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To: Board of Commissioners 
 
From: Phil Steinhaus, CEO 
 
Date: November 17, 2015 
 
RE: Resolution 2698:  A Resolution to Adopt Revisions to the Columbia Housing Authority Personnel 


Policy Related to Annual Leave and Holiday Policies that Will Improve the Columbia Housing 
Authority’s Ability to Attract New Employees and Retain Current Employees. 


 
 
At the October 20, 2015 CHA Board meeting, I presented our bi-annual wage and benefit survey that 
provided comparisons with other housing authorities of similar size to the CHA.  The overall review of 
salaries shows the salary ranges at CHA are lower than similar positions of the surveyed housing 
authorities. It was recognized that lower wages make it harder to recruit and retain quality staff.  
Unfortunately the CHA does not have the revenue stream to raise salaries above the standard Cost of 
Living Adjustment (COLA) at this time. 
 
The CHA fared better in the comparison of employee benefit and leave packages.  I advised the Board that 
there were several issues related to paid time off and holidays that could improve the CHA’s ability to 
attract and retain high-quality employees.  Three issues were discussed.   
 
The first issue was a recommendation to increase the amount of paid time off based on the salary range 
of the employee.  It is often difficult to attract senior level or experienced staff who are currently earning 
three or more weeks of paid time off if these employees have to go back to only two weeks off per year.  
These are often exempt salaried employees and therefore commit significantly more than forty hours per 
week in applied time.  A chart of the proposed salary accrual rates by grade and salary range is provided 
below. 
 


 
The second issue was reducing the time a new employee had to wait in order to be able to use their paid 
time off.  The current policy is that employees must wait six (6) months before they can take paid time 
off.  I am recommending that this time frame be reduced to three (3) months for all new employees.  New 
employees often have a need to take some time off in their first six (6) months due to previously planned 
activities like weddings, family reunions, or pre-planned vacations. 
 


Grade 
and 


Salary Range 


Years of Service 


1 - 4 5 - 9 10 – 14 15+ 


Grade 1 
(Salary Ranges A-D) 


10 days 
(6.67 hrs/month) 


14 days 
(9.33 hrs/month) 


18 days 
(12 hrs/month) 


20 days 
(13.33 hrs/month) 


Grade 2 
(Salary Ranges E-F) 


15 days 
(10 hrs/month) 


18 days 
(12 hrs/month) 


20 Days 
(13.33 hrs/month)   


Grade 3 
Salary Ranges G-H 


20 Days 
(13.33 hrs/month) 


20 Days 
(13.33 hrs/month) 


20 Days 
(13.33 hrs/month)   







The third issue is the addition of two floating holidays per year that will allow persons of all faiths to 
observe their respective holidays.  These floating holidays will only be available for each calendar year and 
will not accrue past the end of the year or create a long-term financial liability. 
 
I also suggested that the Board consider adding a half-day holiday on Christmas Eve as this tends to be a 
very slow period at work and many employees like to take this time off.  Mr. Hutton stated that when he 
worked at Columbia College, they had a two-day Christmas holiday and that the day that was selected as 
a holiday, other than Christmas, depended on what day of the week Christmas occurred on.  He said if 
Christmas was on a Tuesday, Wednesday, or Friday, Christmas Eve was chosen as the other day off.  If 
Christmas was on a Monday or Thursday, then the day after Christmas was chosen as the other day off.   
 
I am recommending that the Board adopt the following changes to the Annual Leave and Holiday Policies 
of the CHA Personnel Policy: 
 


 Accrual of paid time off (vacation pay) based on the employees grade and salary range in 
accordance with the chart provided above. 


 The reduction of the waiting time for new employees to use accrued paid time off to three (3) 
months from their hire date as a permanent full-time employee. 


 The addition of two floating holidays for all permanent full-time employees. 


 The addition of one holiday in conjunction with the Christmas holiday.  The day of the holiday will 
either precede or follow Christmas Day.  The choice of this holiday will be determined by the CEO 
and based on the day of the week that Christmas Day falls on in order to provide the maximum 
number of continuous days off in combination with normally occurring weekend days. 


 
CEO Recommendation:  Adopt Resolution 2698 approving revisions to the Columbia Housing Authority 
Personnel Policy related to annual leave and holiday policies that will improve the Columbia Housing 
Authority’s ability to attract new employees and retain current employees. 







 


Housing Authority of the City of Columbia, Missouri 
 


Board Resolution  


RESOLUTION # 2698 
 


A Resolution to Adopt Revisions to the Columbia Housing Authority Personnel 
Policy Related to Annual Leave and Holiday Policies that Will Improve the 


Columbia Housing Authority’s Ability to Attract New Employees and Retain 
Current Employees. 


 
 WHEREAS, the Housing Authority of the City of Columbia, Missouri, adopted a revised Personnel 
Policy by Resolution 2601 on March 18, 2014; and  


 WHEREAS, the CEO of the Columbia Housing Authority and appropriate staff have undertaken 
review of the current Holidays and Annual Leave policies and compared them to those of other local 
employers; and 


 WHEREAS, revisions of Section XI. Holidays, and Section XII Annual Leave, of the current personnel 
policy are deemed necessary and in the best interest of the Housing Authority of the City of Columbia to 
improve current organizational practices and employee satisfaction; and  


 WHEREAS, it has been determined that a revision adding two floating holidays is necessary in 
effort to ensure that employees of all faiths are able to observe their respective holidays in a fair and 
equitable manner; and  


WHEREAS, it has been determined that many CHA employees wish to take additional time on the 
day before or after the Christmas holiday; and  


WHEREAS, An updated vacation plan, which reduces the waiting period for the use of earned 
vacation time to three months and adjusts the tiers of employee vacation accrual based upon salary grade, 
is deemed necessary in order to ensure a competitive edge as an employer in the city of Columbia; and   


NOW, THEREFORE, BE IT RESOLVED that the Board of Commissioners of the Housing Authority of 
the City of Columbia, Missouri hereby adopts Resolution #2698 approving revisions to the Columbia 
Housing Authority Personnel Policy related to annual leave and holiday policies that will improve the 
Columbia Housing Authority’s ability to attract new employees and retain current employees.  


NOW, BE  IT FUTHER RESOLVED that all previously adopted personnel policies and amendments 
are hereby rescinded, and a revised Personnel Policy dated November 17, 2015 is adopted, copy of which 
is incorporated by reference hereto and made a part hereof.  


 
 
_________________________________ 
Genie Rogers, Chairperson 
 
 
_________________________________ 
Phil Steinhaus, Secretary 
 
Adopted November 17, 2015 
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To: Board of Commissioners 
 
From: Phil Steinhaus, CEO 
 
Date: November 17, 2015 
 
RE: Resolution 2700:  A Resolution Authorizing the Housing Authority of the City of Columbia, 
Missouri to Issue its Multifamily Housing Revenue Bonds (Stuart Parker/Paquin Tower Apartments) on 
Behalf of Stuart Parker Housing Development Group, LP to Provide Funds to Finance a Portion of the Costs 
of the Acquisition and Rehabilitation of a 284-Unit Housing Project; Authorizing and Approving Certain 
Documents in Connection with the Issuance of the Bonds; Authorizing Certain Other Actions in Connection 
with the Issuance of the Bonds; and Rescinding Resolution #2689. 


 
 
As the CHA has proceeded to close on all the financing for the renovation of the Stuart Parker Apartments 
with Paquin Tower, there have been significant delays in the processing of all of the application and 
funding documents related to the complexity of the financing process which includes HUD approval of all 
financing and legal documents required for the RAD conversion as well as the use of 4% Low-Income 
Housing Tax Credits and tax exempt bonds. 
 
Because of these delays, it is necessary to re-approve the process.  This resolution will replace and rescind 
Resolution #2689 which previously authorized these actions.  Since the approval of Resolution #2689 the 
principal amount of bonds necessary has increased, as has the latest maturity date.  Our Bond Counsel, 
Mr. Chris Ahrens from Gilmore and Bell believes that this is necessary due to the fact that there have been  
changes to the bond documents, including the Preliminary Offering Statement, that make it is appropriate 
to re-approve those documents. 
 
A red-lined (mark-up) copy of Resolution #2689 is attached for review of the recommended changes to 
this resolution. 
 
 
CEO Recommendation:  Adopt Resolution 2700 authorizing the Housing Authority of the City of Columbia, 
Missouri to issue its Multifamily Housing Revenue Bonds (Stuart Parker/Paquin Tower Apartments) on 
behalf of Stuart Parker Housing Development Group, LP to provide funds to finance a portion of the costs 
of the acquisition and rehabilitation of a 284-Unit housing project; authorizing and approving certain 
documents in connection with the issuance of the bonds; authorizing certain other actions in connection 
with the issuance of the bonds; and rescinding Resolution #2689 







 


Housing Authority of the City of Columbia, Missouri 
 


Board Resolution  


RESOLUTION #2700 
 


Authorizing the Housing Authority of the City of Columbia, Missouri to Issue its 
Multifamily Housing Revenue Bonds (Stuart Parker/Paquin Tower Apartments) on 


Behalf of Stuart Parker Housing Development Group, LP to Provide Funds to Finance a 
Portion of the Costs of the Acquisition and Rehabilitation of a 284-Unit Housing 
Project; Authorizing and Approving Certain Documents in Connection with the 


Issuance of the Bonds; Authorizing Certain Other Actions in Connection with the 
Issuance of the Bonds; and Rescinding Resolution #2689 


 
 WHEREAS, the Housing Authority of the City of Columbia, Missouri (the “Authority”) is authorized 
and empowered under Chapter 99 of the Revised Statutes of Missouri, as amended (the “Act”), to issue 
revenue bonds to finance housing projects (as defined in the Act), for the purposes set forth in the Act; and 
 
 WHEREAS, Stuart Parker Housing Development Group, LP, a Missouri limited partnership, (the 
“Borrower”), has requested that the Authority issue its revenue bonds, the proceeds of which will be used, 
among other things, to finance a portion of the costs of the acquisition and rehabilitation of approximately 
284 apartment units located at Lincoln, Unity, and Hicks Drives, Oak and Worley Streets, and 1201 Paquin 
Street in the City of Columbia, Missouri, to be known as Stuart Parker/Paquin Tower Apartments (the 
“Project”); and 
 
