without imposing an undue hardship on SHA. 
 
If you believe that a physical or mental impairment is keeping you from performing the essential functions of 
you job, and you would like to request an accommodation from SHA, please inform the Business Operations 
Manager and Human Resources, in writing, of your request for an accommodation, describing in detail the 
degree of accommodation you believe is needed to successfully perform the essential functions of your job. 
 
SHA will evaluate requests for accommodation as soon as practicable and will advise the team member of any 
additional information needed to evaluate the team member’s request.  The team member may be asked to 
provide information from their medical professional.  Once the interactive dialogue and request review 
process is complete, the team member will be informed of SHA’s decision regarding the accommodation 
request. 

Anti-Harassment, Anti-Discrimination, and Anti-Retaliation 

It is Sarasota Housing Authority's policy to prohibit intentional and unintentional harassment of or against job 
applicants, team members, clients/residents, vendors, or volunteers by another team member, supervisor, 
vendor, client/resident or any third party on the basis of actual or perceived race, color, creed, religion, 
national origin, ancestry, citizenship status, age, sex or gender (including pregnancy, childbirth and 
pregnancy-related conditions), gender identity or expression (including transgender status), sexual 
orientation, marital status, military service and veteran status, physical or mental disability, genetic 
information or any other characteristic protected by applicable federal, state or local laws (referred to as 
“protected characteristics”).  Such conduct will not be tolerated by Sarasota Housing Authority. 
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The purpose of this policy is not to regulate our team members' personal morality, but to ensure that no one 
harasses another individual in the workplace, including while on Agency premises, while on Agency business 
(whether or not on Agency premises) or while representing the Agency.  In addition to being a violation of this 
policy, harassment or retaliation based on any protected characteristic as defined by applicable federal, state, 
or local laws also is unlawful.  For example, sexual harassment and retaliation against an individual because 
the individual filed a complaint of sexual harassment or because an individual aided, assisted, or testified in 
an investigation or proceeding involving a complaint of sexual harassment as defined by applicable federal, 
state, or local laws are unlawful. 
 
SHA will not tolerate any attempts of retaliation against a team member who raises a sincere and valid 
concern regarding harassment or discrimination.  If it is determined that a team member has engaged in 
discrimination, harassment, or retaliation, that team member is subject to corrective action up to and 
including separation of employment. 
 
Harassment Defined 
Harassment generally is defined in this policy as unwelcome verbal, visual or physical conduct that denigrates 
or shows hostility or aversion towards an individual because of any actual or perceived protected 
characteristic or has the purpose or effect of unreasonably interfering with an individual’s work performance 
or creating an intimidating, hostile, or offensive working environment. 
  
Harassment can be verbal (including slurs, jokes, insults, epithets, gestures, or teasing), visual (including 
offensive posters, symbols, cartoons, drawings, computer displays, text messages, social media posts or e-
mails) or physical conduct (including physically threatening another, blocking someone’s way, etc.).  Such 
conduct violates this policy, even if it does not rise to the level of a violation of applicable federal, state, or 
local laws.  Because it is difficult to define unlawful harassment, team members are expected to behave at all 
times in a manner consistent with the intended purpose of this policy. 
 
Sexual Harassment Defined 
Sexual harassment can include all of the above actions, as well as other unwelcome conduct, such as 
unwelcome or unsolicited sexual advances, requests for sexual favors, conversations regarding sexual 
activities and other verbal, visual, or physical conduct of a sexual nature when: 
  
• Submission to that conduct or those advances or requests is made either explicitly or implicitly a term or 

condition of an individual's employment; or 
• Submission to or rejection of the conduct or advances or requests by an individual is used as the basis for 

employment decisions affecting the individual; or 
• The conduct or advances or requests have the purpose or effect of unreasonably interfering with an 

individual’s work performance or creating an intimidating, hostile or offensive working environment. 
 
Examples of conduct that violate this policy include: 
 

• Unwelcome flirtations, leering, whistling, touching, pinching, assault, blocking normal movement; 
• Requests for sexual favors or demands for sexual favors in exchange for favorable treatment; 
• Obscene or vulgar gestures, posters, or comments; 
• Sexual jokes or comments about a person’s body, sexual prowess, or sexual deficiencies; 
• Propositions or suggestive or insulting comments of a sexual nature; 
• Derogatory cartoons, posters, and drawings; 
• Sexually explicit e-mails, text messages, or voicemails; 
• Uninvited touching of a sexual nature; 
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• Unwelcome sexually related comments; 
• Conversation about one’s own or someone else’s sex life; 
• Conduct or comments consistently targeted at only one gender, even if the content is not sexual; and, 
• Teasing or other conduct directed toward a person because of the person’s gender. 
 
Team members should err on the side of caution and report any behavior that they perceive as harassing or 
discriminatory.  Similarly, those team members working in a managerial or supervisory capacity should 
intervene and respond to potentially objectionable conduct before such conduct rises to the level of 
prohibited harassment or discrimination.  SHA encourages prompt reporting of inappropriate workplace 
behavior as SHA cannot address problems of which it is not aware.  Team members should feel comfortable 
calling attention to any potentially objectionable workplace conduct in good faith without fear of reprisal.  
Team members who experience or witness harassment, discrimination, or retaliation should utilize SHA’s 
formal harassment complaint procedure, below. 
 
Reporting Encouraged 
The goal of SHA is to provide a workplace free from harassment of any type.  SHA takes allegations of 
harassment very seriously and will respond to such allegations promptly.  Every individual is encouraged to 
report prohibited harassment so that inappropriate behavior can be quickly addressed and eliminated. 
 
Complaint Contacts 
Any team member who experiences or witnesses prohibited workplace harassment should report such 
harassment to any of the following individuals: 
 
1. Human Resources; 
2. The President and CEO; or, 
3. A designee of the opposite gender provided by any of the aforementioned contacts, where practicable 

and necessary for a complainant’s comfort. 
 
Reporting Harassment, Discrimination, and Retaliation 
A team member with concerns or complaints of harassment, discrimination, or retaliation should immediately 
bring written notice to their supervisor, Human Resources, or Business Operations Manager of the activity, 
policy, or practice that the team member believes is in violation of the law or this policy.  Such notice should 
include, to the extent possible: the identity of the alleged harasser(s), alleged victim(s) and any witnesses; the 
date(s) of the alleged harassment; the location(s) of the alleged harassment; and a thorough description of 
the alleged harassment.  The team member must then allow SHA a reasonable opportunity to investigate and 
address the practice, policy, or activity. 
 
SHA will not retaliate against victims or witnesses for good faith participation in an investigation.  Anyone 
who knowingly fails to report an incident of discrimination, harassment, or retaliation may be subject to 
corrective action, up to and including separation of employment.  Anyone who reports a claim of 
discrimination, harassment, or retaliation, and then refuses to participate in an investigation of such claims, 
may be subject to corrective action, up to and including separation of employment. 
 
Team members may also contact the Florida Commission on Human Relations at https://fchr.myflorida.com/.  
Your complaint will be forwarded to the federal Equal Employment Opportunity Commission (EEOC), at which 
point it will be referred to a local “deferral agency” in Florida for review and processing. 
  

https://fchr.myflorida.com/
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Confidentiality of Investigations 
Reasonable efforts will be made to protect the privacy of the individuals and witnesses involved in a 
harassment, discrimination, or retaliation complaint and investigation.  In many cases, however, SHA's duty to 
investigate and remedy harassment, discrimination, or retaliation makes absolute confidentiality impossible.  
SHA will try to limit the sharing of confidential information with team members to a need-to-know basis.  
Team members who assist in an investigation are requested to maintain the confidentiality of all information 
they learn of or provide. 
 
Retaliation 
SHA does not tolerate retaliation against any individual for having complained of workplace harassment or for 
having assisted or participated in an investigation of alleged workplace harassment.  Any individual who 
believes they may have been the subject of retaliation for having complained of workplace harassment or for 
having assisted or participated in an investigation related to alleged workplace harassment should report that 
information to any of the complaint contacts listed in this policy.  Any individual found to have engaged in 
retaliation will be subject to corrective action, up to and including immediate separation of employment. 
 
False Complaints 
Complaints of workplace harassment found to be intentionally or recklessly dishonest, malicious, or 
misleading will not be tolerated and shall be subject to corrective action, up to and including immediate 
separation of employment. 

Immigration Law Compliance 

SHA is committed to employing only United States citizens and registered aliens who are authorized to work 
in the US.  The Agency does not unlawfully discriminate on the basis of citizenship or national origin. 
 
In compliance with the Immigration Reform and Control Act of 1986, each new team member, as a 
prerequisite to employment, must complete the Employment Eligibility Verification Form I-9 and present 
documentation establishing identity and employment eligibility.  Reverification may be needed if certain 
documents expire. 
 
Former team members who are rehired must also complete the form if they have not completed an I-9 with 
SHA within the past three (3) years, or if their previous I-9 is no longer retained or valid. 

At-Will Employment 

This Culture Guide does not constitute a contract or promise of continued employment.  SHA has an at-will 
employment relationship with all SHA team members.  “At-will” employment means that the term of 
employment is for no definite period, and that either the team member or SHA can end the employment 
relationship at any time and for any reason, with or without cause or advance notice.  No representative of 
Sarasota Housing Authority may alter a team member’s "at-will" employment status.   
 
With the exception of employment at-will, other terms and conditions of employment with Sarasota Housing 
Authority may be modified at its sole discretion, with or without cause or notice, at any time.  Team member 
terminations by the President and CEO may not be appealed. 
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Your Safety and Security 

General Safety Policy 

Each and every team member has the right to feel safe at work, and it’s in everyone’s best interest and 
responsibility to consider health and safety in everything we do at Sarasota Housing Authority.  SHA is 
committed to providing and maintaining a healthy and safe work environment for all team members.  Every 
team member will receive a copy of SHA’s General Safety Rules and will receive health and safety training as 
part of SHA’s Injury and Illness Prevention Program.  A complete copy of the Injury and Illness Prevention 
Program is kept by the President and CEO and is available for your review upon request. 
 
Team members are required to know and comply with SHA's General Safety Rules and to follow safe and 
healthy work practices at all times.  Team members are also required to report immediately to their 
supervisor any potential health or safety hazards and all injuries or accidents.  First aid kits are located in the 
Administrative Office, Section 8 Department, and Property Management Offices. 

Safety Regulations 

Please report all accidents or injuries (no matter how slight) to your supervisor immediately, as well as 
anything that needs repair or may be a safety hazard.  Be aware that this list of general safety rules is not all 
inclusive and that other accident avoidance and safety rules will apply: 
 
• All team members are responsible to ensure that their work areas are maintained in a clean, neat, and 

orderly fashion. 
• Do not leave uneaten food in your work area. 
• Avoid overloading electrical outlets with too many devices. 
• Use flammable items such as cleaning fluids with caution. 
• Report to your supervisor immediately if you or a coworker becomes ill or is injured. 
• Ask for assistance when lifting heavy objects or moving heavy furniture. 
• Start work on any equipment only after safety procedures and requirements have been explained (and 

you fully understand them). 

Security Regulations 

The security of team members, team member property, and SHA property is of vital importance to SHA.  All 
team members share responsibility to ensure that proper security is maintained. 
 
SHA will establish the rules for maintaining control of entrances, exits, restricted areas, document control, 
and record keeping.  Specific rules regarding the protection of SHA property, traffic throughout the 
developments, and designation of restricted areas are issued by the President and CEO and posted on SHA 
bulletin boards and on the SHA Shared Drive. 

Substance and Alcohol Abuse Policy 

SHA’s Commitment to Compliance 
 
It is the policy of SHA to maintain a workplace free of drugs and alcohol.  The illegal manufacture, distribution, 
possession, or use of drugs, or acting under the influence of drugs in this workplace is strictly prohibited.  SHA 
maintains a zero-tolerance policy towards users/traffickers of illegal drugs. 
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SHA has an obligation to its team members, clients/residents, and the public at large to reasonably ensure 
safety in SHA’s premises and SHA’s worksites.  In accordance with the Drug-Free Workplace Act of 1988 (the 
“Act”) and prevailing federal regulation, the Agency is required to provide a drug-free work environment and 
to promote drug-free awareness among its team members. 
 
In accordance with the Act and to promote drug-free awareness among team members, SHA, through the 
posting of notices and discussions with team members, will inform team members that drug and/or alcohol 
abuse in the workplace creates a dangerous environment in the workplace for the team member(s) who 
engage(s) in drug abuse and endangers the health, safety, and welfare of all team members, residents, 
vendors/suppliers, and other persons in the workplace. 
 
Information will be available on a confidential basis from the Business Operations Manager on public and 
private drug counseling, rehabilitation, and team member assistance programs, if available, upon the request 
of any team member. 
 
Penalties may be imposed upon team members for drug abuse violations, up to and including termination of 
employment and/or criminal prosecution. 
 
Purpose of Guideline 
It is the intent of SHA to maintain a workplace that is free of drugs and alcohol.  SHA has a vital interest in 
maintaining safe and efficient working conditions for its team members and clients/customers/residents.  
Substance abuse is incompatible with health, safety, efficiency, and success at SHA; therefore, the Agency has 
established this policy concerning alcohol and drug use by team members.  As a condition of continued 
employment with SHA, each team member must abide by this policy. 
 
Definitions 
"Illegal drugs or other controlled substances” means any drug or substance that (a) is not legally obtainable; 
or (b) is legally obtainable but has not been legally obtained; or (c) has been legally obtained but is being sold 
or distributed unlawfully. 
 
"Legal drug" means any drug, including any prescription drug or over-the-counter drug that has been legally 
obtained and that is not unlawfully sold or distributed. 
 
"Abuse of any legal drug" means the use of any legal drug (a) for any purpose other than the purpose for 
which it was prescribed or manufactured; or (b) in a quantity, frequency or manner that is contrary to the 
instructions or recommendations of the prescribing physician or manufacturer. 
 
"Reasonable suspicion" includes a suspicion that is based on specific personal observations such as a team 
member’s manner, disposition, muscular movement, appearance, behavior, speech, or breath odor; 
information provided to management by a team member, by law enforcement officials, by a security service, 
or by other persons believed to be reliable; or, a suspicion that is based on other surrounding circumstances. 
 
"Possession" means that a team member has the substance on their person or otherwise under their control. 
 
“Working Under Influence of Alcohol” is defined as the effect produced upon the mind or body by drinking 
intoxicating beverages to such an extent that the normal condition of the subject (team member) is changed 
and their capacity for rational action and conduct is diminished. 
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Prohibited Conduct 
The prohibitions of this section apply whenever the interests of SHA may be adversely affected, including any 
time the team member is: 
• On SHA premises or SHA worksite locations; 
• In a client/resident’s home; 
• Conducting or performing SHA business, regardless of location; 
• Operating or responsible for the operation, custody, or care of SHA equipment, vehicles, or other 

property; or, 
• Responsible for the safety of others. 
 
Alcohol 
The following acts are prohibited and subject a team member to separation of employment: 
• The unauthorized use, possession, purchase, sale, manufacture, distribution, transportation, or 

dispensation of alcohol; or 
• Being under the influence of alcohol during work hours. 
 
Illegal Drugs 
The following acts are prohibited and subject a team member to separation of employment: 
• The use, possession, purchase, sale, manufacture, distribution, transportation, or dispensation of any 

illegal drug or other controlled substance; or 
• Being under the influence of any illegal drug or other controlled substance during work hours. 
 
Legal Drugs 
The following acts are prohibited and subject a team member to separation of employment: 
• The abuse of any legal drug; 
• The purchase, sale, manufacture, distribution, transportation, dispensation, or possession of any legal 

prescription drug in a manner inconsistent with law; 
• Working while impaired by the use of a legal drug whenever such impairment might: 

o Endanger the safety of the team member/co-workers, clients/residents, vendors, or some other 
person; 

o Cause drowsiness; 
o Impact the team member’s ability to drive a motor vehicle within the course and scope of their 

employment; 
o Pose a risk of significant damage to SHA property or equipment; or 
o Substantially interfere with the team member’s job performance or the efficient operation of SHA’s 

business or equipment. 
 
Disciplinary Action 
A violation of this policy may result in immediate termination.  Team members who are discharged for a 
violation of this policy will not be eligible for rehire by SHA. 
 
Drug Testing 
 

Reasonable Suspicion 
If a supervisor or manager has reasonable suspicion that a team member may be under the influence of 
alcohol or a controlled substance, firsthand observation should be made by two (2) members of management 
if at all practical. Immediately upon notice of this type of concern, the team member’s supervisor, manager, 
and/or HR representative should go to this team member’s work area for personal observation. The observers 
may be able to view the team member from afar, but usually they will need to speak with the team member 
directly to observe and smell of alcohol, eye dilation, slurred speech, or other behaviors. 
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If the team member is working in a safety-sensitive job or is acting in a way that appears to be a safety 
concern for the team member or others, management and HR personnel may need to immediately remove 
the team member from the work area and ask them to wait in a conference room or office.  
 
Both observers should clearly document their observations, including any abnormal behaviors, on SHA’s 
Reasonable Suspicion Observation Form. After the situation has been documented and assessed, the 
supervisor, manager, and/or HR representative may request approval from the President and CEO that a drug 
screen be administered. 
 
Once approved, the supervisor, manager, and/or HR representative should meet with the team member to 
inform them of the decision to send the team member for a drug or alcohol test. The manager or HR 
representative should have a consent from available for the team member’s signature. The manager or HR 
should coordinate transportation for the team member to the testing facility and contact the testing facility 
to advise that a team member is on the way for reasonable suspicion testing. The manager or HR should also 
arrange transportation from the testing facility to the team member’s home following the test. 
 
Post-Workplace Accident 
If any team member is injured on the job, the team member is to report the incident to the supervisor 
immediately, no matter how trivial such injury might seem at the time.  The supervisor must report the 
accident immediately to Human Resources.  Human Resources will work with the supervisor to complete the 
accident report and forward it to the workers’ compensation carrier in a timely manner.  In addition, the 
Agency may require a drug test in order to evaluate the root cause of a workplace incident that harmed or 
could have harmed team members.  SHA will test all team members whose conduct could have contributed 
to the incident, not just the team member who reported injuries.  The test is to be done as soon as the team 
member is stable. 
 
Consent 
All team members will be asked to sign a form acknowledging the procedures governing testing outlined 
above and consenting to (1) the collection of a urine and or blood sample for the purpose of determining the 
presence of alcohol or drugs, and (2) the release to SHA of test results.  Refusal to sign the agreement and 
consent form or to submit to the drug test will result in the revocation of an applicant's job offer or will 
subject a team member to corrective action up to and including immediate separation of employment. 
 
Confidentiality of Test Results 
Except for a claim for unemployment compensation, a claim for workers compensation, or civil litigation 
where drug use by the tested team member is relevant, all information from a team member’s or applicant’s 
drug and/or alcohol test is confidential and only the President and CEO, Human Resources, and the team 
member or applicant, or authorized representative of SHA are to be informed of test results. 
 
Notification to the Agency 
All team members are required to notify the President and CEO if they are convicted of any drug criminal 
activity within five (5) days of such conviction.  Failure to report shall result in corrective action including 
suspension with or without pay or separation of employment. 
 
Privacy in Drug Testing 
Drug testing shall be done in such a manner that will ensure as much privacy as practicable to the individual 
being tested. 
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Smoke-Free Workplace 

SHA is a smoke free working environment.  No smoking is allowed within any SHA facility.  This includes the 
use of traditional combustible tobacco products (cigarettes, cigars, etc.) as well as e-cigarettes. 
 
For those who smoke, we respectfully request your understanding and cooperation and ask that you please 
do so outside the building, at a reasonable distance and away from entrances and exits. 

Workplace Violence Prevention 

Sarasota Housing Authority does not tolerate any threats, threatening language, or any other acts of 
aggression or violence made toward or by any team member, client/resident, vendor, or any other party.  
Violations of this policy will lead to corrective action and could mean immediate termination of employment. 
Team members have a duty to report to their supervisor any suspicious behavior, situations, or incidents that 
they observe or that they’re aware of.  These situations include, for example, threats or acts of violence, 
aggressive behavior, offensive acts, threatening or offensive comments or remarks, or similar behavior.  
Reports will be investigated and held in confidence to the maximum possible extent. 

Accidents, Illnesses, and Injuries While Working 

If any team member is injured on the job, the team member is to report the incident to their supervisor 
immediately, no matter how trivial such injury might seem at the time.  The team member may be eligible for 
workers’ compensation benefits through the Florida Department of Financial Services.  The supervisor must 
report the accident or injury immediately to the Business Operations Manager.  The Business Operations 
Manager will work with the supervisor to complete the accident report and forward it to the Agency’s 
workers’ compensation carrier in a timely manner. 
 
In addition, the Business Operations Manager may request that the team member(s) involved complete a 
drug test in order to evaluate the root cause of a workplace incident that harmed or could have harmed the 
team member and/or others.  SHA will test all team members whose conduct could have contributed to the 
incident, not just the team member who reported injuries.  The test is to be done as soon as the team 
member is stable, as applicable. 
 
Medical information requested as the result of an accident, illness, or injury must be released by team 
members as permitted by applicable law.  SHA reserves the right to request additional opinions concerning a 
team member’s ability to work or to perform the functions of any position as permitted by applicable law. 

Severe or Inclement Weather Policy 

SHA will make every effort to maintain normal work hours even during severe or inclement weather.  If a 
natural disaster causes SHA to be closed for any reason, no compensation will be paid to any non-exempt 
team members for time not worked.  If the City of Sarasota’s government offices are closed, all team 
members will be paid their regular rate for that day.  Prior to normal business starting time, if it is announced 
that SHA is in an area declared by the Governor as an evacuation zone due to an approaching hurricane, SHA 
will be closed. 
 
