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The mission of The Marshall Housing Authority is to assist low-income households in Marshall 

and the Harrison County Areas in obtaining safe and sanitary housing at a cost that is 

affordable to them; to upgrade the quality of housing available to such families; to provide 

information concerning the Fair Housing Act; and to ensure that Federal pass-through funds are 

administered in accordance with HUD guidelines. 

 

GENERAL PROGRAM INFORMATION  

Your interest in providing an affordable housing option for low-income families is much 

appreciated! The Housing Choice Voucher Program is a three-way partnership between the 

Marshall Housing Authority (MHA), the participating family and you, the landlord. In order for 

the program to work, we all have unique responsibilities. Your cooperation is essential to MHA’s 

ability to serve you and the family you may select as a renter.  

 

The Marshall Housing Authority (MHA) is pleased to provide you with the following 

information about the MHA rental assistance program, the Housing Choice Voucher Program. 

This handbook will assist you in understanding how the Housing Choice Voucher (HCV) 

program works. As a public service agency, MHA wants to provide safe, sound, and affordable 

housing to local families. By participating in the HCV program, you act as a partner with MHA 

in helping the area’s low-income families secure safe, sanitary and decent housing. This manual 

includes a complete list of program guidelines that will help you to understand your rights and 

responsibilities as a landlord in the Housing Choice Voucher Program.  

 

The Housing Choice Voucher (HCV) program is a rental assistance program that is funded 

through the U.S. Department of Housing and Urban Development. The HCV program’s goal is 

to help families and individuals secure affordable housing by paying a portion of rental costs, 

which may include utilities (not phone or cable). The rent payment is based on the lesser of the 

payment standard or the gross rent of the unit (rent and utilities).  

 

HOUSING CHOICE VOUCHER PROGRAM PARTNERSHIP  

Landlords participate in the Housing Choice Voucher program on a voluntary basis. If interested, 

you simply lease your vacant units to families with a Housing Choice Voucher. The family pays 

a portion of their rent, based on income, directly to you, and MHA pays the remainder of the rent 

directly to you. The landlord/tenant relationship is very similar to your relationship with 

unassisted tenants. The landlord screens and selects appropriate tenants in the same manner as 

with unassisted tenants.  

 

MARSHALL HOUSING AUTHORITY’S COMMITMENT  

MHA wants to provide excellent service to families and landlords/ property owners participating 

in the program. MHA staff will make every effort to inform you of program rules and to advise 

you of how these rules will affect you. Federal regulations are not always easy to understand, so 

it is very important to ask questions if you are not sure of something. 

 

 

 



                             HCV LANDLORD HANDBOOK | MARSHALL HOUSING AUTHROITY      4 

BENEFITS TO BECOMING A PARTICIPATING HCV LANDLORD  

The largest incentive to becoming an HCV landlord is guaranteed rent! When you choose to rent 

to an HCV participant, you will sign a Housing Assistance Payment (HAP) contract with MHA. 

Once the HAP contract is signed, MHA agrees to pay a portion of the participant’s rent each 

month. Typically, an HCV participant will pay approximately 30 to 40 percent of their total 

household income towards their rent and utilities. Amounts exceeding this will be paid by MHA 

up to the payment standard, which is calculated based on the market rents in the area.  

 

Another distinct advantage is the steady tenant flow to choose from. The demand for quality 

housing is much higher than the number of available units. Once you become an HCV 

participating landlord, you can add your property to our housing list located in out lobby. Of 

course, you can still choose to market your property however you want, but this is just another 

service offered by MHA for your convenience.  

 

Additionally, HUD requires that each unit that an HCV participant chose to lease must be 

inspected by MHA prior to both the lease and HAP contract being signed. As a landlord, this 

means the Housing Quality Standards (HQS) Inspector will meet with you to conduct an 

inspection to ensure that the property is safe and sanitary prior to the tenant moving in and 

annually thereafter. This is yet another service that the PHA offers for free! 
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LANDLORD’S RESPONSIBILITIES  

In order for the program to work, you as the landlord have the following the responsibilities:  

 

• Screen families who apply to determine if they will be suitable renters. MHA only 

screens participants for violent and drug offences committed within ten years.  

• Consider a family’s background regarding factors such as:  

❖ Paying rent and utility bills  

❖ Care of the rental property  

❖ Respecting the rights of others to peaceful enjoyment of their residences  

❖ Engaging in drug-related or other criminal activity  

❖ Compliance with other essential conditions of tenancy  

 

• Comply with the terms of the Housing Assistance Payments (HAP) Contract with MHA.  

• Collect the rent due by the tenant and otherwise enforce the lease in accordance to the 

law.  

• Notify MHA if you are aware that a family has unauthorized occupants living in the unit.  

• Notify MHA immediately if an eviction is filed on the tenant.  

• Comply with all federal and local laws that prohibit:  

❖ discrimination in housing because a person has children or because of the person’s 

sex, age, ethnicity, race, color, family status, source of income, or disability.  

❖ violations of fair housing and nondiscrimination laws will result in denial or 

termination of participation in the Housing Choice Voucher Program and could 

result in civil penalties.  

❖ It is in your best interest as a landlord to utilize the same methods of screening 

and selection for all renters and to keep complete documentation. At your request, 

the Housing Authority will furnish you with additional information pertaining to 

fair housing requirements.  

 

• Comply with fair housing laws and discriminate against no one.  

• Review the lease agreement with the family carefully.  

• Maintain the housing unit by making necessary repairs in a timely manner.  

 

• Reasonable Modifications for Disabilities:  

A landlord cannot discriminate against a disabled family and should be aware of landlord 

obligations to make reasonable modifications to a rental unit for a disabled family at the family’s 

expense. Such modifications are required in the private rental market by the Fair Housing Act. 

• Maintenance of the Unit 

The landlord is responsible and must ensure maintenance and upkeep of the unit unless the lease 

specifies otherwise. Repairs for which the landlord is responsible should be made in a timely 

manner. 