 WHEREAS, the Board of Commissioners of the Authority hereby finds and determines that it is 
within the authority and public purposes of the Act that the Authority issue its Multifamily Housing 
Revenue Bonds (Stuart Parker/Paquin Tower Apartments) Series 2015A (the “Series A Bonds”) and its 
Multifamily Housing Revenue Bonds (Stuart Parker/Paquin Tower Apartments) Series 2015B (the “Series 
B Bonds” and, together with the Series A Bonds, the “Bonds”), the proceeds of which will be applied, at the 
request of the Borrower, to finance a portion of the costs of the Project; and 
 
 WHEREAS, the Board of Commissioners of the Authority further finds and determines that it is 
necessary and desirable in connection with the issuance of the Bonds that the Authority enter into certain 
documents, and that the Authority take certain other actions and approve the execution of certain other 
documents as herein provided; 
 
 NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF COMMISSIONERS OF THE HOUSING 
AUTHORITY OF THE CITY OF COLUMBIA, MISSOURI, AS FOLLOWS:  
 
 Section 1. Authorization of Bonds.  The Authority is hereby authorized to issue and sell the 
Series A Bonds in a principal amount not to exceed $4,600,000 and the Series B Bonds in a principal amount 
not to exceed $9,500,000 (provided the aggregate principal amount of the Bonds will not exceed 
$13,650,000) for the purpose of providing funds to enable the Borrower to pay certain costs of the Project.  
The Bonds shall be issued and secured pursuant to the below-authorized Indenture and shall bear such 
dates, shall be in such denominations, shall be in such forms, shall be subject to optional and mandatory 
redemption, shall have such other terms and provisions, shall be issued, executed, authenticated and 
delivered in such manner and shall be subject to such provisions, covenants and agreements, as are set forth 
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in the Indenture.  The Series A Bonds will mature on the dates, with a final maturity no later than April 15, 
2051, as set forth in the Indenture, and will bear interest at one or more rates not to exceed 6.50% per 
annum.  The Series B Bonds will have a final maturity no later than April 15, 2018 and will bear interest at a 
rate not to exceed 2.00% per annum. 
 
 Section 2. Approval of Documents.  The following documents are approved in substantially 
the forms presented to the Board of Commissioners of the Authority at this meeting, and the Authority is 
hereby authorized to enter into each of such documents to which the Authority is a party (the “Authority 
Documents”) with such changes therein as shall be approved by the officers of the Authority executing such 
documents, such officers’ signatures thereon being conclusive evidence of their approval thereof: 
 


(a) the Trust Indenture (the “Indenture”), between the Authority and UMB Bank, N.A., 
as Trustee (the “Trustee”); 
 


(b) the Loan Agreement, between the Authority and the Borrower; 
 


(c) the Land Use Restriction Agreement, among the Authority, the Trustee and the 
Borrower; 


 
(d) the Tax Compliance Agreement, among the Authority, the Trustee and the 


Borrower; 
 
(e) the Bond Purchase Agreement, among the Authority, the Borrower and Stifel, 


Nicolaus & Company, Incorporated, with respect to the Series A Bonds; 
 
(f) the Bond Purchase Agreement, among the Authority, the Borrower, Providence 


Bank and Stifel, Nicolaus & Company, Incorporated, with respect to the Series B Bonds; and 


(g) the Guaranty Agreement, from the Authority, for the benefit of the Trustee. 


 Section 3. Approval of Preliminary Official Statement; Preliminary Official Statement Deemed 
Final.  The Preliminary Official Statement relating to the Series A Bonds (the “Preliminary Official Statement”) 
has been submitted to and reviewed by the Authority on the date hereof, and the final Official Statement, 
in substantially the form of the Preliminary Official Statement with such changes and additions thereto as 
are necessary to conform to the transaction, and the public distribution of the same by the Series A 
Underwriter are hereby approved for use in connection with the Series A Bonds.  The Authority has 
participated in the preparation of the Preliminary Official Statement and will participate in the preparation 
of the final Official Statement, but has not verified the accuracy of the information therein, other than 
information respecting the Authority.  Accordingly, such approvals do not constitute approval by the 
Authority of such information or a representation by the Authority as to the completeness or accuracy of 
the information contained therein.  For the purpose of enabling the Series A Underwriter to comply with the 
requirements of Rule 15c2 12(b)(1) of the Securities and Exchange Commission, the Authority hereby deems 
the information regarding the Authority contained in the Preliminary Official Statement to be “final” as of 
its date, except for the omission of such information as is permitted by Rule 15c2 12(b)(1), and the 
appropriate officers of the Authority are hereby authorized, if requested, to provide the Series A 
Underwriter a letter or certification to such effect and to take such other actions or execute such other 
documents as such officers in their reasonable judgment deem necessary to enable the Series A Underwriter 
to comply with the requirements of such Rule. 
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 Section 4. Execution of Bonds and Authority Documents. 
 
 (a) The Chair, the Vice Chair or the Chief Executive Officer of the Authority is hereby authorized 
and directed to execute and deliver, for and on behalf of and as the act and deed of the Authority, the Bonds 
and each of the Authority Documents and to execute such other documents, certificates and instruments as 
may be necessary or desirable to carry out and comply with the intent of this Resolution.  The Secretary or 
the Assistant Secretary of the Authority is hereby authorized and directed to attest to the execution of, and 
to affix the Authority’s official seal to, the Bonds, the Authority Documents and any other documents, 
certificates and instruments as may be necessary or desirable to carry out and comply with the intent of this 
Resolution. 
 
 (b) The Bonds shall be in substantially the forms as submitted to and considered by the 
Authority as set forth in the Indenture.  Any changes as to the forms of the Bonds must be approved by the 
representatives of the Authority executing the Bonds.  The signatures of the Authority’s representatives on 
the Bonds, whether manual or facsimile, shall be conclusive evidence of their approval. 
 
 Section 5. Limited Obligations. 
 
 (a) The Bonds and the interest thereon are limited obligations of the Authority payable solely 
from the Bond proceeds, moneys from time to time paid by the Borrower pursuant to the terms of the 
Loan Agreement and the other documents to which the Borrower is a party and other moneys pledged 
thereto and held by the Trustee as provided in the Indenture, and are secured by a transfer, pledge and 
assignment of and a grant of a security interest in the Trust Estate (as defined in the Indenture) to the 
Trustee and in favor of the owners of the Bonds, as provided in the Indenture. 
 
 (b) The Bonds are not a debt of the City of Columbia, Missouri, the state of Missouri or any 
political subdivision thereof and none of the City of Columbia, Missouri, the state of Missouri or any 
political subdivision thereof shall be liable on the Bonds.  The Bonds are not indebtedness within the 
meaning of any constitutional, statutory or charter debt limitation or restriction and are not payable in 
any manner by taxation.  The Authority has no taxing power. 
 
 (c) No recourse shall be had for the payment of the principal of, or premium, if any, or interest 
on, any of the Bonds or for any claim based thereon or upon any obligation, provision, covenant or 
agreement contained in the Indenture against any past, present or future commissioner, director, trustee, 
officer, official, employee or agent of the Authority, or any commissioner, director, trustee, officer, official, 
employee or agent of any successor to the Authority, as such, either directly or through the Authority or any 
successor to the Authority, under any rule of law or equity, statute or constitution or by the enforcement of 
any assessment or penalty or otherwise, and all such liability of any such commissioner, director, trustee, 
officer, official, employee or agent as such is hereby expressly waived and released as a condition of and in 
consideration for the execution of the Indenture and the issuance of any of the Bonds.  Neither the officers 
of the Authority nor any person executing the Bonds shall be personally liable on the Bonds by reason of the 
issuance thereof. 
 
 Section 6. Further Authority. 
 
 (a) The Authority shall, and the officers, agents and employees of the Authority are hereby 
authorized and directed to, take such further action, and execute such other documents, certificates and 
instruments as may be necessary or desirable to carry out and comply with the intent of this Resolution and 
to carry out, comply with and perform the duties of the Authority with respect to the Bonds and the 
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Authority Documents, including any acknowledgment to a continuing disclosure agreement between the 
Borrower and a dissemination agent. 
 
 (b) The Chair, the Vice Chair or the Chief Executive Officer of the Authority is hereby authorized 
and directed to execute and deliver, and the Secretary or any Assistant Secretary of the Authority is hereby 
authorized and directed to affix and attest the corporate seal of the Authority to, any and all papers, 
instruments, opinions, certificates, affidavits and other documents and to do and cause to be done any and 
all acts and things necessary or proper for carrying out this Resolution, the Authority Documents and the 
issuance of the Bonds. 
 
 Section 7. Rescission of Resolution #2689; Effective Date.  Resolution #2689 is rescinded and 
of no further force and effect.  This Resolution will be in full force and effect immediately upon its passage 
by the Board of Commissioners of the Authority. 
 
 Passed by the Board of Commissioners of the Housing Authority of the City of Columbia, Missouri 
this 17th day of November, 2015. 
 
