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Guide For Managing Your PIC Submission Rate 
For Public Housing 

 

Introduction 
 
Since the inception of the PIC system, HUD has calculated your PIC submission rate for 
both Public Housing and Section 8 Voucher programs. The result of that calculation is 
displayed in the PIC Delinquency Report located in the 50058/Reports sub-module in 
PIC. That report, and your submission rate calculation, are generated once each month 
based on data as of the last day of the previous month. So no matter how many times 
you view the Delinquency Report in any given month, it will only change on the first 
Friday of the following month, when HUD performs it’s once a month calculation again. 
 
More important than the fact that the report is only calculated once a month is the fact 
that the data HUD uses to calculate the submission rate in the Delinquency Report may 
not accurately reflect the state of your housing program when the Delinquency Report is 
calculated. Understanding how HUD calculates this critical measurement may explain 
why your Public Housing submission rate is actually higher than the rate shown in the 
PIC Delinquency Report. This Guide will explain how HUD calculates the Public Housing 
Delinquency Report and what you can do to ensure that the HUD calculated rate is as 
accurate as possible. 
 
 

How HUD Calculates Your Public Housing Submission Rate 
 
The PIC Delinquency Report (your PIC “submission rate”) is the result of a simple 
calculation. It is the number of current 50058 records in PIC on the last day of the 
calculation month divided by the number of families you have under lease as of that 
date. In the PIC Delinquency Report, the first number (top number in the equation) is 
referred to as “50058 received” and the second number (bottom number in the equation) 
is referred to as “50058 required.”  
 
 
 
 
 
The problem with this simple calculation for HUD is that, although HUD knows how 
many current 50058 records you have in PIC at any given moment (the top number), 
HUD relies on the occupancy status of your units as reflected in the PIC data to 
calculate how many families you have under lease at any given point in time. 
Unfortunately, the procedure HUD uses to track the occupancy/vacancy status of each 
of your units can lead to misleading results.  
 
Currently, the PIC number HUD uses to estimate the number of family under lease as of 
the end of each month (“50058’s required”) is the number of ACC units in your public 
housing developments that are marked in the PIC unit file as “Occupied by Assisted 
Tenant.” But under HUD’s business rules in PIC, all Public Housing units available for 
tenancy are marked in the PIC unit file as “Occupied by Assisted Tenant” unless you 
manual change that status when a family vacates the unit. 
 

Number of Current 50058 Records in PIC 

Number of Families Currently Under Lease 
=  PIC Submission Rate 
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In other words, all ACC unit available for occupancy have a Unit Status in PIC of 
“Occupied” even when you end participation on a family. You have the ability to 
manually change that status to “Vacant,” but if you fail to do so, the Unit Status in PIC 
will remain “Occupied” and it will be counted “against you” in the Delinquency rate 
calculation if you don’t have a current 50058 in PIC for that unit. If you do not change the 
Unit Status in PIC when family vacate the unit, your PIC Delinquency Report will never 
achieve 100% and the more units you have vacant, the lower the rate will be. 
 
 

Setting the Unit Status in PIC 
 
With the release of version 5.7.0 of the PIC system in September, 2005, you have the 
ability to edit the Unit Status of a Public Housing unit in PIC. For purposes of this Guide, 
PIC now includes two occupancy statuses for each unit. One is “Occupied by Assisted 
Tenant” and the other is “Vacant Or Otherwise Occupied.” Any unit with the “Occupied 
by Assisted Tenant” status will be included in the number of “50058’s required” in HUD’s 
submission rate calculation, regardless of whether the unit is actually occupied. Any unit 
with the “Vacant Or Otherwise Occupied” status will NOT be included in the number of 
“50058’s required” in that calculation and will not be counted against you in the 
Delinquency Report. 
 
You must assume that all of your ACC units in PIC have a Unit Status of “Occupied” and 
change that status for units that are vacant in the real world. To change the Unit Status 
of a Public Housing unit, do the following: 
 
Log on to PIC and selection the Housing Inventory/Development sub-module from the 
main menu screen as shown below. 
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When the Development sub-module loads, the following screen will appear. 
 

 
 
On the Development tab of the sub-module, click on the down arrow next to the 
“Physical Development” field and select the development from the popup list which 
contains the unit you want to edit.  
 
Once the correct development is selected, click on the Unit tab and the following screen 
will appear. 
 

 
 
On the Unit tab, enter the number of the unit you want to edit in the “Unit Number” field 
and click the Search button. Once the screen refreshes, only the unit you searched for 
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will appear at the bottom of the screen. Click on the Unit number on the left side of the 
unit record and the following unit detail screen will appear. 
 

 
 
The unit detail screen displays the Unit Status options on the right side of the screen. To 
change the Unit Status from “Occupied by Assisted Tenant” to “Vacant Or Otherwise 
Occupied”, click on the radio button next to “Vacant Or Otherwise Occupied.” When you 
do, the following popup box will appear. 
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You may enter a comment on this screen as to why your are changing the status of the 
unit. (For example, “vacancy fix-up work order”), but it is not necessary. In any event, 
click the Save button and you will see a new drop down box under Unit Status entitled 
“Reason For Exception” as shown in the screen below. 
 

 
Click the arrow next to the drop down box and select a reason from the list that explains 
the vacancy. In cases in which the unit is vacant because it is being readied for the next 
tenant, select “Vacant due to Make Ready or lease-up time” as the reason.  
 
Below the Reason for Exception drop down, enter the Effective Date of the move out or 
vacancy of the unit. Then click the Save button to save your changes. 
 