• Vacant Unit 

The landlord must notify MHA immediately if a family moves in violation of their lease or dies. 
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• Additional Payments 

MHA determines the amount a family pays for rent. MHA must approve any additional 

payments for rent, utilities or other charges. A landlord requesting and or collecting any 

additional payments for rent, utilities or other charges will be subject to criminal and or civil 

prosecution. Landlords should refer to the Housing Assistance Payment Contract. 

HOUSING AUTHORITY’S RESPONSIBILITIES  
The Housing Authority must do the following:  

 

• Review all applications to determine whether an applicant is eligible for the program. 

• Explain all the rules of the program to families who qualify. 

• Issue a Voucher. 

• Approve the unit, the landlord, and the tenancy. 

• Make Housing Assistance Payments to the landlord in a timely manner. 

• Ensure that both the family and the unit continue to qualify under the program. 

• Ensure that landlords and families comply with the program rules. 

• Provide families and landlords with prompt, professional service. 

FAMILY’S RESPONSIBILITIES  
The HCV participating family must do the following:  

• Provide MHA with complete and accurate information. 

• Cooperate in attending all appointments scheduled by MHA. 

• Make their best effort to find a place to live that is suitable for them and qualifies for the 

program. 

• Take responsibility for the care of their housing unit. 

• Pay their portion of rent on time and otherwise in accordance with the terms of the lease. 

• Comply with the terms of their lease with the landlord.  

• Comply with the family obligations of the Housing Choice Voucher Program. 

•Utilities 
If the family is required to provide any utilities, (such as electricity, gas, or water) they must 

keep them in service. If the family fails to do so, the unit will not meet Housing Quality 

Standards. In that case, the family will be given a notice to get the utilities back into service 

immediately or risk termination of assistance and will no longer be eligible for the HCV 

program. 

•Damages 
The family is responsible for repairing any damage to the unit or premises beyond normal wear 

and tear, even if a guest causes them. If the family does not fulfill its obligations for the repair of 

damages, as stated in the lease, their assistance may be terminated. Families who participate in 

the Housing Choice Voucher Program are required by HUD to comply with certain family 

obligations. These obligations are listed below. 
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•Required Information 
The family must supply any information that MHA or HUD determines is necessary for the 

administration of the program or for certifying or re-certifying a family. This includes evidence 

of citizenship or eligible immigration status. It also includes information about family income 

and household composition (the people living in the family’s unit). 
 
Social Security Numbers  
The family must provide social security cards of all members of the household and must sign and 

submit consent forms allowing MHA to obtain information.  
 
•Truthfulness 
Any information provided by the family must be true and complete. 
 
•HQS Violations 
The family is responsible for correcting any HQS violations caused by any of their household 

members or any of their guests. 
 
•Unit Inspections 
The family must allow MHA to inspect the unit at reasonable times and after reasonable notice. 
 
•Lease Violations 
The family may not commit any serious or repeated violation of the lease. 
 
•Moving 
The family must notify the landlord and the Housing Authority in writing before moving out of 

the unit or terminating its lease. 
 
•Eviction 
The family must promptly give the Housing Authority a copy of any eviction notice it receives 

from the landlord. 

 
• Housing Use  
The family must use the assisted unit primarily as a residence, and the unit must be the family’s 

only residence.  
 
• Family Composition  
MHA must approve all members of the family. The family must promptly inform MHA of the 

birth, adoption, or court-awarded custody of a child and it must request Housing Authority 

approval to add any other family member as an occupant of the unit.  

 
• Other Household Occupants  
A foster child or live-in aide may reside in the unit if the family obtains the approval of the 

Housing Authority.  

 
• Reduction in Family Size  
The family must promptly notify MHA if a family member no longer resides in the unit.  
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• Profit-Making Activities  
Family members may engage in legal profit- making activities in the unit, but only if such 

activities are incidental to the primary use of the unit as the family’s residence. Proper licensing 

must be obtained and submitted to MHA if applicable. The lease may contain additional 

restrictions.  
 
• Subleasing  
The family may not sublease or sublet the unit. 

  
• Assigning or Transferring  
The family may not assign the lease or transfer the unit to anyone else.  
 
• Absences  
The family must supply any information or certification requested by MHA for the purpose of 

verifying that the family is actually living in the unit. The family must also promptly notify 

MHA in writing when it intends to be away from the unit for any extended period.  

 
• Ownership or Interest  
The family may not own or have any interest in the unit (other than in a cooperative, or owner of 

a manufactured home leasing a manufactured home space).  

 
• Corruption  
The members of the family may not commit fraud, bribery, or any other corrupt or criminal act 

in connection with the program.  

 
• Crime  
The members of the family may not engage in drug-related or violent criminal activity. 

•Other Housing Assistance 
The members of the family may not receive Housing Choice Voucher Program assistance while 

receiving another housing subsidy for the same unit or a different unit under any other federal, 

state, or local housing assistance program. 

 
•Alcohol or Substance Abuse 
The members of the family may not engage in the illegal use of a controlled substance and may 

not abuse alcohol in a way that threatens the health, safety, or right to peaceful enjoyment of the 

premises by other residents. 
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HCV CONTRACTUAL RELATIONSHIPS 
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STEP-BY-STEP LEASING PROCESS  
1. Family Approved for the Housing Choice Voucher Program  
 
To be eligible for the Housing Choice Voucher Program, a family must:  

• Be income eligible.  

• Have no drug related/criminal activity within the last three year.  

 

When a family is determined to be eligible for the program and funding is available, the Housing 
Authority issues a Housing Choice Voucher. The family receives the Voucher at the tenant 

briefing. The family then begins looking for a unit.  
 
2. Tenant Approved by Landlord  
 
The landlord must approve the family as a suitable renter, even though a family is determined by 

the Housing Authority to be eligible for the program.  
 
The Housing Authority does not screen families for their suitability as renters. That is the 

landlord’s responsibility.  
 
