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INTRODUCTION 
 

This Bulletin applies to all physical inspections conducted using the HUD UPCS protocol and includes 
and supersedes all previous editions and updates. 

It incorporates all previous guidance that HUD has given on several matters pertaining to physical 
inspections. It provides answers to some of the most common questions received from inspectors in the 
field and clarifies certain areas of the inspection protocol to further ensure that physical inspections are 
objective and conducted in accordance with the protocol. 

The information in this Bulletin has been previously communicated through email, training sessions, and 
other methods. It has been compiled here for ease of reference. 

Lǘ ƛǎ ǘƘŜ ƛƴǎǇŜŎǘƻǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŀǇǇƭȅ ǘƘƛǎ ƎǳƛŘŀƴŎŜ ǿƘŜƴ ŎƻƴŘǳŎǘƛƴƎ ¦t/{ ƛƴǎǇŜŎǘƛƻƴǎΦ CŀƛƭǳǊŜ ǘƻ 
apply and follow these guidelines will negatively impact your performance and evaluation as an inspector. 

If you have any questions about the material included in this Bulletin, please contact the Real Estate 
Assessment Center (REAC) Technical Assistance Center (TAC) at 888-245-4860 or send email to:  
https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/support/tac 
 
Updates to this Bulletin, as well as other information of which you need to be aware, can be found at: 
https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/pa
ss_bulletin 
 

Information on REACôs Quality Assurance (QA) program and frequently asked questions (FAQs) about 

the UPCS protocol can be found at: 

https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/q

a  

 

INSPECTOR ADMINISTRATION: 

https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/in

spectors 

 

UPCS TRAINING: 

https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/in

sp-cert 

 

TR/DBA: 

https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/p

ass_guideandrule 

 

 
 

 

 

https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/support/tac
https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/pass_bulletin
https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/pass_bulletin
https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/qa%20
https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/qa%20
https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/inspectors
https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/inspectors
https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/insp-cert
https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/insp-cert
https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/pass_guideandrule
https://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/reac/products/pass/pass_guideandrule
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BUILDINGS, UNITS, AND GENERAL INFORMATION 
 DEFINITIONS 

 

A. ALL -I NCLUSIVE L IST. A list of all the occupied, vacant, and non-revenue units (including the number 
of bedrooms per unit) in each building of the property. Only the altered units, commonly known, as 
permanent off-line units will not be included. To determine the units that will be inspected and to 
record property occupancy, an inspector must use a rent roll, site map or self-prepared list that includes 
all occupied and vacant units/buildings. 

B. COMMERCIAL OR L EASED SPACE. Commercial leased space is defined as an area of a building or 
separate building that is being rented to a specific third party business or organization and is not being 
used as a residential unit. 

1. On all properties, with exception to Project-based Section 8 Multifamily Housing 
properties with no active loan. Commercial or leased space must be inspected and the 
deficiencies observed recorded in the appropriate Common Areas. Components and other 
equipment represented as being owned by the lessee need not be inspected for proper operation 
(e.g., ovens, freezers, shelves, etc.). All Health and Safety deficiencies on items owned by the lessee 
must be recorded under [Common Area], [Health and Safety], [appropriate floor level], [Hazards], 
[Any Other - This Does Pose a Risk of Bodily Injury]. If the property provides documentation from the 
local HUD Field Office that identifies specific leased commercial space as being exempt from the 
inspection, it will not be inspected. In the comments field on the Development (PHA)/Property 
(MFH) screen the inspector must reference the HUD documentation and include the effective date 
range for the exemption and the name of the HUD staff authorizing the exemption. 

2. Project-based Section 8 Multifamily Housing properties with no active loan. Commercial 
leased space will not be inspected. All other non-residential spaces in a sample building must be 
inspected. Do not include a building in the profile if it only contains commercial leased spaces and 
there are no other areas of the building that the Section 8 residents would utilize. 
 

C. HUD-INSURED PROPERTY. Any property that has an active HUD-insured mortgage. The inspector is 
required to inspect the sample units based on the total number of units and to inspect the Site, Building 
Exteriors, Systems, and Common Areas. 
 

D. I NDUSTRY STANDARD REPAIR  NOTICE . This notice provides clarification concerning inspection 
procedures to be followed by all Uniform Physical Condition Standard (UPCS) inspectors who conduct 
physical inspections of HUD assisted and insured properties. The inspection procedures are applicable to 
all properties that are subject to UPCS physical inspections. 

1. Standard. All repairs to address UPCS deficiencies in preparation for a REAC inspection shall be 
made in a good and workmanlike manner with materials that are suitable for the purpose and free 
ŦǊƻƳ ŘŜŦŜŎǘǎΦ ¢ƘŜ ǇƘǊŀǎŜ άƎƻƻŘ ŀƴŘ ǿƻǊƪƳŀƴƭƛƪŜ ƳŀƴƴŜǊέ ƳŜŀƴǎΥ ŀΦ 9ƴǎǳǊƛng that the component, 
as repaired, performs its intended function/purpose; and b. Finishing the repair in a manner 
reasonably compatible with design and quality of the original and adjoining decorative materials. 

2. Clarifying Guidance. Each repair is made in accordance with the industry standard for the 
inspectable item (e.g., a hole in the drywall is repaired using the same or equivalent materials, 
materials have the same texture, minimal deviation from and/or have an indistinguishable 
difference from the original esthetics/appearance.) A deficiency will be recorded for each sub-
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standard repair made to avoid or disguise an observed deficiency based on the size of the area 
affected and/or the item inspected. 

ü This notice is not intended for our UPCS inspectors to use as a means to record 
inspectable items as being deficient due their own preference or bias. 

ü  It should not be used to address code issues.  
ü ¢ƘŜ ƛƴǎǇŜŎǘƻǊ ǿƛƭƭ ŜƴǘŜǊ άbL{έΣ ƳŜŀƴƛƴƎ bƻǘ LƴŘǳǎǘǊȅ {ǘŀƴŘŀǊŘΣ ƛƴ ǘƘŜ ŎƻƳƳŜƴǘǎ ŦƛŜƭŘ Ŧƻr 

each deficiency that the inspector records due to the substandard repair and will 
provide a detailed comment for each explaining the circumstances for the NIS recording. 
This will allow REAC to track where and how many times these types of issues occur.  

ü For additional guidance refer Inspector Notice No. 2016-03 at 
https://portal.hud.gov/hudportal/documents/huddoc?id=ia_notice2016-03.pdf 

               INSPECTOR NOTE: Often, when properties are making or have made repairs to walls, floors, ceilings, 
etc., the new materials will not be an exact match to the original material colors. The inspector must 
use their best judgement and professional common sense when determining whether this is an 
acceptable repair or not. 