If SHA remains open during and after a hurricane, team members of SHA will be called by their supervisor or 
SHA’s owner to be kept informed about team member responsibilities.  Non-exempt team members unable 
to report for work due to severe weather on any day in which SHA is open will not be paid for that day.  Any 
team member who is unable to report to work because of severe weather should call their supervisor and 
report their absence at least thirty (30) minutes prior to the start of their workday, or such absence may be 
considered job abandonment. 
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A Few Closing Words 
This Culture Guide is intended to give team members a broad summary of things they should know about 
Sarasota Housing Authority.  The information in this Guide is general in nature and, should questions arise, 
any member of management should be consulted for complete details.  While we intend to continue the 
policies, rules, and benefits described in this Guide, Sarasota Housing Authority, in its sole discretion, may 
always amend, add to, delete from, or modify the provisions of this Guide and/or change its interpretation of 
any provision set forth in this Guide.  Team members should not hesitate to speak to management if they 
have any questions about the Agency or its staff policies and practices. 
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General Culture Guide Acknowledgment 
 
This Team Member Culture Guide is an important document intended to help team members become 
acquainted with Sarasota Housing Authority.  This document is intended to provide guidelines and general 
descriptions only; it is not the final word in all cases.  Individual circumstances may call for individual 
attention. 
  
Because the Agency's operations may change, the contents of this Guide may be changed at any time, with or 
without notice, in an individual case or generally, at the sole discretion of management. 
  
Please read the following statements and sign below to indicate your receipt and acknowledgment of this 
Guide. 
  
I have received and read a copy of Sarasota Housing Authority's Team Member Culture Guide.  I understand 
that the policies, rules, and benefits described in it are subject to change at the sole discretion of the 
Agency at any time. 
 
I understand that I should maintain my copy of the Culture Guide, and that if lost or misplaced during my 
employment, SHA will supply me with a new Guide or with copies of particular policies upon my request.  I 
understand that the Guide is also available to me at any time on the SHA Shared Drive. 
  
I further understand that my employment is terminable at will, either by myself or the Agency, with or 
without cause or notice, regardless of the length of my employment or the granting of benefits of any kind.   
  
I understand that no representative of Sarasota Housing Authority may alter my "at-will" employment 
status.   
  
I understand that my signature below indicates that I have read and understand the above statements and 
that I have received a copy of the Sarasota Housing Authority Team Member Culture Guide.   
 
  

Team Member’s Printed Name:  

Team Member’s Signature:  

Position:  

Date:  
 
  
The signed original copy of this Acknowledgment should be given to management - it will be filed in your 
personnel file. 
  



RESOLUTION 22-19 
 
 

RESOLUTION APPROVING SARASOTA HOUSING AUTHORITY 
HOUSING CHOICE VOUCHER ADMINISTRATION PLAN 

 
 

WHEREAS HUD requires Sarasota Housing Authority (SHA) to 
administer its housing choice voucher program under the guidelines of a 
Section 8 Administrative Plan (PLAN) that details the local governing policies 
consistent with HUD rules and regulations, as amended;  
 
 WHEREAS HUD advises Public Housing Authorities (PHAs) to take 
administrative steps to amend and update the PLAN as needed;  
 

WHEREAS SHA Staff recommends that PLAN be revised to further 
clarify eligible uses for Emergency Housing Voucher (EHV) administrative 
fees; and 
 

WHEREAS the attached PLAN amendment does comply with the current 
HUD rules and regulations, as well as Florida real estate laws. 
 
 
NOW, THEREFORE, BE IT RESOLVED THAT: 
 

The SHA Board of Commissioners approves the attached PLAN 
amendment and authorizes SHA to immediately begin using the amended 
PLAN. 

 
   

 
ACCEPTED BY:   DATE:   
 Jack Meredith,  
 Chairman 
 
 
ATTESTED BY:   DATE:   
 William O. Russell III,  
 President & CEO 
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Chapter 18 

EMERGENCY HOUSING VOUCHERS (EHV) 

 

GENERAL REQUIREMENTS 

18-I.A. OVERVIEW [24 CFR 982.] 

Under the new § 8(o) of the 1937 Act (42 U.S.C. 1437 f(o)) and the American Rescue Plan Act 

(ARPA), the Emergency Housing Vouchers (EHV) are to assist individuals and families who are 

experiencing homelessness; at rick of experiencing homelessness; fleeing, or attempting to flee, 

domestic violence, dating violence, sexual assault, stalking, or human trafficking; or were 

recently homeless and for whom providing rental assistance will prevent the family’s 

homelessness or having high risk of housing instability.  PHAs are to partner with the Continuum 

of Care (CoC) and other homeless or victim services providers to assist qualifying families 

through a direct referral process.  After September 30, 2023, a PHA may not reissue any 

previously leased EHV, regardless of when the assistance for the formerly assisted family ends 

or ended.  

SHA Policy 

The SHA has accepted an allocation of 59 EHVs to administer and operate through the 

housing authority.  SHA has partnered with the CoC and SPARCC (Safe Place and Rape 

Crisis Center) who will be the referring agencies.  SHA will not reissue any EHV after 

September 30, 2023. 

18-I.B. EHV Fees 

To facilitate and expedite leasing of the EHVs, PHAs will receive an allocation of administrative 

fee funding for the cost of administering the vouchers and other eligible expenses to prevent, 

prepare for and respond to corona virus to facilitate the leasing of EHVs.    PHAs will be 

allocated administrative fee funding for EHV administrative costs and for other eligible 

expenses.   

Preliminary Fee – is a one time fee allocated to the PHA to support the anticipated immediate 

start-up that the PHA will incur in implementing the EHV such as outreach to and coordination 

with the CoC and SPARCC. 

Placement Fee/Expedited Issuance Reporting Fee – will support initial lease-up costs as well 

as added cost and effort required to expedite the leasing efforts.  These costs may include the 

PHAs costs to establish and refine the direct process with its partners and to expedite income 

determinations, family briefings, and voucher issuance.  Also included in this cost is the PHAs 

cost to report to HUD issuance date in a timely manner.  

SHA Policy 

SHA will make every effort with its partners, the CoC and SPARCC, to lease up all 59 

EHV as quickly and efficiently as possible.  
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On-going Administrative Fee – the calculation for this fee is calculated the same as the regular 

HCV program.  This fee may be used for any eligible administrative expenses related to the 

EHVs and may also be used to pay for any of the eligible activities under the EHV services fee.  

Services Fee – is a one-time services fee to support the efforts in implementing and operating 

and effective EHV services program.  Eligible uses are designed to prevent and respond to 

coronavirus by facilitating the leasing of the EHVs. 

SHA Policy 

SHA will provide as needed and necessary the following services fee:                     

security deposit,  utility deposits, rental application/holding fee, housing search 

assistance, moving expenses on initial moves, landlord recruitment and outreach, owner 

retention incentive, renter’s insurance (if required), essential household items, credit 

repair, and essential furniture including but not limited to sofa and mattress.   

18-I.C. Housing Assistance Payment (HAP) Funding 

HAP funding may only be eligible for EHV HAP expenses (i.e., rental assistance payments).  

EHV HAP may not be used for administrative expenses or for eligible uses under the services 

fee.  The initial funding term will expire on December 31, 2022. 

Renewal funding will be awarded by HUD annually based on a calendar year commencing with 

CY 2023. 

18-I.D. EQUAL OPPORTUNITY REQUIREMENTS [24 CFR 983.8] 

The PHA must comply with all equal opportunity requirements under federal law and regulations 

in its implementation of the EHV program. This includes the requirements and authorities cited 

at [24 CFR 5.105(a)] and [24 CFR 982.52], this includes but is not limited to the Fair Housing 

Act, Section 504 of the Rehabilitation Act of 1973, title VI of he Civil rights Act of 1964, the 

Age Discrimination Act, HUD’s Equal Access rule, and title II of the Americans with 

Disabilities Act of  1990. The requirements prohibit discrimination on the basis of race, color 

religion, sex, familial status, national origin, disability, age, sexual orientation, gender identity, 

and marital status. In addition, the compliance with title III of the Americans with Disabilities 

Act of 1990 ([28 CFR 35.160] and [28 CFR 36.303]). 

Reasonable Accommodations may be necessary when an EHV household is or includes a person 

with disabilities.   Under 504, reasonable accommodations may also include a structural change 

to a unit.  

PHA must provide effective communication to persons with disabilities including those with 

vision, hearing and other communication related disabilities, which include ensuring that 

information is provided in appropriate accessible formats as needed, [24 CRF 8.6].  The PHA 

must also take reasonable steps to ensure meaningful access for persons with limited English 

proficiency (LEP). 

 

 

 



RESOLUTION 22-20 
 

RESOLUTION APPROVING AN INTERLOCAL AGREEMENT  
WITH ARCADIA HOUSING AUTHORITY FOR THE ADMINISTRATION OF 

HOUSING CHOICE VOUCHERS IN DESOTO COUNTY 
 
 

WHEREAS the Sarasota Housing Authority (SHA) administers Section 8 
Housing Choice Vouchers in Sarasota County as well as Southern portions of 
Manatee County through and interlocal agreement with Manatee County 
Housing Authority;  

 
WHEREAS the Sarasota Housing Authority (SHA) wishes to expand the 

area in which SHA voucher holders can find places to live with their voucher in 
an increasingly limited rental market; 

 
WHEREAS there are currently no Section 8 agencies administering 

Section 8 Housing Choice Vouchers in DeSoto County; 
 
WHEREAS Arcadia Housing Authority and Sarasota Housing Authority 

have discussed and agreed upon the attached, proposed interlocal agreement 
that will permit SHA voucher holders to utilize their vouchers and be 
administered by SHA in DeSoto County; and 

 
WHEREAS SHA staff recommends that SHA enters into this interlocal 

agreement with the Arcadia Housing Authority to expand our voucher 
jurisdiction.  

 
NOW, THEREFORE, BE IT RESOLVED THAT: 

 
The SHA Board of Commissioners approves this resolution to allow the 

President & CEO to enter into an interlocal agreement with the Arcadia Housing 
Authority for the purpose of administering Section 8 Housing Choice Vouchers 
in DeSoto County. 
 
 
ACCEPTED BY: ______________________  DATE_________ 
 Jack Meredith,  
 Chairman     
 
 
 
ATTESTED BY: ______________________  DATE_________ 
 William Russell,  
 President & CEO  



 
 

INTERLOCAL AGREEMENT BETWEEN  
SARASOTA HOUSING AUTHORITY 

AND  
THE HOUSING AUTHORITY OF THE  

CITY OF ARCADIA 
 

 
THIS INTERLOCAL AGREEMENT, hereinafter referred to as the “Agreement” dated this 

_____ day of                       , 2022, by and between Sarasota Housing Authority, a political subdivision 
of the State of Florida organized pursuant to Chapter 421, Florida Statutes, located at 269 South Osprey, 
Suite #100, Sarasota, Florida 34236, hereinafter referred to as “SHA” and the Housing Authority of the 
City of Arcadia, located at 7 Booker T. Washington Road, Arcadia, Florida 34266, hereinafter referred 
to as “AHA”. 

 
RECITALS 

 
WHEREAS, Florida Statues Section 163.01 authorizes local governmental units to make the 

most efficient use of their powers by enabling them to cooperate with other localities on a basis of mutual 
advantage and thereby to provide services and facilities in a manner and pursuant to forms of 
governmental organization that will accord best with geographic, economic, population, and other 
factors influencing the needs and development of local communities; and  

 
WHEREAS, the AHA believes it to be in the public interest to provide stable and affordable 

housing through the U.S. Department of Housing and Urban Development’s, hereinafter referred to as 
“HUD” housing choice voucher program AHA for the low-income families of DeSoto County who are 
desirous of such services; and 

 
WHEREAS, the AHA currently does not administer a housing choice voucher program in 

DeSoto County; and 
 
WHEREAS, the SHA has an experienced and dedicated staff in its housing choice voucher 

program department to not only provide the requisite services to qualified families in Sarasota County 
and other jurisdictions, but also is capable and willing to provide the requisite services in DeSoto County 
as well; and 

 
WHEREAS, the AHA and the SHA are desirous of entering into this Agreement for the SHA to 

administer a housing choice voucher program in DeSoto County. 
 
NOW, THEREFORE, in consideration of the mutual covenants, promises and representations 

contained herein and other good and valuable consideration, the receipt and sufficiency of which are 
hereby acknowledged, the SHA and the AHA agree as follows: 

 
ARTICLE 1 

Incorporation of the Recitals 
The aforesaid recitals are true and correct and are incorporated herein by reference. 
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ARTICLE 2 
Scope of Service 

The AHA shall provide the Scope of Services attached hereto as Exhibit “A” incorporated herein 
by reference. 

ARTICLE 3 
Term of Agreement 

This Agreement shall be effective November 30, 2022 and ending November 29. 2025, 
hereinafter referred to as the “Term”.  

 
The Executive Director, or designee, on behalf of the AHA, shall have the option to renew this 

Agreement unilaterally for successive one-year periods not to exceed two (2) renewal periods, upon its 
same terms and conditions then in effect. 
 

ARTICLE 4 
   

Maintenance and Review of Records 
The SHA, and any of its subcontractors providing any services required to be performed by the 

SHA under this Agreement, shall maintain adequate records that are required by HUD to administer a 
housing choice voucher program including, but not limited to, resident files, personnel and financial 
records, and supporting documentation from the date of final payment to the AHA under this Agreement 
or the termination of this Agreement, or termination of any renewals thereof, whichever occurs later.  
The AHA and its authorized agents shall have the right, and the SHA and its subcontractors, as 
applicable, shall permit the AHA and its authorized agents including but not limited to any external 
auditor engaged by the AHA, to examine all such records, accounts and documentation and to make 
copies thereof, and excerpts or transcriptions therefrom, and to audit all agreements, invoices, materials, 
accounts and records, to interview personnel and to review policies and procedures relating to all matters 
covered by this Agreement including, but not limited to, personnel and employment records relative to 
SHA’s administration of the housing choice voucher program in DeSoto County.  All such records, 
accounts and documentation shall be made available to the AHA and its authorized agents for audit, 
examination or copying purposes at any time during normal business hours and as often as the AHA may 
deem necessary during the term of this Agreement, and any renewal thereof.  This Article 4 shall survive 
the expiration or earlier termination of this Agreement. 
 

ARTICLE 5 
Legally Required Statement and Provisions Regarding Access to Records for Services Contracts 

The parties acknowledge and agree that the statement and provisions below are required by 
Florida Statute to be included in this Agreement for services.  The inclusion of this statement and 
provisions below shall not be construed to imply that the SHA has been delegated any governmental 
decision-making authority, governmental responsibility or governmental function or that the SHA is 
acting on behalf of the AHA as provided under Section 119.011(2), Florida Statutes, or that the statement 
or provisions are otherwise applicable to the AHA.  As stated below, the SHA may contact the AHA’s 
Custodian of Public Records with questions regarding the application of the Public Records Law; 
however, the SHA is advised to seek independent legal counsel as to its legal obligations.  The AHA 
cannot provide the SHA advice regarding its legal rights or obligations. 
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IF THE SHA HAS QUESTIONS REGARDING THE APPLICATION OF 

CHAPTER 119, FLORIDA STATUTES, TO THE SHA’S DUTY TO PROVIDE 
PUBLIC RECORDS RELATING TO THIS AGREEMENT, CONTACT THE 
CUSTODIAN OF PUBLIC RECORDS AT:  

  
i) 863-494-4343 
ii) director@housingarcadia.com 
iii) Housing Authority of the City of Arcadia 

7 Booker T. Washington Road 
   Arcadia, Florida 334266 
If, under this Agreement, the SHA is providing services and is acting on behalf of the AHA as 

provided under Florida Statutes Section 119.011(2), the SHA shall comply with public records laws, and 
specifically shall comply with the following: 
 

i) Keep and maintain public records required by the AHA to perform the services. 
 

ii) Upon request from the AHA’s custodian of public records, provide the AHA with a copy 
of the requested records or allow the records to be inspected or copied within a reasonable 
time at a cost that does not exceed the cost provided in Chapter 119 Florida Statutes or as 
otherwise provided by law. 

 
iii) Ensure that public records that are exempt or confidential and exempt from public records 

disclosure requirements are not disclosed except as authorized by law for the duration of 
the Agreement term and following completion of the Agreement if the SHA does not 
transfer the records to the AHA. 

 
iv) Upon completion of the Agreement, transfer at no cost to the AHA, all public records in 

possession of the SHA or keep and maintain public records required by the AHA to 
perform the service.  If the SHA transfers all public records to the AHA upon completion 
of the Agreement, the SHA shall destroy any duplicate public records that are exempt or 
confidential and exempt from public records disclosure requirements.  If the SHA keeps 
and maintains public records upon completion of the Agreement, the SHA shall meet all 
applicable requirements for retaining public records.  All records stored electronically 
must be provided to the AHA, upon request from the AHA’S custodian of public records, 
in a format that is compatible with the information technology systems of the AHA. 

 
Failure of the SHA to comply with Chapter 119, Florida Statutes, and/or the provisions set forth 

above, where applicable, shall be grounds for immediate unilateral termination of this Agreement by the 
AHA. 
 

ARTICLE 6 
Indemnification 
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Both the SHA and the AHA, to the extent permitted by section 768.28, Florida Statutes, shall 
indemnify, hold harmless and defend the other party and their respective commissioners and the 
respective agents and employees of  the other party (all of the foregoing, collectively, the “Indemnified 
parties”) from and against any and all liabilities, losses, claims, damages, demands, expenses or actions, 
either at law or in equity, including court costs and attorneys’ fees, that may hereafter at any time be 
made or brought by anyone on account of personal injury, property damage, loss of monies, or other 
loss, allegedly caused or incurred, in whole or in part, as a result of any negligent, wrongful, or intentional 
act or omission, or based on any act of fraud or defalcation by the AHA or the SHA, its agents, 
subcontractors, assigns, heirs and employees during performance under this Agreement.  The extent of 
this indemnification shall not be limited in any way as to the amount or types of damages or 
compensation payable to any of the Indemnified parties on account of any insurance limits contained in 
any insurance policy procured or provided in connection with this Agreement.  In any and all claims 
against to any of the Indemnified parties by any employee of the AHA or the SHA, any subcontractor, 
heir, assign, anyone directly or indirectly employed by any of them, or anyone for whose acts any of 
them may be liable, the indemnification obligation under this paragraph shall not be limited in any way 
as to the amount or type of damages, compensation or benefits payable by or for the AHA or the SHA 
or any subcontractor under workers' compensation acts, disability benefit acts or other employee benefit 
acts.  The provisions of this Article 9 shall survive the termination of this Agreement.   
 

ARTICLE 7 
Equal Opportunity; Non-Discrimination Clause 

The SHA shall comply with the requirements of all applicable federal, state and local laws, rules, 
regulations, ordinances and executive orders prohibiting and/or relating to discrimination, as amended 
and supplemented.  All of the aforementioned laws, rules, regulations, ordinances and executive orders 
are incorporated herein by reference. 

 
ARTICLE 8 

Statement of Assurance 
During the performance of this Agreement, the SHA assures the AHA that the SHA is in 

compliance with Title VII of the 1964 Civil Rights Act, as amended, and the Florida Civil Rights Act of 
1992, as amended, in that the SHA does not on the grounds of race, color, national origin, religion, sex, 
age, disability, marital status, sexual orientation or gender identity or expression, discriminate in any 
form or manner against said SHA’s employees or applicants for employment.  Further, the SHA 
assures compliance with the Americans with Disabilities Act of 1990, PL101-336, as applicable. The 
SHA understands and agrees that this Agreement is conditioned upon the veracity of this Statement of 
Assurance. Furthermore, the SHA herein assures the AHA that the SHA will comply with Title VI the 
Civil Rights Act of 1964 when federal grant(s) is/are involved. Other applicable Federal and State Laws, 
Executive Orders, and Regulations prohibiting  discrimination as hereinabove referenced are included 
by this reference thereto. This Statement of Assurance shall be interpreted to include Vietnam-Era 
Veterans and Disabled Veterans within its protective range of applicability. 

 
The SHA shall comply with 45 C.F.R. Part 92, Uniform Administrative Requirements for Grants 

and Cooperative Agreement to State, Local and Tribal Governments; 2 C.F.R. Part 376, Non-
Procurement Debarment & Suspension; 2 C.F.R. Part 225, Cost Principles for State, Local and Tribal 
Governments; Florida Statutes Section 112.0455, Drug Free Workplace Act; and 45 C.F.R. Section 
2543.87, Byrd Anti-Lobbying Amendment common rule; Single Audit Act of 1984, P.L. 98-502, as 
applicable to the Agreement.   
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ARTICLE 9 
Conflict of Interest 

The SHA represents that it presently has no interest, and shall acquire no such interest, financial 
or otherwise, direct or indirect, nor engage in any business transaction or professional activity; or incur 
any obligation of any nature which would conflict in any manner with the performance of the scope of 
service required hereunder. 

 
Without receiving prior written authorization by the AHA, the SHA shall not retain any 

individual or company with whom the SHA or any individual member thereof has a financial or other 
conflict of interest; nor in fulfillment of this Agreement, do business with a for-profit entity in which the 
SHA or any individual member has a financial or other interest therein.  

 
The SHA warrants to the AHA that no gifts or gratuities have been or will be given to any AHA 

employee or agent, either directly or indirectly, to obtain this Agreement. 
 

ARTICLE 10 
Drug Free Workplace 

The SHA shall hereby assure the AHA that it will administer, in good faith, a policy designed to 
ensure that the SHA is free from the illegal use, possession, or distribution of drugs or alcohol. 