 
 
_________________________________ 
Genie Rogers, Chair 
 
 
Attest:       (SEAL) 
 
 
_________________________________ 
Phil Steinhaus, Secretary 


 







 
Housing Authority of the City of Columbia, Missouri 


 
Board Resolution  


 
 


RESOLUTION #____ 
 


AUTHORIZING THE HOUSING AUTHORITY OF THE CITY OF COLUMBIA, MISSOURI 
TO ISSUE ITS MULTIFAMILY HOUSING REVENUE BONDS (STUART 


PARKER/PAQUIN TOWER APARTMENTS) ON BEHALF OF STUART PARKER 
HOUSING DEVELOPMENT GROUP, LP TO PROVIDE FUNDS TO FINANCE A 


PORTION OF THE COSTS OF THE ACQUISITION AND REHABILITATION OF A 284-
UNIT HOUSING PROJECT; AUTHORIZING AND APPROVING CERTAIN DOCUMENTS 


IN CONNECTION WITH THE ISSUANCE OF THE BONDS; AUTHORIZING CERTAIN 
OTHER ACTIONS IN CONNECTION WITH THE ISSUANCE OF THE BONDS; AND 


RESCINDING RESOLUTION #2689 
 


 WHEREAS, the Housing Authority of the City of Columbia, Missouri (the “Authority”) is authorized 
and empowered under Chapter 99 of the Revised Statutes of Missouri, as amended (the “Act”), to issue 
revenue bonds to finance housing projects (as defined in the Act), for the purposes set forth in the Act; and 
 
 WHEREAS, Stuart Parker Housing Development Group, LP, a Missouri limited partnership, (the 
“Borrower”), has requested that the Authority issue its revenue bonds, the proceeds of which will be used, 
among other things, to finance a portion of the costs of the acquisition and rehabilitation of 
approximately 284 apartment units located at Lincoln, Unity, and Hicks Drives, Oak and Worley Streets, 
and 1201 Paquin Street in the City of Columbia, Missouri, to be known as Stuart Parker/Paquin Tower 
Apartments (the “Project”); and 
 
 WHEREAS, the Board of Commissioners of the Authority hereby finds and determines that it is 
within the authority and public purposes of the Act that the Authority issue its Multifamily Housing 
Revenue Bonds (Stuart Parker/Paquin Tower Apartments) Series 2015A (the “Series A Bonds”) and its 
Multifamily Housing Revenue Bonds (Stuart Parker/Paquin Tower Apartments) Series 2015B (the “Series 
B Bonds” and, together with the Series A Bonds, the “Bonds”), the proceeds of which will be applied, at 
the request of the Borrower, to finance a portion of the costs of the Project; and 
 
 WHEREAS, the Board of Commissioners of the Authority further finds and determines that it is 
necessary and desirable in connection with the issuance of the Bonds that the Authority enter into certain 
documents, and that the Authority take certain other actions and approve the execution of certain other 
documents as herein provided; 
 
 NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF COMMISSIONERS OF THE HOUSING 
AUTHORITY OF THE CITY OF COLUMBIA, MISSOURI, AS FOLLOWS:  
 
 Section 1. Authorization of Bonds.  The Authority is hereby authorized to issue and sell the 
Series A Bonds in a principal amount not to exceed $4,600,000 and the Series B Bonds in a principal 
amount not to exceed $9,500,000 (provided the aggregate principal amount of the Bonds will not exceed 
$13,650,000) for the purpose of providing funds to enable the Borrower to pay certain costs of the Project.  
The Bonds shall be issued and secured pursuant to the below-authorized Indenture and shall bear such 
dates, shall be in such denominations, shall be in such forms, shall be subject to optional and mandatory 
redemption, shall have such other terms and provisions, shall be issued, executed, authenticated and 
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delivered in such manner and shall be subject to such provisions, covenants and agreements, as are set 
forth in the Indenture.  The Series A Bonds will mature on the dates, with a final maturity no later than 
April 15, 2051, as set forth in the Indenture, and will bear interest at one or more rates not to exceed 
6.50% per annum.  The Series B Bonds will have a final maturity no later than December 1April 15, 2018 
(subject to extension as provided in the Indenture) and will bear interest at a rate not to exceed 2.00% per 
annum. 
 
 Section 2. Approval of Documents.  The following documents are approved in substantially 
the forms presented to the Board of Commissioners of the Authority at this meeting, and the Authority is 
hereby authorized to enter into each of such documents to which the Authority is a party (the “Authority 
Documents”) with such changes therein as shall be approved by the officers of the Authority executing 
such documents, such officers’ signatures thereon being conclusive evidence of their approval thereof: 
 


(a) the Trust Indenture (the “Indenture”), between the Authority and UMB Bank, 
N.A., as Trustee (the “Trustee”); 
 


(b) the Loan Agreement, between the Authority and the Borrower; 
 


(c) the Land Use Restriction Agreement, among the Authority, the Trustee and the 
Borrower; 


 
(d) the Tax Compliance Agreement, among the Authority, the Trustee and the 


Borrower; 
 
(e) the Bond Purchase Agreement, among the Authority, the Borrower and Stifel, 


Nicolaus & Company, Incorporated, with respect to the Series A Bonds; 
 
(f) the Bond Purchase Agreement, among the Authority, the Borrower, Providence 


Bank and Stifel, Nicolaus & Company, Incorporated, with respect to the Series B Bonds; and 


(g) the Guaranty Agreement, from the Authority, for the benefit of the Trustee. 


 Section 3. Approval of Preliminary Official Statement; Preliminary Official Statement 
Deemed Final.  The Preliminary Official Statement relating to the Series A Bonds (the “Preliminary Official 
Statement”) has been submitted to and reviewed by the Authority on the date hereof, and the final Official 
Statement, in substantially the form of the Preliminary Official Statement with such changes and additions 
thereto as are necessary to conform to the transaction, and the public distribution of the same by the 
Series A Underwriter are hereby approved for use in connection with the Series A Bonds.  The Authority 
has participated in the preparation of the Preliminary Official Statement and will participate in the 
preparation of the final Official Statement, but has not verified the accuracy of the information therein, 
other than information respecting the Authority.  Accordingly, such approvals do not constitute approval 
by the Authority of such information or a representation by the Authority as to the completeness or 
accuracy of the information contained therein.  For the purpose of enabling the Series A Underwriter to 
comply with the requirements of Rule 15c2 12(b)(1) of the Securities and Exchange Commission, the 
Authority hereby deems the information regarding the Authority contained in the Preliminary Official 
Statement to be “final” as of its date, except for the omission of such information as is permitted by Rule 
15c2 12(b)(1), and the appropriate officers of the Authority are hereby authorized, if requested, to provide 
the Series A Underwriter a letter or certification to such effect and to take such other actions or execute 
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such other documents as such officers in their reasonable judgment deem necessary to enable the Series A 
Underwriter to comply with the requirements of such Rule. 
 
 Section 4. Execution of Bonds and Authority Documents. 
 
 (a) The Chair, the Vice Chair or the Chief Executive Officer of the Authority is hereby 
authorized and directed to execute and deliver, for and on behalf of and as the act and deed of the 
Authority, the Bonds and each of the Authority Documents and to execute such other documents, 
certificates and instruments as may be necessary or desirable to carry out and comply with the intent of 
this Resolution.  The Secretary or the Assistant Secretary of the Authority is hereby authorized and 
directed to attest to the execution of, and to affix the Authority’s official seal to, the Bonds, the Authority 
Documents and any other documents, certificates and instruments as may be necessary or desirable to 
carry out and comply with the intent of this Resolution. 
 
 (b) The Bonds shall be in substantially the forms as submitted to and considered by the 
Authority as set forth in the Indenture.  Any changes as to the forms of the Bonds must be approved by the 
representatives of the Authority executing the Bonds.  The signatures of the Authority’s representatives on 
the Bonds, whether manual or facsimile, shall be conclusive evidence of their approval. 
 
 Section 5. Limited Obligations. 
 
 (a) The Bonds and the interest thereon are limited obligations of the Authority payable 
solely from the Bond proceeds, moneys from time to time paid by the Borrower pursuant to the terms 
of the Loan Agreement and the other documents to which the Borrower is a party and other moneys 
pledged thereto and held by the Trustee as provided in the Indenture, and are secured by a transfer, 
pledge and assignment of and a grant of a security interest in the Trust Estate (as defined in the 
Indenture) to the Trustee and in favor of the owners of the Bonds, as provided in the Indenture. 
 
 (b) The Bonds are not a debt of the City of Columbia, Missouri, the state of Missouri or any 
political subdivision thereof and none of the City of Columbia, Missouri, the state of Missouri or any 
political subdivision thereof shall be liable on the Bonds.  The Bonds are not indebtedness within the 
meaning of any constitutional, statutory or charter debt limitation or restriction and are not payable in 
any manner by taxation.  The Authority has no taxing power. 
 
 (c) No recourse shall be had for the payment of the principal of, or premium, if any, or 
interest on, any of the Bonds or for any claim based thereon or upon any obligation, provision, covenant or 
agreement contained in the Indenture against any past, present or future commissioner, director, trustee, 
officer, official, employee or agent of the Authority, or any commissioner, director, trustee, officer, official, 
employee or agent of any successor to the Authority, as such, either directly or through the Authority or 
any successor to the Authority, under any rule of law or equity, statute or constitution or by the 
enforcement of any assessment or penalty or otherwise, and all such liability of any such commissioner, 
director, trustee, officer, official, employee or agent as such is hereby expressly waived and released as a 
condition of and in consideration for the execution of the Indenture and the issuance of any of the Bonds.  
Neither the officers of the Authority nor any person executing the Bonds shall be personally liable on the 
Bonds by reason of the issuance thereof. 
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 Section 6. Further Authority. 
 
 (a) The Authority shall, and the officers, agents and employees of the Authority are hereby 
authorized and directed to, take such further action, and execute such other documents, certificates and 
instruments as may be necessary or desirable to carry out and comply with the intent of this Resolution 
and to carry out, comply with and perform the duties of the Authority with respect to the Bonds and the 
Authority Documents, including any acknowledgment to a continuing disclosure agreement between the 
Borrower and a dissemination agent. 
 
 (b) The Chair, the Vice Chair or the Chief Executive Officer of the Authority is hereby 
authorized and directed to execute and deliver, and the Secretary or any Assistant Secretary of the 
Authority is hereby authorized and directed to affix and attest the corporate seal of the Authority to, any 
and all papers, instruments, opinions, certificates, affidavits and other documents and to do and cause to 
be done any and all acts and things necessary or proper for carrying out this Resolution, the Authority 
Documents and the issuance of the Bonds. 
 
 Section 7. Rescission of Resolution #2689; Effective Date.  Resolution #2689 is rescinded 
and of no further force and effect.  This Resolution will be in full force and effect immediately upon its 
passage by the Board of Commissioners of the Authority. 
 
 Passed by the Board of Commissioners of the Housing Authority of the City of Columbia, 
Missouri this 17th day of November, 2015. 
 
 
 
_________________________________ 
Genie Rogers, Chair 
 
 
Attest:       (SEAL) 
 
 
_________________________________ 
Phil Steinhaus, Secretary 
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Housing Authority of the City of Columbia, Missouri 
201 Switzler Street, Columbia, MO  65203 
Office: (573) 443-2556 ♦ TTY: (573) 875-5161 ♦ Fax Line: (573) 443-0051 ♦ www.ColumbiaHA.com 


To: CHA Board of Commissioners 


From: Phil Steinhaus, CEO 


Date: November 13, 2015 


RE: November 17, 2015 CHA Board Meeting Agendas & Materials 


 


Enclosed is the agenda packet for the CHA Board meeting next Tuesday.  Included in the packet are staff memos 
and information related to each resolution.  Please note the following: 


 


CHA BOARD AGENDA ITEMS 


Resolutions 


 Resolution 2697:  To approve an updated job description for the Intake Coordinator. 


