ATTACHMENT 4
PROPOSED SECTION 3 COMPLAINT PROCESSING PROTOCOL
A.       INTAKE PROCEDURES
Step 1:
Section 3 complaint forms (HUD 958) are filed in either HQ or field offices.
Step 2:
The receiving office (HQ/Field) will date stamp the incoming complaint on the
date it was received from the complainant.
** Note:
The date received by HQ or the field starts the 180 day processing
timeframe.
Step 3:
Complaints received in HQ will be date stamped and forwarded to the
appropriate field office via fax and mail within one business day.
Step 4:
A complaint number is assigned by the field office in accordance with the Section
3 guidelines.
B.        DETERMINING JURISDICTION
Step 1:
Within 10 business days of receipt by HUD, the appropriate field office must
establish jurisdiction for the complaint.
*Up to 10 additional business days can be provided if the complaint contains insufficient information to establish jurisdiction. If additional documentation is not provided within the specified time, the complaint can be administratively closed.
Step 2:
If the complaint lacks jurisdiction under Section 3, the field office will
administratively close it and notify the complainant of this action.
Step 3:
If jurisdiction under Section 3 is established, the complaint is assigned to an EOS
for appropriate action.
Step 4:
Notification and Acknowledgement letters are sent by the EOS to both parties
(complainant and respondent) via certified mail —return receipt requested—no
later than five business days after jurisdiction is established. *
Notification letters advise the parties that the Department has commenced an investigation of allegations of noncompliance filed against the respondent, and describe the Section 3 complaint
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