Landlords must apply the same standards of tenant selection to any family that applies, whether 

the family is a prospective Housing Choice Voucher Program renter or not. Tenant selection 

must not be based upon race, color, age, religion, sex, familial status, disability, or any other 

discriminatory factors.  
 

• To begin the process, ask to see his/her Voucher.  

• Review the Voucher  

• Check the expiration date to determine whether the Voucher is still valid. Vouchers 

expire 60 days after issuance unless the Housing Authority has extended them.  

• Check the unit bedroom size for which the family has been approved. It will be stated on 

the Voucher.  

• Screen the Family  

• Evaluate a prospective renter who contacts you as you would any other renter. Make sure 

that your tenant selection standards are based on objective, business related 

considerations, such as previous history of nonpayment, damage to property, or 

disturbance of neighbors.  

 

MHA knows that the landlord has approved the family when the Request for Tenancy Approval 

form is completed by the landlord and submitted to the Housing Authority. 
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3.Request for Tenancy Approval - HUD Form 52517 
HUD requires that any lease signed by a Housing Choice Voucher Program tenant must include 

the HUD Tenancy Addendum (as shown above), and the Housing Authority must approve the 

tenancy before the lease is signed and the participant is able to move into the unit. A sample 

RFTA can be found in the appendix of this handbook for RFTA completion tips. 
 
You must submit a copy of your proposed, unsigned lease to the Housing Authority along with 

a Request for Tenancy Approval form. The Housing Authority may review the lease to make 

sure it does not contain any provision that conflicts with program rules or state law. The lease 

must comply with state and local law.  
 
The lease must specify all of the following:  

• Name of the landlord 

• Name of the tenant 

• Unit address 

• Term of the lease 

• Amount of the monthly rent to landlord 

• Utilities and appliances to be supplied by the landlord 

• Utilities and appliances to be supplied by the tenant 

• Amount of the security deposit. 

• Renewal terms 
 
4. Reasonable Rent  
The program regulation requires the Housing Authority to certify that the rent charged to the 

HCV participant is not more than the rent charged for other unassisted comparable units. Owners 

of developments with more than four units must complete Section 12 (Owner’s Certification) of 

the RFTA section for the most recently leased comparable unassisted units within the premises. 

  

The contract rent amount charged must be reasonable. It cannot be more than what would be 

charged to a non-subsidized renter. MHA will not approve an initial rent or a rent increase 

without determining that the rent amount is reasonable.  

 

Rent Reasonableness is determined prior to the initial lease and at the following times:  

• Before any increase in rent to owner is approved; 

• If MHA or HUD, directs that reasonableness be re-determined 

 

In making a rent reasonableness determination, MHA makes a comparison of the rent and other 

comparable factors of the unit to be rented with comparable units in the same or comparable 

neighborhoods. Factors that MHA will consider are the location, quality, size, number of 

bedrooms, age, amenities, housing services, maintenance and utilities.  

 

Owners may review the determination made on their unit. Additional information may be 

submitted for consideration or for improvements to the unit that will enable MHA to consider.  
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The owner must certify on the RFTA, HUD Form 52517, the rent charged to the HCV 

participant is not more than the rent charged for comparable unassisted units. By accepting the 

housing assistance payment each month, the owner is certifying that the rent to owner is not 

more than the rent charged by the owner for comparable unassisted units in the premises.  
 
5.Tenancy and Unit Approved by the Housing Authority 
Once MHA receives the Request for Tenancy Approval from the participant (the RFTA must be 
submitted by the participant, not the landlord), the Housing Authority will review and determine if 
the tenant qualifies for the unit according to their household income. If the family chooses a unit 
with a gross rent greater than the payment standard and their share exceeds 40% of their monthly-
adjusted income, the Housing Authority is not permitted to approve tenancy. The family is notified 
if they do not qualify for a unit. 
 
6.Scheduling of Inspection 
The unit must be ready to inspect within ten (10) business days of submitting the RFTA. MHA will 
schedule and perform an initial inspection at the unit to ensure it meets HQS within fifteen (15) 
business days of the submission and approval of tenancy. If the unit does not pass, a reasonable 
time will be given to make repairs. 
 
The Housing Authority will schedule a HQS inspection with the landlord. The landlord or a  
representative should be present for this inspection.  
 
7.PARTICIPATE IN THE INSPECTION 
Take advantage of this opportunity to meet the inspector and to discuss the various aspects of the 
inspection. It will help you to learn more about HQS so that you will know how best to prepare for 
other inspections. Once you go through an inspection, you will have a better idea of the program 
requirement. 
 
8.PREPARE THE UNIT FOR INSPECTION 
Review the information below on HQS as you evaluate your rental unit. Try to correct any HQS 

violations prior to the inspection. At the time of the inspection, the unit should be “move- in “ready 

and all utilities must be on. This will prevent delays in the beginning of the family’s rental assistance. 

If the family is already in the unit, it is a good idea to go over the checklist with them to ensure that 

the unit will meet the minimum requirements. 
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MHA Commonly Missed HQS Inspection Items  

Any installation requiring a licensed installer, a licensed installer must be used. The owner is 

responsible for submitting a receipt showing the installation. 

The following list will help identify common items that arise during HQS Inspections. 

Please correct any deficiencies prior to the inspection date. Other items may be considered at the 

time of the actual inspection. 

1. Missing/inoperable/non-compliant smoke alarms and CO detectors 

2. Stove or ranges inoperable (i.e. do not light) 

3. Missing light fixtures or parts 

4. Trip hazards 

5. Plumbing leaks 

6. Missing switch/electrical cover plates 

7. Flooring loose 

8. Toilet loose at base 

9. Exposed tack strip 

10. Missing doorknobs 

11. Hot water heater must have a pressure and temperature relief valve with discharge line. 

12. Locks on all windows 

13. No peeling paint of exterior or interior of unit constructed prior to 1978 with a child 6 

years or under 
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Other General Health and Safety Precautions  

• Is there a smoke detector in each sleeping room? 

• Can the unit be entered without having to go through another unit? 