 Resolution 2698:  To approve revisions to the CHA Personnel Policy related to vacation and holiday pay. 


 Resolution 2699:  To approve the FYE2015 SEMAP submission. 


 Resolution 2700:  To authorize tax exempt bonds for the Stuart Parker Apartments with Paquin Tower. 


BOARD REPORTS 


 Affordable Housing Initiative:  Enclosed is an update on the CHA Affordable Housing Initiative. 


 CHA Management Reports:  Enclosed are the monthly management reports for Public Housing, Housing 
Choice Voucher Programs, Resident Services, and Safety.  There is no report on Capital Projects this month. 


 Monthly Financial Reports:  There are no financial reports this month as we are working diligently to close 
out the fiscal year. 


 Current Events:  A report on current events is enclosed. 


 


Please contact me if you have any questions or need additional information about any of the items on the 
meeting agenda.  


Please note:  Box dinners will be available for Commissioners at 5:00 p.m.   
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Housing Authority of the City of Columbia, Missouri 
201 Switzler Street, Columbia, MO  65203 


Office: 573.443.2556 ♦ TTY Relay 800.735.2966 ♦ Fax: 573.443.0051 ♦ www.ColumbiaHA.com 


HOUSING AUTHORITY OF THE CITY OF COLUMBIA, MISSOURI 
BOARD OF COMMISSIONERS MEETING 
October 20, 2015 MEETING MINUTES 


 
I. Call to Order: 


 
The Board of Commissioners of the Housing Authority of the City of Columbia, Missouri (CHA) met in 
open session on October 20, 2015, in the Training Room of the Columbia Housing Authority 
Administration Building, 201 Switzler St., Columbia, Missouri  65203.  Ms. Genie Rogers, Chair, called 
the meeting to order at 5:30 p.m.   
 


II. Roll Call: 
 
Present:    Genie Rogers, Chair 
  Mary Anne McCollum, Vice-Chair 
  Max Lewis, Commissioner 


   Edward Robinson, Commissioner       
 Bob Hutton, Commissioner 
 
CHA Staff: Phil Steinhaus, ElTonya Rhoades, Andrea Tapia, Shannon Platero, Rick Hess, Becky 


Markt, April Steffensmeier, Amy McNulty, and Mary Harvey. 
 


III. Adoption of Agenda:  
 
Ms. Rogers called for a motion to adopt the agenda and move Resolutions 2695 and 2696 to the 
beginning of the resolutions.  Motion made by Ms. McCollum. Second by Mr. Lewis. All 
Commissioners voted “aye” and Ms. Rogers declared the agenda adopted as presented.  
 


IV. Approval of September 15, 2015 Open Meeting Minutes: 
 
Ms. Rogers called for a motion to approve the minutes from the open meeting of September 15, 
2015. A motion was made by Mr. Robinson. Second by Mr. Hutton.  All Commissioners voted “aye” 
and Ms. Rogers declared the motion approved. 
 
Ms. Rogers called for a motion to approve the minutes from the open meeting of October 6, 2015.  
A motion was made by Ms. McCollum. Second by Mr. Robinson. All Commissioners voted “aye” and 
Ms. Rogers declared the motion approved.  
 


V. Recognition of Achievement:  
 
Ms. Platero introduced Mr. Joseph Slater as the recipient of the October Resident Recognition Award. 
She shared that Mr. Slater has completed a number of goals and has benefitted greatly from the 
VASH program.  
 
Mr. Slater shared that he is very grateful and would rather reward all staff members for their help 
through the program. He said that he is thankful for agencies like the Columbia Housing Authority, 
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the VA Hospital, and Phoenix Programs and expressed his full gratitude. Mr. Slater said that he really 
needed a pick-me-up and is very appreciative and thankful for the recognition. 
 


VI. Public Comment. 
 


There was no public comment. 
 
RESOLUTIONS 


 
VII. Resolution 2695: A Resolution of the Housing Authority of the City of Columbia, Missouri 


Authorizing it to Enter Into Transactions to Develop the Stuart Parker/Paquin Tower Apartments 
project.   
 
Mr. Steinhaus explained that after speaking with St. Louis Title Company he learned that under 
Missouri law, if you separate the buildings from the property; the buildings become personal 
property and not real estate and would not be eligible basis for property acquisition under IRS Low-
Income Housing Tax Credit regulations. He said that this required a new Board resolution authorizing 
transactions to develop the Stuart Parker/Paquin Tower Apartments project. He shared a red lined 
copy of the previous resolution to show the changes.  
 
Ms. Rogers called for further discussion and there was none. 
 
Ms. Rogers called for a motion to approve Resolution 2695 as presented. A motion was made by Ms. 
McCollum. Second by Mr. Hutton. Upon a roll call vote of the motion, the following vote was 
recorded: 
 
Yes: Lewis, Hutton, Robinson, McCollum, Rogers 
 
No: None  
 


VIII. Resolution 2696: A Resolution of the Housing Authority of the City of Columbia, Missouri 
Authorizing the Making of Subordinate Loans, to Enter into Purchase and Sale Agreement and 
Granting of Warranty Deed to Stuart Parker Housing Development, LP in Connection with the 
Stuart Parker/Paquin Tower project. 
 
Mr. Steinhaus explained that this resolution slightly modifies a previous resolution to account for the 
change in the purchase agreement for the buildings in the Stuart Parker/Paquin Tower project.  This 
is necessary because the transaction for the acquisition of the property has changed to a purchase 
and sale agreement of the whole property instead of a sale of the buildings only coupled with a 
ground lease. He said that the warranty deed will be granted to the Stuart Parker Housing 
Development, LP when the property is transferred at closing. 
 
Ms. Rogers called for further discussion and there was none. 
 
Ms. Rogers called for a motion to approve Resolution 2696 as presented. A motion was made by Ms. 
McCollum. Second by Mr. Lewis. Upon a roll call vote of the motion, the following vote was recorded:  
 
Yes: Lewis, Hutton, Robinson, McCollum, Rogers 
 
No: None 
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IX. Resolution 2693: A Resolution to Approve a Memorandum of Understanding with the Oak Towers 
Resident Association Authorizing FYE2016 Annual Resident Participation Funding for the Purpose 
of Promoting Resident Participation and the Active Involvement of Residents in the Mission and 
Operation of the Columbia Housing Authority. 
 
Ms. Steffensmeier reported that Oak Towers has not had an established Resident Association since 
2013. She stated that the Oak Towers Resident Association has passed by-laws, completed their 
budget, completed training, and are making plans for the future. Ms. Steffensmeier shared that there 
are great leaders at Oak Towers and they want to benefit from past activities. She shared that the 
residents of Paquin Tower are in preparation to restart their association. 
 
Ms. Rogers called for further discussion and there was none. 
 
Ms. Rogers called for a motion to approve Resolution 2693 as presented. A motion was made by Mr. 
Hutton. Second by Ms. McCollum. Upon a roll call vote of the motion, the following vote was 
recorded: 
 
Yes: Lewis, Hutton, Robinson, McCollum, Rogers 
 
No: None 
 


X. Resolution 2694: A Resolution to Approve New and Updated Job Descriptions for the Director of 
Housing Programs, and the Director of Affordable Housing Operations and Approving Updates to 
Appendix 1 -  Organizational Chart and Appendix 3 -  Range and Salary Plan to the CHA Personnel 
Policy. 
 
Mr. Steinhaus stated that Resolution 2694 will approve new and updated job descriptions. He 
explained that the Director of Housing Programs job description has been updated and will be taken 
on by Ms. Tapia.  Her duties will be expanded to include oversight of the CHA’s Housing Choice 
Voucher Program, Public Housing properties, and the other affordable housing properties. He said 
that the position of Director of Affordable Housing Operations will be a new position that will report 
to the Director of Housing Programs.  This position will oversee the operation of the CHA’s public 
housing properties as well as our other affordable housing properties.  Mr. Steinhaus stated that 
these changes will aid in the transition of housing programs and funding streams that are a result of 
current and upcoming changes.  
 
Ms. Rogers called for further discussion and there was none. 
 
Ms. Rogers called for a motion to approve Resolution 2694 as presented. A motion was made by Mr. 
Lewis. Second by Mr. McCollum. Upon a roll call vote of the motion, the following vote was recorded: 
 
Yes: Lewis, Hutton, Robinson, McCollum, Rogers 
 
No: None 
 


XI. Salary and Benefits Comparison Report 
 
Mr. Steinhaus reported that a Salary and Benefits Comparison Report is recommended by U.S. 
Department of Housing and Urban Development and is completed on a two year basis. He said he 
was presenting the report to be reviewed by the Board before any specific changes to the CHA 
Personnel Policy are made. Mr. Steinhaus said the Columbia Housing Authority tends to fall in the 
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middle as compared with other housing authorities of similar size and that the CHA has comparable 
benefits to the City of Columbia and other employers in Mid-Missouri.  
 
Mr. Steinhaus noted that the CHA tended to fall below having competitive salaries with the City of 
Columbia and other employers in Columbia; however the CHA’s current budget would not allow for 
any significant increases in employee compensation.  He stated that he and his senior staff had 
discussed other methods of being more competitive in attracting qualified employees.   
 
One area of concern was related to how many weeks of vacation a new employee could accrue.  He 
stated that it made it more difficult to attract senior level staff with significant experience if they 
would only start with two weeks of vacation per year, particularly if they were receiving three or 
more week of vacation in their current positions.  Mr. Steinhaus recommended that the Board 
consider revising the current CHA Personnel Policy and Range and Salary Plan to receive vacation 
benefits based on their pay grade and salary range which would make CHA a more appealing 
employer.  
 
Mr. Steinhaus stated that another area of concern related to when new employees could use their 
accrued vacation time.  He said that it is often the case when new employees have previous plans to 
take time off for weddings, family reunions, vacations, etc. where the new employee was required 
to take time off without pay because they had not accrued vacation days or the requested time off 
came in the first six months of employment.  Mr. Steinhaus said that one possible solution to this 
would be to allow employees to accrue their vacation time at the beginning of each year.  He noted 
that employees would still need the approval of their supervisor to take time off and that if an 
employee separated from the CHA with a deficit of vacation time, this time could be recovered in the 
final reconciliation of the employee’s last pay check.   
 