E. M ULTIFAMILY HOUSING (MF)  AND OFFICE OF HEALTHCARE PROGRAMS (OHP). Office of 
Multifamily Housing (MF) and Office of Healthcare Programs (OHP) properties are identified by their 
distinctive property ID whƛŎƘ ƛǎ ŀƭǿŀȅǎ ф ƛƴǘŜƎŜǊǎ ƛƴ ƭŜƴƎǘƘ ōŜƎƛƴƴƛƴƎ ǿƛǘƘ ŀƴ άуέ όŜΦƎΦ уллллмнопύΦ 

F. PUBLIC HOUSING (PIH) . Office of Public and Indian Housing; the REAC is an office within PIH. PIH 
properties are identified by their distinctive Development number that starts with two letters 
representing the state or US territory where the housing authority is located. 

G. PROFESSIONAL COMMON SENSE. This is a common-sense approach that inspectors are to use when 
conducting inspections. It includes exercising sound, practical, and prudent judgment based on the HUD 
ǇƘȅǎƛŎŀƭ ƛƴǎǇŜŎǘƛƻƴ ǘǊŀƛƴƛƴƎ ŀƴŘ ǘƘŜ ƛƴǎǇŜŎǘƻǊΩǎ ŜȄǇŜǊƛŜƴŎŜΦ tǊƻŦŜǎǎƛƻƴŀƭ ŎƻƳƳƻƴ ǎŜƴǎŜ ƛǎ ǘƻ ōŜ ŀǇǇƭƛŜŘ 
in conjunction with REAC guidance, UPCS protocol, and UPCS definitions. 

H. REAC TAC REFERENCE NUMBER. An identification number provided by the REAC TAC, given as 
necessary, to all inspectors for various issues. In some instances, an inspector will need to include the 
REAC TAC reference number to successfully upload an inspection. The number for the REAC TAC is 888-
245-4860. 

I. SERVICING M ORTGAGEE . A mortgage company approved by HUD to service HUD assisted or insured 
mortgages. Servicing mortgagees are required to have the properties in their HUD portfolio inspected by 
HUD certified inspectors using the UPCS inspection protocol. 

J. 504 UNITS. Refers to Section 504 of the Rehabilitation Act of 1973: These are units specifically designed 
for physically impaired residents.  

https://portal.hud.gov/hudportal/documents/huddoc?id=ia_notice2016-03.pdf
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GENERAL INFORMATION 
 

A. CERTIFICATES  

1. Boilers: A required boiler certificate may be issued by a city or state government agency, insurance 
company, or any other entity that has jurisdiction and/or authority to issue such a certification. During 
the ƛƴǎǇŜŎǘƛƻƴΣ ǘƘŜ ƛƴǎǇŜŎǘƻǊ Ƴǳǎǘ ǊŜŎƻǊŘ άbhέ ǳƴǘƛƭ ǘƘŜ ŎŜǊǘƛŦƛŎŀǘŜ ƛǎ ǇǊŜǎŜƴǘŜŘΦ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ǘƘŜ 
ƛƴǎǇŜŎǘƻǊ ǊŜǉǳŜǎǘǎ ǘƘŜ ŎŜǊǘƛŦƛŎŀǘŜ ǿƘŜƴ ƛƴ ǘƘŜ ǇǊƻǇŜǊǘȅ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΩǎ ƻŦŦƛŎŜ ŀƴŘ ǘƘŜ ŎŜǊǘƛŦƛŎŀǘŜ ƛǎ ƛƴ 
ǘƘŜ ōƻƛƭŜǊ ǊƻƻƳΣ ǘƘŜ ƛƴǎǇŜŎǘƻǊ ǊŜŎƻǊŘǎ άbhέ ǳƴǘƛƭ ǘhe boiler room is inspected and the inspector 
reviews the certificate. At which time the inspector should adjust their response accordingly. 

2. Fire alarm systems must be inspected by a local authority having jurisdiction or a licensed third 
party. The certificate must be legible and dated within one year of fire alarm system inspection.  

3. Lead Base Paint (LBP) Disclosure Form and Inspection Report: Inspectors are required to 
request the LBP disclosure form and inspection report from the property representative for all 
properties, regardless of the type of resident population, for buildings constructed prior to 1978. A 
comment must be provided in the Development (PHA)/Property (MFH) Comments field located on the 
Development (PHA)/Property (MFH) screen regarding resident population (ŜΦƎΦέ 9ƭŘŜǊƭȅ, no residents 
ǳƴŘŜǊ ǘƘŜ ŀƎŜ ƻŦ сέύΦ To determine whether the LBP disclosure form and inspection report is 
ŀǇǇƭƛŎŀōƭŜΣ ǘƘŜ ƛƴǎǇŜŎǘƻǊ Ƴǳǎǘ ǳǎŜ ǘƘŜ ōǳƛƭŘƛƴƎ ŎƻƴǎǘǊǳŎǘƛƻƴ ȅŜŀǊ ŀƴŘ ƴƻǘ ǘƘŜ ŘŀǘŜ ƻŦ άŎƻƳǇƭŜǘŜ 
ǊŜƘŀōƛƭƛǘŀǘƛƻƴέ ƻǊ other renovations. The inspector must randomly select five resident files to 
determine whether the required LBP disclosure form has been provided to and signed by the 
ǊŜǎƛŘŜƴǘǎΦ !ƭƭ ŦƛǾŜ ŦƛƭŜǎ Ƴǳǎǘ Ŏƻƴǘŀƛƴ ŜǾƛŘŜƴŎŜ ƻǊ ǘƘŜ ƛƴǎǇŜŎǘƻǊ Ƴǳǎǘ ǊŜŎƻǊŘ άbhΦέ 

4. An acceptable Lead-Based Paint Inspection Report ²ƛƭƭ ǎǇŜŎƛŦȅ ά[ŜŀŘ .ŀǎŜ tŀƛƴǘ LƴǎǇŜŎǘƛƻƴέ ƴƻǘ άwƛǎƪ 
!ǎǎŜǎǎƳŜƴǘέ ƻƴ ǘƘŜ ŎƻǾŜǊ ǇŀƎŜ. It shall be property specific (property name / address). Inspection 
performed by a licensed third party. Shall include the entire property ς not just a sampling of the 
building/units. Below are the detailed instructions for how to record the Lead- Based Inspection 
Report information in the DCD: 

ü LŦ ǘƘŜ ǇǊƻǇŜǊǘȅ ǿŀǎ ōǳƛƭǘ ƛƴ мфту ƻǊ ŀŦǘŜǊΣ ǎŜƭŜŎǘ άb!έ ŦƻǊ [.t LƴǎǇŜŎǘƛƻƴ wŜǇƻǊǘΦ 
ü If the property was built prior to 1978 but does not have the LBP Inspection Report, select 
άbƻέΦ 

ü If the property was built prior to 1978 and has a valid LBP Inspection Report, follow the steps 
below to record and photograph this information. 