 
ARTICLE 11 

Public Entity Crimes 
A person or affiliate who has been placed on the debarred vendor list following a conviction for 

a public entity crime may not submit a bid, proposal or reply on a contract to provide any goods or 
services to a public entity; may not submit a bid, proposal or reply on a contract with a public entity for 
the construction or repair of a public building or public work; may not submit bids, proposals or replies 
on leases of real property to a public entity, may not be awarded or perform work as an SHA, supplier, 
subcontractor or consultant under a contract with any public entity; and may not transact business with 
any public entity in excess of the threshold amount provided in Florida Statutes Section 287.017, for 
CATEGORY TWO for a period of 36 months following the date of being placed on the convicted vendor 
list. 

 
Pursuant to AHA policy, a conviction of a public entity crime may cause the rejection of a bid, 

offer or proposal.  The AHA may make inquiries regarding alleged convictions of public entity crimes.  
The unreasonable failure of a bidder, offeror or proposer to promptly supply information in connection 
with an inquiry may be grounds for rejection of a bid, offer, proposal or reply. 

 
The SHA represents for itself and its affiliates that it is not prohibited from entering into this 

Agreement by Florida Statutes Section 287.133. 
 

ARTICLE 12 
Termination 

In addition to the exercise of any other remedies available to it at law or in equity, either party 
hereto may terminate this Agreement for any legal reason or for either party’s convenience, upon no less 
than thirty (30) days prior written notice to the other party. 
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ARTICLE 13 
Headings 

Article headings have been included in this Agreement solely for the purpose of convenience and 
shall not affect the interpretation of any of the terms of the Agreement. 

 
ARTICLE 14 

Waiver 
A waiver of any performance or default by either party shall not be construed to be a continuing 

waiver of other defaults or non-performance of the same provision or operate as a waiver of any 
subsequent default or non-performance of any of the terms, covenants and conditions of this Agreement.  
The payment or acceptance of fees for any period after a default shall not be deemed a waiver of any 
right or acceptance of defective performance. 

 
ARTICLE 15 

Additional Rights and Remedies 
Nothing contained herein shall be construed as a limitation on such other rights and remedies 

available to the parties under law or in equity which may now or in the future be applicable. 
 

ARTICLE 16 
Order of Precedence 

In the event of any conflict between the provisions of this Agreement and the exhibits, the 
provisions of the Agreement shall control over the provisions of the exhibits. 

 
ARTICLE 17 

Governing Laws 
 This Agreement shall be governed by the laws, rules and regulations of the State of Florida and 
the venue shall be in Arcadia, DeSoto County, Florida.   
 

ARTICLE 18 
Severability 

In the event any section, sentence, clause or provision of this Agreement is held to be invalid, 
illegal or unenforceable by a court having jurisdiction over the matter, the remainder of the Agreement 
shall not be affected by such determination and shall remain in full force and effect. 

 
ARTICLE 19 
Survivability 

Any term, condition, covenant or obligation which requires performance by either party 
subsequent to termination of this Agreement shall remain enforceable against such party subsequent to 
such termination. 

 
ARTICLE 20 

Third party Beneficiaries/Independent Contractors 
This Agreement is for the benefit of the AHA and the SHA.  No third party is an intended 

beneficiary so as to entitle that person to sue for an alleged breach of this Agreement.  The SHA 
acknowledges and agrees that it is acting as an independent contractor in performing its obligations 
hereunder and not as an agent, officer or employee of the AHA. 
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 The SHA shall carry out, or cause to be carried out, all of the services required herein as an 
independent contractor.  The SHA will not represent itself as an agent, sub-agent or representative of the 
AHA.  All services described herein will be carried out by persons or instrumentalities solely under the 
SHA’s control and supervision. 
 

ARTICLE 21 
Modifications/Amendments 

This writing embodies the entire agreement and understanding between the parties hereto and 
there are no other agreements and/or understandings, oral or written, with respect to the subject matter 
hereof, that are not merged herein and superseded hereby. This Agreement may only be 
modified/amended or extended by a written instrument executed by the AHA and the SHA expressly for 
that purpose. 

ARTICLE 22 
Assignment and Subcontracting 

This Agreement may not be assigned nor subcontracted in whole or in part without the prior 
written consent of the AHA. 
 

ARTICLE 23 
Notice and Definition of Days 

Any notices required or permitted to be given hereunder shall be sent by United States certified 
mail, return receipt requested, or by overnight delivery service or personal delivery with signature 
verification, to the attention of the following representatives of the parties: 

 
SHA:               
William Russell 
President & CEO 
Sarasota Housing Authority 
269 South Osprey Avenue, Suite #100 
Sarasota, Florida 34236 

 

 AHA: 
 Becky-Sue Mercer 
 Housing Authority of the City of Arcadia 
 7 Booker T. Washington Road 
 Arcadia, Florida 34266 
  
 Any notice sent in accordance with this Article 23 shall be deemed given two days after deposit 
in the U.S. Mail, if sent certified mail, or upon receipt, if sent by overnight delivery service or personal 
delivery.  The act of refusal by a party of delivery of a notice sent in accordance with this Article 23 
shall be deemed acceptance of such notice by such party. 
 
 Except if otherwise specifically stated in any article of this Agreement, days shall mean calendar 
days, which means every day of the month including weekends and holidays.  
 

ARTICLE 24 
Filing 

This Agreement and any subsequent amendments shall be filed with the Clerk of the Circuit 
Court of DeSoto County, as provided for by Florida Statutes Section 163.01(11). 
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IN WITNESS WHEREOF, the parties have caused their respective authorized representative 
to execute this Agreement effective as of the date first above written. 

 
 

ATTEST:   Sarasota Housing Authority            
(Two Witnesses Required)                 

 
By: _______________________________ By: _________________________________    
                  William O. Russell, President & CEO    
 
Print Name: _______________________ Date:________________________________ 
                 
 
By: _______________________________  
 
 
Print Name: _______________________  
                      
                 
 
 
ATTEST:   Housing Authority of the City of Arcadia        
  
(Two Witnesses Required)                 

 
By: _______________________________ By: _________________________________    
                 Becky-Sue Mercer, Executive Director    
 
Print Name: _______________________ Date:________________________________ 
                 
 
By: _______________________________  
 
 
Print Name: _______________________  
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 EXHIBIT “A”  

 
SCOPE OF SERVICES  

 
SHA:      Sarasota Housing Authority            
 
PROGRAM:    Housing Choice Voucher Program 
 
PRIMARY GOAL:    
 
PART I – SCOPE OF SERVICES 
 
 
PART II – SHA RESPONSIBILITIES 
 
 
PART IV – AHA RESPONSIBILITIES 
 
 
 
 
 
 
 
 
 
 

 



COCC 2,463,380.70               
HCV - HAP 3,181,832.64               
HCV - Reserve 2,404,765.75               
OCB 1,716,615.64               
Towers 464,977.48                  
Annex 2,470,870.75               
Energy Grant Program 140,147.19                  
Resident Services 234,515.98                  
SVC 287,585.13                  
Towers LIHTC 71,808.21                    

OCB-SD 47,428.77                    
Towers - SD 23,271.41                    
Annex - SD 20,852.82                    

Rosemary Cohen 257,447.04                  
Development 115,087.03                  
Towers Reserves 905,379.51                  
Litigations Proceeds 733,436.01                  
RAD Rehab Account -                                

HCV FSS Escrow 219,992.87                  
PHA FSS Escrow 79,480.50                    

SHFC - Operating 1,096,281.99               
SHFC - Restricted BB&T 115,656.36                  
SHFC - Reserve 424,923.54                  

Total 17,475,737.32            

Sarasota Housing Authority
Cash Position 

October 31, 2022



Sarasota Housing Authority

Operating Statement

Ten Months Ending 10/31/2022

Program: Towers LIHTC          Project: Consolidated

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

3703.00 Tenant Dwelling Rental 6,513.83 0.00 6,513.83 6,770.81 0.00 6,770.81 0.00 6,770.81

3704.30 Tenant Revenue - 
Other

15.00 0.00 15.00 15.00 0.00 15.00 0.00 15.00

3710.00 PBRA Revenue 23,758.00 0.00 23,758.00 23,758.00 0.00 23,758.00 0.00 23,758.00

3715.00 Other Revenue 430.00 0.00 430.00 430.00 0.00 430.00 0.00 430.00

3715.01 Laundry Revenue 230.23 0.00 230.23 230.23 0.00 230.23 0.00 230.23

TOTAL INCOME 30,947.06 0.00 30,947.06 31,204.04 0.00 31,204.04 0.00 31,204.04

EXPENSES

4919.11 Internet Expense 192.41 0.00 (192.41) 192.41 0.00 (192.41) 0.00 (192.41)

4919.15 Admin. General 
Contracts

46.47 0.00 (46.47) 46.47 0.00 (46.47) 0.00 (46.47)

4919.16 Admin. Equipment 
Contracts

88.21 0.00 (88.21) 88.21 0.00 (88.21) 0.00 (88.21)

4931.00 Water Expenses 6,743.78 0.00 (6,743.78) 6,743.78 0.00 (6,743.78) 0.00 (6,743.78)

4932.00 Electricity Expense 4,866.83 0.00 (4,866.83) 4,866.83 0.00 (4,866.83) 0.00 (4,866.83)

4934.00 Trash Expense 704.82 0.00 (704.82) 704.82 0.00 (704.82) 0.00 (704.82)

4942.36 Plumbing parts 22.89 0.00 (22.89) 22.89 0.00 (22.89) 0.00 (22.89)

4943.07 Elevator Maintenance 
Exp.

590.00 0.00 (590.00) 590.00 0.00 (590.00) 0.00 (590.00)

4943.10 Routine Maintenance 
Exp.

775.00 0.00 (775.00) 775.00 0.00 (775.00) 0.00 (775.00)

4943.14 Equipment Maint. 
contracts

140.00 0.00 (140.00) 140.00 0.00 (140.00) 0.00 (140.00)

4961.04 Auto Insurance 247.36 0.00 (247.36) 247.36 0.00 (247.36) 0.00 (247.36)

TOTAL EXPENSES 14,417.77 0.00 (14,417.77) 14,417.77 0.00 (14,417.77) 0.00 (14,417.77)

SURPLUS 16,529.29 0.00 16,529.29 16,786.27 0.00 16,786.27 0.00 16,786.27

www.pha-web.com

© 2022 Management Computer Services, Inc. (MCS)
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Printed by: Maria Urlaub
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Sarasota Housing Authority

Operating Statement

Seven Months Ending 10/31/2022

Program: Towers          Project: Consolidated

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

Tenant Revenue 16,309.83 0.00 16,309.83 165,439.56 0.00 165,439.56 0.00 165,439.56

HUD Revenue 23,758.00 0.00 23,758.00 191,804.00 0.00 191,804.00 0.00 191,804.00

Other Operating Revenue 430.00 0.00 430.00 6,444.59 0.00 6,444.59 0.00 6,444.59

TOTAL INCOME 40,497.83 0.00 40,497.83 363,688.15 0.00 363,688.15 0.00 363,688.15

EXPENSES

Administrative Expense 1,549.11 0.00 (1,549.11) 76,821.60 0.00 (76,821.60) 0.00 (76,821.60)

Tenant Services 79.35 0.00 (79.35) 555.45 0.00 (555.45) 0.00 (555.45)

4922.00 Relocation Expenses 0.00 0.00 0.00 4,478.86 0.00 (4,478.86) 0.00 (4,478.86)

Utility Expense 270.82 0.00 (270.82) 66,170.51 0.00 (66,170.51) 0.00 (66,170.51)

Maintenance 5,315.80 0.00 (5,315.80) 78,271.63 0.00 (78,271.63) 0.00 (78,271.63)

Protective Services 3,281.25 0.00 (3,281.25) 24,649.95 0.00 (24,649.95) 0.00 (24,649.95)

Insurance Expense 0.00 0.00 0.00 17,615.90 0.00 (17,615.90) 0.00 (17,615.90)

General Expense 54.76 0.00 (54.76) 1,307.40 0.00 (1,307.40) 0.00 (1,307.40)

TOTAL EXPENSES 10,551.09 0.00 (10,551.09) 269,871.30 0.00 (269,871.30) 0.00 (269,871.30)

SURPLUS 29,946.74 0.00 29,946.74 93,816.85 0.00 93,816.85 0.00 93,816.85

www.pha-web.com
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Sarasota Housing Authority

Operating Statement

Seven Months Ending 10/31/2022

Program: SVC          Project: Consolidated

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

3703.00 Tenant Dwelling Rental 64,437.00 0.00 64,437.00 234,219.80 0.00 234,219.80 0.00 234,219.80

3704.30 Tenant Revenue - 
Other

(1,006.00) 0.00 (1,006.00) (1,006.00) 0.00 (1,006.00) 0.00 (1,006.00)

3707.50 Other Admin Revenue 27,757.44 0.00 27,757.44 27,757.44 0.00 27,757.44 0.00 27,757.44

TOTAL INCOME 91,188.44 0.00 91,188.44 260,971.24 0.00 260,971.24 0.00 260,971.24

EXPENSES

4919.03 Commissioner 
training/travel

100.00 0.00 (100.00) 100.00 0.00 (100.00) 0.00 (100.00)

4931.00 Water Expenses 13,287.21 0.00 (13,287.21) 13,287.21 0.00 (13,287.21) 0.00 (13,287.21)

4934.00 Trash Expense 2,110.98 0.00 (2,110.98) 2,110.98 0.00 (2,110.98) 0.00 (2,110.98)

4942.00 Materials Expense 142.47 0.00 (142.47) 142.47 0.00 (142.47) 0.00 (142.47)

4942.02 Appliance parts 69.36 0.00 (69.36) 69.36 0.00 (69.36) 0.00 (69.36)

4942.20 Janitorial Supplies 71.37 0.00 (71.37) 71.37 0.00 (71.37) 0.00 (71.37)

4942.34 Paint/Drywall 263.86 0.00 (263.86) 263.86 0.00 (263.86) 0.00 (263.86)

4942.36 Plumbing parts 1,498.70 0.00 (1,498.70) 1,498.70 0.00 (1,498.70) 0.00 (1,498.70)

TOTAL EXPENSES 17,543.95 0.00 (17,543.95) 17,543.95 0.00 (17,543.95) 0.00 (17,543.95)

SURPLUS 73,644.49 0.00 73,644.49 243,427.29 0.00 243,427.29 0.00 243,427.29
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Sarasota Housing Authority

Operating Statement

Seven Months Ending 10/31/2022

Program: Resident Services          Project: Consolidated

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

3706.20 ROSS Grant 5,810.67 6,318.33 (507.66) 40,674.69 44,228.33 (3,553.64) 75,820.00 (35,145.31)

3706.30 HUD FSS Grant 5,798.00 3,521.75 2,276.25 40,586.00 24,652.25 15,933.75 42,261.00 (1,675.00)

3706.40 Youth Thrive Grant 0.00 5,862.50 (5,862.50) 0.00 41,037.50 (41,037.50) 70,350.00 (70,350.00)

3708.00 Other Government 
Grants

0.00 0.00 0.00 300.00 0.00 300.00 0.00 300.00

3715.00 Other Revenue 0.00 2,000.00 (2,000.00) 0.00 14,000.00 (14,000.00) 24,000.00 (24,000.00)

3715.03 Donations 0.00 1,666.67 (1,666.67) 0.00 11,666.67 (11,666.67) 20,000.00 (20,000.00)

3715.04 Community Foundation 0.00 2,708.33 (2,708.33) 0.00 18,958.33 (18,958.33) 32,500.00 (32,500.00)

3715.051 Youth Thrive: 
Donations

0.00 416.67 (416.67) 0.00 2,916.67 (2,916.67) 5,000.00 (5,000.00)

TOTAL INCOME 11,608.67 22,494.25 (10,885.58) 81,560.69 157,459.75 (75,899.06) 269,931.00 (188,370.31)

EXPENSES

4911.00 Administrative Salaries 13,879.07 25,575.83 11,696.76 119,684.34 179,030.83 59,346.49 306,910.00 187,225.66

4912.10 Accounting fees 113.40 260.00 146.60 1,675.35 1,820.00 144.65 3,120.00 1,444.65

4914.00 Marketing & Advertising 0.00 26.00 26.00 22.15 182.00 159.85 312.00 289.85

4915.00 Administrative EBC 
Expenses

4,397.43 4,852.08 454.65 30,631.72 33,964.58 3,332.86 58,225.00 27,593.28

4916.00 Office Supplies 
Expense

0.00 41.00 41.00 55.64 287.00 231.36 492.00 436.36

4918.00 Travel Expenses 0.00 83.17 83.17 436.92 582.17 145.25 998.00 561.08

4919.01 Telephone Expense 397.65 564.67 167.02 3,271.21 3,952.67 681.46 6,776.00 3,504.79

4919.02 Dues/Subscription 
Expense

27.35 262.83 235.48 427.54 1,839.83 1,412.29 3,154.00 2,726.46

4919.03 Commissioner 
training/travel

0.00 12.83 12.83 0.00 89.83 89.83 154.00 154.00

4919.04 Training Expense 250.00 13.00 (237.00) 345.00 91.00 (254.00) 156.00 (189.00)

4919.07 Postage Expense 0.00 39.00 39.00 10.22 273.00 262.78 468.00 457.78

4919.08 Vehicle Repair Expense 0.00 78.00 78.00 0.00 546.00 546.00 936.00 936.00

4919.09 Office Lease Expense 501.36 190.67 (310.69) 3,509.52 1,334.67 (2,174.85) 2,288.00 (1,221.52)

4919.10 Expendable Misc. 
Equipment

0.00 43.33 43.33 0.00 303.33 303.33 520.00 520.00

4919.11 Internet Expense 0.00 390.00 390.00 1,489.01 2,730.00 1,240.99 4,680.00 3,190.99

4919.112 YT Internet 0.00 52.00 52.00 1,488.91 364.00 (1,124.91) 624.00 (864.91)

4919.12 Investigations 0.00 0.00 0.00 29.99 0.00 (29.99) 0.00 (29.99)

4919.15 Admin. General 
Contracts

73.34 474.58 401.24 3,568.08 3,322.08 (246.00) 5,695.00 2,126.92

4919.16 Admin. Equipment 
Contracts

104.53 150.67 46.14 650.27 1,054.67 404.40 1,808.00 1,157.73

4919.161 Admin Equip 
Contracts: YT

55.59 2.75 (52.84) 166.51 19.25 (147.26) 33.00 (133.51)

4921.02 Resident Services EBC 
Expenses

393.60 636.00 242.40 5,512.45 4,452.00 (1,060.45) 7,632.00 2,119.55

4921.03 Resident Services 
Tenant Servic

0.00 0.00 0.00 45.80 0.00 (45.80) 0.00 (45.80)

4921.09 YT- After School Tutors 200.00 945.17 745.17 1,400.00 6,616.17 5,216.17 11,342.00 9,942.00

4921.11 YT- Program 
Supplies/Activities

0.00 367.00 367.00 5,741.26 2,569.00 (3,172.26) 4,404.00 (1,337.26)

4921.111 YT- Program 
Supplies/Activities

0.00 0.00 0.00 157.50 0.00 (157.50) 0.00 (157.50)

4921.12 YT- Printing/Advertising 0.00 0.00 0.00 1,250.00 0.00 (1,250.00) 0.00 (1,250.00)

4921.13 YT- Travel/Training 0.00 0.00 0.00 41.17 0.00 (41.17) 0.00 (41.17)

4921.14 Shop with a Cop 0.00 1,700.00 1,700.00 0.00 11,900.00 11,900.00 20,400.00 20,400.00
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Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

4932.00 Electricity Expense 130.82 258.92 128.10 1,243.57 1,812.42 568.85 3,107.00 1,863.43

4932.01 Electricity Exp: YT 102.61 0.00 (102.61) 331.36 0.00 (331.36) 0.00 (331.36)

4942.16 Hardware 32.98 0.00 (32.98) 32.98 0.00 (32.98) 0.00 (32.98)

4942.18 HVAC Parts 747.00 0.00 (747.00) 747.00 0.00 (747.00) 0.00 (747.00)

4942.20 Janitorial Supplies 0.00 35.33 35.33 120.10 247.33 127.23 424.00 303.90

4942.30 Miscellaneous Materials 0.00 19.08 19.08 0.00 133.58 133.58 229.00 229.00

4942.32 Non-capitalized furn. 
fix, equi

0.00 32.25 32.25 0.00 225.75 225.75 387.00 387.00

4942.34 Paint/Drywall 0.00 0.00 0.00 266.77 0.00 (266.77) 0.00 (266.77)

4942.36 Plumbing parts 273.96 0.00 (273.96) 273.96 0.00 (273.96) 0.00 (273.96)

4943.01 Alarm Expense 35.00 49.17 14.17 210.00 344.17 134.17 590.00 380.00

4943.02 Uniform Expenses 0.00 57.75 57.75 369.16 404.25 35.09 693.00 323.84

4943.04 Electrical Expense 0.00 0.00 0.00 2,475.00 0.00 (2,475.00) 0.00 (2,475.00)

4943.05 Plumbing Expense 0.00 0.00 0.00 6,725.00 0.00 (6,725.00) 0.00 (6,725.00)

4943.06 HVAC Expense 90.00 19.00 (71.00) 90.00 133.00 43.00 228.00 138.00

4943.10 Routine Maintenance 
Exp.

250.00 715.00 465.00 2,900.00 5,005.00 2,105.00 8,580.00 5,680.00

4943.101 YT- Routing 
Maintenance

250.00 10.83 (239.17) 1,250.00 75.83 (1,174.17) 130.00 (1,120.00)

4943.12 Equipment Leasing 0.00 235.17 235.17 276.78 1,646.17 1,369.39 2,822.00 2,545.22

4952.00 Protective Services 
Expense

0.00 0.00 0.00 35.00 0.00 (35.00) 0.00 (35.00)