The Board discussed the merits of this concept but decided that they were not comfortable with 
advancing paid time off to all employees at the beginning of the year as there were a number of ways 
that this policy could be detrimental to both the CHA and its employees. 
 
Finally, Mr. Steinhaus recommended the addition of two floating holidays to the CHA holiday 
schedule.  He stated that this would allow for CHA employees of all religions to take paid time off for 
their respective religious observations.  Mr. Steinhaus noted that these floating holidays would have 
to be used each calendar year and would not accrue into the next calendar year or be reported as a 
liability.  He added that he was also recommending that the Board approve a half day holiday on 
Christmas Eve as this is a very slow time at work and many employees like to take this time off.  Mr. 
Hutton stated that when he worked at Columbia College, they had a two-day Christmas holiday and 
that the day that was selected as a holiday, other than Christmas, depended on what day of the week 
Christmas occurred on.  He said if Christmas was on a Tuesday, Wednesday, or Friday, Christmas Eve 
was chosen as the other day off.  If Christmas was on a Monday or Thursday, then the day after 
Christmas was chosen as the other day off.  The Board seemed supportive of this concept. 
 


XII. Affordable Housing Initiative Report 
 
Mr. Steinhaus showed pictures of the construction progress at the Patriot Place Apartments and 
noted that construction is well underway. He noted that the roof trusses and decking have been 
installed and shingles have also began to be installed. He said that the Stuart Parker/Paquin Tower 
project is currently waiting on approval from the Missouri Housing Development Commission of the 
CHA’s firm submission and once this occurs we would hope to close by the end of the year. Mr. 
Steinhaus reported that renovations at Paquin Tower will take approximately 6 weeks per floor. He 
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also reported that the RAD Conversion Commitment (RCC) for Bear Creek is expected the first week 
of November. 


 
XIII. Monthly Management Reports for Public Housing, Housing Choice Voucher Programs, Resident 


Services, Safety and Capital Projects:  
 


Mr. Steinhaus reported that all of the management reports were positive this month and that the 
HCV Program is striving to increase the number of vouchers under lease. 


 
XIV. Current Events:   
 


Mr. Steinhaus noted one news article that was included in the Board packet. 
 


XV. Public Comment: 
 
There was no public comment. 
 


XVI. Commissioner Comment. 
 
There was no commissioner comment 
 


XVII. Adjournment:   
 
Ms. Rogers called for a motion to adjourn the meeting. A motion was made by Mr. Robinson.  Second 
by Mr. Lewis.  Ms. Rogers called the meeting adjourned at 7:10 p.m. 
 


 
_____________________________________  ____________________ 
Genie Rogers, Chair Date  
 
 
_____________________________________ ____________________ 
Phil Steinhaus, Chief Executive Officer Date 
 


 
Certification of Public Notice 
 
I, Phil Steinhaus, Chief Executive Officer of the Housing Authority of the City of Columbia, Missouri, do hereby 
certify that on October 16, 2015, I posted public notice of the October 20, 2015 Board of Commissioners 
Meeting and distributed copies of the notice and agenda to the Board of Commissioners and the local media.   
The meeting notice and agenda was also distributed to the public upon request. 
 
The complete agenda packet was available for review at all CHA offices during regular business hours and 
posted on the CHA web site at:  www.ColumbiaHA.com. 
 
 
_____________________________________ ____________________ 
Phil Steinhaus, Chief Executive Officer   Date 



http://www.columbiaha.com/






Housing Authority of the City of Columbia, Missouri 
 


Board Resolution Staff Memo 


 


To: Board of Commissioners 
 
From: Phil Steinhaus, CEO 
 
Date: November 17, 2015 
 
RE: Resolution 2699:  To Approve The Submission of the Annual Section Eight Management 


Assessment Program (SEMAP) Report to the U.S. Department of Housing and Urban Development 
(HUD) for the Fiscal Year Ending September 30, 2015. 


 
 
The Section Eight Management Assessment Program (SEMAP) measures the performance of public 
housing agencies (PHAs) that administer the Section 8 housing choice voucher program.  SEMAP helps 
HUD target monitoring and assistance to PHA programs that need the most improvement.  
 
SEMAP assesses 14 indicators of performance designed to show whether PHAs help eligible families to 
afford decent rental units at a reasonable subsidy cost as intended by Federal housing legislation.  
 
The 14 key indicators of PHA performance are:  


 Proper selection of applicants from the housing choice voucher waiting list  


 Sound determination of reasonable rent for each unit leased  


 Establishment of payment standards within the required range of the HUD fair market rent  


 Accurate verification of family income  


 Timely annual reexaminations of family income  


 Correct calculation of the tenant share of the rent and the housing assistance payment  


 Maintenance of a current schedule of allowances for tenant utility costs  


 Ensure units comply with the housing quality standards before families enter into leases and PHAs 
enter into housing assistance contracts  


 Timely annual housing quality inspections  


 Performing of quality control inspections to ensure housing quality  


 Ensure that landlords and tenants promptly correct housing quality deficiencies  


 Ensure that all available housing choice vouchers are used  


 Expand housing choice outside areas of poverty or minority concentration  


 Enroll families in the family self-sufficiency (FSS) program as required and help FSS families achieve 
increases in employment income.  


 
SEMAP is used to remotely measure PHA performance and administration of the housing choice voucher 
program. SEMAP uses HUD's national database of tenant information and information from audits 
conducted annually by independent auditors. HUD will annually assign each PHA a rating on each of the 
14 indicators and an overall performance rating of high, standard, or troubled. Metropolitan PHAs will 
also be able to earn bonus points for their achievements in encouraging assisted families to choose 
housing in low poverty areas. 







 


PHAs that fail to perform adequately on any of the 14 indicators or have an overall performance rating of 
troubled are required to take corrective action. HUD conducts on-site reviews of PHAs rated troubled to 
assess the magnitude and seriousness of the problems. The PHA must implement a thorough corrective 
action plan that HUD will monitor, to ensure improvement in program management.  
 
For FY2015, CHA has achieved High Performer status.  Highlights for the past fiscal year include the 
following: 
 


 Reasonable Rents Paid:  Our sample of Housing Choice Voucher Program assisted families indicate 
that at least 98% of units sampled documented that the rent paid to the owner was reasonable and 
compared with market rates for unassisted units.  For FY2015, CHA continued to collect market rent 
information and update our rent reasonableness survey using the module in our Housing 
Management Software (HMS).   


 


 Housing Quality Standards Inspections and HQS Quality Control Inspections:   John and Patty Purves 
with Professional Inspection Services, Inc. continue to provide an outstanding service and high quality 
inspections for the Columbia Housing Authority. Shannon Platero, Housing Choice Voucher Program 
Specialist has done an excellent job performing Quality Control Inspections to ensure these 
inspections are high quality.      


 


 Timely Annual Reexaminations: Our agency completes annual recertification’s or updates at lease 
60-90 days in advance of the anniversary date, including notifying the family of any increases or 
decreases in rent at least 30 days before the anniversary date.  


 


 Proper selection of applicants from the housing choice voucher waiting list:  Our agency has 
preferences for our waiting list.  These preferences include a working preference and preferences for 
persons with disabilities and elderly persons.  SEMAP requires us to document that at least 98% of 
applicant families and admitted families sampled for quality control were selected from the waiting 
list for admission in accordance with our policies and met the selection criteria that determined their 
places on the waiting list and in their order of their selection.  Crystal Skinner, Intake Specialist does 
an excellent job documenting all preferences during the waiting list selection and admission process. 


 
A preference for Veterans was be added in 2015. 


 


 Lease Up Rate: The Housing Choice Voucher team is working hard to increase our lease up rate.  We 
have been able to lease up 86.2% of our allocated vouchers as of September 30, 2015, and utilized 
approximately 92% of our allocated funding.       


  
 
Staff Recommendation:  Adopt Resolution 2699 approving the submission of the annual Section Eight 
Management Assessment Program (SEMAP) report to the U.S. Department of Housing and Urban 
Development (HUD) for the Fiscal Year Ending September 30, 2015. 







Housing Authority of the City of Columbia, Missouri 
 


Board Resolution 
 


RESOLUTION #2699 
 


A Resolution To Approve The Submission of the Annual Section Eight Management 
Assessment Program (SEMAP) Report to the U.S. Department of Housing and Urban 


Development (HUD) for the Fiscal Year Ending September 30, 2015 
 


WHEREAS, the U.S. Department of Housing and Urban Development (HUD) has established the 
Section Eight Management Assessment Program (SEMAP) for the purpose of measuring the annual 
performance of public housing agencies (PHAs) that administer the Section 8 housing choice voucher 
program; and 


 
WHEREAS, SEMAP applies to PHA administration of the tenant-based Section 8 rental voucher 


and rental certificate programs (24 CFR part 982), the project-based component (PBC) of the certificate 
program (24 CFR part 983), and enrollment levels and contributions to escrow accounts for Section 8 
participants under the family self-sufficiency program (FSS) (24 CFR part 984), and 
 


WHEREAS, SEMAP assesses 14 indicators of performance designed to assess whether Section 8 
tenant-based assistance programs operate to help eligible families afford decent rental units at the correct 
subsidy cost; and 
 


WHEREAS, SEMAP also establishes a system for HUD to measure PHA performance in key Section 
8 program areas and to assign performance ratings; and 
 


WHEREAS, SEMAP provides procedures for HUD to identify PHA management capabilities and 
deficiencies in order to target monitoring and program assistance more effectively; and 
 


WHEREAS, PHAs can use the SEMAP performance analysis to assess and improve their own 
program operations; and 


 
WHEREAS, the Chief Executive Officer has compiled Section 8 Housing Choice Voucher Program 


data as required for the annual SEMAP submission to the U.S. Department of Housing and Urban 
Development; and 
 
 NOW, THEREFORE, BE IT RESOLVED that the Board of Commissioners of the Housing Authority of 
the City of Columbia, Missouri hereby adopts Resolution 2699 approving the submission of the annual 
Section Eight Management Assessment Program (SEMAP) report to the U.S. Department of Housing and 
Urban Development (HUD) for the Fiscal Year Ending September 30, 2015. 
 
 
_________________________________ 
Genie Rogers, Chair 
 
 
_________________________________ 
Phil Steinhaus, Secretary 
 
Adopted November 17, 2015 
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U.S. Department of Housing
and Urban Development                                                 (exp. 11/30/2016)
Office of Public and Indian Housing


Section 8 Management Assessment
Program (SEMAP)
Certification


                          OMB Approval No. 2577-0215 


Public reporting burden for this collection of information is estimated to average 12 hours per response, including the time for reviewing instructions,
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information.  This agency may
not conduct or sponsor, and you are not required to respond to, a collection of information unless it displays a currently valid OMB control number.