ü {ǘŜǇ мΥ {ŜƭŜŎǘ ά/ŜǊǘƛŦƛŎŀǘŜǎέ ƛƴ ǘƘŜ пΦл ƛƴǎǇŜŎǘƛƻƴ ǎƻŦǘǿŀǊŜΦ LŦ ǘƘŜ ǇǊƻǇŜǊǘȅ ǿŀǎ ōǳƛƭǘ ǇǊƛƻǊ ǘƻ 
1978 and has a ǾŀƭƛŘ ά[ŜŀŘ .ŀǎŜ tŀƛƴǘ LƴǎǇŜŎǘƛƻƴ wŜǇƻǊǘέ ς ǎŜƭŜŎǘ ά¸ŜǎέΦ   

ü Step 2: Once you have completed the Property Information, Generate the inspection sample 
ü Step 3: Select ά{ƛǘŜέ ƛƴ ǘƘŜ bŀǾƛƎŀǘƻǊ ǎŎǊŜŜƴ 
ü {ǘŜǇ пΥ {ŜƭŜŎǘ άh5έ ƛƴ ǘƘŜ IŜŀƭǘƘ ϧ {ŀŦŜǘȅ ŀǊŜŀ ƻŦ {ƛǘŜ to enable a photo to be taken.  
ü Step 5: Select a building, if multiple buildings are on the property - select the first building. 
ü {ǘŜǇ сΥ {ŜƭŜŎǘ άIŀȊŀǊŘǎέ ŦǊƻƳ ǘƘŜ ƛǘŜƳǎ listed 
ü Step 7: {ŜƭŜŎǘ ά[ŜŀŘ IŀȊŀǊŘ wŜǇƻǊǘέ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ǇǊƻǾƛŘŜŘ 
ü Step 8: Enter required comment 
ü Step 9: Select camera icon and take photo of the LBP Inspection Report cover page 
ü {ǘŜǇ млΥ  {ŀǾŜ ǇƘƻǘƻ ŀƴŘ ǎŜƭŜŎǘ άCƛƴƛǎƘέ ό5ŜŦƛŎƛŜƴŎȅ ǎƘƻǳƭŘ ŀǇǇŜŀǊ ƛƴ ƭƛǎǘ ƻf deficiencies) 

 
B. CONDUCTING I NSPECTIONS 

1. All inspectors are required to conduct a REAC inspection by following the same protocol and guidance, 
and adhering to the following, as well as the Inspector Administration (IA) Business Rules and Notices 
and the Reverse Auction Program (RAP) Business Rules and Purchase Order Terms and Conditions. 
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2. Inspectors must inspect all five inspectable areas for each property: Site, Building Exterior, Building 
Systems, Common Area and Unit, except for mobile home parks. (See MH Park guidance on page 25) 

3. Inspectors are required to record all Health and Safety (H&S) deficiencies observed during the 
inspection. All Health and Safety deficiencies must be recorded when observed whether located in 
areas selected for inspection or not. This includes buildings not in the sample and structures that do 
not meet the REAC definition of a building. Exigent Health and Safety (EH&S) deficiencies observed on 
non-sample buildings, units, and structures will be recorded as [Site, Exterior or Common Area], 
[Health and Safety], [appropriate building, nearest building or floor level], [Hazards], [Any Other - This 
Does Pose a Risk of Bodily Injury]. For deficiencies observed on structures that do not meet the REAC 
definition of a building, assign the deficiency to the nearest building and provide the specific location 
and appropriate description in the optional comments field. These deficiencies must be included on 
the EH&S form. 

4. Inspectors must download the inspection prior to arriving at the property. 
5. Inspectors must use the most current version of the Data Collection Device (DCD) software, and be 

proficient in the use of the software. 
6. Only the inspector of record can conduct the REAC inspection, including observing and physically 

testing inspectable items, as well as recording and calling out all deficiencies. 

7. Inspector Notice No. 2016-02, A certified inspector providing independent consulting services of any 
kind on behalf of the property owner or representative is no longer permitted to attend an 
inspection, or participate in an inspection of record in any capacity. 

8. Inspectors must accurately record the property profile in the DCD before sample generation. 
9. Inspectors must properly identify and record all observations at the time they are observed using the 

following: No Observed Deficiency (NOD), Observed Deficiency (OD), or Not Applicable (NA.) In the 
rare situation that a Site or Unit inspectable item does not exist and there is no NA option in the 4.0 
software; record that inspectable item as NOD and provide an appropriate comment explaining that 
the item does not exist. The comment must be included in the Building Comments field on the 
Building Information screen for Unit items or in the Site Comments field on the Area Measurements 
window for Site items. 

10. A tape measure, flashlight, and a means to test inspectable devices up to 8 Feet, are the minimal tools 
required during all REAC inspections. The inspector will not carry any type of testing equipment such 
as: GFCI tester, Canned Smoke, etc. 

11. Additional Comments 
a. Any time the deficiency [Health and Safety], [Hazards], [Any Other - This does pose a risk of bodily 

injury] in any of the five Inspectable areas is selected, the Comments field must be used to provide 
a clear location (if not already clear from the decision tree) and description of the condition 
observed. 

b. For any deficiency recorded, (including NIS) the Comments field must be used if the location 
and/or condition are not fully described by the decision tree selected. This expressly applies to any 
Exigent Health and Safety item observed to assist the property in making timely repairs. See 
examples below: 
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c. ¢ƘŜ ƛƴǎǇŜŎǘƻǊ ǿƛƭƭ ŜƴǘŜǊ άbL{έΣ ƳŜŀƴƛƴƎ bƻǘ LƴŘǳǎǘǊȅ {ǘŀƴŘŀǊŘΣ ƛƴ ǘƘŜ ŎƻƳƳŜƴǘǎ ŦƛŜƭŘ ŦƻǊ ŜŀŎƘ 
deficiency that the inspector records due to the substandard repair and will provide a detailed 
comment for each explaining the circumstances for the NIS recording. This will allow REAC to track 
where and how many times these types of issues occur. See an example of an appropriate 
comment below. 