• Is there an alternative fire exit from the building that is not blocked and that meets local 

or state regulations as an acceptable exit? 

• Is the unit free of rats and infestations of mice or vermin? 

• Is the unit free of garbage or debris inside and outside? 

• Are there adequate covered facilities for temporary storage and disposal of food waste, 

and are they approved by a local agency? 

• Are interior stairs and common halls free of hazards (e.g., inadequate lighting, missing or 

insecure railings, and loose, broken, or missing steps?) 

• Do all elevators have a current inspection certificate? Are all elevators working and safe? 

• Are the site and immediate neighborhood free of conditions that would seriously and 

continuously endanger the health or safety of the residents? 

• Is the interior free of mold and mildew? 

• Are tenant-supplied utilities separately metered? 
 
9. SMOKE ALARMS – HOUSE BILL 1168 

• On September 1, 2011, a state law was passed requiring that at a minimum, all rental 

dwelling units be provided with a smoke alarm in each bedroom and the hallway adjacent 

to the bedrooms. The previous state law only required that smoke alarms be provided in 

rental dwellings. The Marshall Housing Authority will follow, and support House Bill 

1168 law that defines the smoke alarm requirements. Participating HCV landlords are 

required to review their units to ensure that they are in compliance with the state law. 

 

State Law: HB 1168 which amended the Property Code 
Section 92.006 (a) (6) requires the following: 

• Landlord MUST install smoke alarm(s) 
• Tenant may not waive any rights, remedy or duties under this law 

• Landlord has a duty to repair and inspect detectors, which may only be waived by written 
agreement between the landlord and the tenant. 

In summary, you as the landlord are required to do the following: 
• Detectors shall be UL Listed to detect the visible and invisible particles of smoke. 

(Combination ionization\photoelectric detector) 
• You shall install one smoke detector in each bedroom. 

• If the dwelling unit uses a single room for dining, living and sleeping, the smoke 
alarm must be in the room. 

• If there are multiple bedrooms served by the same corridor, one detector must be 
located in the corridor near the bedroom in addition to the detector in the bedroom. 

• If the unit has multiple levels, one alarm is required on each level. 
• The landlord is required by law to inspect and repair smoke alarms as outlined herein. 

The landlord must determine that the smoke alarm(s) are working properly at the 
beginning of the tenant’s lease by visual inspecting and performing a function test 
with canned smoke or by operating the test button. If you are notified of possible 

damage or malfunction to the detector, or are requested by the tenant to check the 
detector, the landlord is required to do so in a reasonable time (7 days). (Note: If unit 

was damaged due to the actions of the tenant, his or her family or guests, the landlord 
may require the tenant to pay in advance for the costs associated with the repair or 

replacement. 
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State Law: HB 1168 which amended the Property Code 
• Landlord is not obligated to provide batteries for a battery-operated smoke alarm 

after the tenant takes possession IF the alarm was in good working order at the time Page 2 of 3 
the tenant took possession per the HB but ARE required to provide batteries under 

907.2.11.2 of the 2009 International Fire Code as amended. 
• The 2009 International Fire Code requires smoke detectors in the same locations as 

the House Bill. 
Installation Criteria: 

• Detectors must be installed on the ceiling or wall in accordance with the 
manufacturers procedures and recommendations. 

• On ceilings, the units must be mounted a minimum of 6 inches from the wall. 
• If mounted on a wall, the unit should be mounted 6-12 inches from the ceiling 

unless otherwise in accordance with the manufacturer’s procedures. (Note: Many 
manufacturers allow 4-12 inches from the ceiling. Also, in rooms with vaulted 

ceilings, the measurements must be taken from the peak of the ceiling, as smoke 
will rise.) 

• Changes in the placement of detectors require the approval of the fire marshal. 
The power source for the detectors varies: 

Sec. 92.255 (b) states: If a dwelling unit was occupied as a residence before September 
1,2011, or a certificate of occupancy was issued before that date, a smoke alarm installed 

in accordance with …{this law}… may be powered by battery and is not required to be 
interconnected with other smoke alarms, except that a smoke alarm that is installed to 

replace a smoke alarm that was in place on the date the dwelling unit was first occupied 
as a residence must comply with residential building code standards that applied to the 

dwelling unit on the date or Section 92.252(b). 
[INTERPRETATION: Your new or replacement detectors can be powered by battery or 

other approved power sources in compliance with the law in effect at the time the units 
were built. It is not the intent of the law to require you to pull wiring or run electrical 

circuits for the smoke detectors unless extensive remodeling is occurring, per our 
interpretation.] 

TENANT LIABILITY: 
A tenant is liable if the tenant removes a battery from a smoke alarm without 

immediately replacing it with a working battery or knowingly or intentionally damages a 
smoke alarm causing it to malfunction. 

It is illegal to remove or in any manner disable a smoke detector. 
PENALTIES: 

Under HB 1168: 
• Tenant is liable to landlord and the tenants’ guests for damages suffered because 

tenant removed battery or disconnected or caused malfunction to alarm. Page 3 of 3 
• Tenant is not liable for damages suffered by landlord if damages were caused by 

landlords’ failure to repair alarm. 
• Landlord is liable to tenant and tenants’ guests for damages suffered because 

landlord failed to install, inspect, or repair a smoke detector. 
• The International Fire Code provides a fine of up to $2,000 per violation per day 

for non- compliance with the IFC. 
It is recommended that it state in your lease in underlined or boldfaced print, a statement 

to the effect that the tenant must not disconnect or intentionally damage a smoke alarm or 
remove the battery without immediately replacing it with a working battery or otherwise 

disable a smoke alarm, and that the tenant may be subject to damages, civil penalties, and 
attorney’s fees under Section 92.2611 of the Property Code. 

Local Laws: The installation and requirements for smoke detectors in existing 
apartments are included in 2009 IFC 4603.7. in new installations, under 907.2.11.2, 

which closely mirrors the State Law. Fines for violation of the IFC are up to 
$2000 per day per violation 
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10. LIFE THREATENING CONDITIONS  
HUD requires the PHA to define life threatening conditions and to notify the owner or the family 

(whichever is responsible) of the corrections required. The responsible party must correct life 

threatening conditions within 24 hours of MHA notification.  