This collection of information is required by 24 CFR sec 985.101 which requires a Public Housing Agency (PHA) administering a Section 8 tenant-based
assistance program to submit an annual SEMAP Certification within 60 days after the end of its fiscal year.  The information from the PHA concerns the
performance of the PHA and provides assurance that there is no evidence of seriously deficient performance.  HUD uses the information and other data
to assess PHA management capabilities and deficiencies, and to assign an overall performance rating to the PHA.  Responses are mandatory and the
information collected does not lend itself to confidentiality.


Performance Indicators


1. Selection from the Waiting List.  (24 CFR 982.54(d)(1) and 982.204(a))
(a)  The PHA has written policies in its administrative plan for selecting applicants from the waiting list.


PHA Response Yes  No  


(b)  The PHA’s quality control samples of applicants reaching the top of the waiting list and of admissions show that at least 98% of the families in the
samples were selected from the waiting list for admission in accordance with the PHA’s policies and met the selection criteria that determined their places
on the waiting list and their order of selection.


PHA Response Yes  No  


2. Reasonable Rent.  (24 CFR 982.4, 982.54(d)(15), 982.158(f)(7) and 982.507)
(a)  The PHA has and implements a reasonable written method to determine and document for each unit leased that the rent to owner is reasonable based
on current rents for comparable unassisted units (i) at the time of initial leasing, (ii) before any increase in the rent to owner, and (iii) at the HAP contract
anniversary if there is a 5 percent decrease in the published FMR in effect 60 days before the HAP contract anniversary.  The PHA’s method takes into
consideration the location, size, type, quality, and age of the program unit and of similar unassisted units,  and any amenities, housing services,
maintenance or utilities provided by the owners.


PHA Response Yes  No  


(b)  The PHA’s quality control sample of tenant files for which a determination of reasonable rent was required shows that the PHA followed its written
method to determine reasonable rent and documented its determination that the rent to owner is reasonable as required for (check one):


PHA Response   At least 98% of units sampled   80 to 97% of units sampled   Less than 80% of units sampled


3. Determination of Adjusted Income.  (24 CFR part 5, subpart F and 24 CFR 982.516)
The PHA’s quality control sample of tenant files shows that at the time of admission and reexamination, the PHA properly obtained third party verification
of adjusted income or documented why third party verification was not available; used the verified information in determining adjusted income; properly
attributed allowances for expenses; and, where the family is responsible for utilities under the lease, the PHA used the appropriate utility allowances for
the unit leased in determining the gross rent for (check one):


PHA Response   At least 90% of files sampled   80 to 89% of files sampled   Less than 80% of files sampled


4. Utility Allowance Schedule.  (24 CFR 982.517)
The PHA maintains an up-to-date utility allowance schedule.  The PHA reviewed utility rate data that it obtained within the last 12 months, and adjusted
its utility allowance schedule if there has been a change of 10% or more in a utility rate since the last time the utility allowance schedule was revised.
PHA Response Yes  No  


5. HQS Quality Control Inspections.  (24 CFR 982.405(b))
A PHA supervisor (or other qualified person) reinspected a sample of units during the PHA fiscal year, which met the minimum sample size required by
HUD (see 24 CFR 985.2), for quality control of HQS inspections.  The PHA supervisor’s reinspected sample was drawn from recently completed HQS
inspections and represents a cross section of neighborhoods and the work of a cross section of inspectors.


PHA Response Yes  No  


6. HQS Enforcement.  (24 CFR 982.404)
The PHA’s quality control sample of case files with failed HQS inspections shows that, for all cases sampled, any cited life-threatening HQS deficiencies
were corrected within 24 hours from the inspection and, all other cited HQS deficiencies were corrected within no more than 30 calendar days from the
inspection or any PHA-approved extension, or, if HQS deficiencies were not corrected within the required time frame, the PHA stopped housing assistance
payments beginning no later than the first of the month following the correction period, or took prompt and vigorous action to enforce the family obligations
for (check one):
PHA Response   At least 98% of cases sampled   Less than 98% of cases sampled


Instructions   Respond to this certification form using the PHA’s actual data for the fiscal year just ended.


PHA Name For PHA FY Ending (mm/dd/yyyy) Submission Date (mm/dd/yyyy)


Check here if the PHA expends less than $300,000 a year in Federal awards   
Indicators 1 - 7 will not be rated if the PHA expends less than $300,000 a year in Federal awards and its Section 8 programs are not audited
for compliance with regulations by an independent auditor.  A PHA that expends less than $300,000 in Federal awards in a year must still
complete the certification for these indicators.
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7. Expanding Housing Opportunities.  (24 CFR 982.54(d)(5), 982.153(b)(3) and (b)(4), 982.301(a) and 983.301(b)(4) and (b)(12)).
Applies only to PHAs with jurisdiction in metropolitan FMR areas.
Check here if not applicable  


(a)  The PHA has a written policy to encourage participation by owners of units outside areas of poverty or minority concentration which clearly delineates
areas in its jurisdiction that the PHA considers areas of poverty or minority concentration, and which includes actions the PHA will take to encourage
owner participation.
PHA Response Yes  No  


(b)  The PHA has documentation that shows that it took actions indicated in its written policy to encourage participation by owners outside areas of poverty
and minority concentration.
PHA Response Yes  No  


(c)  The PHA has prepared maps that show various areas, both within and neighboring its jurisdiction, with housing opportunities outside areas of poverty
and minority concentration; the PHA has assembled information about job opportunities, schools and services in these areas; and the PHA uses the maps
and related information when briefing voucher holders.
PHA Response Yes  No  


(d)  The PHA’s information packet for voucher holders contains either a list of owners who are willing to lease, or properties available for lease, under
the voucher program, or a list of other organizations that will help families find units and the list includes properties or organizations that operate outside
areas of poverty or minority concentration.
PHA Response Yes  No  


(e)  The PHA’s information packet includes an explanation of how portability works and includes a list of neighboring PHAs with the name, address and
telephone number of a portability contact person at each.
PHA Response Yes  No  


(f)  The PHA has analyzed whether voucher holders have experienced difficulties in finding housing outside areas of poverty or minority concentration
and, where such difficulties were found, the PHA has considered whether it is appropriate to seek approval of exception payment standard amounts in
any part of its jurisdiction and has sought HUD approval when necessary.
PHA Response Yes  No  


8. Payment Standards.  The PHA has adopted current payment standards for the voucher program by unit size for each FMR area in the PHA jurisdiction
and, if applicable, for each PHA-designated part of an FMR area, which do not exceed 110 percent of the current applicable FMR  and which are not
less than 90 percent of the current FMR (unless a lower percent is approved by HUD).  (24 CFR 982.503)


PHA Response Yes  No  


Enter current FMRs and payment standards (PS)


0-BR FMR _________ 1-BR FMR _________ 2-BR FMR _________ 3-BR FMR ________ 4-BR FMR _________


PS _______________ PS _______________ PS _______________ PS _______________ PS _______________


If the PHA has jurisdiction in more than one FMR area, and/or if the PHA has established separate payment standards for a PHA-designated
part of an FMR area, attach similar FMR and payment standard comparisons for each FMR area and designated area.


9. Annual Reexaminations.  The PHA completes a reexamination for each participating family at least every 12 months.  (24 CFR 982.516)


PHA Response Yes  No  


10. Correct Tenant Rent Calculations.  The PHA correctly calculates tenant rent in the rental certificate program and the family rent to owner in the rental
voucher program.  (24 CFR 982, Subpart K)


PHA Response Yes  No  


11. Precontract HQS Inspections.  Each newly leased unit passed HQS inspection before the beginning date of the assisted lease and HAP contract.  (24 CFR
982.305)


PHA Response Yes  No  


12. Annual HQS Inspections.  The PHA inspects each unit under contract at least annually.  (24 CFR 982.405(a))


PHA Response Yes  No  


13. Lease-Up.  The PHA executes assistance contracts on behalf of eligible families for the number of units that has been under budget for at least one year.


PHA Response Yes  No  


14a. Family Self-Sufficiency Enrollment.  The PHA has enrolled families in FSS as required.  (24 CFR 984.105)
Applies only to PHAs required to administer an FSS program .
Check here if not applicable  
PHA Response
a. Number of mandatory FSS slots (Count units funded under the FY 1992 FSS incentive awards and in FY 1993 and later


through 10/20/1998.  Exclude units funded in connection with Section 8 and Section 23 project-based contract
terminations; public housing demolition, disposition and replacement; HUD multifamily property sales; prepaid or
terminated mortgages under section 236 or section 221(d)(3); and Section 8 renewal funding.  Subtract the number of
families that successfully completed their contracts on or after 10/21/1998.)


or, Number of mandatory FSS slots under HUD-approved exception
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b. Number of FSS families currently enrolled


c. Portability:  If you are the initial PHA, enter the number of families currently enrolled in your FSS program, but who
have moved under portability and whose Section 8 assistance is administered by another PHA


Percent of FSS slots filled (b + c divided by a)


 14b. Percent of FSS Participants with Escrow Account Balances.   The PHA has made progress in supporting family self-sufficiency as measured by the
percent of currently enrolled FSS families with escrow account balances.  (24 CFR 984.305)
Applies only to PHAs required to administer an FSS program .
Check here if not applicable  


PHA Response Yes  No  


Portability:  If you are the initial PHA, enter the number of families with FSS escrow accounts currently enrolled in your
FSS program, but who have moved under portability and whose Section 8 assistance is administered by another PHA


Deconcentration Bonus Indicator   (Optional and only for PHAs with jurisdiction in metropolitan FMR areas).


The PHA is submitting with this certification data which show that:


(1) Half or more of all Section 8 families with children assisted by the PHA in its principal operating area resided in low poverty census tracts at the end of the last
PHA FY;


(2) The percent of Section 8 mover families with children who moved to low poverty census tracts in the PHA’s principal operating area during the last PHA FY
is at least two percentage points higher than the percent of all Section 8 families with children who resided in low poverty census tracts at the end of the last
PHA FY;


or
(3) The percent of Section 8 mover families with children who moved to low poverty census tracts in the PHA’s principal operating area over the last two


PHA FYs is at least two percentage points higher than the percent of all Section 8 families with children who resided in low poverty census tracts at the
end of the second to last PHA FY.