4961.02 Liability Insurance 0.00 27.75 27.75 222.18 194.25 (27.93) 333.00 110.82

4961.03 Worker's Compensation 
Insurance

0.00 484.67 484.67 1,643.50 3,392.67 1,749.17 5,816.00 4,172.50

4961.04 Auto Insurance 389.02 247.00 (142.02) 2,334.12 1,729.00 (605.12) 2,964.00 629.88

4962.00 General Expenses 52.68 292.33 239.65 598.64 2,046.33 1,447.69 3,508.00 2,909.36

TOTAL EXPENSES 22,747.39 39,244.83 16,497.44 203,755.68 274,713.83 70,958.15 470,938.00 267,182.32

SURPLUS (11,138.72) (16,750.58) 5,611.86 (122,194.99) (117,254.08) (4,940.91) (201,007.00) 78,812.01
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Sarasota Housing Authority

Operating Statement

Seven Months Ending 10/31/2022

Program: Section 8 Voucher          Project: Consolidated

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

3704.30 Tenant Revenue - 
Other

0.00 0.00 0.00 1,684.00 0.00 1,684.00 0.00 1,684.00

HUD Revenues 1,717,996.87 89,780.83 1,628,216.04 13,225,155.09 628,465.83 12,596,689.26 1,077,370.00 12,147,785.09

Other Operating Revenue 19,212.00 5,166.67 14,045.33 67,504.20 36,166.67 31,337.53 62,000.00 5,504.20

TOTAL INCOME 1,737,208.87 94,947.50 1,642,261.37 13,294,343.29 664,632.50 12,629,710.79 1,139,370.00 12,154,973.29

EXPENSES

Administrative Expense 81,430.81 566,645.23 485,214.42 653,397.01 3,966,516.73 3,313,119.72 6,799,743.00 6,146,345.99

4921.03 Resident Services - 
Tenant

0.00 0.00 0.00 175.00 0.00 (175.00) 0.00 (175.00)

Utilities Expense 1,583.50 624.00 (959.50) 6,178.79 4,368.00 (1,810.79) 7,488.00 1,309.21

Maintenance 1,745.00 3,331.75 1,586.75 13,843.09 23,322.25 9,479.16 39,981.00 26,137.91

Insurance 435.88 1,568.66 1,132.78 11,575.55 10,980.66 (594.89) 18,824.00 7,248.45

General Expense 180.07 563.33 383.26 4,985.53 3,943.33 (1,042.20) 6,760.00 1,774.47

4971.50 Misc - Landlord Bonus 0.00 0.00 0.00 13,750.00 0.00 (13,750.00) 0.00 (13,750.00)

4971.51 EHV Reimbursables 3,617.68 0.00 (3,617.68) 3,617.68 0.00 (3,617.68) 0.00 (3,617.68)

HAP Expense 1,664,038.67 5,389.50 (1,658,649.17) 10,939,411.53 37,726.50 (10,901,685.03) 64,674.00 (10,874,737.53)

TOTAL EXPENSES 1,753,031.61 578,122.47 (1,174,909.14) 11,646,934.18 4,046,857.47 (7,600,076.71) 6,937,470.00 (4,709,464.18)

SURPLUS (15,822.74) (483,174.97) 467,352.23 1,647,409.11 (3,382,224.97) 5,029,634.08 (5,798,100.00) 7,445,509.11
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Sarasota Housing Authority

Operating Statement

Seven Months Ending 10/31/2022

Program: Energy Grant Program          Project: Consolidated

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

TOTAL INCOME 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

EXPENSES

4911.00 Administrative Salaries 0.00 0.00 0.00 34,100.10 0.00 (34,100.10) 0.00 (34,100.10)

4914.00 Marketing & Advertising 200.00 0.00 (200.00) 200.00 0.00 (200.00) 0.00 (200.00)

4915.00 Administrative EBC 
Expenses

(28.21) 0.00 28.21 13,042.13 0.00 (13,042.13) 0.00 (13,042.13)

4919.01 Telephone Expense 0.00 0.00 0.00 124.84 0.00 (124.84) 0.00 (124.84)

4919.04 Training Expense 0.00 0.00 0.00 750.00 0.00 (750.00) 0.00 (750.00)

4942.02 Appliance parts 0.00 0.00 0.00 1,374.93 0.00 (1,374.93) 0.00 (1,374.93)

4942.06 Doors 0.00 0.00 0.00 752.00 0.00 (752.00) 0.00 (752.00)

4942.18 HVAC Parts 3,523.50 0.00 (3,523.50) 8,582.62 0.00 (8,582.62) 0.00 (8,582.62)

4942.26 Lighting/Fixtures 831.42 0.00 (831.42) 4,503.37 0.00 (4,503.37) 0.00 (4,503.37)

4942.30 Miscellaneous Materials 0.00 0.00 0.00 240.44 0.00 (240.44) 0.00 (240.44)

4942.36 Plumbing parts 0.00 0.00 0.00 1,447.70 0.00 (1,447.70) 0.00 (1,447.70)

4943.04 Electrical Expense 0.00 0.00 0.00 489.95 0.00 (489.95) 0.00 (489.95)

4962.00 General Expenses 0.00 0.00 0.00 154.27 0.00 (154.27) 0.00 (154.27)

TOTAL EXPENSES 4,526.71 0.00 (4,526.71) 65,762.35 0.00 (65,762.35) 0.00 (65,762.35)

SURPLUS (4,526.71) 0.00 4,526.71 (65,762.35) 0.00 65,762.35 0.00 65,762.35
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Sarasota Housing Authority

Operating Statement

Seven Months Ending 10/31/2022

Program: Bertha Mitchell          Project: Consolidated

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

Tenant Revenue 29,172.00 47,433.17 (18,261.17) 285,169.00 332,032.17 (46,863.17) 569,198.00 (284,029.00)

HUD Revenues 291,470.97 43,916.67 247,554.30 1,047,706.74 307,416.67 740,290.07 527,000.00 520,706.74

Other Operating Revenue 71,126.13 110,258.00 (39,131.87) 179,670.09 771,806.00 (592,135.91) 1,323,096.00 (1,143,425.91)

TOTAL INCOME 391,769.10 201,607.84 190,161.26 1,512,545.83 1,411,254.84 101,290.99 2,419,294.00 (906,748.17)

EXPENSES

Administrative Expense 44,289.57 47,118.16 2,828.59 395,736.03 329,827.16 (65,908.87) 565,418.00 169,681.97

Tenant Services 79.35 325.42 246.07 1,140.76 2,277.92 1,137.16 3,905.00 2,764.24

4922.00 Relocation Expenses 0.00 0.00 0.00 2,771.00 0.00 (2,771.00) 0.00 (2,771.00)

Utility Expense 26,067.86 47,083.33 21,015.47 335,419.54 329,583.33 (5,836.21) 565,000.00 229,580.46

Maintenance 43,959.56 48,489.40 4,529.84 275,506.88 339,425.90 63,919.02 581,873.00 306,366.12

Protective Services 0.00 16.67 16.67 0.00 116.67 116.67 200.00 200.00

Insurance Expense 1,021.58 7,965.67 6,944.09 73,649.01 55,759.67 (17,889.34) 95,588.00 21,938.99

General Expense 3,394.10 5,698.68 2,304.58 28,242.18 39,890.68 11,648.50 68,384.00 40,141.82

TOTAL EXPENSES 118,812.02 156,697.33 37,885.31 1,112,465.40 1,096,881.33 (15,584.07) 1,880,368.00 767,902.60

SURPLUS 272,957.08 44,910.51 (228,046.57) 400,080.43 314,373.51 (85,706.92) 538,926.00 138,845.57
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Sarasota Housing Authority

Operating Statement

Seven Months Ending 10/31/2022

Program: Business Activities          Project: Consolidated

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

HUD Revenue 15,371.73 10,416.67 4,955.06 78,243.56 72,916.67 5,326.89 125,000.00 (46,756.44)

Administrative Revenue 0.00 62,697.08 (62,697.08) 28,859.27 438,879.58 (410,020.31) 752,365.00 (723,505.73)

Other Operating Revenue 0.00 1,289.58 (1,289.58) 12,583.92 9,027.08 3,556.84 15,475.00 (2,891.08)

TOTAL INCOME 15,371.73 74,403.33 (59,031.60) 119,686.75 520,823.33 (401,136.58) 892,840.00 (773,153.25)

EXPENSES

Administrative Expense 4,873.78 66,538.74 61,664.96 51,345.97 465,771.24 414,425.27 798,465.00 747,119.03

4921.04 Resident Services - 
Council fee

158.70 0.00 (158.70) 1,110.90 0.00 (1,110.90) 0.00 (1,110.90)

Utilities Expense 0.00 141.67 141.67 0.00 991.67 991.67 1,700.00 1,700.00

Maintenance 0.00 798.66 798.66 153.47 5,590.66 5,437.19 9,584.00 9,430.53

Insurance Expense 1,047.59 2,158.33 1,110.74 6,262.55 15,108.33 8,845.78 25,900.00 19,637.45

General Expense 15,151.95 4,166.67 (10,985.28) 76,218.41 29,166.67 (47,051.74) 50,000.00 (26,218.41)

TOTAL EXPENSES 21,232.02 73,804.07 52,572.05 135,091.30 516,628.57 381,537.27 885,649.00 750,557.70

SURPLUS (5,860.29) 599.26 6,459.55 (15,404.55) 4,194.76 19,599.31 7,191.00 22,595.55
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Sarasota Housing Authority

Operating Statement

Seven Months Ending 10/31/2022

Program: Annex          Project: Consolidated

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

Tenant Revenue 23,688.23 21,710.01 1,978.22 162,950.56 151,970.01 10,980.55 260,520.00 (97,569.44)

HUD Revenue 81,561.00 104,175.00 (22,614.00) 568,108.00 729,225.00 (161,117.00) 1,250,100.00 (681,992.00)

Other Operating Revenue 0.00 759.75 (759.75) 5,037.56 5,318.25 (280.69) 9,117.00 (4,079.44)

TOTAL INCOME 105,249.23 126,644.76 (21,395.53) 736,096.12 886,513.26 (150,417.14) 1,519,737.00 (783,640.88)

EXPENSES

Administrative Expense 30,630.48 28,028.51 (2,601.97) 181,638.08 196,199.51 14,561.43 336,342.00 154,703.92

Tenant Services 0.00 162.50 162.50 0.00 1,137.50 1,137.50 1,950.00 1,950.00

Utility Expense 11,471.94 7,644.01 (3,827.93) 70,301.41 53,508.01 (16,793.40) 91,728.00 21,426.59

Maintenance 14,015.73 28,642.07 14,626.34 97,909.21 200,494.57 102,585.36 343,705.00 245,795.79

Protective Services 3,165.75 2,773.33 (392.42) 24,534.45 19,413.33 (5,121.12) 33,280.00 8,745.55

Insurance Expense 435.88 1,778.66 1,342.78 14,786.88 12,450.66 (2,336.22) 21,344.00 6,557.12

4962.00 General Expenses 139.71 355.33 215.62 11,330.39 2,487.33 (8,843.06) 4,264.00 (7,066.39)

4964.00 Bad Debt Expense 0.00 173.33 173.33 0.00 1,213.33 1,213.33 2,080.00 2,080.00

TOTAL EXPENSES 59,859.49 69,557.74 9,698.25 400,500.42 486,904.24 86,403.82 834,693.00 434,192.58

SURPLUS 45,389.74 57,087.02 11,697.28 335,595.70 399,609.02 64,013.32 685,044.00 349,448.30
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Assets

Current Assets
Cash

PETTY CASH 400.00
CASH IN BANK GENERAL 18,173.02
CASH IN BANK - SECURITY DEPOSITS 51,597.82

Total Cash 70,170.84

Accounts Receivable
A/R - RESIDENTS 4,799.56
Voucher / PBV - Suspense (4,973.00)
A/R - PBV SUBSIDY 988.00
A/R - VOUCHER SUBSIDY 1,048.00
DUE FROM PARTNERS 200.00
DUE TO/FROM-OTHERS (OPERATIONS) 25,000.00
ALLOWANCE FOR DOUBTFUL ACCOUNTS (1,566.55)

Total Accounts Receivable 25,496.01

Deposits & Escrows
REAL ESTATE TAX ESCROW 68,853.16
PROPERTY & LIABILITY INSURANCE ESCROW 63,215.67
RESERVE FOR REPLACEMENTS 65,296.25
OPERATING RESERVE FUND 215,655.81

Total Deposits & Escrows 413,020.89

Other Current Assets
PREPAID PROPERTY INSURANCE 28,067.00
MISC PREPAID EXPENSE 118.25

Total Other Current Assets 28,185.25

Total Current Assets 536,872.99

Fixed Assets
LAND 559,730.00
BUILDINGS 14,771,868.18

Depreciation & Amortization
ACC DEPR BUILDINGS (7,608,456.00)

Total Depreciation & Amortization (7,608,456.00)

Total Fixed Assets 7,723,142.18

Other Assets
DEPOSITS - RECEIVABLE 23,979.51
START-UP COSTS 59,000.18
LIHTC FEE 211,731.00
ACCUM. AMORT. - LIHTC MONITORING FEE (176,489.00)
ACC - AMORT FINANCING FEES (Old) (56,311.00)
RAR ADJ - ACCUM AMORTIZATION (59,000.00)

Total Other Assets 2,910.69

Total Assets 8,262,925.86

Janies Garden
Balance Sheet
October 31, 2022
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Liabilities & Equity

Liabilities
Current Liabilities

DEVELOPMENT FEE PAYABLE 292,683.66
ACCOUNTS PAYABLE 29,670.58
ACCOUNTS PAYABLE - OTHER 30,000.00
ACCRUED 1ST MORTGAGE INTEREST PAYABLE 8,301.00
ACCRUED INTEREST PAYABLE - 2ND MORTG. 2,372,129.53
ACCRUED INTEREST - M.J. LEVITT 43,916.96
ACCRUED EXPENSE 8,064.00
ACCRUED PARTNERSHIP EXPENSES 147,000.00
SECURITY DEPOSIT REFUNDS IN TRANSIT 232.00

Total Current Liabilities 2,931,997.73

Other Current Liabilities
SECURITY DEPOSIT LIABILITY 50,994.49
SECURITY DEP INT LIABILITY 571.19
PREPAID RENTS 25,668.38

Total Other Current Liabilities 77,234.06

Long Term Liabilities
DEFERRED FINANCING FEES (113,408.68)
1ST MORTGAGE PAYABLE 1,504,834.49
SECOND MORTGAGE PAYABLE (Old) 325,000.00
OTHER MORTGAGE PAYABLE (Old) 1,869,500.00
LOAN PAYABLE 765,000.00

Total Long Term Liabilities 4,350,925.81

Total Liabilities 7,360,157.60

Equity
Retained Earnings 860,210.35
Current Net Income 42,557.91

Total Equity 902,768.26

Total Liabilities & Equity 8,262,925.86
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Month Ending 01/01/2022 Through Year Ending
10/31/2022 10/31/2022 12/31/2022

Actual Budget Budget Diff Actual Budget Budget Diff Budget

RENT INCOME
512000 - APARTMENT RENT - TENANT 50,582.00 70,000.00 (19,418.00) 458,733.00 700,000.00 (241,267.00) 840,000.00
512100 - SUBSIDY REVENUE 28,738.00 0.00 28,738.00 289,883.00 0.00 289,883.00 0.00

TOTAL RENT INCOME 79,320.00 70,000.00 9,320.00 748,616.00 700,000.00 48,616.00 840,000.00

VACANCIES
522000 - VACANCIES - TENANT (1,661.00) (1,666.00) 5.00 (25,070.00) (16,660.00) (8,410.00) (20,000.00)
528000 - EMPLOYEE APARTMENT/DISCOUNT (850.00) (850.00) 0.00 (8,500.00) (8,500.00) 0.00 (10,200.00)

TOTAL VACANCIES (2,511.00) (2,516.00) 5.00 (33,570.00) (25,160.00) (8,410.00) (30,200.00)
NET RENTAL INCOME 76,809.00 67,484.00 9,325.00 715,046.00 674,840.00 40,206.00 809,800.00

SERVICES INCOME
531000 - COIN OPERATIONS 10.58 21.00 (10.42) 75.09 210.00 (134.91) 250.00
533000 - TENANT APPLICATION FEE 30.00 100.00 (70.00) 510.00 1,000.00 (490.00) 1,200.00

TOTAL SERVICES INCOME 40.58 121.00 (80.42) 585.09 1,210.00 (624.91) 1,450.00

FINANCIAL INCOME
541200 - INT INC - RESERVES & ESCROWS 9.16 0.00 9.16 82.54 0.00 82.54 0.00

TOTAL FINANCIAL INCOME 9.16 0.00 9.16 82.54 0.00 82.54 0.00

OTHER INCOME
592500 - LATE CHARGES 350.00 333.00 17.00 6,545.00 3,330.00 3,215.00 4,000.00
593000 - RETURNED CHECKS CHARGES 75.00 0.00 75.00 100.00 0.00 100.00 0.00
593600 - LEGAL INCOME 0.00 0.00 0.00 916.00 0.00 916.00 0.00
593800 - CLEANING FEE 25.00 0.00 25.00 1,261.00 0.00 1,261.00 0.00
593900 - DAMAGES 261.00 300.00 (39.00) 785.64 3,000.00 (2,214.36) 3,596.00
594000 - PET FEE 100.00 0.00 100.00 400.00 0.00 400.00 0.00

TOTAL OTHER INCOME 811.00 633.00 178.00 10,007.64 6,330.00 3,677.64 7,596.00
TOTAL INCOME 77,669.74 68,238.00 9,431.74 725,721.27 682,380.00 43,341.27 818,846.00

TOTAL CORPORATE EXPENSES

RENTING EXPENSES
621000 - ADVERTISING 0.00 43.00 43.00 721.03 430.00 (291.03) 506.00
622500 - CREDIT REPORTS 63.65 87.50 23.85 353.85 875.00 521.15 1,006.00
624500 - INSPECTION FEES 0.00 0.00 0.00 166.67 400.00 233.33 400.00
625500 - EVICTION EXPENSE 701.00 367.00 (334.00) 1,170.00 3,670.00 2,500.00 4,000.00
629000 - MISC RENTING EXPENSE 0.00 14.00 14.00 0.00 140.00 140.00 168.00

TOTAL RENTING EXPENSES 764.65 511.50 (253.15) 2,411.55 5,515.00 3,103.45 6,080.00

ADMINISTRATIVE EXPENSES
631000 - OFFICE PAYROLL 2,305.01 2,075.92 (229.09) 20,236.83 20,759.20 522.37 24,911.04
631100 - OFFICE EXPENSE 470.92 433.60 (37.32) 4,665.98 4,336.00 (329.98) 5,200.00
631101 - OFFICE SUPPLIES 0.00 0.00 0.00 10.72 0.00 (10.72) 0.00
631111 - BANK CHARGES 75.05 48.00 (27.05) 1,279.48 1,104.00 (175.48) 1,200.00
631500 - OFFICE EQUIPMENT EXPENSE 0.00 50.00 50.00 235.32 830.00 594.68 1,040.00
631502 - OFFICE/COMPUTER - SERVICES 767.34 0.00 (767.34) 2,333.52 1,845.00 (488.52) 2,460.00
632000 - MANAGEMENT FEES 3,238.53 4,200.00 961.47 43,830.04 42,000.00 (1,830.04) 50,400.00
632500 - ANSWERING SERVICE 0.00 33.00 33.00 0.00 330.00 330.00 400.00
633000 - SITE MANAGER'S PAYROLL EXPENSE 1,341.68 1,506.25 164.57 12,845.81 15,062.50 2,216.69 18,075.00
634000 - LEGAL EXPENSE 0.00 0.00 0.00 0.00 500.00 500.00 500.00
634200 - TAX CREDIT COMPLIANCE/MONITORING
FEE

0.00 0.00 0.00 500.00 500.00 0.00 500.00

635000 - AUDIT EXPENSE 0.00 0.00 0.00 7,000.00 7,500.00 500.00 10,000.00
635300 - ALLOC. CENTRALIZED COMPLIANCE
COSTS

0.00 0.00 0.00 1,700.46 1,785.00 84.54 2,380.00

635400 - SOFTWARE LICENSE EXPENSE 84.92 0.00 (84.92) 5,300.87 5,500.00 199.13 5,500.00
636000 - TELEPHONE 446.53 153.00 (293.53) 2,179.70 1,539.00 (640.70) 1,845.00
637000 - BAD DEBT EXPENSE 0.00 667.00 667.00 173.19 6,670.00 6,496.81 8,000.00
637600 - SOCIAL SERVICE SUPPLIES 0.00 167.00 167.00 526.06 1,670.00 1,143.94 2,000.00
637604 - SOCIAL SERVICE EXPENSE - 3rd Party 3,171.90 2,748.00 (423.90) 26,978.05 27,480.00 501.95 32,976.00
638400 - TRAINING EXPENSE 197.09 150.00 (47.09) 1,414.99 1,800.00 385.01 2,100.00
638500 - TRAVEL EXPENSE 0.00 83.00 83.00 416.50 830.00 413.50 1,000.00
639000 - MISC ADMINISTRATIVE EXPENSE 74.00 250.00 176.00 291.09 2,500.00 2,208.91 3,000.00
639002 - MISC ADMIN EXP - Consultant Fees 0.00 0.00 0.00 3,250.00 0.00 (3,250.00) 0.00

Total ADMINISTRATIVE EXPENSES 12,172.97 12,564.77 391.80 135,168.61 144,540.70 9,372.09 173,487.04

OPERATING EXPENSE
641900 - UNIFORMS EXPENSE 0.00 0.00 0.00 111.67 500.00 388.33 500.00
643000 - MAINTENANCE PAYROLL 4,115.34 3,924.00 (191.34) 33,281.59 39,235.00 5,953.41 47,082.00
643025 - MAINTENANCE - TEMPORARY LABOR 0.00 0.00 0.00 400.00 0.00 (400.00) 0.00
643100 - JANITOR SUPPLIES 238.71 199.50 (39.21) 1,472.14 2,148.00 675.86 2,550.00
645000 - ELECTRICITY 733.38 833.00 99.62 7,038.66 8,330.00 1,291.34 10,000.00
645050 - ELECTRICITY - Vacant Unit 0.00 0.00 0.00 1,404.13 0.00 (1,404.13) 0.00
645051 - ELECTRICITY - Vacant Unit Recovery 0.00 0.00 0.00 (25.06) 0.00 25.06 0.00
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Month Ending 01/01/2022 Through Year Ending
10/31/2022 10/31/2022 12/31/2022