 

 
 

d. Inspectors must record all deficiencies observed regardless if a similar existing deficiency was 
already - recorded in the same building/unit. Use the optional comments field to specify the 
location for duplicate/similar deficiencies. 
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12. Recording Deficiencies: 
a. All deficiencies must be recorded in the DCD at the time they are observed. The exception is when 

a Site, Building Exterior, Building Systems, or Common Areas deficiency is observed while 
inspecting a unit (e.g. sprinkler head damage). In these cases, the inspector must complete the 
unit inspection and record tƘŜ ŘŜŦƛŎƛŜƴŎȅ ŀŦǘŜǊ ǘƘŜ ά9Ȅƛǘ ¦ƴƛǘέ ōǳǘǘƻƴ ƛǎ ǎŜƭŜŎǘŜŘ ƛƴ ǘƘŜ пΦл 
software. 

b. Unit: The inspector must complete inspecting a unit before moving on to another unit. 
c. Site, Building Exterior, Building Systems, and Common Areas: Each inspectable building and site 

area must be immediately recorded in the UPCS software as the inspection of that area is 
completed. 

d. Do not take written notes for the purpose of entering information in the DCD after leaving the unit 
ƻǊ ǇǊƻǇŜǊǘȅΦ wŜŎƻǊŘ ŀƭƭ άb!ǎέ ŀƴŘ άbh5ǎέ ōŜŦƻǊŜ ƭŜŀǾƛƴg the unit, the building and/or the 
property. 

13. Utilizing RAPID 4.0 Photo Software: 
a. Currently, photos are required to be taken and saved for all severity Level 3 (L3) defects and H&S 

deficiencies only. 
b. Inspector must make sure that No person or easily identifiable information appears in any photo. 
c. At least one photo is required that clearly depicts the cited deficiency and can withstand a second 

party verification. If additional photos are needed to fully illustrate the observed condition, RAPID 
allows the user to save a maximum of three photos per deficiency. 

d. Photos of inoperable item deficiencies (e.g. Smoke detectors, GFCI outlets, a door that will not 
latch, etc.) need only show the inoperable item. Inspectors should not attempt to demonstrate 
the defect in the photo. 

e. If a photo cannot be captured for an L3 defect, the inspector must obtain a TAC Number in order 
to continue the inspection. Inspector can submit an Area Specific TAC or Global TAC. 

1) Area Specific TAC - Inspector is unable to take a photo for a specific area (e.g., Building 
System, Unit) in that Building (e.g., Building 1). Area Specific TAC reasons: 
a) Hazardous Condition ς Area Specific (No Photo) 
b) Occupant Refusal ς Area Specific (No Photo) 
c) Restricted Area ς Area Specific (No Photo) 
d) Weather ς Area Specific (No Photo) 

2) Global TAC - Inspector is unable to take a photo for L3 defects for the remainder of the 
inspection. Global TAC for the Camera Malfunction or Software Malfunction options 
below will be rare as closing and re-starting the RAPID 4.0 Photo software will re-
initialize the camera function and allow the inspector to continue to take the required 
photos. Global TAC reasons: 
a) Camera Malfunction ς All Inspectable Areas (No Photo) 
b) Software Malfunction ς All Inspectable Areas (No Photo) 
c) Property/Owner Refusal ς All Inspectable Areas (No Photo) 

14. The inspection must be complete before leaving the property. Ensure that all nodes are green, use the 
"Check for Incomplete Items" button, and check the "Finish Inspection" box on the Inspection screen 
ōŜŦƻǊŜ ƭŜŀǾƛƴƎ ǘƘŜ ǇǊƻǇŜǊǘȅΦ LŦ ǘƘŜ ά/ƘŜŎƪ ŦƻǊ LƴŎƻƳǇƭŜǘŜ LǘŜƳǎϦ ōǳǘǘƻƴ ŦǳƴŎǘƛƻƴ ƛǎ ŜȄŜŎǳǘŜŘ ŀŦǘŜǊ 
leaving the property and missing information is discovered, the inspector must return to the property 
to complete the inspection. Please note that once the "Finish Inspection" box is selected, the 
inspection can no longer be edited. Do not edit the report after the inspection is completed. 
Timestamp data will reflect any action recorded after the inspection is complete and may cause the 
inspection to be held up or rejected. 

15. In addition to the DCD an inspector is required to have the following minimal essential tools: a tape 
ƳŜŀǎǳǊŜΣ ŦƭŀǎƘƭƛƎƘǘΣ ŀƴŘ ŀ ƳŜŀƴǎ ǘƻ ǘŜǎǘ ƛƴǎǇŜŎǘŀōƭŜ ƛǘŜƳǎ уΩ ŀƴŘ ōŜƭƻǿΦ LƴǎǇŜŎǘƻǊǎ ŀǊŜ ǊŜǉǳƛǊŜŘ ǘƻ 
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inspect all inspectable items and areas without assistance from property representatives except for 
those items specifically noted. 
a. OǇŜǊŀōƭŜ ǿƛƴŘƻǿǎ ǿƛǘƘ ǘƘŜƛǊ ƭƻŎƪƛƴƎ ƳŜŎƘŀƴƛǎƳǎ ŀǘ уΩ ƻǊ ƘƛƎƘŜǊ from the floor or landing are no 

longer required to be inspected for correct operation, but a visual inspection must be conducted 
by the inspector for broken/cracked glass, seal damage, etc.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. Except for these windows, testing is required for all other inspectable items, including those that 
are positioned over eight feet in height above the floor wherever they are located, including 
cathedral or vaulted ceilings.  

c. The property representative shall perform testing in the visual presence of the inspector for 
smoke detectors and all inspectable items, except windows, over eight feet in height above the 
floor (these inspectable items include, but are not limited to smoke detectors and emergency 
lighting).  

d. Except for windows, all other inspectable items over eight feet in height above the floor that are 
not tested must be recorded as OD.  

e. The property representative will also assist in testing all ovens and stoves in the presence of the 
inspector. (See page 69 or page 87 for the complete oven/stove testing policies) 

f. While conducting an inspection, an inspector is not to open closed bathroom or bedroom doors 
within a unit. The resident, if present, or property representative is responsible for providing 
access to all inspectable areas. 