PHA Response Yes  No             If yes, attach completed deconcentration bonus indicator addendum.


I hereby certify that, to the best of my knowledge, the above responses under the Section 8 Management Assessment Program (SEMAP) are true and accurate
for the PHA fiscal year indicated above.  I also certify that, to my present knowledge, there is not evidence to indicate seriously deficient performance that casts
doubt on the PHA’s capacity to administer Section 8 rental assistance in accordance with Federal law and regulations.


Warning:  HUD will prosecute false claims and statements.  Conviction may result in criminal and/or civil penalties.  (18 U.S.C. 1001, 1010, 1012;   31 U.S.C. 3729, 3802)


Executive Director, signature Chairperson, Board of Commissioners, signature


___________________________________________________________ _________________________________________________________


Date (mm/dd/yyyy) ____________________________________________ Date (mm/dd/yyyy) _________________________________________


The PHA may include with its SEMAP certification any information bearing on the accuracy or completeness of the information used by the PHA in providing its
certification.
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SEMAP Certification - Addendum for Reporting Data for Deconcentration Bonus Indicator


Date (mm/dd/yyyy) ____________________________


PHA Name ______________________________________________________________________________________


Principal Operating Area of PHA _____________________________________________________________________
(The geographic entity for which the Census tabulates data)


Special Instructions for State or regional PHAs.   Complete a copy of this addendum for each metropolitan area or portion of a metropolitan area  (i.e., principal
operating areas) where the PHA has assisted 20 or more Section 8 families with children in the last completed PHA FY.  HUD will rate the areas separately
and the separate ratings will then be weighted by the number of assisted families with children in each area and averaged to determine bonus points.


1990 Census Poverty Rate of Principal Operating Area __________________________________________________


Criteria to Obtain Deconcentration Indicator Bonus Points
To qualify for bonus points, a PHA must complete the requested information and answer yes for only one of the 3 criteria below.  However,
State and regional PHAs must always complete line 1) b for each metropolitan principal operating area.


1) __________ a. Number of Section 8 families with children assisted by the PHA in its principal operating area at the end of the last PHA
FY who live in low poverty census tracts.  A low poverty census tract is a tract with a poverty rate at or below the overall
poverty rate for the principal operating area of the PHA, or at or below 10% whichever is greater.


__________ b. Total Section 8 families with children assisted by the PHA in its principal operating area at the end of the last PHA FY.


__________ c. Percent of all Section 8 families with children residing in low poverty census tracts in the PHA’s principal operating area
at the end of the last PHA FY (line a divided by line b).


Is line c 50% or more? Yes  No  


2) __________ a. Percent of all Section 8 families with children residing in low poverty census tracts in the PHA's principal operating area
at the end of the last completed PHA FY.


__________ b. Number of Section 8 families with children who moved to low poverty census tracts during the last completed PHA FY.


__________ c. Number of Section 8 families with children who moved during the last completed PHA FY.


__________ d. Percent of all Section 8 mover families with children who moved to low poverty census tracts during the last PHA fiscal
year (line b divided by line c).


Is line d at least two percentage points higher than line a? Yes  No  


3) __________ a. Percent of all Section 8 families with children residing in low poverty census tracts in the PHA's principal operating area
at the end of the second to last completed PHA FY.


__________ b. Number of Section 8 families with children who moved to low poverty census tracts during the last two completed PHA FYs.


__________ c. Number of Section 8 families with children who moved during the last two completed PHA FYs.


__________ d. Percent of all Section 8 mover families with children who moved to low poverty census tracts over the last two completed
PHA FYs (line b divided by line c).


Is line d at least two percentage points higher than line a? Yes  No  


If one of the 3 criteria above is met, the PHA may be eligible for 5 bonus points.


See instructions above concerning bonus points for State and regional PHAs.
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To: Board of Commissioners 
 
From: Phil Steinhaus, CEO 
 
Date: November 17, 2015 
 
RE: Resolution 2697:  A Resolution to Approve an Updated Job Description for the position of Intake 


Coordinator and a Change in the Salary Range of the Director of Modernization and Maintenance 
and Approving Updates to Appendix 1 - Organizational Chart and Appendix 3 – Range and Salary 
Plan to the CHA Personnel Policy. 


 
 
Intake Coordinator 
Our current Public Housing Intake Coordinator, has accepted the newly created position of Project-Based 
Voucher Specialist.  As she transitions between positions, we have re-evaluated the Intake Coordinator 
Position in the concept to our transition to an agency utilizing a larger number of Project-Based Vouchers 
and Housing Choice Vouchers in the future and a smaller number of public housing units. 
 
Therefore, I believe that it is in our best interest to combine the separated duties of the Intake Coordinator 
for the Public Housing and Housing Choice Voucher Programs into a single position that will accept and 
process applications for both Public Housing and our Housing Choice Voucher Program, including Project-
Based Vouchers.  This position has existed as a combined position in the past. 
 
I have reviewed the revised description for the Intake Coordinator and made appropriate changes to the 
job duties and responsibilities to include processes applications for both Public Housing and our Housing 
Choice Voucher Program, including Project-Based Vouchers.  Our current Special Programs Specialist who 
administers our VASH vouchers will continue to conduct the intake activities for all VASH participants 
including the Project-Based Vouchers at the Patriot Place Apartments. 
 
Director of Modernization and Maintenance 
Our current Director of Modernization and Maintenance is an integral part of the Columbia Housing 
Authority’s team of Senior Staff and an invaluable asset to the CHA.  I am recommending that the salary 
range for this position be raised from Range F ($40,000-$55,000) to Range G ($42,000-$67,000) which will 
be commensurate with all other CHA senior staff. 
 
 
CEO Recommendation:  Adopt Resolution 2697 approving an updated job description for the position of 
Intake Coordinator and a change in the salary range of the Director of Modernization and Maintenance 
and approving updates to Appendix 1 - Organizational Chart and Appendix 3 – Range and Salary Plan to 
the CHA Personnel Policy. 







 


Housing Authority of the City of Columbia, Missouri 
 


Board Resolution  


RESOLUTION #2697 
 


A Resolution to Approve an Updated Job Description for the position of Intake 
Coordinator and a Change in the Salary Range of the Director of Modernization and 


Maintenance and Approving Updates to Appendix 1 - Organizational Chart and Appendix 
3 – Range and Salary Plan to the CHA Personnel Policy. 


 
WHEREAS, the Columbia Housing Authority recognizes that the business and the organization of 


the agency is constantly evolving based on changing work requirements and specific employee skills, 
training, and experience; and  


WHREREAS, in an effort to stay current with changes in the workplace and to ensure that 
employee job descriptions match their changing work responsibilities, the CHA practices a policy of 
continuously reviewing and revising current employee job descriptions to meet these changing work and 
training requirements; and  


WHEREAS, recent personnel changes have resulted in the reevaluation of the existing position of 
the Intake Coordinator that will result in this position taking on additional responsibilities for accepting 
and processing applications for housing assistance for all of the CHA’s housing assistance programs; and  


WHEREAS, this updated job description reflects changing staff roles as they relate to the CHA’s 
conversion from the Public Housing Subsidy model to that of managing Project-Based Voucher subsidies 
as a result of our renovation of our public housing properties through the Rental Assistance 
Demonstration (RAD) program; and  


WHEREAS, in consultation with the CHA senior management team and the CEO has determined 
that it would be in the best interest of the CHA to revise the position of Intake Coordinator to improve the 
internal coordination of the application and intake process for the CHA housing assistance programs; and  


WHEREAS, the position of Director of Modernization and Maintenance is an integral part of the 
Columbia Housing Authority’s team of Senior Staff; and 


WHEREAS, the CEO has also reviewed the salary range of this position and recommends that this 
position be raised from Range F ($40,000-$55,000) to Range G ($42,000-$67,000) which will be 
commensurate with all other CHA senior staff; and 


NOW, THEREFORE, BE IT RESOLVED that the Board of Commissioners of the Housing Authority of 
the City of Columbia, Missouri hereby adopts Resolution 2697 approving an updated job description for 
the position of the Intake Coordinator and a change in the salary range of the Director of Modernization 
and Maintenance and approving updates to Appendix 1 - Organizational Chart and Appendix 3 – Range 
and Salary Plan to the CHA Personnel Policy as attached hereto and made a part hereof. 
 
 
_________________________________ 
Genie Rogers, Chair 
 
 
_________________________________ 
Phil Steinhaus, Secretary 
 
Adopted November 17, 2015 
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Housing Authority of the City of Columbia, Missouri 
Personnel Organization Plan 


Appendix 3 - Range and Salary Plan 


 


Range Amount Position 


    
A 


Prevailing 


Wage 
Part-Time, Temporary and Grant Employees  


    


B 
$20,800 


to 
$28,000 


Receptionist Clerk/Administrative Assistant I Unit Restoration I 


Intake Assistant Grounds Keeper 


Building Maintenance I 
 


 


  


    


C 
$22,800 


to 
$33,000 


Assistant Public Housing Manager Inside / Outside  Preventive 
Maintenance 


Assistant Public Housing Manager / 
Safety Department Administrative Assistant 


Work Order Specialist 


Inventory & Work Order Specialist 


Building Maintenance II Unit Restoration II 


  


    


D 
$26,000 


to 
$38,000 


Executive Assistant Section 8 Specialist 


Financial Assistant I 
 
 


Procurement & Work Order Specialist 


Human Resource Specialist Maintenance Mechanic I 


Housing Intake Coordinator Systems Specialist Assistant 


Public Housing Manager I  


  


    


E 
$29,000 


to 
$43,000 


Financial Assistant II Special Programs Specialist and Intake 
Coordinator Public Housing Manager II 


Public Housing Leasing & Collections Coordinator Housing Choice Voucher Case 
Manager/Portability Specialist Maintenance Mechanic II 


Safety Officer HCV Project-Based Voucher Specialist 


CHALIS Grant Finance Manager Housing Development Coordinator 


  


  
 


F 


$40,000 
to 


$55,000 


Accountant Human Resource Manager 


  


  


    


G 
$42,000 


to 
$67,000 


Director of Asset Management Director of Public Housing Operations 


Director of Finance & Human Resources Director of Housing Voucher Programs 


Director of Resident Services Director of Safety 


Director of Modernization and Maintenance  


    


H 


$70,000 


to 


$110,000 


Chief Executive Officer  


     


  







 


 


HOUSING INTAKE COORDINATOR 
 
DEPARTMENT: HOUSING PROGRAMS 
POSTING: INTERNAL POSTING UNTIL 5:00 PM November 12th, 2015 
DATE OF POSTING: November 5th, 2015 
 


SALARY RANGE MINIMUM MAXIMUM 


ANNUAL: $26,000.00 $38,000.00 


MONTHLY: $2,166.67 $3,166.67 


BI-WEEKLY: $1000.00 $1,461.54 


HOURLY: $12.50 $18.27 


 
STARTING SALARY: Based on experience, plus fringe benefits 


APPLICATION DEADLINE:  5:00 PM Thursday, November 12th 2015  


STARTING DATE:  ASAP 


POSITION SUMMARY: Responsible for responding to affordable housing assistance inquiries, providing 
community outreach for the affordable housing program, reviewing low-income housing assistance 
applications and determining eligibility through established screening procedures; maintaining waiting 
lists; coordinating monthly applicant orientation meetings.  Requires superior knowledge of federal 
regulations relating to admission to the affordable housing program.  