Actual Budget Budget Diff Actual Budget Budget Diff Budget

645100 - WATER 4,344.38 4,200.00 (144.38) 37,001.51 42,000.00 4,998.49 50,400.00
645300 - SEWER 4,756.83 5,200.00 443.17 50,297.97 52,000.00 1,702.03 62,400.00
645500 - UTILITY PROCESSING / COMMISSIONS 80.84 86.00 5.16 808.40 860.00 51.60 1,032.00
645551 - Vacant Unit Recovery Fees 0.00 0.00 0.00 0.51 0.00 (0.51) 0.00
646000 - EXTERMINATING 194.00 115.00 (79.00) 6,139.94 6,470.00 330.06 7,000.00
647000 - GARBAGE & RUBBISH REMOVAL 2,401.70 2,083.00 (318.70) 27,944.73 20,830.00 (7,114.73) 25,000.00
647100 - FIRE SERVICE FEE / REPAIRS 1,639.27 666.00 (973.27) 27,106.00 6,660.00 (20,446.00) 7,996.00
649000 - MISC OPERATING EXPENSE 0.00 166.00 166.00 1,919.04 1,660.00 (259.04) 2,000.00

TOTAL OPERATING EXPENSE 18,504.45 17,472.50 (1,031.95) 194,901.23 180,693.00 (14,208.23) 215,960.00

MAINTENANCE EXPENSE
652000 - GROUNDS 0.00 0.00 0.00 1,561.97 0.00 (1,561.97) 0.00
652001 - GROUNDS - Supplies 0.00 0.00 0.00 3,631.83 2,000.00 (1,631.83) 2,000.00
652002 - GROUNDS - Contract 1,995.00 1,595.00 (400.00) 17,700.00 15,950.00 (1,750.00) 19,140.00
653000 - EXTERIOR PAINTING / REPAIRS 0.00 416.00 416.00 3,357.37 4,160.00 802.63 4,992.00
653500 - CLEANING EXPENSE 0.00 58.00 58.00 3,903.32 580.00 (3,323.32) 700.00
654100 - REPAIRS - APPLIANCES 199.01 250.00 50.99 1,310.58 3,500.00 2,189.42 3,500.00
654200 - REPAIRS - CARPET & FLOORS 225.00 204.40 (20.60) 5,811.74 2,594.00 (3,217.74) 3,000.00
654300 - REPAIRS - CARPENTRY 459.53 299.75 (159.78) 7,927.17 2,997.50 (4,929.67) 3,600.00
654307 - REPAIRS - Hardware 0.00 0.00 0.00 15.08 0.00 (15.08) 0.00
654400 - REPAIRS - ELECTRICAL 192.68 250.00 57.32 937.53 2,500.00 1,562.47 3,000.00
654600 - REPAIRS - PLUMBING 713.32 500.00 (213.32) 2,954.48 5,800.00 2,845.52 7,000.00
654700 - REPAIRS - PROP DAMAGE/CLAIMS 0.00 0.00 0.00 8,773.35 0.00 (8,773.35) 0.00
654800 - SERVICE CONTRACTS 425.42 46.00 (379.42) 4,045.00 909.00 (3,136.00) 1,000.00
655100 - REPAIRS - HVAC 880.18 417.00 (463.18) 16,525.22 4,170.00 (12,355.22) 5,000.00
656000 - DECORATING EXPENSE 22.56 167.00 144.44 1,029.42 1,670.00 640.58 2,000.00
656001 - DECORATING - Painting Supplies 0.00 0.00 0.00 670.44 0.00 (670.44) 0.00
656002 - DECORATING - Painting Contract 0.00 0.00 0.00 1,100.00 0.00 (1,100.00) 0.00
657000 - MOTOR VEHICLE REPAIRS 160.70 83.00 (77.70) 214.03 830.00 615.97 1,000.00
658000 - MAIN EQUIPMENT REPAIR 0.00 83.00 83.00 0.00 830.00 830.00 996.00
658500 - SMALL TOOLS EXPENSE 51.59 0.00 (51.59) 1,523.09 600.00 (923.09) 600.00
659000 - MISC MAINTENANCE EXPENSE 0.00 0.00 0.00 547.64 0.00 (547.64) 0.00

TOTAL MAINTENANCE EXPENSE 5,324.99 4,369.15 (955.84) 83,539.26 49,090.50 (34,448.76) 57,528.00

INTEREST EXPENSE
682000 - 1ST MORTGAGE INTEREST 7,858.25 7,858.00 (0.25) 80,516.73 80,518.00 1.27 96,435.00

TOTAL INTEREST EXPENSE 7,858.25 7,858.00 (0.25) 80,516.73 80,518.00 1.27 96,435.00

TAXES & INSURANCE
671000 - TAXES - REAL ESTATE 0.00 0.00 0.00 0.00 0.00 0.00 41,400.00
671100 - PAYROLL TAXES 581.88 625.00 43.12 5,934.98 6,250.00 315.02 7,500.00
672000 - INSURANCE EXPENSE 0.00 0.00 0.00 132,629.83 121,900.00 (10,729.83) 121,900.00
672100 - HEALTH INSURANCE 1,247.01 900.00 (347.01) 9,931.06 9,000.00 (931.06) 10,800.00
672200 - WORKERS COMP INSURANCE 156.21 166.00 9.79 1,356.98 1,660.00 303.02 2,000.00
672300 - LITIGATION SETTLEMENT 0.00 167.00 167.00 84.00 1,670.00 1,586.00 2,000.00
672500 - EMPLOYEE BENEFITS 405.63 150.00 (255.63) 2,883.27 1,500.00 (1,383.27) 1,800.00

TOTAL TAXES & INSURANCE 2,390.73 2,008.00 (382.73) 152,820.12 141,980.00 (10,840.12) 187,400.00

OTHER EXPENSES
687000 - AGENCY SERVICE FEE 0.00 0.00 0.00 712.50 1,000.00 287.50 1,000.00

TOTAL OTHER EXPENSES 0.00 0.00 0.00 712.50 1,000.00 287.50 1,000.00

EQUIPMENT PURCHASES
721101 - Kitchen Appliances 0.00 600.00 600.00 7,755.73 6,000.00 (1,755.73) 6,000.00
721102 - Flooring: Carpet & Tile 3,959.14 1,000.00 (2,959.14) 8,706.48 10,000.00 1,293.52 10,000.00
721105 - Water Heaters 0.00 0.00 0.00 0.00 1,000.00 1,000.00 1,000.00
721106 - HVAC Equipment 2,161.38 1,000.00 (1,161.38) 16,631.15 10,000.00 (6,631.15) 10,000.00

TOTAL EQUIPMENT PURCHASES 6,120.52 2,600.00 (3,520.52) 33,093.36 27,000.00 (6,093.36) 27,000.00
TOTAL CORPORATE EXPENSES 53,136.56 47,383.92 (5,752.64) 683,163.36 630,337.20 (52,826.16) 764,890.04
NET PROFIT OR LOSS 24,533.18 20,854.08 3,679.10 42,557.91 52,042.80 (9,484.89) 53,955.96

NON-OPERATING EXPENSES
790100 - R/E TAXE ESCROW DEPOSITS 4,085.00 3,450.00 (635.00) 40,850.00 34,500.00 (6,350.00) 41,400.00
790101 - R/E TAXE ESCROW WITHDRAWALS 0.00 0.00 0.00 0.00 0.00 0.00 (41,400.00)
790200 - PROPERTY INSURANCE ESC DEP 11,400.00 10,025.00 (1,375.00) 86,000.00 100,250.00 14,250.00 120,300.00
790201 - PROPERTY INS ESC WITHDRAWALS 0.00 0.00 0.00 (41,608.32) (120,300.00) (78,691.68) (120,300.00)
791000 - PROV FOR REPLACEMENTS 2,242.71 2,128.00 (114.71) 21,183.90 20,846.00 (337.90) 25,102.00
791100 - RFR REIMBURSEMENTS 0.00 (27,000.00) (27,000.00) 0.00 (27,000.00) (27,000.00) (27,000.00)
793000 - PROV FOR MORT PRIN AMORT 3,950.27 3,950.00 (0.27) 37,568.47 37,569.00 0.53 45,269.00

TOTAL NON-OPERATING EXPENSES 21,677.98 (7,447.00) (29,124.98) 143,994.05 45,865.00 (98,129.05) 43,371.00
NET CASH (+) / DEF (-) 2,855.20 28,301.08 (25,445.88) (101,436.14) 6,177.80 (107,613.94) 10,584.96
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Assets

Current Assets
Cash

PETTY CASH 400.00
CASH IN BANK GENERAL 1,929.35
CASH IN BANK- RECONCILIATION (6,916.57)
CASH IN BANK - SECURITY DEPOSITS 40,626.80

Total Cash 36,039.58

Accounts Receivable
A/R - RESIDENTS 6,142.50
A/R - COMMERCIAL TENANTS 736.44
Voucher / PBV - Suspense 697.00
A/R - PBV SUBSIDY 2,147.00
A/R - VOUCHER SUBSIDY 60.00
DUE FROM PARTNERS 200.00
GRANT RECEIVABLE 4,797.68
EXCHANGE (854.00)
NEW RESIDENT - RENT & SEC DEP PAYMENTS 84.00
ALLOWANCE FOR DOUBTFUL ACCOUNTS (672.51)

Total Accounts Receivable 13,338.11

Deposits & Escrows
DEBT SERVICE RESERVE FUND 162,330.55
REAL ESTATE TAX ESCROW 41,078.10
PROPERTY & LIABILITY INSURANCE ESCROW 61,231.89
RESERVE FOR REPLACEMENTS 115,451.02
ESCROWS - OTHER 129,291.61
OPERATING RESERVE FUND 93,089.45

Total Deposits & Escrows 602,472.62

Other Current Assets
PREPAID PROPERTY INSURANCE 18,944.00
MISC PREPAID EXPENSE 96.75

Total Other Current Assets 19,040.75

Total Current Assets 670,891.06

Fixed Assets
LAND 150,000.00
BUILDINGS 11,257,899.91

Depreciation & Amortization
ACC DEPR BUILDINGS (4,901,492.00)

Total Depreciation & Amortization (4,901,492.00)

Total Fixed Assets 6,506,407.91

Other Assets
DEPOSITS - RECEIVABLE 4,337.01
START-UP COSTS 53,000.00
LIHTC FEE 141,101.64
ACCUM. AMORT. - LIHTC MONITORING FEE (103,353.00)
ACC - AMORT FINANCING FEES (Old) (65,856.00)
RAR ADJ - ACCUM AMORTIZATION (53,000.00)
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Total Other Assets (23,770.35)

Total Assets 7,153,528.62
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Liabilities & Equity

Liabilities
Current Liabilities

DEVELOPMENT FEE PAYABLE 2,221.00
ACCOUNTS PAYABLE 45,796.28
ACCRUED INTEREST PAYABLE - 3RD MORTG. 35,409.66
ACCRUED EXPENSE 5,498.00
SECURITY DEPOSIT REFUNDS IN TRANSIT 1,756.66

Total Current Liabilities 90,681.60

Other Current Liabilities
SECURITY DEPOSIT LIABILITY 38,651.97
SECURITY DEP INT LIABILITY 218.17
PREPAID RENTS 30,231.02

Total Other Current Liabilities 69,101.16

Long Term Liabilities
DEFERRED FINANCING FEES (239,467.00)
1ST MORTGAGE PAYABLE 1,698,334.14
SECOND MORTGAGE PAYABLE (Old) 6,743,500.00
OTHER MORTGAGE PAYABLE (Old) 300,000.00

Total Long Term Liabilities 8,502,367.14

Total Liabilities 8,662,149.90

Equity
Retained Earnings (1,511,148.69)
Current Net Income 2,527.41

Total Equity (1,508,621.28)

Total Liabilities & Equity 7,153,528.62
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Month Ending 01/01/2022 Through Year Ending
10/31/2022 10/31/2022 12/31/2022

Actual Budget Budget Diff Actual Budget Budget Diff Budget

RENT INCOME
512000 - APARTMENT RENT - TENANT 30,272.00 57,423.00 (27,151.00) 273,927.00 574,230.00 (300,303.00) 689,076.00
512100 - SUBSIDY REVENUE 30,570.00 0.00 30,570.00 315,889.00 0.00 315,889.00 0.00

TOTAL RENT INCOME 60,842.00 57,423.00 3,419.00 589,816.00 574,230.00 15,586.00 689,076.00

VACANCIES
522000 - VACANCIES - TENANT (889.00) (2,000.00) 1,111.00 (16,814.00) (15,000.00) (1,814.00) (18,000.00)

TOTAL VACANCIES (889.00) (2,000.00) 1,111.00 (16,814.00) (15,000.00) (1,814.00) (18,000.00)
NET RENTAL INCOME 59,953.00 55,423.00 4,530.00 573,002.00 559,230.00 13,772.00 671,076.00

SERVICES INCOME
531000 - COIN OPERATIONS 0.00 0.00 0.00 13.26 0.00 13.26 0.00
533000 - TENANT APPLICATION FEE 0.00 0.00 0.00 120.00 0.00 120.00 0.00

TOTAL SERVICES INCOME 0.00 0.00 0.00 133.26 0.00 133.26 0.00

FINANCIAL INCOME
541200 - INT INC - RESERVES & ESCROWS 316.57 0.00 316.57 801.91 0.00 801.91 0.00
541400 - INT INC - OPERATING RESERVE 158.79 0.00 158.79 399.24 0.00 399.24 0.00
541500 - INT INC - DEBT SERVICE RESERVE 273.74 0.00 273.74 688.24 0.00 688.24 0.00

TOTAL FINANCIAL INCOME 749.10 0.00 749.10 1,889.39 0.00 1,889.39 0.00

OTHER INCOME
592500 - LATE CHARGES 560.00 333.00 227.00 6,510.00 3,330.00 3,180.00 4,000.00
593000 - RETURNED CHECKS CHARGES 0.00 0.00 0.00 50.00 0.00 50.00 0.00
593600 - LEGAL INCOME 0.00 0.00 0.00 545.50 0.00 545.50 0.00
593800 - CLEANING FEE 100.00 0.00 100.00 325.00 0.00 325.00 0.00
593900 - DAMAGES 71.00 100.00 (29.00) 281.50 1,000.00 (718.50) 1,200.00
594000 - PET FEE 0.00 25.00 (25.00) 0.00 250.00 (250.00) 300.00
598100 - RECOVERY OF BAD DEBTS 0.00 0.00 0.00 340.00 0.00 340.00 0.00

TOTAL OTHER INCOME 731.00 458.00 273.00 8,052.00 4,580.00 3,472.00 5,500.00
TOTAL INCOME 61,433.10 55,881.00 5,552.10 583,076.65 563,810.00 19,266.65 676,576.00

TOTAL CORPORATE EXPENSES

RENTING EXPENSES
621000 - ADVERTISING 0.00 50.00 50.00 606.01 500.00 (106.01) 500.00
622500 - CREDIT REPORTS 0.00 29.00 29.00 37.82 290.00 252.18 350.00
624500 - INSPECTION FEES 0.00 0.00 0.00 746.92 520.00 (226.92) 520.00
625500 - EVICTION EXPENSE 545.50 332.00 (213.50) 545.50 3,320.00 2,774.50 3,996.00

TOTAL RENTING EXPENSES 545.50 411.00 (134.50) 1,936.25 4,630.00 2,693.75 5,366.00

ADMINISTRATIVE EXPENSES
631000 - OFFICE PAYROLL 1,822.77 1,604.00 (218.77) 16,018.89 16,842.00 823.11 21,244.00
631100 - OFFICE EXPENSE 94.24 333.00 238.76 4,063.85 3,330.00 (733.85) 4,002.00
631111 - BANK CHARGES 76.28 65.00 (11.28) 518.69 670.00 151.31 800.00
631500 - OFFICE EQUIPMENT EXPENSE 0.00 25.00 25.00 475.35 250.00 (225.35) 297.00
631502 - OFFICE/COMPUTER - SERVICES 606.73 0.00 (606.73) 1,845.10 1,470.00 (375.10) 1,960.00
632000 - MANAGEMENT FEES 1,978.80 3,375.00 1,396.20 34,644.46 33,750.00 (894.46) 40,500.00
632500 - ANSWERING SERVICE 86.99 32.00 (54.99) 869.90 320.00 (549.90) 381.00
633000 - SITE MANAGER'S PAYROLL EXPENSE 1,059.24 1,295.33 236.09 12,346.41 13,451.30 1,104.89 16,788.96
634000 - LEGAL EXPENSE 0.00 0.00 0.00 281.50 0.00 (281.50) 0.00
635000 - AUDIT EXPENSE 0.00 0.00 0.00 7,000.00 7,499.00 499.00 10,000.00
635300 - ALLOC. CENTRALIZED COMPLIANCE
COSTS

0.00 0.00 0.00 1,725.84 1,806.00 80.16 2,408.00

635400 - SOFTWARE LICENSE EXPENSE 31.83 0.00 (31.83) 4,164.94 4,200.00 35.06 4,200.00
636000 - TELEPHONE 352.52 125.00 (227.52) 2,063.25 1,250.00 (813.25) 1,500.00
636500 - CABLE TV / INTERNET EXPENSE 93.30 92.00 (1.30) 933.00 920.00 (13.00) 1,100.00
637000 - BAD DEBT EXPENSE 0.00 500.00 500.00 420.93 5,000.00 4,579.07 6,000.00
637600 - SOCIAL SERVICE SUPPLIES 0.00 83.00 83.00 451.06 830.00 378.94 1,000.00
637604 - SOCIAL SERVICE EXPENSE - 3rd Party 2,505.01 2,200.00 (305.01) 19,801.22 22,000.00 2,198.78 26,400.00
638400 - TRAINING EXPENSE 155.60 117.00 (38.60) 1,287.13 1,410.00 122.87 1,637.00
638500 - TRAVEL EXPENSE 0.00 67.00 67.00 369.60 670.00 300.40 800.00
639000 - MISC ADMINISTRATIVE EXPENSE 74.00 300.00 226.00 291.09 3,000.00 2,708.91 3,600.00

Total ADMINISTRATIVE EXPENSES 8,937.31 10,213.33 1,276.02 109,572.21 118,668.30 9,096.09 144,617.96

OPERATING EXPENSE
641900 - UNIFORMS EXPENSE 0.00 50.00 50.00 111.67 500.00 388.33 500.00
643000 - MAINTENANCE PAYROLL 3,248.98 2,807.00 (441.98) 26,275.18 29,472.00 3,196.82 37,173.00
643100 - JANITOR SUPPLIES 152.01 150.00 (2.01) 1,297.38 2,000.00 702.62 2,000.00
645000 - ELECTRICITY 345.19 500.00 154.81 3,710.24 5,000.00 1,289.76 6,000.00
645050 - ELECTRICITY - Vacant Unit 421.88 0.00 (421.88) 1,580.02 0.00 (1,580.02) 0.00
645051 - ELECTRICITY - Vacant Unit Recovery (385.51) 0.00 385.51 (857.20) 0.00 857.20 0.00
645100 - WATER 2,932.89 2,500.00 (432.89) 28,679.54 25,000.00 (3,679.54) 30,000.00
645300 - SEWER 4,821.78 4,083.00 (738.78) 47,232.14 40,830.00 (6,402.14) 49,000.00
645500 - UTILITY PROCESSING / COMMISSIONS 63.92 70.00 6.08 639.20 700.00 60.80 840.00
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Month Ending 01/01/2022 Through Year Ending
10/31/2022 10/31/2022 12/31/2022

Actual Budget Budget Diff Actual Budget Budget Diff Budget

645551 - Vacant Unit Recovery Fees 0.51 0.00 (0.51) 10.79 0.00 (10.79) 0.00
646000 - EXTERMINATING 153.00 250.00 97.00 2,405.00 2,500.00 95.00 3,000.00
647000 - GARBAGE & RUBBISH REMOVAL 883.94 833.00 (50.94) 8,166.00 8,330.00 164.00 10,000.00
647100 - FIRE SERVICE FEE / REPAIRS 851.10 933.00 81.90 22,820.35 9,330.00 (13,490.35) 11,200.00
649000 - MISC OPERATING EXPENSE 0.00 83.00 83.00 883.34 830.00 (53.34) 1,000.00