16. All components that exist on a property that are in place for active service must function as designed 
or they are evaluated as deficient under the UPCS protocol. The following protocol applies for items 
that the POA has taken offline or out of service and evidence of the previous item still exists: 
a. All items must be evaluated for Health and Safety deficiencies regardless of whether the 

inspectable item is in service or off-line. 
b. If there is any doubt that the building component is still in service or might be brought back on-

line anytime in the future, the inspector must evaluate the component as inoperable. Components 
that have not been taken out of service must be evaluated for deficiencies under the UPCS 
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protocol. An example of an item that would be noted as deficient are trash chutes that the POA 
reports as abandoned, however one or more of the chute doors have not been permanently 
sealed shut. 

c. Building components that have been replaced and have not been removed because they are too 
large and/or expensive to remove from a building will not be evaluated as inoperable if the POA 
has clearly endeavored to take the item permanently off-line. Examples would be trash chutes 
ǿƘŜǊŜ ŀƭƭ ŘƻƻǊǎ ƘŀǾŜ ōŜŜƴ ǿŜƭŘŜŘ ǎƘǳǘΣ ƭŀǊƎŜ ōƻƛƭŜǊǎ ƛƴ ŀ ōǳƛƭŘƛƴƎΩǎ ōŀǎŜƳŜƴǘΣ ŀƴŘ ƻƭŘ ǎŜǊǾƛŎŜ 
elevators that have been obviously disabled and are no longer in use. 

17. A property representative must accompany an inspector throughout the entire inspection. 
a. If a property representative does not show up for the inspection, the inspector must secure a 

REAC TAC reference number immediately and report the inspection as unsuccessful. 
b. If the property representative leaves an inspector alone, the inspector must wait in an open public 

area or property office for the representative to return before resuming the inspection. 
c. If a property representative fails to accompany the inspector throughout the entire inspection 

(i.e., leaves and does not return), the inspector must secure a REAC TAC reference number 
immediately and report the inspection as unsuccessful. 

d. An inspector is to inspect no more than the total number of sample units generated by the UPCS 
software. If an inspector cannot meet the sample size after using all sample units and alternates, 
they must immediately contact REAC TAC and secure a REAC TAC reference number. 

e. If an inspector suspects that the property is sending personnel into inspectable areas ahead of the 
inspection for the purpose of repairing possible deficiencies, the inspector is to first request that 
the practice be terminated. If the problem persists, the inspector must immediately secure a REAC 
TAC reference number and report the inspection as unsuccessful. 

f.  Prior to or during the inspection, an inspector must not share sample building or unit numbers 
with property representatives before the actual inspection of the building or unit. An exception to 
this policy may be made for properties which are not master keyed. In such cases, the property 
representative may be provided with a list of sample units for the purposes of pulling keys only. 

g. To maintain statistical validity, it is important to select the sample units and alternates in the order 
in which they are displayed in the 4.0 software under the Navigator section (or the Building 
screen, Unit Information section). The order of selection within the UPCS software is critical. Once 
the units are properly selected, the order of inspection may be any order the inspector chooses to 
facilitate the inspection. 

18. /ƻƭƭŀōƻǊŀǘƛǾŜ vǳŀƭƛǘȅ !ǎǎǳǊŀƴŎŜ ό/v!ύ ǊŜǾƛŜǿǎ ŀǊŜ ǳǎŜŘ ǘƻ ŜǾŀƭǳŀǘŜ ŀƴ ƛƴǎǇŜŎǘƻǊΩǎ ǇǊƻǇŜǊ 
interpretation and execution of the inspection protocol. If a protocol question arises in which the 
inspector disagrees with the CQA inspector, or the inspector has other concerns, they may contact the 
REAC TAC at any time during the inspection. 

19. Limited Quality Assurance (LQA) reviews are used to determine if a recently completed inspection 
conducted by an inspector is a true representation of the physical condition of the property at the 
time the inspection took place. The focus is on verifying the quality of the inspection as well as 
ŀǎǎŜǎǎƛƴƎ ǘƘŜ ƛƴǎǇŜŎǘƻǊΩǎ ǇŜǊŦƻǊƳŀƴŎŜΦ 

20. Quality Control Inspection (QCI) is a review process that requires a PASS-QA inspector to conduct a 
second inspection of the same property. This allows REAC to determine if the UPCS protocol was 
followed and possibly eliminate the need of a third inspection. 

 
C. CAUSE AND/OR EFFECT:  TWO DEFECTS IN SAME A REA ï ONE CAUSED THE OTHER. 

1. If one deficiency creates another deficiency that is not an H&S, the inspector will record either the 
cause or the affect ς but not both.  For example, if you see both cracks/gaps and missing 
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pieces/holes/spalling in the same area of an exterior wall, do not record both, record only one of the 
twoΣ ŜƛǘƘŜǊ ǘƘŜ άŎŀǳǎŜέ or ǘƘŜ άŀŦŦŜŎǘέΣ ǿƘƛchever is the higher-level deficiency of the two. 

2. However, if an inspectable area deficiency also causes a Health and Safety (H&S) deficiency, the 
inspector must record both ǘƘŜ άŎŀǳǎŜέ and ǘƘŜ άŀŦŦŜŎǘέΦ For example, a broken window pane creates 
an H&S sharp edge ς record both. 

3. In the 4.0 software inspectors are required to record every observed deficiency of the same type 
regardless of the number of times it is observed. If the defect is of the type that is cumulative, the 
inspector will record each individual defect until it reaches the threshold for the next level. At that 
time the inspector will select the next level deficiency and enter a comment detailing the exact 
locations for each of the individual observations for this deficiency.   (Some examples of cumulative 
inspectable items are: Site -Graffiti, Unit ς lighting, Systems ς Fire Extinguishers) 

 
D. NOTIFICATION OF EXIGENT AND FIRE SAFETY HAZARDS OBSERVED (EH&S FORM) 

1. At the conclusion of the inspection, or at the conclusion of each day of a multi-day inspection, 
inspectors are required to leave only the completed Notification of Exigent and Fire Safety Hazards 
Observed (EH&S form) with the property representative. The inspector shall not provide any other 
document to the property representative. 

2. Inspectors must obtain a signature from the property representative on the EH&S form prior to 
leaving the property. If the property representative refuses to sign acknowledging receipt, the 
inspector is to note such refusal on the form and maintain on file for six months, as evidence of 
delivery to the property representative. HUD may request the inspector to provide the EH&S form at 
any time during the six-month period following the inspection. 