 

The following are considered life threatening conditions:  
 

• Any condition that jeopardizes the security of the unit  

• Major plumbing leaks or flooding, waterlogged ceiling or floor in imminent danger of 

falling.  

• Natural or LPgas or fuel oil leaks  

• Any electrical problem or condition that could result in shock or fire  

• Absence of a working heating system when outside temperature is below 60 degrees 

Fahrenheit.  

• Utilities not in service, including no running hot water  

• Conditions that present the imminent possibility of injury  

• Obstacles that prevent safe entrance or exit from the unit  

• Absence of a functioning toilet in the unit  

• Inoperable smoke alarms  

• If an owner fails to correct life-threatening conditions as required by the PHA, the 

housing assistance payment will be abated, and the HAP contract will be terminated.  

• If a family fails to correct a family caused life-threatening condition as required by the 

PHA, the PHA may terminate the family’s assistance.  

• The owner will be required to repair an inoperable smoke alarm unless the PHA 

determines that the family has intentionally disconnected it (by removing batteries or 

other means). In this case, the family will be required to repair the smoke detector within 

24 hours.  
 
11. ADDITIONAL MARSHALL HOUSING AUTHORITY REQUIREMENTS  
The PHA may impose additional quality standards as long as the additional criteria are not likely 

to adversely affect the health or safety of participant families or severely restrict housing choice. 

HUD approval is required if more stringent standards are imposed. HUD approval is not required 

if the PHA additions are clarifications of HUD's acceptability criteria or Performance standards 

[24 CFR 982.401(a)(4)].  

• Restrict all gas fired appliances/water heaters/central air/heat units in bedrooms and/or rooms 

used for sleeping and including gas-fired heaters in bathrooms. Purpose: To ensure that the 

location of appliances/water heaters does not present a health/safety hazard with proper 

ventilation of gas vapors and exhaust fumes.  

• Require all gas-fired appliances to have separate shut off valves with stainless steel flex 

connection. Purpose: Local city code and IRC codes require proper working control valves with 

adequate sized stainless steel gas rated steel flex connections.  
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• Require gas fired water heaters to be vented properly to city code, including double wall pipe 

venting. Purpose: Local city code requires proper venting including double wall venting allowing 

exhaust gases to exit properly.  

Require all water heaters to have proper T & P drain lines with no reduced drain lines or PVC 

material. Purpose: Local city code requires continuous sized drain lines of proper size. (¾ inch 

solid metal piping only).  

• Require (per State law) all sliding glass doors to have Charlie Bar, hinge lock and pin lock. 

Purpose: Texas state law requires the use of all three locking security devices on all sliding glass 

doors.  

• Require installation of 4” visible address numbers on all units. Purpose: Local city and Fire 

code requires at least 4” visible numbers installed on all houses for fire and police emergencies. 

(Section 3 of the International Fire Code (IFC).  

• Require all swimming pools/spas/hot tubs to meet city code requirements. Purpose: Local city 

code and ordinance requires swimming pools/spas/hot tubs to meet Chapter 41 Appendix G of 

the International Residential Code (IRC).  

• Require screens on all open able/operable windows. Purpose: To provide adequate ventilation 

and prevent insects and rodents from entering the unit when windows are open.  

• Require all electrical plugs above countertops in kitchen and bathrooms to be GFI circuits. 

Purpose: Local city codes are requiring this in new construction and during occupancy standards 

inspections on unit that request electrical services.  

 
12. MAKING REPAIRS PROMPTLY  
If the housing unit does not pass the initial inspection, you will be notified of any items that 

failed and given a reasonable time to make repairs. When the repairs are complete, you must 

notify MHA in writing (email, fax, etc.) and the unit will be scheduled for a second inspection. 

Units will only be inspected twice. After the second fail, the unit will be disallowed, and the 

participant will be encouraged to find another unit. The Housing Authority is not responsible 

for any payments until the unit passes inspection and the family has taken occupancy. If 

the family moves in before the unit has passed, the family is responsible for the full amount 

of the monthly rent.  

 
All inconclusive and failed items must be corrected and approved prior to the execution of the 

Housing Assistance Payments Contract.  
 
13. HAP CONTRACT AND LEASE SIGNED  
If the unit meets the program requirements and the tenancy can be approved, the Housing 

Authority will enter into a Housing Assistance Payments (HAP) Contract with the landlord, and 

the family will enter into a lease with the landlord.  

Once the unit is approved, you will enter into a contract with the Housing Authority and sign a 

lease agreement with the family.  
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14. SECURITY DEPOSITS  
The landlord may collect a security deposit from the tenant. The total security deposit: 

must meet all of the following requirements:  

• May not exceed the amount legally allowed according to state or local law  

• May not be higher than what you charge for similar non-assisted units, and  

• Cannot be applied in a discriminatory manner 

 
15. PAYMENTS TO LANDLORD  
After the HAP Contract and lease are signed, MHA makes the initial HAP and continues to make 

monthly payments to the landlord as long as the family continues to meet eligibility criteria and 

the housing unit qualifies under the program. The Housing Authority will make payments on (or 

about) the first of each month and will continue to make payments as long as the following 

conditions are met:  

• The unit meets Housing Quality Standards.  

• The tenant is eligible for assistance.  

• The tenant resides in the unit.  

• The landlord is in compliance with the contract.  

• The family is responsible for paying the difference between the Housing Authority’s 

payment amount and the total rent to landlord for the unit. It is the landlord’s 

responsibility to collect any portion of the rent payable by the family.  
 