TOTAL OPERATING EXPENSE 13,489.69 12,259.00 (1,230.69) 142,953.65 124,492.00 (18,461.65) 150,713.00

MAINTENANCE EXPENSE
650500 - PROTECTION/SECURITY COSTS 0.00 83.00 83.00 0.00 830.00 830.00 1,000.00
652000 - GROUNDS 0.00 0.00 0.00 1,561.97 0.00 (1,561.97) 0.00
652001 - GROUNDS - Supplies 0.00 0.00 0.00 2,332.52 1,000.00 (1,332.52) 1,000.00
652002 - GROUNDS - Contract 1,750.00 1,350.00 (400.00) 12,550.00 13,500.00 950.00 16,200.00
653000 - EXTERIOR PAINTING / REPAIRS 0.00 1,013.00 1,013.00 4,024.04 6,380.00 2,355.96 6,906.00
653500 - CLEANING EXPENSE 0.00 40.00 40.00 541.70 400.00 (141.70) 480.00
654100 - REPAIRS - APPLIANCES 199.01 334.00 134.99 1,585.98 3,340.00 1,754.02 4,001.00
654200 - REPAIRS - CARPET & FLOORS 0.00 150.00 150.00 213.76 1,999.50 1,785.74 1,999.50
654300 - REPAIRS - CARPENTRY 106.95 300.00 193.05 4,074.50 4,200.00 125.50 4,200.00
654307 - REPAIRS - Hardware 0.00 0.00 0.00 15.08 0.00 (15.08) 0.00
654400 - REPAIRS - ELECTRICAL 39.85 300.00 260.15 1,248.23 2,804.00 1,555.77 3,400.00
654600 - REPAIRS - PLUMBING 0.00 1,001.80 1,001.80 3,322.62 4,599.60 1,276.98 4,599.60
654700 - REPAIRS - PROP DAMAGE/CLAIMS 0.00 0.00 0.00 29,063.56 0.00 (29,063.56) 0.00
654800 - SERVICE CONTRACTS 267.50 0.00 (267.50) 1,591.37 0.00 (1,591.37) 0.00
655100 - REPAIRS - HVAC 1,258.21 210.00 (1,048.21) 20,431.44 6,000.00 (14,431.44) 6,000.00
656000 - DECORATING EXPENSE 22.56 0.00 (22.56) 871.26 1,197.00 325.74 1,197.00
656001 - DECORATING - Painting Supplies 0.00 0.00 0.00 453.77 0.00 (453.77) 0.00
656002 - DECORATING - Painting Contract 0.00 250.00 250.00 1,350.00 2,500.00 1,150.00 2,500.00
657000 - MOTOR VEHICLE REPAIRS 160.70 100.00 (60.70) 214.03 1,000.00 785.97 1,200.00
658000 - MAIN EQUIPMENT REPAIR 0.00 42.00 42.00 0.00 420.00 420.00 500.00
658500 - SMALL TOOLS EXPENSE 51.60 42.00 (9.60) 602.63 500.00 (102.63) 500.00
659000 - MISC MAINTENANCE EXPENSE 0.00 83.00 83.00 414.29 830.00 415.71 1,000.00

TOTAL MAINTENANCE EXPENSE 3,856.38 5,298.80 1,442.42 86,462.75 51,500.10 (34,962.65) 56,683.10

INTEREST EXPENSE
682000 - 1ST MORTGAGE INTEREST 11,347.35 10,392.00 (955.35) 104,796.98 103,917.00 (879.98) 124,700.00

TOTAL INTEREST EXPENSE 11,347.35 10,392.00 (955.35) 104,796.98 103,917.00 (879.98) 124,700.00

TAXES & INSURANCE
671000 - TAXES - REAL ESTATE 0.00 0.00 0.00 0.00 0.00 0.00 32,100.00
671100 - PAYROLL TAXES 459.47 427.00 (32.47) 4,629.09 5,242.00 612.91 6,413.00
672000 - INSURANCE EXPENSE 0.00 0.00 0.00 94,228.07 86,800.00 (7,428.07) 86,800.00
672100 - HEALTH INSURANCE 920.95 600.00 (320.95) 6,959.02 6,000.00 (959.02) 7,200.00
672200 - WORKERS COMP INSURANCE 121.42 146.00 24.58 1,128.42 1,534.00 405.58 1,935.00
672300 - LITIGATION SETTLEMENT 0.00 167.00 167.00 0.00 1,670.00 1,670.00 2,000.00
672500 - EMPLOYEE BENEFITS 0.00 125.00 125.00 0.00 1,250.00 1,250.00 1,500.00

TOTAL TAXES & INSURANCE 1,501.84 1,465.00 (36.84) 106,944.60 102,496.00 (4,448.60) 137,948.00

OTHER EXPENSES
687000 - AGENCY SERVICE FEE 299.58 325.00 25.42 3,042.72 3,250.00 207.28 3,900.00
687500 - TRUSTEE FEES 406.33 408.00 1.67 4,063.30 4,083.00 19.70 4,900.00

TOTAL OTHER EXPENSES 705.91 733.00 27.09 7,106.02 7,333.00 226.98 8,800.00

EQUIPMENT PURCHASES
721101 - Kitchen Appliances 0.00 500.00 500.00 6,936.88 6,000.00 (936.88) 6,000.00
721102 - Flooring: Carpet & Tile 0.00 500.00 500.00 1,932.30 9,000.00 7,067.70 9,000.00
721105 - Water Heaters 0.00 0.00 0.00 1,500.00 1,000.00 (500.00) 1,000.00
721106 - HVAC Equipment 0.00 1,400.00 1,400.00 10,407.60 13,200.00 2,792.40 13,200.00

TOTAL EQUIPMENT PURCHASES 0.00 2,400.00 2,400.00 20,776.78 29,200.00 8,423.22 29,200.00
TOTAL CORPORATE EXPENSES 40,383.98 43,172.13 2,788.15 580,549.24 542,236.40 (38,312.84) 658,028.06
NET PROFIT OR LOSS 21,049.12 12,708.87 8,340.25 2,527.41 21,573.60 (19,046.19) 18,547.94

NON-OPERATING EXPENSES
790100 - R/E TAXE ESCROW DEPOSITS 2,666.67 2,675.00 8.33 26,666.70 26,750.00 83.30 32,100.00
790101 - R/E TAXE ESCROW WITHDRAWALS 0.00 0.00 0.00 0.00 0.00 0.00 (32,100.00)
790200 - PROPERTY INSURANCE ESC DEP 15,666.67 7,125.00 (8,541.67) 137,834.34 71,250.00 (66,584.34) 85,500.00
790201 - PROPERTY INS ESC WITHDRAWALS 0.00 0.00 0.00 (93,234.01) (85,500.00) 7,734.01 (85,500.00)
791000 - PROV FOR REPLACEMENTS 1,700.00 1,700.00 0.00 17,000.00 17,000.00 0.00 20,400.00
791100 - RFR REIMBURSEMENTS 0.00 0.00 0.00 0.00 0.00 0.00 (29,200.00)
793000 - PROV FOR MORT PRIN AMORT 1,666.67 2,083.00 416.33 21,666.68 20,830.00 (836.68) 25,000.00

TOTAL NON-OPERATING EXPENSES 21,700.01 13,583.00 (8,117.01) 109,933.71 50,330.00 (59,603.71) 16,200.00
NET CASH (+) / DEF (-) (650.89) (874.13) 223.24 (107,406.30) (28,756.40) (78,649.90) 2,347.94

Janies Garden II
Budget Operating Report
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JANIE'S GARDEN PHASE THREE
PROFIT & LOSS STATEMENT

FOR THE PERIOD ENDING 10/31/2022

Oct-22 Oct-22 Oct-22 YTD YTD
NO. AND DESCIPTION NON-ACC ACC ACTUAL ACTUAL BUDGET VARIANCE COMMENTS

5120 APARTMENT RENT - TENANT (30,320.00)         (8,839.00)           (39,159.00)         (367,240.00)       (370,830.00)       3,590.00            
5121 SUBSIDY REVENUE (24,155.00)         -                     (24,155.00)         (260,685.00)       (226,340.00)       (34,345.00)         
5180 OPERATING SUBSIDY -                     (20,095.16)         (20,095.16)         (68,872.76)         (70,790.00)         1,917.24            
TOTAL RENT INCOME (54,475.00)         (28,934.16)         (83,409.16)         (696,797.76)       (667,960.00)       (28,837.76)         

5220 VACANCIES - TENANT 5,068.00            -                     5,068.00            19,915.00          16,000.00          3,915.00            
5280 EMPLOYEE APARTMENT -                     -                     -                     -                     -                     -                     
TOTAL VACANCIES 5,068.00            -                     5,068.00            19,915.00          16,000.00          3,915.00            

NET RENTAL INCOME (49,407.00)         (28,934.16)         (78,341.16)         (676,882.76)       (651,960.00)       (24,922.76)         

5310 COIN OPERATIONS -                     -                     -                     -                     (420.00)              420.00               
5311 VENDING INCOME -                     -                     -                     -                     -                     -                     
5330 TENANT APPLICATION FEE (18.66)                (11.34)                (30.00)                (150.00)              (420.00)              270.00               
TOTAL SERVICE INCOME (18.66)                (11.34)                (30.00)                (150.00)              (840.00)              690.00               

5910 SECURITY DEPOSIT FORFEITURE -                     -                     -                     -                     -                     -                     
5921 MISC INCOME (535.54)              (325.46)              (861.00)              (3,824.35)           (1,670.00)           (2,154.35)           Damages, Cleaning Fees & Pet Fees
5925 LATE CHARGES (457.17)              (277.83)              (735.00)              (7,560.00)           (2,500.00)           (5,060.00)           
5930 RETURNED CHECKS CHARGES (15.55)                (9.45)                  (25.00)                (75.00)                -                     (75.00)                
5933 UTILITY INCOME -                     -                     -                     -                     -                     -                     
5936 LEGAL INCOME -                     -                     -                     (1,324.83)           -                     (1,324.83)           
5981 RECOVERY OF BAD DEBTS -                     -                     -                     -                     -                     -                     
5982 RENT CONCESSIONS 559.80               340.20               900.00               8,942.00            -                     8,942.00            
5983 HAP CONCESSIONS -                     -                     -                     -                     -                     -                     
5984 RENT DISCOUNT -                     -                     -                     -                     -                     -                     
TOTAL OTHER INCOME (448.46)              (272.54)              (721.00)              (3,842.18)           (4,170.00)           327.82               

TOTAL INCOME (49,874.12)         (29,218.04)         (79,092.16)         (680,874.94)       (656,970.00)       (23,904.94)         

6210 ADVERTISING -                     -                     -                     631.57               420.00               211.57               
6220 COMMISSIONS -                     -                     -                     -                     -                     -                     
6225 CREDIT REPORTS -                     -                     -                     99.25                 420.00               (320.75)              
6245 INSPECTION FEES -                     -                     -                     166.66               830.00               (663.34)              
6250 COLLECTION EXPENSE -                     -                     -                     -                     -                     -                     
6255 EVICTION EXPENSE 242.89               147.61               390.50               3,284.33            5,010.00            (1,725.67)           
6290 MISC RENTING EXPENSE -                     -                     -                     -                     -                     -                     
TOTAL RENTING EXPENSES 242.89               147.61               390.50               4,181.81            6,680.00            (2,498.19)           

6310 OFFICE SALARIES 1,200.97            729.85               1,930.82            16,948.26          18,070.00          (1,121.74)           See #6330 below
6311 OFFICE EXPENSE 115.44               70.15                 185.59               5,276.61            5,564.00            (287.39)              
6315 OFFICE EQUIPMENT RENTAL EXPENSE 399.59               242.83               642.42               2,369.43            3,029.00            (659.57)              
6320 MANAGEMENT FEES 2,763.04            1,521.12            4,284.16            45,042.64          46,000.00          (957.36)              
6325 ANSWERING SERVICE -                     -                     -                     -                     290.00               (290.00)              
6330 SITE MANAGER'S PAYROLL EXPENSE 702.77               427.08               1,129.85            13,502.79          11,151.00          2,351.79            See #6310 above
6340 LEGAL EXPENSE 80.86                 49.14                 130.00               770.00               -                     770.00               
6350 AUDIT EXPENSE -                     -                     -                     7,000.00            7,500.00            (500.00)              Timing
6351 BOOKKEEPING FEES -                     -                     -                     -                     -                     -                     
6353 TAX CREDIT COMPLIANCE FEE -                     -                     -                     1,827.36            3,353.00            (1,525.64)           
6354 SOFTWARE LICENSE 39.99                 24.31                 64.30                 4,442.44            4,500.00            (57.56)                
6360 TELEPHONE 233.89               142.14               376.03               1,996.64            1,830.00            166.64               
6365 CABLE TV EXPENSE 185.80               112.91               298.71               2,997.03            2,320.00            677.03               
6370 BAD DEBT EXPENSE 3,230.87            1,963.46            5,194.33            5,284.33            20,003.30          (14,718.97)         



JANIE'S GARDEN PHASE THREE
PROFIT & LOSS STATEMENT

FOR THE PERIOD ENDING 10/31/2022

Oct-22 Oct-22 Oct-22 YTD YTD
NO. AND DESCIPTION NON-ACC ACC ACTUAL ACTUAL BUDGET VARIANCE COMMENTS

637604 SOCIAL SERVICE EXPENSE-3RD PARTY 1,660.46            1,009.09            2,669.55            21,109.77          23,160.00          (2,050.23)           Missing March $2282 
6376 SOCIAL SERVICE SUPPLIES -                     -                     -                     526.07               935.00               (408.93)              
6384 TRAINING EXPENSE 296.05               179.92               475.97               1,607.50            1,600.00            7.50                   
6385 TRAVEL EXPENSE 218.32               132.68               351.00               5,341.21            420.00               4,921.21            extra maintenance help for NSPIRE HUD inspectio
6390 MISC ADMINISTRATIVE EXPENSE 311.00               189.00               500.00               717.07               1,330.00            (612.93)              
TOTAL ADMINISTRATIVE EXPENSE 11,439.05          6,793.68            18,232.73          136,759.15        151,055.30        (14,296.15)         

6419 UNIFORMS EXPENSE -                     -                     -                     111.66               330.00               (218.34)              
6430 MAINTENANCE PAYROLL 2,155.57            1,309.98            3,465.55            31,832.41          31,419.00          413.41               NSPIRE HUD inspection
6431 JANITOR SUPPLIES 46.14                 28.04                 74.18                 1,682.07            1,660.00            22.07                 
6435 SWIMMING POOL PAYROLL -                     -                     -                     -                     -                     -                     
6436 POOL SUPPLIES -                     -                     -                     -                     -                     -                     
6450 ELECTRICITY 631.59               383.83               1,015.42            9,994.95            7,660.00            2,334.95            have 10 months
6451 WATER 1,905.32            1,157.90            3,063.22            27,642.48          23,330.00          4,312.48            have 10 months
6452 GAS -                     -                     -                     -                     -                     -                     
6453 SEWER 2,872.05            1,745.40            4,617.45            41,034.24          33,330.00          7,704.24            have 10 months
6460 EXTERMINATING 100.76               61.24                 162.00               2,111.00            5,000.00            (2,889.00)           
6470 GARBAGE & RUBBISH REMOVAL 73.69                 44.78                 118.47               6,598.02            8,330.00            (1,731.98)           have 9 months
6490 MISC OPERATING EXPENSE 554.63               337.06               891.69               19,009.56          8,570.00            10,439.56          Dynafire
TOTAL OPERATING EXPENSES 8,339.76            5,068.22            13,407.98          140,016.39        119,629.00        20,387.39          

6520 GROUNDS 1,128.93            686.07               1,815.00            21,296.90          18,150.00          3,146.90            $2K two picnic tables
6530 EXTERIOR REPAIRS AND PAINTING -                     -                     -                     6,751.35            1,500.00            5,251.35            $900 power washing, $2K Paint
6535 CLEANING EXPENSE -                     -                     -                     14,238.22          5,000.00            9,238.22            $11,000 power wash NSPIRE HUD inspection
6541 REPAIRS - APPLIANCES 123.77               75.22                 198.99               8,843.86            3,300.00            5,543.86            $1346 refrigerant
6542 REPAIRS - CARPET & FLOORS -                     -                     -                     47.28                 1,500.00            (1,452.72)           
6543 REPAIRS - CARPENTRY 66.52                 40.42                 106.94               7,453.74            4,500.00            2,953.74            NSPIRE HUD inspection
6544 REPAIRS - ELECTRICAL 99.12                 60.24                 159.36               14,299.63          4,530.00            9,769.63            Lighting $6K
6546 REPAIRS - PLUMBING 460.28               279.72               740.00               7,416.92            5,500.00            1,916.92            
6547 REPAIRS - MISCELLANEOUS -                     -                     -                     -                     -                     -                     
6548 SERVICE CONTRACTS 296.17               179.98               476.15               1,993.42            1,500.00            493.42               
6551 REPAIRS - HEATING & AIR CONDIT 1,858.68            1,129.55            2,988.23            22,941.10          5,000.00            17,941.10          $2529 blower motors, $1K evaporator coil, $1K reft
6560 DECORATING EXPENSE 14.02                 8.52                   22.54                 4,385.14            4,200.00            185.14               
6570 MOTOR VEHICLE REPAIRS 99.96                 60.74                 160.70               214.04               1,250.00            (1,035.96)           
6575 MAINT EQUIPMENT RENTAL EXPENSE -                     -                     -                     -                     -                     -                     
6580 MAIN EQUIPMENT REPAIR -                     -                     -                     2,443.39            1,000.00            1,443.39            Golf cart batteries & repairs
6585 SMALL TOOLS EXPENSE 32.06                 19.48                 51.54                 3,516.72            1,300.00            2,216.72            Various small tools
6590 MISC MAINTENANCE EXPENSE -                     -                     -                     851.50               2,830.00            (1,978.50)           
TOTAL MAINTENANCE EXPENSE 4,179.50            2,539.95            6,719.45            116,693.21        61,060.00          55,633.21          

6710 TAXES - REAL ESTATE -                     -                     -                     -                     -                     -                     
6711 PAYROLL TAXES 304.25               184.90               489.15               5,195.60            5,520.00            (324.40)              
6720 INSURANCE EXPENSE -                     -                     -                     1,142.19            1,400.00            (257.81)              
6721 HEALTH INSURANCE 609.66               370.50               980.16               8,355.31            7,000.00            1,355.31            
6722 WORKERS COMP INSURANCE 81.24                 49.37                 130.61               1,327.57            1,628.00            (300.43)              
6725 EMPLOYEE BENEFITS -                     -                     -                     -                     1,500.00            (1,500.00)           
TOTAL TAXES & INSURANCE 995.15               604.77               1,599.92            16,020.67          17,048.00          (1,027.33)           

6820 INTEREST ON MORTGAGE 6,334.17            -                     6,334.17            64,428.09          64,425.00          3.09                   
6870 LOAN SERVICING FEES -                     -                     -                     -                     -                     -                     
6840 LETTER OF CREDIT EXPENSE -                     -                     -                     -                     -                     -                     
TOTAL FINANCIAL EXPENSES 6,334.17            -                     6,334.17            64,428.09          64,425.00          3.09                   

7211 EQUIPMENT PURCHASES 1,299.10            789.49               2,088.59            20,050.33          16,000.00          4,050.33            
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TOTAL OTHER EXPENSES 1,299.10            789.49               2,088.59            20,050.33          16,000.00          4,050.33            

TOTAL CORPORATE EXPENSES 32,829.63          15,943.71          48,773.34          498,149.65        435,897.30        62,252.35          

NET PROFIT OR LOSS (17,044.50)         (13,274.32)         (30,318.82)         (182,725.29)       (221,072.70)       38,347.41          

7901 PROVISION FOR R/E TAXES 1,703.93            1,035.50            2,739.43            27,489.73          27,500.00          (10.27)                Funding prior year shortfall
7902 PROV FOR PROPERTY INSURANCE 5,295.18            3,217.97            8,513.15            92,020.24          83,750.00          8,270.24            Funding prior year shortfall
7903 PROV FOR MIP INSURANCE -                     -                     -                     -                     -                     -                     
7910 PROV FOR REPLACEMENTS 1,297.92            788.77               2,086.69            20,319.97          19,670.00          649.97               
7911 RFR REIMBURSEMENTS -                     -                     -                     -                     -                     -                     
7930 PROV FOR MORT PRIN AMORT 1,177.42            -                     1,177.42            10,687.81          10,686.00          1.81                   

 
NET CASH FLOW(-)/DEFICIT(+) (7,570.05)           (8,232.08)           (15,802.13)         (32,207.54)         (79,466.70)         47,259.16          



Month Ending 01/01/2022 Through Year Ending
10/31/2022 10/31/2022 12/31/2022

Actual Budget Budget Diff Actual Budget Budget Diff Budget

RENT INCOME
512000 - APARTMENT RENT - TENANT 30,320.00 30,583.00 (263.00) 274,110.00 305,830.00 (31,720.00) 366,996.00
512001 - APARTMENT RENT- TENANT ACC ONLY 9,069.00 6,809.00 2,260.00 95,852.00 68,090.00 27,762.00 81,708.00
512099 - APARTMENT RENT- ACC UTILITY REIMB (230.00) (309.00) 79.00 (2,722.00) (3,090.00) 368.00 (3,704.00)
512100 - SUBSIDY REVENUE 24,155.00 22,634.00 1,521.00 260,685.00 226,340.00 34,345.00 271,608.00
518000 - OPERATING SUBSIDY - ACC 20,095.16 7,079.00 13,016.16 68,872.76 70,790.00 (1,917.24) 84,948.00

TOTAL RENT INCOME 83,409.16 66,796.00 16,613.16 696,797.76 667,960.00 28,837.76 801,556.00

VACANCIES
522000 - VACANCIES - TENANT (5,068.00) (2,000.00) (3,068.00) (19,915.00) (16,000.00) (3,915.00) (20,000.00)

TOTAL VACANCIES (5,068.00) (2,000.00) (3,068.00) (19,915.00) (16,000.00) (3,915.00) (20,000.00)
NET RENTAL INCOME 78,341.16 64,796.00 13,545.16 676,882.76 651,960.00 24,922.76 781,556.00

SERVICES INCOME
531000 - COIN OPERATIONS 0.00 42.00 (42.00) 0.00 420.00 (420.00) 500.00
533000 - TENANT APPLICATION FEE 30.00 42.00 (12.00) 150.00 420.00 (270.00) 500.00

TOTAL SERVICES INCOME 30.00 84.00 (54.00) 150.00 840.00 (690.00) 1,000.00

FINANCIAL INCOME
541300 - INT INC - AFFORDABILITY RESERVE (20.26) 0.00 (20.26) (361.98) 0.00 (361.98) 0.00
541400 - INT INC - OPERATING RESERVE 0.99 0.00 0.99 (329.75) 0.00 (329.75) 0.00