3. Inspectors may use either the current handwritten or Rapid 4.0 generated copy of the EH&S form. The 
requirements listed above must be adhered to regardless of the version used. If the inspector uses the 
electronic version of the EH&S form the following requirements also apply: 
a. Digital signatures are not permitted. Inspectors must print off the report and obtain the signature 

of the POA on the hardcopy form prior leaving the property at the end of each inspection day. 
b. The 4.0 software will print off all EH&S deficiencies regardless of the day they were observed. On 

second and subsequent days of multi-day inspections, the inspector must include the date each 
deficiency was observed in the right margin of the EH&S report prior to obtaining the th!Ωǎ ǎƛƎƴŀǘǳǊŜΦ 
This is not required for a one-day inspection or for the first day of a multi-day inspection. 

c. Inspectors must always be prepared to generate a hard copy of an EH&S report in the event of 
technical issues that may arise in the field. 

d. Inspectors can use their own printer or may request that the POA print off a copy of the DCD 4.0 
ƎŜƴŜǊŀǘŜŘ 9Iϧ{ ǊŜǇƻǊǘΦ ¦ǎŜ ƻŦ ǘƘŜ th!Ωǎ ŜǉǳƛǇƳŜƴǘ ǘƻ ƎŜƴŜǊŀǘŜ ǘƘŜ ŜƭŜŎǘǊƻƴƛŎ 9Iϧ{ ŦƻǊƳ ƛǎ ǎƻƭŜƭȅ ŦƻǊ 
ǘƘŜ ōŜƴŜŦƛǘ ŀƴŘ ŎƻƴǾŜƴƛŜƴŎŜ ƻŦ ǘƘŜ ǇǊƻǇŜǊǘȅΦ ¢ƘŜ th!Ωǎ ŎƻƻǇŜǊŀǘion in the printing of the form is 
entirely voluntary and in no way to be considered a requirement. Inspectors must always be prepared 
to produce a copy of the EH&S form without outside assistance. 

 
E. OBSERVED DEFICIENCIES  

1. Inspectors are required to call out all observed deficiencies, to include the inspectable area, item, 
deficiency, location and level of severity to the property representative during the inspection. If the 
property representative becomes argumentative regarding deficiencies during the inspection, the 
inspector must call the REAC TAC and secure a REAC TAC reference number and then may complete 
the inspection without calling out the remainder of the deficiencies. 
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F. OCCUPANCY PERCENTAGE 
1. The number of occupied units must be verified from the all-inclusive list and cannot be based solely on 

the property representative(s) representations. 

G. OFFICE EQUIPMENT AND RESIDENT RESOURCES 
1. Inspectors must not use any property office equipment. This includes telephones, fax machines or 

other office equipment at any property. Exception: the inspector may request that the POA print off a 
copy of the EH&S report. 

2. Inspectors must not use any HUD field office equipment for downloading, uploading, calling or faxing 
documents. 

3. LƴǎǇŜŎǘƻǊǎ Ƴǳǎǘ ƴƻǘ ǳǎŜ ǘƘŜ ŜƭŜŎǘǊƛŎŀƭ ƻǳǘƭŜǘǎ ƻŦ ŀ ǊŜǎƛŘŜƴǘΩǎ ǳƴƛǘ ŦƻǊ ŀƴȅ ǊŜŀǎƻƴΦ IƻǿŜǾŜǊΣ ǿƛǘƘ ǘƘŜ 
ǇǊƻǇŜǊǘȅ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΩǎ ǇŜǊƳƛǎǎƛƻƴΣ ǘƘŜ ƛƴǎǇŜŎǘƻǊ Ƴŀȅ ǳǎŜ ŀƴ ƻǳǘƭŜǘ ǘƻ ǇƻǿŜǊ ǘƘŜ 5/5 ƻǊ ǊŜŎƘŀǊƎŜ 
DCD batteries only in the office. 

4. Inspectors are not allowed to use occupied unit bathrooms or the use of ǊŜǎƛŘŜƴǘΩǎ furniture to take 
breaks. 

H. CONFLICTS OF I NTEREST 
1. Provisions covering conflicts of interest can be found in the Reverse Auction Program Business Rules 

and Purchase Order Terms and Conditions. 

I. PROPERTY PROFILE AND V ISUAL VERIFICATION  (Note: it is strongly recommended that all inspectors 
utilize the HUD REAC Inspection checklist) 

1. Visual Verification: While on-site the inspector must walk and/or drive the property with the property 
representative to get into a position to view all sides of each building and visually verify the entire 
property for building counts, building types, structures that may meeǘ w9!/Ωǎ ŘŜŦƛƴƛǘƛƻƴ ƻŦ ŀ ōǳƛƭŘƛƴƎΣ 
area measurements, and property lines prior to sample generation. 
a. In the case of scattered site properties, inspectors are required to visit all property locations to 

visually verify all building and unit counts prior to sample generating. 
b. Only properties that are to be inspected on the same day, by the same inspector, may be visually 

verified at the same time. 
2. Profile Verification: The inspector shall contact REAC TAC prior to generating the sample to verify 
I¦5Ωǎ ƛƴǘŜǊŜǎt on the property for both Multi-family and Public Housing. While on-site with the 
property representative confirm all profile, information including, but not limited to participant, 
certificate, area measures, building/unit information utilizing the all-inclusive list, etc. Adding and 
editing of this information, if necessary, is to be done prior to sample generation. 

3. Inspection data discovered to be in error during the inspection may be edited as necessary except for 
the building and/or unit count. If the building and/or unit count differs from the inspection download, 
the inspector must contact REAC TAC immediately. In most cases, REAC TAC will provide a REAC TAC 
reference number allowing the inspection to continue. 

4. If an inspector receives new information from the REAC TAC on a profile change, the inspector must 
make the necessary correction and provide a clear comment explaining the change under the Building 
Information screen in the Building Comments field. The inspector is to record the REAC TAC reference 

5. number, reason, and comment in the TAC box located in the inspection menu. 
6. All building data must be correct. If the unit/building count is not correct, and it is the fault of the 
ƛƴǎǇŜŎǘƻǊΣ ǘƘŜ ƛƴǎǇŜŎǘƻǊΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ǿƛƭƭ ōŜ ǊŀǘŜŘ ŀǎ άhǳǘǎƛŘŜ {ǘŀƴŘŀǊŘέ ŘǳǊƛƴƎ ŀ /v! ƻǊ [v! 
review. 

7. 9ŀŎƘ ōǳƛƭŘƛƴƎ Ƴǳǎǘ ƘŀǾŜ ŀ ǳƴƛǉǳŜ ά.ǳƛƭŘƛƴƎ bŀƳŜέ ǘƘŀǘ ǎƘƻǳƭŘ ōŜ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ Ƙƻǿ ǘƘŜ ǇǊƻǇŜǊǘȅ 
identifies each building. 