To change the status of another unit, click on the Development tab and repeat the 
process by first selecting the Development containing the unit you want to edit, and then 
clicking on the Unit tab to search for the unit and change the status of that unit. 
 
 
Note: Once you have changed the status of a unit to “Vacant” in PIC, PIC will 
automatically change the status back to “Occupied” when you submit a New Admission 
record for that unit. You do not need to manually change the status to “Occupied.” 
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Calculating Your “Real” Submission Rate 
 
Manually changing the Unit Status of a vacant unit to a status of “Vacant Or Otherwise 
Occupied” will result in a more accurate Delinquency Report. But as noted above the 
Delinquency Report is only updated once a month. If you want to know your “real” PIC 
submission rate, you can calculate it yourself at any time.  
 
To calculate your submission rate, simply divide the number of current 50058 records in 
PIC by the number of households you currently have under lease. (Remember this is not 
exactly the result you get with the Delinquency Report because HUD does not actually 
know the number of households you currently have under lease at any given time.)  
 
The number of current 50058 records in PIC comes from PIC. The number of 
households you currently have under lease comes from your housing software system. 
 
Counting The Number Of Current 50058 Records In PIC 
The number of current 50058 records in PIC can be determined at any time by 
generating the MTCS Transaction Report in PIC and counting the number of 50058 
records in the report that are no more than 16 months old as of the date you run the 
report. (HUD actually considers a record “current” in PIC for purposes of the 
Delinquency Report as long as the record is no more than 16 months old.) 
To do so, log on to PIC and select the 50058/Viewer sub-module from the main menu 
screen. When the Viewer screen appears, click on the Reports tab at the top of the 
screen as shown below.  
 

 
When the Reports tab appears you will see the MTCS Transaction Report selection 
screen. On that screen, select “Public Housing” as the Program Type. Then place a 
check mark next to the developments you want to include in the report. (If you want all 
developments in the report, click on the check box next to the “Select All” option.) 
Once you have made those selections, scroll to the bottom of the screen as shown 
below. 
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At the bottom of the selection screen, select the Effective Date range option. In the 
“From:” date field, enter a date that is at least two years prior to the current date. In the 
“To:” date field, enter a date that is at least one year in the future. Once the dates are 
properly selected, click the Generate button at the bottom of the screen to see the 
following report. 
 

 
 
The MTCS Transaction report is a list of all the 50058’s in PIC that are within the date 
range you selected. If you selected a broad date range (as instructed above), you will 
have a list of all 50058 records in the current PIC database, i.e., a list of all the last 
records accepted by PIC for all of your households.  
 
In order to determine how many current 50058 records are in PIC, you must download 
the report into Excel and edit the data. To download the report, click the Excel button at 
the top of the report screen and Excel will start and the report will appear in an Excel 
screen as shown below. 
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When you first view the report in Excel, the 50058 records will be ordered by Action 
Type (i.e., “1s” first, then “2s,” then “3s,” etc.) Scroll down the page until you see the first 
Action Type “6” record. Then delete all records with an Action Type of “6” (End of 
Participation) because those are records of families that are no longer under lease at 
your PHA. 
 
Next, sort the Excel report by the Effective Date field in descending order (newest date 
to oldest date). To do so, highlight the Effective Date column. Then click on the Data 
menu in Excel and select the ‘Sort’ option from the drop-down menu. In the dialog box 
that appears, select Effective Date from the ‘Sort By’ drop-down and click OK.  
Once you have sorted the records, count the number of records remaining in the 
spreadsheet that have an Effective Date that is no more than 16 months from the current 
date. That is the number of “current” 50058 records in PIC according to the way HUD 
calculates the Delinquency Report. (Records with an Effective Date that is more than 16 
months old are not considered “current” so you will not get credit for those in the 
Delinquency Report.) 
 
 
Counting the Number of Families Under Lease 
Next, from your housing software system, print a list of the families you currently have 
under lease or a list of the units that are occupied in all of your developments. Then 
count the number of those families on that list. 
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Calculating Your Real Submission Rate 
To get your PIC submission rate, divide the number of current 50058’s in PIC (from the 
Transaction Report you downloaded from PIC into Excel) by the number families you 
have under lease (from the report in your software system) and you will have calculated 
your “real” PIC submission rate as of that date. 
 
Remember, this is your “real” submission rate. HUD’s calculation in the Delinquency 
Report is only calculated once a month and it may use different data for the number of 
families you have under lease. In the case of Public Housing, your calculation should 
match HUD’s calculation in the Delinquency Report, AS LONG AS you have manually 
changed the Unit Status to “vacant” for all units that are not currently occupied.  
 

 
Recommendations 
 
We recommend that you review the occupancy status of your Public Housing units at the 
end of each calendar month by running an occupancy report from your software system. 
For any units that are not occupied at the end of the month, change the Unit Status in 
PIC to “Vacant or Otherwise Occupied.” If you complete that task by the end of the 
calendar month, your Delinquency Report for the end of that month will be calculated 
correctly when it is updated on the first Friday of the following month. 
 
Obviously as time goes by the records in PIC today will grow older and you will likely 
move families in and out of your units. So your PIC submission rate is constantly 
changing. Although it is not necessary to focus on the submission rate each day, we 
recommend that you manually calculate your submission rate once each month at the 
end of the calendar month. Then compare that rate to the PIC Delinquency Report for 
that same date (which is generated on the following Friday) to confirm that your “real” 
rate and the Delinquency Report are consistent.   
 
 