TOTAL FINANCIAL INCOME (19.27) 0.00 (19.27) (691.73) 0.00 (691.73) 0.00

OTHER INCOME
592500 - LATE CHARGES 735.00 250.00 485.00 7,560.00 2,500.00 5,060.00 3,000.00
593000 - RETURNED CHECKS CHARGES 25.00 0.00 25.00 75.00 0.00 75.00 0.00
593600 - LEGAL INCOME 0.00 0.00 0.00 1,324.83 0.00 1,324.83 0.00
593800 - CLEANING FEE 200.00 0.00 200.00 1,165.00 0.00 1,165.00 0.00
593900 - DAMAGES 661.00 167.00 494.00 2,659.35 1,670.00 989.35 2,000.00
598200 - RENT CONCESSIONS (900.00) 0.00 (900.00) (8,942.00) 0.00 (8,942.00) 0.00

TOTAL OTHER INCOME 721.00 417.00 304.00 3,842.18 4,170.00 (327.82) 5,000.00
TOTAL INCOME 79,072.89 65,297.00 13,775.89 680,183.21 656,970.00 23,213.21 787,556.00

TOTAL CORPORATE EXPENSES

RENTING EXPENSES
621000 - ADVERTISING 0.00 42.00 42.00 631.57 420.00 (211.57) 503.00
622500 - CREDIT REPORTS 0.00 42.00 42.00 99.25 420.00 320.75 506.00
624500 - INSPECTION FEES 0.00 83.00 83.00 166.66 830.00 663.34 1,000.00
625500 - EVICTION EXPENSE 390.50 501.00 110.50 3,284.33 5,010.00 1,725.67 6,000.00

TOTAL RENTING EXPENSES 390.50 668.00 277.50 4,181.81 6,680.00 2,498.19 8,009.00

ADMINISTRATIVE EXPENSES
631000 - OFFICE PAYROLL 1,930.82 1,721.00 (209.82) 16,948.26 18,070.00 1,121.74 22,786.00
631100 - OFFICE EXPENSE 115.86 466.40 350.54 4,426.46 4,664.00 237.54 5,600.00
631111 - BANK CHARGES 69.73 50.00 (19.73) 850.15 900.00 49.85 1,000.00
631500 - OFFICE EQUIPMENT EXPENSE 0.00 50.00 50.00 475.35 404.00 (71.35) 500.00
631502 - OFFICE/COMPUTER - SERVICES 642.42 0.00 (642.42) 1,894.08 2,625.00 730.92 3,500.00
632000 - MANAGEMENT FEES 4,284.16 4,600.00 315.84 45,042.64 46,000.00 957.36 55,200.00
632500 - ANSWERING SERVICE 0.00 29.00 29.00 0.00 290.00 290.00 350.00
633000 - SITE MANAGER'S PAYROLL EXPENSE 1,129.85 1,062.00 (67.85) 13,502.79 11,151.00 (2,351.79) 15,272.00
634000 - LEGAL EXPENSE 130.00 0.00 (130.00) 770.00 0.00 (770.00) 0.00
634200 - TAX CREDIT COMPLIANCE/MONITORING
FEE

0.00 0.00 0.00 0.00 1,523.00 1,523.00 2,030.00

635000 - AUDIT EXPENSE 0.00 0.00 0.00 7,000.00 7,500.00 500.00 10,000.00
635300 - ALLOC. CENTRALIZED COMPLIANCE
COSTS

0.00 0.00 0.00 1,827.36 1,830.00 2.64 2,440.00

635400 - SOFTWARE LICENSE EXPENSE 64.30 0.00 (64.30) 4,442.44 4,500.00 57.56 4,500.00
636000 - TELEPHONE 376.03 183.00 (193.03) 1,996.64 1,830.00 (166.64) 2,200.00
636500 - CABLE TV / INTERNET EXPENSE 298.71 232.00 (66.71) 2,997.03 2,320.00 (677.03) 2,784.00
637000 - BAD DEBT EXPENSE 5,194.33 2,000.33 (3,194.00) 5,284.33 20,003.30 14,718.97 23,999.96
637600 - SOCIAL SERVICE SUPPLIES 0.00 72.00 72.00 526.07 935.00 408.93 1,002.00
637604 - SOCIAL SERVICE EXPENSE - 3rd Party 2,669.55 2,316.00 (353.55) 21,109.77 23,160.00 2,050.23 27,792.00
638400 - TRAINING EXPENSE 475.97 0.00 (475.97) 1,607.50 1,600.00 (7.50) 1,600.00
638500 - TRAVEL EXPENSE 351.00 42.00 (309.00) 5,341.21 420.00 (4,921.21) 500.00
639000 - MISC ADMINISTRATIVE EXPENSE 500.00 133.00 (367.00) 717.07 1,330.00 612.93 1,600.00

Total ADMINISTRATIVE EXPENSES 18,232.73 12,956.73 (5,276.00) 136,759.15 151,055.30 14,296.15 184,655.96

OPERATING EXPENSE
641900 - UNIFORMS EXPENSE 0.00 33.00 33.00 111.66 330.00 218.34 400.00
643000 - MAINTENANCE PAYROLL 3,465.55 2,992.00 (473.55) 31,832.41 31,419.00 (413.41) 39,632.00
643100 - JANITOR SUPPLIES 74.18 166.00 91.82 1,682.07 1,660.00 (22.07) 1,997.00
645000 - ELECTRICITY 953.82 766.00 (187.82) 9,830.45 7,660.00 (2,170.45) 9,200.00
645050 - ELECTRICITY - Vacant Unit 61.60 0.00 (61.60) 193.42 0.00 (193.42) 0.00
645051 - ELECTRICITY - Vacant Unit Recovery 0.00 0.00 0.00 (28.92) 0.00 28.92 0.00

Janies Garden III
Budget Operating Report

As of October 31, 2022



Month Ending 01/01/2022 Through Year Ending
10/31/2022 10/31/2022 12/31/2022

Actual Budget Budget Diff Actual Budget Budget Diff Budget

645100 - WATER 3,063.22 2,333.00 (730.22) 27,642.48 23,330.00 (4,312.48) 28,000.00
645300 - SEWER 4,617.45 3,333.00 (1,284.45) 41,034.24 33,330.00 (7,704.24) 40,000.00
645500 - UTILITY PROCESSING / COMMISSIONS 67.68 72.00 4.32 676.80 720.00 43.20 864.00
645551 - Vacant Unit Recovery Fees 0.00 0.00 0.00 0.25 0.00 (0.25) 0.00
646000 - EXTERMINATING 162.00 500.00 338.00 2,111.00 5,000.00 2,889.00 6,000.00
647000 - GARBAGE & RUBBISH REMOVAL 118.47 833.00 714.53 866.02 8,330.00 7,463.98 10,000.00
647050 - GARBAGE & RUBBISH REMOVAL - Vacant
Unit

0.00 0.00 0.00 5,732.00 0.00 (5,732.00) 0.00

647100 - FIRE SERVICE FEE / REPAIRS 824.01 85.00 (739.01) 16,313.49 5,350.00 (10,963.49) 7,000.00
649000 - MISC OPERATING EXPENSE 0.00 250.00 250.00 2,019.02 2,500.00 480.98 3,000.00

TOTAL OPERATING EXPENSE 13,407.98 11,363.00 (2,044.98) 140,016.39 119,629.00 (20,387.39) 146,093.00

MAINTENANCE EXPENSE
650500 - PROTECTION/SECURITY COSTS 0.00 83.00 83.00 0.00 830.00 830.00 996.00
652000 - GROUNDS 0.00 0.00 0.00 1,614.37 0.00 (1,614.37) 0.00
652001 - GROUNDS - Supplies 0.00 0.00 0.00 3,132.53 2,500.00 (632.53) 2,500.00
652002 - GROUNDS - Contract 1,815.00 1,415.00 (400.00) 16,550.00 15,650.00 (900.00) 18,480.00
653000 - EXTERIOR PAINTING / REPAIRS 0.00 150.00 150.00 6,751.35 1,500.00 (5,251.35) 1,800.00
653500 - CLEANING EXPENSE 0.00 0.00 0.00 14,238.22 5,000.00 (9,238.22) 5,000.00
654100 - REPAIRS - APPLIANCES 198.99 525.00 326.01 8,843.86 3,300.00 (5,543.86) 3,750.00
654200 - REPAIRS - CARPET & FLOORS 0.00 150.00 150.00 47.28 1,500.00 1,452.72 1,800.00
654300 - REPAIRS - CARPENTRY 106.94 610.00 503.06 7,438.63 4,500.00 (2,938.63) 5,000.00
654307 - REPAIRS - Hardware 0.00 0.00 0.00 15.11 0.00 (15.11) 0.00
654400 - REPAIRS - ELECTRICAL 159.36 333.00 173.64 14,299.63 4,530.00 (9,769.63) 4,996.00
654600 - REPAIRS - PLUMBING 740.00 550.00 (190.00) 7,416.92 5,500.00 (1,916.92) 6,000.00
654800 - SERVICE CONTRACTS 476.15 150.00 (326.15) 1,993.42 1,500.00 (493.42) 1,800.00
655100 - REPAIRS - HVAC 2,988.23 500.00 (2,488.23) 22,941.10 5,000.00 (17,941.10) 6,000.00
656000 - DECORATING EXPENSE 22.54 100.00 77.46 3,181.35 2,200.00 (981.35) 2,400.00
656001 - DECORATING - Painting Supplies 0.00 850.00 850.00 1,203.79 2,000.00 796.21 2,000.00
657000 - MOTOR VEHICLE REPAIRS 160.70 125.00 (35.70) 214.04 1,250.00 1,035.96 1,506.00
658000 - MAIN EQUIPMENT REPAIR 0.00 0.00 0.00 2,443.39 1,000.00 (1,443.39) 1,000.00
658500 - SMALL TOOLS EXPENSE 51.54 30.00 (21.54) 3,516.72 1,300.00 (2,216.72) 1,300.00
659000 - MISC MAINTENANCE EXPENSE 0.00 200.00 200.00 851.50 2,000.00 1,148.50 2,000.00

TOTAL MAINTENANCE EXPENSE 6,719.45 5,771.00 (948.45) 116,693.21 61,060.00 (55,633.21) 68,328.00

INTEREST EXPENSE
682000 - 1ST MORTGAGE INTEREST 6,334.17 6,334.00 (0.17) 64,428.09 64,425.00 (3.09) 77,287.00

TOTAL INTEREST EXPENSE 6,334.17 6,334.00 (0.17) 64,428.09 64,425.00 (3.09) 77,287.00

TAXES & INSURANCE
671000 - TAXES - REAL ESTATE 0.00 0.00 0.00 0.00 0.00 0.00 33,000.00
671100 - PAYROLL TAXES 489.15 448.00 (41.15) 5,195.60 5,520.00 324.40 6,750.00
672000 - INSURANCE EXPENSE 0.00 0.00 0.00 111,050.12 101,900.00 (9,150.12) 101,900.00
672100 - HEALTH INSURANCE 980.16 700.00 (280.16) 8,355.31 7,000.00 (1,355.31) 8,400.00
672200 - WORKERS COMP INSURANCE 130.61 155.00 24.39 1,327.57 1,628.00 300.43 2,056.00
672300 - LITIGATION SETTLEMENT 0.00 0.00 0.00 84.00 0.00 (84.00) 0.00
672500 - EMPLOYEE BENEFITS 0.00 150.00 150.00 0.00 1,500.00 1,500.00 1,800.00

TOTAL TAXES & INSURANCE 1,599.92 1,453.00 (146.92) 126,012.60 117,548.00 (8,464.60) 153,906.00

OTHER EXPENSES
723100 - INCENTIVE MANAGEMENT FEE 0.00 0.00 0.00 57,418.54 0.00 (57,418.54) 0.00

TOTAL OTHER EXPENSES 0.00 0.00 0.00 57,418.54 0.00 (57,418.54) 0.00

EQUIPMENT PURCHASES
721101 - Kitchen Appliances 1,490.21 1,000.00 (490.21) 4,747.05 6,500.00 1,752.95 6,500.00
721105 - Water Heaters 0.00 0.00 0.00 0.00 1,000.00 1,000.00 1,000.00
721106 - HVAC Equipment 598.38 0.00 (598.38) 14,672.03 7,200.00 (7,472.03) 7,200.00
721112 - Doors & Wndows (Exterior) 0.00 0.00 0.00 631.25 1,300.00 668.75 1,300.00

TOTAL EQUIPMENT PURCHASES 2,088.59 1,000.00 (1,088.59) 20,050.33 16,000.00 (4,050.33) 16,000.00
TOTAL CORPORATE EXPENSES 48,773.34 39,545.73 (9,227.61) 665,560.12 536,397.30 (129,162.82) 654,278.96
NET PROFIT OR LOSS 30,299.55 25,751.27 4,548.28 14,623.09 120,572.70 (105,949.61) 133,277.04

NON-OPERATING EXPENSES
790100 - R/E TAXE ESCROW DEPOSITS 2,739.43 2,750.00 10.57 27,489.73 27,500.00 10.27 33,000.00
790101 - R/E TAXE ESCROW WITHDRAWALS 0.00 0.00 0.00 0.00 0.00 0.00 (33,000.00)
790200 - PROPERTY INSURANCE ESC DEP 8,513.15 8,375.00 (138.15) 92,020.24 83,750.00 (8,270.24) 100,500.00
790201 - PROPERTY INS ESC WITHDRAWALS 0.00 0.00 0.00 (109,991.93) (100,500.00) 9,491.93 (100,500.00)
791000 - PROV FOR REPLACEMENTS 2,086.69 1,967.00 (119.69) 20,319.97 19,670.00 (649.97) 23,604.00
791100 - RFR REIMBURSEMENTS 0.00 0.00 0.00 0.00 0.00 0.00 (16,000.00)
793000 - PROV FOR MORT PRIN AMORT 1,177.42 1,177.00 (0.42) 10,687.81 10,686.00 (1.81) 12,846.00

TOTAL NON-OPERATING EXPENSES 14,516.69 14,269.00 (247.69) 40,525.82 41,106.00 580.18 20,450.00
NET CASH (+) / DEF (-) 15,782.86 11,482.27 4,300.59 (25,902.73) 79,466.70 (105,369.43) 112,827.04

Janies Garden III
Budget Operating Report

As of October 31, 2022



Sarasota Housing Authority (SHA) 
269 South Osprey Avenue 

Sarasota, FL 34236 
 

Development Committee  
Zoom Meeting 

November 8, 2022 
4:30 P.M. 

 
 
I. CALL TO ORDER:  The Development Committee meeting was called to order at 4:34 pm. 

 
II. ROLL CALL  

Commissioners Present:  Commissioners Jack Meredith, Commissioners Duane Finger and 
John Colón  
Committee Members Not Present:  Mark Vengroff 
SHA Personnel/Development Partners/General Attendees:  William Russell, Andrea 
Keddell, Rick Toney, Lance Clayton, Joe Chambers and City Commissioner Jen Ahearn-Koch 

 
III. LOFTS ON LEMON (COHEN WAY) 

 Mr. Chambers reported that there have been 64 signed leases (54 of those are Tax 
Credit Units and 5 are teachers) and there are more move-ins scheduled.  They should 
be fully leased by the end of the year.  Discussion took place on efforts to recruit more 
Sarasota teachers.  Mr. Chambers stated that the School Board was given the 
information for every school in north county (20 schools) and emails were sent out to 
the teachers.  Flyer distribution at each of the school, however, is at the discretion of 
the principal. 

 Commissioner Finger asked if any relocated/displaced SHA residents were able to be 
rehoused or moved back into Lofts.  Mr. Russell stated that there is no preference 
allowed for LIHTC/tax credit units.  It is allowed for the PBV units.  Former 
residents/low-income persons can apply to be on the waitlist.  

 
IV. CYPRESS SQUARE (THE COURTS PHASE I)  

Construction Updates: 
 Mr. Chambers reported construction has gone vertical.  The goal is to be done by the 

end of next year (12 months out). 
 Commissioner Meredith asked again for an update on local hiring efforts for this 

project.  Mr. Chambers responded that all the contractors are local but there is limited 
W/MBE participation.  He’s working with NDC to get additional information on this.  
He will forward the list of subcontractors to Mr. Russell to circulate to the board. 

 
V. MCCOWN TOWER 

 Mr. Chambers reported Phase I is fully underway on the NE section of the building.  
Demo is almost complete on the top floors.  Windows and cabinets are on order.  Mr. 
Chambers reports they have uncovered some unforeseen issues adding additional 
costs and they are working through troubleshooting them.  Still looking for completion 
by the end of next year.   



Development Committee Meeting 
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 Commissioner Meredith inquired about the unforeseen conditions.  Mr. Chambers 
explained that one of the bigger issues is that they found the block under the kitchen 
windows (at some point in the original build or past projects) had been removed.  So, 
support needed to be added back under this area.  The additional cost is estimated at 
$1,000 to $2,500 per unit. 

 Elevator work should start on the first elevator in about 4 months.  One will be done 
at a time to allow for residents to get to their units. 

 There currently 28 vacated units (many due to natural attrition).  No one is being 
forcibly removed.  Temporary moves are happening and then, once construction is 
complete, they will be moved back to their original unit location.  Most tenant have 
been supportive of the process. 

 Commissioner Finger inquired if there is a possibility to apply for rehab credits for the 
Annex.  Mr. Russell stated that’s a possibility and added that there is currently a 
project being bid to upgrade the stairwells, A/C units, central A/C and painting.  
Reserves are being used for this project. 

 Commissioner Meredith inquired if there were any updates from the artist regarding 
the exterior paint colors on the front and sides of the building.  Mr. Chambers will get 
an update from the artist and report back. 

 
VI. MISCELLANEOUS 

 Commissioner Meredith asked for general update on the 22nd Street Project.  Mr. 
Russell reported that a meeting was held with a local construction management firm.  
They looked at the plans and had constructive comments on the plans.  The goal will 
be to procure a construction management/general management firm early on in the 
project to utilize them in the design/build process to assist in making the design 
efficient and cost effective to build.  Mr. Russell added that overlay district only allows 
for building a 3-story building and they were advised that if an elevator is in 
consideration that a 4-story building would be advisable.  A meeting has been 
scheduled with the Commissioner Meredith and the City to discuss the overlay district 
and amending it to allow for 45 feet vertically (versus 35) and increased density. 

VII. ADJOURNMENT 
The Development Committee meeting was adjourned at 5:09 pm. 



Sarasota Housing Authority (SHA) 
269 South Osprey Avenue 

Sarasota, FL 34236 
 

Administration and Finance Committee  
Zoom Meeting 

November 15, 2022 
4:30 pm 

 

I. CALL TO ORDER:  The Administration and Finance Committee meeting was called to order 
at 4:30 pm. 

 
II. ROLL CALL:   

Commissioners Present:  Commissioner Ernestine Taylor and Commissioner Deborah 
Sargent  
SHA Staff:  William Russell and Andrea Keddell 
Other Attendees:  City Commissioner Jen Ahearn-Koch, Valerie Buchand, Michelle Bundy 
and Jennifer Martinez (Consult HR Partners) 
 

III. SHA CULTURE GUIDE (FORMER PERSONNEL POLICY) 
 Jennifer Martinez introduced herself as the Sarasota Housing Authority’s Human 

Resources Consultant.  Her firm, Consult HR Partners was brought under contract 
through a procurement Request for Proposal (RFP) in April 2022.   

 Ms. Martinez shared a presentation with the group (attached) and took a moment 
to provide a brief description of her experience and her firm’s background.  She 
discussed the highlighted/main items that were added and/or revised in the Team 
Member Culture Guide, which was formerly called the Personnel Policy (also called 
the Employee Handbook).    

 Questions were asked and answered.   
 Ms. Martinez discussed that the implementation and communication plan is to 

first receive the Board’s approval at the November Board meeting and then the 
Culture Guide will be distributed and discussed at an employee meeting some time 
in December.  At that time all employee questions and concerns will be addressed. 

 Commissioner Taylor thanked Ms. Martinez for her presentation. 
 No additional concerns or questions were raised. 

 
IV. OTHER COMMITTEE MATTERS 

 None 
 

V. ADJOURNMENT 
 The Administration and Finance Committee meeting was adjourned at 4:56 pm. 
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INSIGHTFUL THINKING. CUSTOM SOLUTIONS. SUSTAINABLE RESULTS.

November 15, 2022

Employee Handbook 
–aka “Culture Guide”–

Update
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Agenda

• Consult HR Partners “CHRP” Overview
• Employee Handbook – “Culture Guide”
 New Policies

• Next Steps
 Implementation and Communication Plan
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About the Founder
• Started “CHRP” in 2018 in Nevada and serve as President and 

Chief Executive Officer 
• We are a boutique Human Resources consulting firm providing 

strategic and operational solutions across diverse industries, 
including hospitality, gaming, sports, healthcare, construction, real 
estate, retail, non-profit and local and state government 

• Hands-on HR and business leader with more than 25 years of 
global and US experience working with premier publicly traded 
and private equity ownership

• Lived in Las Vegas, NV for 30+ years and now reside in Sarasota, 
FL

• Wife, Mom of 3 wonderful children and 2 adorable fur babies
• Passionate about serving our community especially the American 

Heart Association in Nevada and Florida
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Consult HR Partners Core SolutionsOUR DIFFERENCE
Each of us at Consult HR Partners has 

been a business HR leader and 
practitioner with complex, global 

companies across a variety of industries.

This experience translates into creative 
insights and measurable outcomes for our 

clients as they build organizational 
capability through their people.  