8. Each building must have a unique address consistent with how the property identifies each building 
address. 
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J. PARTICIPANTS 

1. For properties that do not have three unique participants, the same person can be listed more than 
once with different roles. All attempts should be made to include three distinct individual participants.  

2. One of the listed participants must actively participate in the inspection. 
3. Inspection Participants are limited to the appropriate property representatives/escorts. 

 

K . RESCHEDULED/UNSUCCESSFUL/CANCELLED I NSPECTIONS 

1. Inspections are to be conducted at the scheduled time and date. If the inspector needs to reschedule 
an inspection for any reason, the inspector must do so at the earliest opportunity possible. PHA staff, 
multifamily owners/agents and QA inspectors plan their calendars around that commitment. 

2. Cancellations: 
a. Inspections should not be cancelled within three (3) business days if at all possible. 
b. Inspector: If an inspector must cancel an inspection within three (3) business days of the 

scheduled start time due to an unexpected emergency, severe weather advisory, or sickness, it is 
ǘƘŜ ƛƴǎǇŜŎǘƻǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƴƻǘƛŦȅ ǘƘŜ w9!/ ¢!/ ƛƳƳŜŘƛŀǘŜƭȅ ŀƴŘ ǎŜŎǳǊŜ ŀ w9!/ ¢!/ 
reference number for the subject cancellation. The inspector must also notify the property 
representative immediately. 

c. POA: If a POA does not show up, cancels or wishes to reschedule a scheduled inspection, the inspector 
must call REAC TAC, and secure a REAC TAC reference number for the subject cancellation. 

d. Inspectors must reschedule any inspection for which residents have not been notified, unless 
receiving permission to proceed with the inspection from REAC TAC. The inspection will either 
need to be rescheduled or reported as unsuccessful if the property representative cannot provide 
the appropriate access. 

e. Excessive cancellations and rescheduling by inspectors will be subject to Inspector Administration 
(IA) review. 

L. SCHEDULING  
1. LƴǎǇŜŎǘƛƻƴǎ ŀǊŜ ǘƻ ōŜ ǇŜǊŦƻǊƳŜŘ ŘǳǊƛƴƎ ǘƘŜ ǇǊƻǇŜǊǘȅΩǎ ƴƻǊƳŀƭ ōǳǎƛƴŜǎǎ ƘƻǳǊǎ ƻƴ aƻƴŘŀȅ ǘƘǊƻǳƎƘ 

Friday. Normal business hours will vary from property to property. It is the inspectƻǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ 
ascertain the hours of business and operating policies for such time periods as scheduled breaks, 
lunch time, and quitting time before scheduling the inspection and consider their impact when 
preparing the inspection schedule. 

2. Inspections may not be scheduled or conducted on Federal holidays or on any other holiday during 
which time the property will not be open for normal business. 

3. Inspections may begin at any time during normal business hours on which the property 
representative and inspector mutually agree. A morning inspection usually begins no later than 9:00 
ŀƳ ŀƴŘ ŀƴ ŀŦǘŜǊƴƻƻƴ ƛƴǎǇŜŎǘƛƻƴ ǳǎǳŀƭƭȅ ōŜƎƛƴǎ ōȅ мΥлл ǇƳΦ LƴǎǇŜŎǘƻǊǎ Ƴǳǎǘ ŎƻƴŎƭǳŘŜ ǘƘŜ ŘŀȅΩǎ 
ƛƴǎǇŜŎǘƛƻƴǎ ōŜŦƻǊŜ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ǇǊƻǇŜǊǘȅΩǎ ōǳǎƛƴŜǎǎ ŘŀȅΦ 

4.  Inspection of site and building exteriors must be concluded during daylight hours. 
5. Inspectors should not enter units prior to 9 AM or after 6 PM.   
6. If the inspector is unavoidably delayed, the inspector should call the property representative as soon 

as they know they will be late. If the inspector is going to be more than 60 minutes late, the inspector 
must notify REAC TAC and secure a REAC TAC reference number, and will be OS for scheduling.  

7. The inspector must also notify the REAC TAC if for any other reason, the date or start time differs from 
the date or start time specified in the Scheduler application within the REAC Secure Systems. If this 
does not occur the inspector will be OS for scheduling.   

8. If an inspection cannot be completed in one day, it must be completed during the next business day 
before the inspector can start a second inspection. 
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a. When a servicing mortgagee inspection cannot be completed on consecutive business days, the 
inspector must secure a REAC TAC reference number. 

b. If an inspection procured through the Reverse Auction Program (RAP) cannot be completed on 
consecutive business days and the inspection was properly scheduled based on the estimated 
duration provided by HUD, the inspector must secure a REAC TAC reference number for an 
unsuccessful inspection. If the inspection was not scheduled based on the estimated duration 
provided by HUD, the inspector must secure a REAC TAC reference number for a rescheduled 
inspection that will be conducted at a later date. The contractor must contact RAP through email 
prior to the rescheduled date for additional information and guidance. 

M. SEVERE WEATHER POLICY 
1. Inspectors are not to inspect a propeǊǘȅ ƛŦ ŀ άǎŜǾŜǊŜ ǿŜŀǘƘŜǊ ǿŀǊƴƛƴƎέ ƛǎ ƛƴ ŜŦŦŜŎǘ ŀƴŘ Ƴǳǎǘ ƴƻǘƛŦȅ ǘƘŜ 

REAC TAC immediately and secure a REAC TAC reference number. A severe weather warning includes, 
but is not limited to, hurricanes, tornadoes, thunderstorms, hail or any other adverse weather 
condition that would likely endanger the safety of the participants. This also includes a snowstorm in 
which a severe weather warning has been issued. 

N. SNOW POLICY  
1. In the absence of a severe weather warning, inspectors are to attempt to inspect all properties, 

regardless of the amount of snow. Any inspectable items not visible due to snow are then recorded as 
άbƻ hōǎŜǊǾŜŘ 5ŜŦƛŎƛŜƴŎȅέ όbh5ύΦ Lƴ ǘƘŜ 5ŜǾŜƭƻǇƳŜƴǘ όtI!ύκtǊƻǇŜǊǘȅ όaCIύ /ƻƳƳŜƴǘǎ ŦƛŜƭŘ ƭƻŎŀǘŜŘ 
in the Development (PHA)/Property (MFH) screen, provide a comment indicating which items were 
hidden by snow. 