Typically, the Marshall Housing Authority processes payments two times per month (direct deposit): 

• Between the 1st and the 5th of the month 

• On or near the 15th of the month 

 
HUD REQUIRED ANNUAL ACTIVITIES  
There are two HUD-required annual activities:  

• Re-certification of family income and household composition  

• Inspection of housing units  
 
Re-certification of Family  
The Housing Authority is required to re-certify families at least annually. Each family is required 

to furnish information to the Housing Authority about total family income, allowable deductions 

from income, and family composition. If a family’s income has increased or decreased, the 

amount of the family’s payment and Housing Authority payment to the landlord may change, but 

the total amount received by the landlord from both the Housing Authority and the family will 

not be affected.  

 
Changes in Family Composition or Income  
When the family has an increase or decrease in family composition or income the Housing 

Authority will complete an interim worksheet to determine the impact upon the family and 

Housing Authority portion towards the lease rent. The Housing Authority will email/mail the 

family and landlord of the change in the family’s portion of rent.  
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Annual Inspection of Units  
The Housing Authority must inspect every unit at least once a year. The Housing Authority will 

provide advance written notice to the family of the date of the annual inspection.  

• If the unit does not pass the inspection, a reasonable time will be given to make repairs.  

• The family is responsible for the repair of any damage beyond normal wear and tear. 

ABATEMENT OF PAYMENTS  
According to the HAP Contract, the landlord is responsible for ensuring that the unit meets 

Housing Quality Standards during the entire term of the HAP Contract. At any time, it is 

determined that the unit does not meet Housing Quality Standards, MHA will notify the landlord 

in writing and provide reasonable time for repairs. If the repairs are not made within that time, 

the Housing Authority is required to abate payments. Although the family will still be 

responsible for its share of the rent if the Housing Authority abates payments, the landlord 

should monitor the condition of the unit and make repairs promptly.  
 
RENT INCREASES  
After the initial term of the lease, the landlord may request to increase the rent with a 60-day 

written notice to the family and the Housing Authority. Notice to the tenant MUST be sent 

via certified mail and the proposed increase must be reasonable. Any increase cannot make the 

rent greater than that charged for comparable unassisted unit. Rental Increase forms for multi-

family and single-family units can be found in the appendix of this handbook.  
 
OTHER CHANGES  
If the tenant and landlord agree to any changes in the lease, the changes must be in writing, and 

the landlord must immediately give the Housing Authority a copy of the changes. 

  

The following will require the landlord and tenant to request Housing Authority approval of a 

new HAP Contract:  

• Any changes in lease requirements governing tenant or landlord responsibilities for utilities or 

appliances  

• Any changes in the term of the lease  

• Any moves from one unit to another (including moves to a different unit within the same 

building or complex)  

• If the Housing Authority approves the new HAP Contract, a new lease will also be required 

  
SPECIAL INSPECTIONS  
MHA will conduct a special inspection if the owner, family, or another source reports HQS 

violations in the unit. During a special inspection, MHA generally will inspect only those 

deficiencies that were reported. However, the inspector will record any additional HQS 

deficiencies that are observed and will require the responsible party to make the necessary 

repairs. If the annual inspection has been scheduled or is due within 90 days of the date the 

special inspection is scheduled the PHA may elect to conduct a full annual inspection.  
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• QUALITY CONTROL INSPECTIONS [24 CFR 982.405(b)  

HUD requires a PHA supervisor or other qualified person to conduct quality control 

inspections of a sample of units to ensure that each inspector is conducting accurate and 

complete inspections and that there is consistency in the application of the HQS.  

The unit sample must include only units that have been inspected within the preceding 3 

months. The selected sample will include (1) each type of inspection (initial, annual, and 

special), (2) inspections completed by each inspector, and (3) units from a cross-section of 

neighborhoods. 

CONTRACT TERMINATIONS  
The HAP Contract is an agreement between the landlord and the Housing Authority. It runs 

concurrently with the lease and terminates automatically when the lease terminates.  
 
TERMINATION OF TENANCY BY LANDLORD  
During the term of the lease, the landlord may terminate tenancy only for:  

• Serious or repeated violations of the terms and conditions of the lease, including, but 

not limited to, failure to pay rent or other amounts due under the lease.  

• Violations of federal, state, or local law that impose obligations on the tenant in  

            connection with the use or occupancy of the unit or premises.  

 

Other good causes, such as the following:  

• Failure by the family to accept the offer of a new or revised lease.  

• Family history of disturbance of neighbors, destruction of property, or living and 

housekeeping habits resulting in damage to the unit or premises.  

• The landlord’s desire to use the unit for personal or family use or for nonresidential 

purposes.  

• Business or economic reasons, such as the sale of the property, renovation of the unit, 

or a desire to lease the unit at a higher rent. 

  

The landlord may not terminate for “good cause” during the initial term of the lease unless the 

cause is something that the family did or failed to do. At the end of the initial term or at the end 

of any successive definite term, the landlord may terminate the lease without cause.  

 

The landlord may evict a tenant only through a court action. The landlord must give the tenant 

written notice of the grounds for termination of tenancy at or before the commencement of the 

eviction action. The written notice of the grounds for termination of tenancy may be attached or 

combined with any eviction notice the landlord gives to the family. The landlord must also give a 

copy of the grounds for termination and eviction notice to MHA.  

 
TERMINATION OF TENANCY BY FAMILY  
The family may terminate tenancy in accordance with the lease and Tenancy Addendum. The 

family must give the landlord and the Housing Authority written notice of termination of tenancy 

before moving from the unit.  

 

If the family is moving to another unit with Voucher assistance, the current landlord will be  
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asked to complete a “Tenant In Good Standing” form provided by the Housing Authority. If the 

tenant is not in good standing with the current landlord, the family may not be issued a Voucher 

to use elsewhere. 

 

TERMINATION OF HOUSING ASSISTANCE BY THE MARSHALL HOUSING AUTHORITY  
If the Housing Authority terminates program assistance to a family, the HAP Contract for 

the family terminates automatically. The Housing Authority will provide the landlord with 

written notice of termination of assistance. Rental assistance can be terminated if a family fails to 

fulfill its obligations under the program or if the family seriously or repeatedly violates the lease.  