PARTIAL LISTING OF MINIMUM QUALIFICATIONS:  Highly organized, detail oriented individual who 
must be dependable and possess excellent communication and interpersonal skills to work effectively 
with staff and low-income applicants, strong computer skills, excellent file management skills, 
investigative techniques, and ability to maintain confidentiality. Must possess or be willing to learn 
federal regulations relating to admissions for affordable housing program.  Must be bondable and 
insurable.  Must maintain a current Missouri driver’s license.    Must be able to travel overnight for a 
minimum of 15 days annually for training or attendance at conferences/workshops.  Must maintain a 
bank account for the purpose of receiving direct deposit of payroll. Must pass a pre-employment drug 
and criminal background screen. 
 
 


A copy of the complete position description is attached. 
 


Employment applications are available at the CHA Administration Building, 201 
Switzler Street or on the web at www.columbiaha.com. 


 
For accommodations related to disability please call 
 (573) 443-2556 ext. 1120 or TTY Relay 800-735-2966 


 
The Housing Authority of the City of Columbia, Missouri 


Is an equal opportunity employer. 



http://www.columbiaha.com/





 


 
Position Description 


 
HOUSING INTAKE COORDINATOR 


 
REPORTS TO: Director of Housing Programs 
 
SUMMARY OF POSITION: This position is responsible for responding to affordable housing assistance 
inquiries, providing community outreach for the affordable housing program, reviewing low-income 
housing assistance applications and determining eligibility through established screening procedures; 
maintaining waiting lists; and coordinating monthly applicant orientation meetings.   
 
It requires superior knowledge of federal regulations relating to admission to the public housing 
program.  Must have demonstrated organizational abilities and work well with the public. 
 
MAJOR DUTIES AND RESPONSIBILITIES: 


 Respond to inquiries regarding CHA’s public housing program. 


 Conduct outreach for the public housing program administered by the CHA including information 
on unit availability, the application process, and eligibility guidelines.  


 Participate in the Housing 101 lunch briefing for social service agency employees 


 Represent CHA at the Project Homeless Connect effort 


 Create materials to promote the public housing program as appropriate 


 Coordinate orientation to the public housing program.  


 Review applications and determine the eligibility of applicants under the CHA’s adopted Public 
Housing Admissions and Continued Occupancy Policy (ACOP) including the initial determination of 
family composition, income eligibility, and the qualification for local preferences.  


 Review applications and determine the eligibility of applicants under the CHA’s adopted Housing 
Choice Voucher Administrative Plan including the initial determination of family composition, 
income eligibility, and the qualification for local preferences.  


 Coordinate translation services for LEP applicants 


 Assist applicants with filling out applications as needed 


 Perform landlord reference checks, criminal background reviews, and income verification for the 
public housing program 


 Request and retrieve criminal history checks from local and state law enforcement agencies. 


 Perform home visits to applicants as required  


 Research, review and assist in purchasing decisions regarding application and background check 
software and services 


 Monitor arrest reports and Aleir reports for information on applicants 







 


 Monitor the public housing lease log 


 Assist managers with requests to add to lease and transfer requests as needed 


 Maintain the applicant waiting list and Intake Status report for affordable housing and Housing 
Choice Voucher in accordance with federal regulations and the CHA ACOP and HCV Administrative 
Plan. 


 Assist in meeting the goals as indicated in the CHA’s Annual and Five-Year Plans. 


 Maintain necessary files and documentation as required by federal regulation. 


 Perform other work as assigned by the Director of Housing Programs 


 Prepares or assists in the preparation, calculation, typing, proof reading and recording of statistical 
and financial data. 


 Responsible for the preparation of orientation packets for HCV applicants and new HCV landlords. 


 Completes special projects as assigned. 


 Performs related work as assigned by Housing Programs, HCV, and Project-Based Specialist. 


 Assists with unit relocation process as needed. 
 


REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES: 


 Significant knowledge of federal regulations relating to admissions for public housing program 


 Must be able to obtain Public Housing Specialist or Occupancy Specialist certification within one 
year of hiring 


 Ability to exercise considerable judgment, tact, and confidentiality in working with applicants and 
the general public. 


 Ability to manage multiple projects in a timely and effective manner. 


 Ability to implement, without supervision, continuing assignments requiring materials organization, 
report preparation, and decision making within the guidelines of policies and procedures. 


 Ability to establish and maintain effective working relationships with superiors, associates, 
administrators, and the general public, as well as the ability to work with a diverse population that 
includes singles, families, the elderly, LEP persons and persons with disabilities. 


 Ability to function as part of a team with management and maintenance to turns units in under 15 
days 


 Ability to work with professionals from social service agencies, courts, refugee centers, etc. 


 Ability to express oneself effectively both orally and in writing and to prepare clear, concise, 
comprehensive reports and effective and accurate correspondence. 


 Ability to utilize computer hardware and software required to meet the general responsibilities of 
the position. 


 
EDUCATION AND EXPERIENCE: 


 High school diploma or its equivalent. 


 Bachelor’s degree in social service, business or public administration or a related field is preferred. 


 Minimum of two years’ experience and/or training in public administration, business or general or 
property management. 







 


 Experience with computers and software systems. 


 
SPECIAL REQUIREMENTS: 


 Must be bondable and insurable. 


 Must have a current valid State of Missouri vehicle operator’s license. 


 Must be willing to travel overnight for a minimum of 15 days annually for training or attendance at 
conferences/workshops. 


 Must be able to obtain and maintain a bank account for the purpose of receiving directly deposited 
payroll. 


 Must pass a pre-employment drug and criminal background screen 


 


_______________________________________  __________________________________ 
Employee Signature     Date 
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Columbia 
Housing Authority 


Housing Authority 
of the City of Columbia, Missouri 


201 Switzler Street, Columbia, MO  65203 
Office: 573.443.2556 ♦ TTY Relay: 800.735.2966 ♦ Fax: 573.443.0051 ♦ www.ColumbiaHA.com 


COMMISSIONERS 


Genie Rogers, Chair 
Mary Anne McCollum, Vice-Chair 


Bob Hutton 
Max Lewis 


Ed Robinson 


Phil Steinhaus, CEO 


Open Meeting Notice 


Board of Commissioners Meeting 


Date: Tuesday, November 17, 2015 


Time: 5:30 p.m. 


Place: Columbia Housing Authority, 201 Switzler Street 


I. Call to Order/Introductions 


II. Roll Call 


III. Adoption of Agenda 


IV. Approval of and October 20, 2015 Open Meeting Minutes 


V. Recognition of Achievement 


VI. Public Comment (Limited to 5 minutes per speaker) 


RESOLUTIONS 


VII. Resolution 2697:  A Resolution to Approve an Updated Job Description for the position of Intake 
Coordinator and a Change in the Salary Range of the Director of Maintenance and Modernization 
and Approving Updates to Appendix 1 - Organizational Chart and Appendix 3 – Range and Salary 
Plan to the CHA Personnel Policy. 


VIII. Resolution 2698:  A Resolution to Adopt Revisions to the Columbia Housing Authority Personnel 
Policy Related to Annual Leave and Holiday Policies that Will Improve the Columbia Housing 
Authority’s Ability to Attract New Employees and Retain Current Employees. 


IX. Resolution 2699:  To Approve The Submission of the Annual Section Eight Management 
Assessment Program (SEMAP) Report to the U.S. Department of Housing and Urban Development 
(HUD) for the Fiscal Year Ending September 30, 2015. 


X. Resolution 2700:  A Resolution Authorizing the Housing Authority of the City of Columbia, 
Missouri to Issue its Multifamily Housing Revenue Bonds (Stuart Parker/Paquin Tower 
Apartments) on Behalf of Stuart Parker Housing Development Group, LP to Provide Funds to 
Finance a Portion of the Costs of the Acquisition and Rehabilitation of a 284-Unit Housing Project; 
Authorizing and Approving Certain Documents in Connection with the Issuance of the Bonds; 
Authorizing Certain Other Actions in Connection with the Issuance of the Bonds; and Rescinding 
Resolution #2689. 


REPORTS 


XI. Affordable Housing Initiative Report 
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XII. Monthly Management Reports for Public Housing, Housing Choice Voucher Programs, Resident 
Services, and Safety. 


XIII. Current Events 


XIV. Process for Conducting the Annual Evaluation of the CEO 


PUBLIC AND COMMISSIONER COMMENT 


XV. Public Comment (Limited to 5 minutes per speaker) 


XVI. Commissioner Comment  


XVII. Adjournment  


 


If you wish to participate in the meeting and require specific accommodations or services related to 
disability, please contact Ms. ElTonya Rhoades, Executive Assistant at (573) 443-2556, extension 1122, 
at least one working day prior to the meeting. (Email: www.columbiaha.com/contact  Administration) 


Media Contact: Phil Steinhaus, CEO  
 Phone:  (573) 443-2556 
  E-mail:  www.ColumbiaHA.com  Contact Us  Administration 


A complete agenda packet is available for review at all CHA offices during regular business hours and 
posted on the CHA web site at:  www.ColumbiaHA.com. 



http://www.columbiaha.com/contact

http://www.columbiaha.com/

http://www.columbiaha.com/