O. SYSTEMS DESIGNED FOR OFF-SITE NOTIFICATION /M ONITORING  
1. If the property can provide current (within one year) documentation from a local authority having 

jurisdiction or a licensed third party supporting the testing of a system designed for off-site 
notification/monitoring (call-for-aid, smoke detector, etc.) the inspector does not need to inspect the 
ƛƴŘƛǾƛŘǳŀƭ ŎƻƳǇƻƴŜƴǘǎ ŀƴŘ ŀƭƭ ǎƘƻǳƭŘ ōŜ ƳŀǊƪŜŘ άbh5έΦ 

2. LŦ ǘƘŜ ǇǊƻǇŜǊǘȅ Ŏŀƴƴƻǘ ǇǊƻǾƛŘŜ ǘƘŜ ǇǊƻǇŜǊ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ŀƴŘ Ŏŀƴƴƻǘ Ǉǳǘ ǘƘŜ ŜǉǳƛǇƳŜƴǘ ƛƴǘƻ ŀ άǘŜǎǘ 
ƳƻŘŜέ  
for inspection purposes, all relŜǾŀƴǘ ƛǘŜƳǎ ǎƘƻǳƭŘ ōŜ ƳŀǊƪŜŘ άh5έΦ 

P. UPCS SOFTWARE  
1. Sample buildings may be generated that contain no sample units. For these sample buildings, only 

Building Exterior, Common Areas, and Building Systems will be inspected. 

Q. UPLOADING I NSPECTION DATA  
1. Inspectors must upload inspection data to REAC within 24 hours of the time the inspection was 

completed. If the inspection cannot be uploaded for technical reasons, the inspector must 
immediately contact REAC TAC to secure a REAC TAC reference number. 

2. Successfully uploaded inspections shall not be deleted until the inspection is accepted by HUD and is 
authorized for payment. It is strongly recommended that inspectors save a backup copy of 
ƛƴǎǇŜŎǘƛƻƴ ŦƛƭŜǎ ƻƴ ǘƘŜƛǊ ŎƻƳǇǳǘŜǊ ǳƴǘƛƭ ŜŀŎƘ ƛƴǎǇŜŎǘƛƻƴ ƛǎ ŀŎŎŜǇǘŜŘ ƛƴ άLƴǎǇŜŎǘƛƻƴ wŜǾƛŜǿέ ŀƴŘ 
authorized for payment. 

3. If TAC is closed due to unforeseen circumstances, such as weather, please follow the following 
procedures: 
a. 5ƻ ƴƻǘ ǎŜƭŜŎǘ ǘƘŜ άCƛƴƛǎƘ LƴǎǇŜŎǘƛƻƴΚέ ōǳǘǘƻƴ ƻǊ ǳǇƭƻŀŘ ǘƘŜ ƛƴǎǇŜŎǘƛƻƴ ǳƴǘƛƭ ǘƘŜ ƛƴǎǇŜŎǘƻǊ ǊŜŎŜƛǾŜǎ 

the necessary TAC numbers. If a TAC number cannot be obtained before having to start another 
scheduled inspection, the inspector should place the inspection into Review Mode, which will 
allow another inspection to be opened until the necessary TAC numbers are received and 
recorded in the 4.0 software. 
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b. Get an additional TAC number for a late upload if the inspector is not able to upload the 
inspection within 24 hours after completion. 

R. WORK IN PROGRESS 
1. If buildings or units are vacant (temporarily off-line) due to rehabilitation work in progress, they must 

remain in the building/unit count. If a vacant building is selected as a sample building, visually verify 
that it is vacant and select an alternate. If a vacant unit is selected as a sample unit, visually verify that 
ƛǘ ƛǎ ǾŀŎŀƴǘ ŀƴŘ ǎŜƭŜŎǘ ŀƴ ŀƭǘŜǊƴŀǘŜ ǳƴƛǘ όǎŜŜ ǘƘŜ ŎƻƳƳŜƴǘǎ ǳƴŘŜǊ ά±ŀŎŀƴǘ ¦ƴƛǘ tƻƭƛŎȅΣέ aǳƭǘƛŦŀƳƛƭȅ 
Housing and Office of Healthcare Program on page 29 for an exception). 

2. If buildings or units are occupied and rehabilitation work is in progress, the inspector must inspect the 
buildings or units, recording all deficiencies. 

S.  SMOKING POLICY 
1. The Inspector is not allowed to smoke or use tobacco products including e-cigarettes, anywhere on 

the proper 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

BUILDINGS AND UNITS 
 

A. BUILDING  

Building Definition: An individual building is any structure that has a contiguous roofline, a permanent 
foundation (including pier foundations poured to bearing soil and below frost line), is enclosed on all sides 
and has at least one utility servicing it such as electric, gas, water, or sewer.  

 
1. ²ƘŜƴ ŘŜǘŜǊƳƛƴƛƴƎ ǘƘŜ ά/ƻƴǘƛƎǳƻǳǎ wƻƻŦƭƛƴŜέ ŦƻǊ ƳǳƭǘƛǇƭŜ ŎƻƴƴŜŎǘŜŘ ǎǘǊǳŎǘǳǊŜǎ ǿƛǘƘ ǾŀǊȅƛƴƎ ǊƻƻŦ 

elevations, the roof over the following connecting common areas shall not be included in determining 
the number of buildings: hallways, stairways, covered patios/porches, canopies, covered walkways, 
etc. The defect(s) observed in these common areas should be recorded in the nearest attached 
structure or the lowest alphanumeric named building.  

2. Building type: To determine the building type the inspector will first use the exterior building 
design/layout, and then if necessary, the unit counts to determine the building type. Exception: The 
άōǳƛƭŘƛƴƎ ǘȅǇŜέ ŎŀǘŜƎƻǊȅ ŦƻǊ ŀ ƎǊƻǳǇ ƘƻƳŜ ƭƻŎŀǘŜŘ ƛƴ ŀ ŎƻƴǾŜǊǘŜŘ ǎƛƴƎƭŜ-family house iǎ ά²ŀƭƪ-
up/Multifamily Apartments" or "Elevator Structure," as applicable. 
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Example 1: Regardless of the type of common area connecting the structures it is two buildings. 
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         Example 2: Regardless if the crosswalk is enclosed or open, this configuration is two buildings. 
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Example 3: Regardless if the walk is enclosed or open, this configuration is two buildings. 
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Example 4: A contiguous roof on the same elevation that covers the entire structure, regardless if 
a common area stairway or breezeway passes through it, are to be recorded as one building. This 
is typical design of a lot of Garden style apartments in I¦5Ωǎ ǇƻǊǘŦƻƭƛƻΦ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  

COMPILATION BULLETIN 21 

 

Example 5: A contiguous roof that is not separated by a common area, regardless of the varying 
roof elevations, shall be considered one building. This configuration is one building. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


















































































































