 

A HAP Contract may also end when a family’s income increases to the point that a Housing 

Authority payment to the landlord is no longer necessary.  

 
BREACH OF CONTRACT  
Any of the following actions by the landlord will be considered a breach of the HAP Contract:  

• Violating the terms of any HAP Contract  

• Failing to fulfill any landlord obligations under the HAP Contract, including HQS  

• Committing fraud, bribery, or any other corrupt or criminal act involving a federal housing 

program  

• Failing to comply with or committing fraud, bribery, or any other corrupt or criminal act in 

connection with a mortgage insured or a loan made by HUD  

• Engaging in any drug-related criminal activity  

• Engaging in any violent criminal activity  

 
CRIMINAL ACTIVITY  
The Landlord or Housing Authority may terminate a tenant for any illegal activity that threatens 

the health, safety, or right to peaceful enjoyment by other residents or persons residing in the 

immediate vicinity of the premises. It also includes any drug-related or violent criminal activity.  

 
CHANGE OF OWNERSHIP  
As a provision of the HAP Contract, the landlord may not assign the contract to a new landlord 

without the prior written consent of the Housing Authority. Therefore, you must notify the 

Housing Authority if you put the property on the market for sale and once the unit is sold.  

 
FORECLOSURES  
In May, 2009, President Obama signed into law the Protecting Tenants at Foreclosure Act of 

2009 (PTFA) (S.896, P.L. 111-22). The objective of these new tenant protections is to ensure 

that tenants receive appropriate notice of foreclosure and are not abruptly displaced. This new 

federal law requires that a tenant under any bona fide tenancy or bona fide lease entered into 

before the notice of foreclosure has the right to occupy the premises until the end of the 

remaining term of the lease. The only exception to preserving the remaining term of the lease is 

for a purchaser who will occupy the unit as a primary residence. In this situation:  

• The foreclosed owner of a home cannot force a HCV family to vacate the property prior  

to a sale of the property.  
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• The new owner may terminate the tenancy effective on the date of the transfer to the owner 

if the owner:  

• Will occupy the unit as a primary residence; and  

• Has provided the tenant with a notice to vacate at least 90 days before the effective  

       date of such notice. 

SIDE PAYMENTS  
The owner must collect only the contract rent agreed to in the HAP Contract and associated 

lease. Owners are not permitted to collect side payment from the tenant or anyone on the 

tenant’s behalf.  

 
LEASE RENEWALS  
Please note that if you make the choice to have your tenant resign a lease each year (rather than 

go month-to-month after the initial one-year term), you could be required to enter into a new hap 

contract as well. In this case, you will be unable to raise rent until the effective date of the lease 

renewal. This will still require a proper 60-day notice.  

 
DISAPPROVAL OF LANDLORD  
The Housing Authority may disapprove a landlord if:  

• The Housing Authority has been notified by HUD that the landlord has been debarred, 

suspended or subject to a limited denial of participation.  

• The government has instituted an administrative or judicial action against the landlord for 

violation of the Fair Housing Act or other equal opportunity requirements.  

• The landlord is the parent, child, grandparent, grandchild, sister, or brother of any member of 

the family, unless approving the unit would provide reasonable accommodation for a family 

member with disabilities.  

• The landlord has violated obligations under a Housing Choice Voucher Program Housing 

Assistance Payments Contract.  

• The landlord has committed fraud, bribery, or any other corrupt or criminal act in connection 

with any HUD program.  

• The landlord has engaged in drug-related or violent criminal activity.  

• The landlord has a history or practice of noncompliance with Housing Quality Standards for 

units leased under the program.  

• The landlord has a history or practice of failing to terminate the leases of tenants of units 

assisted under Housing Choice Voucher Program or any other HUD program for activity by 

the tenants, household members, or guests that:  

❖ Threatens the right to peaceful enjoyment of the premises by other residents.  

❖ Threatens the health or safety of other residents or Housing Authority employees.  

❖ Threatens the health, safety, or right to peaceful enjoyment of their premises by residents 

in the immediate vicinity.  

❖ Have drug-related or violent criminal activity.  

❖ The landlord has a history or practice of renting units that fail to meet state or local 

housing codes.  

❖ The landlord has not paid state or local real estate taxes, fines, or assessments.  
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THE VIOLENCE AGAINST WOMEN ACT (VAWA)  
Under VAWA, landlords may not consider actual or threatened domestic violence, dating 

violence, or stalking as a cause for terminating the tenancy or occupancy of the victim.  

• The owner may still terminate the tenancy of the victim if they do so for a lease violation 

unrelated to the domestic violence or the victim’s presence in the unit causes an imminent 

threat to others due to the situation. 

• VAWA provides the same protections to male victims of domestic violence as to female 

victims. 

• The landlord may bifurcate a lease or divide the lease to remove the perpetrator from the 

lease (whether or not they are a signatory to the lease) while allowing the victim to 

remain at the unit without being penalized. 

 

 
FREQUENTLY ASKED QUESTIONS FROM LANDLORDS ABOUT THE SECTION 8 PROGRAM: 
  
1.How much rent can I expect from my property?  
You determine the asking price for the unit. However, the rent must be reasonable compared to 

other units of similar location, quality, size, type, and age. If the rent is not reasonable to similar 

units, you may be asked to lower it to accommodate the tenant interested in moving into the 

property. Should you rent your property through Section 8, rent increases must also be 

reasonable in relation to comparable units, the payment standard in the jurisdiction, and what 

portion of the rent the tenant can afford to pay. 
 
2.How much can I ask for a security deposit?  
You can ask for as much is allowable under local law, typically one-months’ rent. However, you 
cannot legally ask more in security deposit from a Section 8 applicant than you would ask of any 
other applicant. 
 
3.How is the breakdown in rent calculated? 
Marshall Housing Authority will pay the landlord for the difference between the payment standard 
and tenants’ total payment. The tenant would pay the difference between the total rent and the 
voucher amount. Both the tenant and the housing agency would pay their portions of the rent to 
you at the beginning of every month. A delay in the housing agency’s payment may be expected 
when the tenant first moves into the unit. However, a prorated rent can be paid on a mid-month 
move. 
 