HR OUTSOURCING
• Engaged on a retainer basis to serve as the HR department as an extension of the team on an interim basis or fixed period

EMPLOYEE LABOR RELATIONS, HR POLICY DEVELOPMENT AND TRAINING, WORKPLACE INVESTIGATIONS AND EEO MONITORING
• Engaged on a project basis or fixed period as a neutral third-party based on the needs of the client

TALENT ACQUISITION / INCLUSION, DIVERSITY, AND EQUITY
• Talent sourcing, recruitment and selection, talent assessments, onboarding solutions, and Inclusion & Diversity strategies and 

execution

ORGANIZATIONAL DESIGN AND STRATEGY
• Organizational design including full review of core functions and gap analysis for optimal structure, reorganization planning, and 

change management strategies 

M&A DUE DILIGENCE AND INTEGRATION PLANNING
• PMO/work stream structures, M&A playbooks, resourcing, data room due diligence, integration planning, retention plans, training and 

communication

EMPLOYEE ENGAGEMENT AND RETENTION
• Culture assessments, employee recognition programs, engagement and pulse surveys, focus groups, retention analyses, and 

engagement solutions 

EMPLOYEE AND LEADERSHIP LEARNING AND DEVELOPMENT
• Training strategies, training needs analyses, training design and delivery, talent assessments, succession and transition planning, and 

executive coaching

PERFORMANCE MANAGEMENT / CAREER DEVELOPMENT
• Process design, goal-setting, coaching and feedback, individual development planning, and high-potential identification aligned to 

company strategic plan

TOTAL REWARDS (COMPENSATION, BENEFITS & WELLNESS)
• Compensation philosophy, industry benchmarking, salary structures, short- and long-term incentives planning, executive compensation 

strategies, health benefits, retirement plan design, and wellness planning 
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Implement the new Culture Guide to establish a 
consistent approach to Agency policies while 

ensuring alignment to the SHA vision, mission, and 
core values 

Objective
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Overview
• Recordkeeping and Compliance: Reviewed all policies to ensure SHA is adhering to all state and/or federal laws for 

employers with fewer than 50 employees; approved by SHA labor counsel (Ric Gilmore)

• New or Modified Policies:

• Overall new look and feel with graphics; more employee friendly language – refer to team member(s) instead of 
employee(s)

• New policies
• Enhanced Equal Employment Opportunity to include Diversity and Inclusion
• Hiring Process
• Corrective Action
• Publicity – Media Requests
• Employment Verifications and References
• Personal Visits and Phone Calls
• Pay Deductions
• Lactation Breaks
• Protocol for Reasonable Suspicion Drug Testing
• Unemployment Compensation
• Workplace Violence Prevention
• Updated PTO policy to reflect current practice on payout for employee separations
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Implementation and Communication Plan

Action Responsible Time Frame

Board of Commissioners approval
Admin Committee/

Commissioners
11/30/22

Review and distribute the new “Culture Guide” at next all 
Employee Meeting

William and HR December TBD

Email reminder for employees to acknowledge receipt of the 
new “Culture Guide”

HR December TBD

Incorporate Core Values into HR Lifecycle Programs (Job 
Descriptions, Interviewing/Selection, New Hire Orientation 
program, Performance Management, Career Development)

HR TBD
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HAP Utilization YTD All HAP Funds  85.2% Annual ABA only  91.4%

Leasing Update January February March April May June July August September October November December
Homeownership 29 28 28 28 28 28 28 27 26 26 26
Family Unification Program 38 38 37 36 36 37 37 37 37 38 38
Port out vouchers that belong to us 19 19 19 19 21 21 22 22 22 22 22
Veterans Supportive Vouchers Housed 159 158 161 162 161 159 162 164 165 165 165
Tenant Protection Vouchers 77 76 75 75 72 72 73 74 77 78 78
Regular Vouchers leased up 1019 1016 1020 1019 1027 1027 1030 1034 1067 1066 1057
Project Based Vouchers 203 218 232 233 230 231 230 285 311 235 235
Mainstream 48 48 48 49 52 54 57 57 57 56 58
Emergency Housing Vouchers 10 19 21 24 28 32 36 39 43 43 46
City Homeless Preference 38 38 38 31 26 26 29 29 32 32 32
YMCA Homeless Preference 12 11 11 11 11 11 4 4 12 12 12
Total Vouchers Leased first of month 1652 1669 1690 1687 1692 1698 1708 1772 1849 1773 1769 0

1 1 1 1 1 1 1 1 1 1 1 0

Total vouchers issued and not leased up  118 92 133 117 131 142 126 95 77 82 70 0

Homeless Preference Report YMCA CITY

Number of Vouchers Approved 15 60
Number of Vouchers Leased 11 31
Number of Referrals pending approval 0 1
Number of Referrals looking for units 0 3
Number of Empty Slots without a Referral 4 25

Report Instructions:  Run VMS Summary Rpt

HOUSING CHOICE VOUCHER MONTHLY BOARD REPORT

Port In vouchers that we administer for other 
agencies                  



Code Result

V12400 0

V12500 0

V12600 2197

V12700 12

V12800 0.00

V12900 0.00

V13000 0.00

V13100 0.00

Code Result

W10000 76

W10100 76

W10200 100.00%

Code Result

W10500 523

W10600 697

W10700 0.00

W10800 1.33

Totals for Towers Rent: $16,294.83 Paid: $14,483.67 (88.9%)

Sub Indicator # 3: Work Order (Non-Emergency)
Description

Average number of calendar days units were in make ready time

Average number of calendar days units were in lease up time.

Average unit turnaround days.

Sub Indicator # 3: Work Order (Emergency)
Description

Total number of non-emergency work orders.

Total number of calendar days it took to complete non-emergency work orders.

Avg. number of days PHA has reduced the time it takes to complete non-emergency work orders over the past 3 years.

Average completion days.

Total number of emergency work orders.

Total number of emergency work orders completed / abated within 24 hours.

Percentage of emergency work orders completed / abated within 24 hours.

Sarasota Housing Authority
HUD - 50072: PHAS Management Operation Certification

Program: Towers Project: All Date From: 04/01/2022 Through: 10/31/2022
Sub Indicator # 1: Vacant Unit Turnaround Time Summary

Description

Total number of turnaround days

Total number of vacancy days exempted for Capital Fund.

Total number of vacancy days exempted for Other.

Total number of vacant units turned around and lease in effect in the PHA's immediate past fiscal year.

Average number of calendar days units were in downtime.

 www.pha-web.com 
© 2022 Management Computer Services, Inc. (MCS)  Page 1 of 3 

 1/5/2022 9:36:50 AM 
Printed by: Andrea Keddell



Code Result

V12400 114

V12500 0

V12600 0

V12700 5

V12800 4.60

V12900 17.00

V13000 1.20

V13100 22.80

Code Result

W10000 48

W10100 48

W10200 100.00%

Code Result

W10500 221

W10600 318

W10700 0.00

W10800 1.44

Totals for Annex Rent: $23,618.00 Paid: $21,701.00 (91.9%)

Program: Annex Project: All Date From: 04/01/2022 Through: 10/31/2022
Sub Indicator # 1: Vacant Unit Turnaround Time Summary

Description

Total number of turnaround days

Total number of vacancy days exempted for Capital Fund.

Total number of vacancy days exempted for Other.

Total number of vacant units turned around and lease in effect in the PHA's immediate past fiscal year.

Average number of calendar days units were in downtime.

Total number of non-emergency work orders.

Total number of calendar days it took to complete non-emergency work orders.

Avg. number of days PHA has reduced the time it takes to complete non-emergency work orders over the past 3 years.

Average completion days.

Total number of emergency work orders.

Total number of emergency work orders completed / abated within 24 hours.

Percentage of emergency work orders completed / abated within 24 hours.

Sub Indicator # 3: Work Order (Non-Emergency)
Description

Sarasota Housing Authority
HUD - 50072: PHAS Management Operation Certification

Average number of calendar days units were in make ready time

Average number of calendar days units were in lease up time.

Average unit turnaround days.

Sub Indicator # 3: Work Order (Emergency)
Description

 www.pha-web.com 
© 2022 Management Computer Services, Inc. (MCS)  Page 2 of 3 

 1/5/2022 9:36:50 AM 
Printed by: Andrea Keddell



Code Result

V12400 4

V12500 0

V12600 332

V12700 3

V12800 0.00

V12900 0.00

V13000 1.33

V13100 1.33

Code Result

W10000 180

W10100 180

W10200 100.00%

Code Result

W10500 452

W10600 589

W10700 0.14

W10800 1.30

Totals for Bertha Mitchell Rent: $27,894.00 Paid: $25,514.48 (91.5%)

Total number of vacancy days exempted for Capital Fund.

Total number of vacancy days exempted for Other.

Total number of vacant units turned around and lease in effect in the PHA's immediate past fiscal year.

Average number of calendar days units were in downtime.

Program: Bertha Mitchell Project: All Date From: 04/01/2022 Through: 10/31/2022
Sub Indicator # 1: Vacant Unit Turnaround Time Summary

Description

Total number of non-emergency work orders.

Total number of calendar days it took to complete non-emergency work orders.

Avg. number of days PHA has reduced the time it takes to complete non-emergency work orders over the past 3 years.

Total number of emergency work orders.

Total number of emergency work orders completed / abated within 24 hours.

Percentage of emergency work orders completed / abated within 24 hours.

Sub Indicator # 3: Work Order (Non-Emergency)
Description

Average number of calendar days units were in make ready time

Average number of calendar days units were in lease up time.

Average unit turnaround days.

Sub Indicator # 3: Work Order (Emergency)
Description

Total number of turnaround days

Average completion days.

Sarasota Housing Authority
HUD - 50072: PHAS Management Operation Certification

 www.pha-web.com 
© 2022 Management Computer Services, Inc. (MCS)  Page 3 of 3 

 1/5/2022 9:36:50 AM 
Printed by: Andrea Keddell



Resident Characteristics Report
As of October 31, 2022

Program type : Public Housing
Level of Information : State Download in Excel Print Page Back to Report

Effective Dates Included : July 01, 2021 through October 31, 2022

NOTE: Percentages in each area may not total 100 percent due to rounding.

Units Information

State ACC Units 50058 Required 50058 Received
US 928,626 772,326 714,418
FL 25,898 21,097 19,310

https://hudapps.hud.gov/picj2ee/Mtcsrcr?category=Download_rcr&download=true&count=0
javascript:window.print()
https://hudapps.hud.gov/picj2ee/Mtcsrcr?category=rcr_units&download=false&count=0


Income Information

Distribution of Average Annual Income as a % of 50058 Received

State
Extremely Low Income, Below

30% of Median
Very Low Income,

50% of Median
Low Income, 80%

of Median
Above Low Income, 81%+

of the Median
Geo-Coded Income Data Not Available

In PIC Data Systems
Count Percent Count Percent Count Percent Count Percent Count Percent

US 401,077 55 170,635 23 91,260 12 47,348 6 23,301 3
FL 11,950 58 4,448 22 2,482 12 991 5 570 3

Average Annual Income ($)
State Average Annual Income
US 16,696
FL 16,482

Distribution of Annual Income as a % of 50058 Received
State $ 0 $1 - $5,000 $5,000 - $10,000 $10,001 - $15,000 $15,001 - $20,000 $20,001 - $25,000 Above $25,000

US 7 10 13 31 12 8 19
FL 3 9 15 35 11 8 19

Distribution of Source of Income as a % of 50058 Received      ** Some families have multiple sources of income **
State With any wages With any Welfare With any SSI/SS/Pension With any other Income With No Income

US 32 30 56 20 2
FL 34 39 60 22 2



TTP/Family Type Information

Distribution of Total Tenant Payment as a % of 50058 Received
State $0 $1 - $25 $26 - $50 $51 - $100 $101 - $200 $201 - $350 $351 - $500 $501 and Above

US 0 4 8 4 7 38 15 24
FL 0 0 8 4 7 42 14 24

Average Monthly TTP ($)
State Average Monthly TTP
US 400
FL 392

Distribution of Family Type as a % of 50058 Received

State

Elderly, No
Children, Non-

Disabled

Elderly, with
Children,

Non-
Disabled

Non-elderly,
No Children,
Non-Disabled

Non-elderly,
with Children,
Non-Disabled

Elderly, No
Children,
Disabled

Elderly, with
Children,
Disabled

Non-elderly,
No Children,

Disabled

Non-elderly,
with

Children,
Disabled

Female Headed
Household with

Children

Count Percent Count Percent Count Percent Count Percent Count Percent Count Percent Count Percent Count Percent Count Percent
US 120,859 16 4,653 1 110,851 15 217,055 30 131,653 18 5,119 1 111,711 15 31,720 4 235,317 32
FL 3,227 16 158 1 2,108 10 7,498 37 4,279 21 162 1 2,111 10 898 4 8,153 40

Average TTP by Family Type ( $ )

State
Elderly, No
Children,

Non-
Disabled

Elderly, with
Children,

Non-Disabled

Non-elderly,
No Children,
Non-Disabled

Non-elderly,
with Children,
Non-Disabled

Elderly, No
Children,
Disabled

Elderly, with
Children,
Disabled

Non-elderly,
No Children,

Disabled

Non-elderly,
with Children,

Disabled

Female Headed
Household with

Children

US 428 667 450 397 366 579 332 445 393
FL 361 546 483 431 315 553 326 433 428



Family Race/Ethnicity Information

Distribution by Head of Household's Race as a % of 50058 Received

State White
Only

Black/African
American

Only
American Indian Or
Alaska Native Only

Asian
Only

Native Hawaiin/Other
Pacific Islander Only

White, American
Indian/Alaska Native

Only

White,
Black/African

American Only

White,
Asian
Only

Any Other
Combination

US 52 43 1 2 1 0 1 0 1
FL 37 61 0 0 0 0 0 0 0

Distribution by Head of Household's Ethnicity as a % of 50058 Received
State Hispanic or Latino Non - Hispanic or Latino

US 26 74
FL 25 75



Household Information

Distribution by Household Members Age as a % of Total Number of Household Members

State 0 - 5 6 - 17 18 - 50 51 - 61 62 - 82 83+
Count Percent Count Percent Count Percent Count Percent Count Percent Count Percent

US 163,082 11 367,137 25 507,955 34 167,193 11 256,248 17 32,584 2
FL 5,703 12 14,512 31 14,560 31 3,686 8 7,643 16 1,132 2

Distribution by Household Size as a % of 50058 Received
State 1 person 2 persons 3 persons 4 persons 5 persons 6 persons 7 persons 8 persons 9 persons 10+ persons
US 50 21 14 8 4 2 1 0 0 0
FL 43 21 15 11 5 3 1 0 0 0

Total Household Members and Average Household Size
State Total Number of Household Members Average Household Size Total Number of Households

US 1,494,176 2 733,621
FL 47,239 2.3 20,441

Distribution by Number of Bedrooms as a % of 50058 Received
State 0 Bedrooms 1 Bedroom 2 Bedrooms 3 Bedrooms 4 Bedrooms 5+ Bedrooms

US 6 35 31 23 5 1
FL 12 27 28 25 7 1



Length of Stay Information

Distribution by Length of Stay as a % of 50058 Received (currently assisted families)

State Less than 1 year 1 to 2 years 2 to 5 years 5 to 10 years 10 to 20 years Over 20 years
Count Percent Count Percent Count Percent Count Percent Count Percent Count Percent

US 123,402 17 56,248 8 143,106 20 143,003 19 142,564 19 125,298 17
FL 2,908 14 1,875 9 4,555 22 5,006 24 4,191 21 1,906 9



Month‐End: October 2022

Occupied Vacant
Total Days 
Vacant # Subsidized

# of Utility 
Checks

Occupancy 
% Occupied Vacant

Total Days 
Vacant

# 
Subsidized

# of Utility 
Checks Occupancy %

RAD PBV (26) 26 0 26 0 100% RAD PBV (21) 21 0 0 21 0 100%
LIHTC (41) 40 1 15 10 98% LIHTC (33) 33 0 20 6 0 100%
PBV ‐ None  PBV (14) 14 0 0 14 0 100%
Market (19) 19 0 0 4 100% Market(0)
Total (86) 85 1 15 40 0 99% Total (68) 68 0 20 41 0 100%

Occupied Vacant
Total Days 
Vacant # Subsidized

# of Utility 
Checks

Occupancy 
%

ACC (26)Conve 23 3 9 0 4 87%
LIHTC (18) 16 2 14 9 88%
PBV (14) 12 2 16 12 83%
Market (14) 13 1 5 1 92%
Total (72)  64 8 44 22 4 88%

Phase I Phase II

Phase III
ALL UNITS ARE PRE‐LEASED                                                            



APR MAY JUN JUL AUG SEPT OCT NOV DEC JAN FEB MAR YTD-Ave
SARASOTA HOUSING AUTHORITY
MCCOWN TOWERS -           -           -           -           -           -           -           -           
ANNEX * 32.00      72.00      2.00         * 7.50         25.00      27.70      
OCB (Bertha Mitchell) * * * 1.00         * 1.00         * 1.00         
SARASOTA HOUSING FUNDING CORPORATION
King Stone * 1.00         * 10.00      * * * 5.50         
Diamond Oaks -           -           -           -           -           -           -           -           
Flint River -           -           -           -           -           -           -           -           
Homes * 51.00      * 106.00    * * * 78.50      
( * ) and ( - ) = 0

APR MAY JUN JUL AUG SEP OCT NOV DEC JAN FEB MAR
Closed Closed Closed Closed Closed Closed Closed

161 161 161 161 161 159 159
Closed Closed Closed Closed Closed Closed Closed

143 143 143 142 140 138 137
Closed Closed Closed Closed Closed Closed Closed
1309 1309 409 504 518 518 518

Closed Closed Closed Closed Closed Closed Closed
1209 1209 1209 1208 1208 1208 1206

Closed Closed Closed Closed Closed Closed Closed
458 458 458 458 458 458 458

Closed Closed Closed Closed Closed Closed Closed
590 590 590 590 590 590 590

Closed Closed Closed Closed Closed Closed Closed
75 75 68 68 68 68 67

Opened Closed Closed Closed Closed Closed Closed
86 1558 1554 1504 1512 1519 1538

HCV/Section 8

UNIT TURNAROUND TIME (Average # of Days) - FY 2022-23

WAIT LIST REPORT - FY 2022-23
Number on List/Open or Closed

MCCOWN TOWERS

ANNEX

OCB (Bertha Mitchell)

King Stone

Diamond Oaks

Flint River

Homes
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Sarasota Housing Authority 

MEMO 
To: William Russell 
From:    Lance Clayton 
CC: File 
Date: October 13, 2022 
Re: CFP Report – October 

ONGOING PROJECTS: 
 
McCown Towers and Annex – Non-CFP 

 
Annex Emergency Stairway Exit, Painting and HVAC repairs and replacements - Hoyt is continuing to 
finalize the plan to develop the scope.  Plans have been submitted for permitting but did not include bulk 
enclosure and trash compactor.  Waiting on proposal from Hoyt for the Bulk enclosure and trash compactor. 
 

Betha Mitchell - CFP 
 
Bertha Mitchell – HVAC, HWH and phase III of Sewer repairs – Plans have been received for IFB.   
 
Bertha Mitchell – New exterior doors, new kitchen cabinets and counter tops and new bathrooms - Suarez 
is working on a proposal for another renovation which will include new cabinets and countertops, new 
exterior door, new bathrooms and 30% new Windows.  Once we receive these plans, we will issue IFB for 
both Hoyt and Suarez work. 
 

GENERAL 
 

22nd Street Lot – The contract between Suarez and SHA has been signed and Suarez is working on getting a 
submission to the City for the rezone.     
 
Courts – Working on filing insurance claim for roof damage from Hurricane Ian. 
 
Courts – Still waiting to hear back from insurance on the Burn Unit bid received verses . 
 
 

 
End of Report 



Resident Services Monthly Report October 2022 
 

Resident Assistance  
The resident services team has been working with many agencies to assist SHA’s children and 
families. SHA has been the liaison between families and schools assisting with attendance, access 
to food and intervention coordination. SHA staff has provided daily transportation to schools to 
thirty students that have missed the bus in efforts to reduce truancy.  
 

After School Program - Youth THRIVE 
The afterschool program currently assisting about 32 students per day. Students are assisted with 
homework by staff and high school students. Students also participate in enrichment activities 
for our partnering agencies 4H, Sarasota County Library, FunDucation, Suncoast Fab Lab, Van 
Wezel and Suncoast Conservatory.  
 

McCown Towers 
McCown Towers Service Coordinator has been utilizing the many resources for the tenants 
located at the property. There are currently three primary care physicians that visit the property 
every month. All Faith’s food distributions are monthly and provide commodities and fresh 
produce. Art classes have resumed and is a favorite among the resident.  
 

Pathways to a Better Life  
SHA has seven PBL families currently on the program. The PBL case manager has made a 

commitment to include the PBL families in communications and SHA programming. The families 

will continue to work their case plan with the PBL case worker to move toward self-sufficiency. 

Participants are enrolled in SHA’s FSS program and are required to either work full time or be in 

a combination of work and school full time. 

Agency Bus 
During the month of July SHA used the bus to transport resident of McCown Towers to Wal-Mart 

and Dollar Tree. These outings gave resident the opportunity to shop for many items that they 

would not be able to carry on public transportation or taxi service. 

Homeownership  
Homeownership orientations were not held during the month of October. SHA and partners will 
host “Pathways to Homeownership” a workshop giving participants the opportunity to meet with 
the homeownership professional to ask the questions that will put them on the right track of 
becoming a homeowner.  
 



FREE EVENT OPEN TO THE PUBLIC!
Saturday November 5, 2022

9:00 - 11:30 AM
The Robert L. Taylor Community Complex

1845 34th St, Sarasota

Pathway to
Homeownership

Community Vendors:
Bank of America
Bay First Bank
Caliber Home Loans
Embrace Mortgage
Habitat for Humanity -
   So. Sarasota

Home Inspections Plus 
Self-Help Credit Union
SouthState Bank
Synovus Bank
360 Solutions
Dees Insurance Company

Door Prizes Refreshments

Manatee County Government - 
 Home Ownership/Down Payment Assistance
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