SAMPLE RENT CALCULATION  
Head of Household: $23,000 annually                                   Spouse: $21,000 annually  
Annual Income $44,000                                                            Adjusted Income $40,040  
Total Tenant Payment (TTP)  

Total Monthly Income $3,667  
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10% of Annual Income $368  
Adjusted Monthly Income $3,337  
30% of Adjusted Monthly Income $1,001  
Minimum Rent $50  
TTP $1,001 

SAMPLE RENT CALCULATION (continued)  
Tenant Rent Calculation  

Payment Standard $1,102  
Contract Rent Amount $948  
Utility Allowance $154  
Gross Rent of Unit $1,102  

TTP $1,001  
Total HAP (Gross rent – TTP) $101  
Owner HAP (Lessor of Contract Rent/HAP) $101  
Tenant Rent (Contract Rent – Owner HAP) $847 

SAMPLE AFFORDABILITY DETERMINATION  
In the example below, the family needs a two-bedroom unit, and their Total Tenant Payment is 

$210 (30 percent of their monthly adjusted income). In special cases, the family may pay up to 

40 percent of their monthly adjusted income (in the example below, 40 percent of the family’s 

monthly adjusted income is $280). The Payment Standard for a two-bedroom unit is $1,102.  

Minimum Family TTP = $210  

Maximum Rent Assistance provided by MHA  

(Payment Standard minus Total Tenant Payment)  

$1,102 - $210 = $892  

Affordable Rent for the family (including utilities) = $1,102  

Maximum Affordable Rent for the family  

(in special cases, Total Tenant Payment can be 40 percent of monthly adjusted income, that plus 

MHA’s Maximum Rent assistance equals the maximum affordable rent)  

$892 + $280 = $1,172  

In this example, the family should look for a unit with rent plus utilities (or rent that includes 

utilities) at $1,102 to $1,172. 

 
4. Can I refuse to rent to an individual? 

You have the right to select the tenant you want for your unit using whatever criteria you 

determine. However, you must not discriminate against an individual because of race, color, 

religion, sex, national origin, age, familial status, or disability. 
27  
5. Who pays for damages to the property during occupancy? 
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Damages beyond the normal wear and tear and are tenant-related can be paid for by the 

tenant. You should have a standard practice listed in the lease as to how damages will be 

paid for by the tenant. After the tenant moves out, you may take compensation for damages 

beyond the normal wear and tear from the tenant’s security deposit in accordance to state 

law. 

 
6.What if I have problems with the tenant? 
If you have repeated problems with the tenant, you have the right to enforce your lease and take 

the necessary actions against the tenant. Whenever you do start proceedings against a client, you 

must notify Marshall Housing Authority in writing. Should you send the tenant any 

correspondence, such as a warning letter or a notice to vacate, please send a copy to the Housing 

Authority. In most cases, MHA may take action against the tenant to terminate the assistance 

prior to the eviction. 

 
A FINAL NOTE 
Information and cooperation are two key ingredients to developing a rewarding relationship with 

the Marshall Housing Authority and a family that is leasing your rental unit. With your 

cooperation, many families are able to find decent, safe and sanitary units to call home. 
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Adjusted income: Annual income less allowable HUD deductions and expenses.  

Admission: Admission is the effective date of a resident’s lease in a public housing program or 

the execution date of a resident’s HAP Contract in a tenant-based program.  

Annual income: The anticipated total income of an eligible family from all sources for the 12-

month period following the date of determination of income.  

Applicant: A family that has applied for admission to a housing program but has not yet been 

admitted to the program.  

Child care expenses: Amounts paid by a family for the care of minors under age 13 if such care 

is necessary to enable a family member to be employed, to further his/her education, or to seek 

employment.  

Co-head: An individual in a household who is equally responsible for the lease with the head of 

the household. A family may have a co-head or spouse but not both. A co- head never qualifies 

as a dependent.  

Contract rent: See rent to landlord.  

Dependent: A member of a family (excluding the family head, spouse, and any foster child) 

who is under 18 years of age, is a disabled person, or is a full-time student.  

Disabled family: A family whose head, spouse, or sole member is a person with disabilities; two 

or more persons with disabilities living together, one or more persons with disabilities living 

with one or more live- in aides.  

Disabled person: See person with disabilities.  

Displaced person: A person who has been displaced by governmental action or whose dwelling 

has been extensively damaged or destroyed as a result of a disaster declared or otherwise 

formally recognized pursuant to Federal Disaster Relief laws.  

Drug-related criminal activity: Drug trafficking or the illegal use or possession for personal 

use of a controlled substance as defined in section 102 of the Controlled Substances Act.  

Drug trafficking: The illegal manufacture, sale, or distribution of a controlled substance or the 

possession of such a substance with intent to manufacture, sell, or distribute it.  

Elderly family: A family whose head, spouse, or sole member is a person who is at least 62 

years of age; two or more persons who are at least 62 years of age living together; or one or more 

persons who are at least 62 years of age living with one or more live- in aides.  

Elderly person: A person who is at least 62 years of age.  

Excess medical expenses: Any non-reimbursable medical expenses incurred by an elderly 

family in excess of 3% of the family’s annual income.  

Extremely low-income family: A family whose annual income does not exceed 30% of the 

median income for the area, as determined by HUD, with adjustments for smaller and larger 

families.  

Fair market rent (FMR): The amount that must be paid in a given area to rent existing,  

privately owned housing of a modest nature, with suitable amenities, and in decent, safe, and 

sanitary condition. FMRs are established by HUD. They vary by unit size as well as by housing 

market area and include the cost of all utilities except phone.  

Family rent to landlord: Rent to landlord minus the housing assistance payment.  

Family share: The portion of rent and utilities paid by a family.  

Gross rent: The sum of the Rent to Landlord plus any utility allowance. If there are no tenant 

paid utilities, the Rent to Landlord equals the Gross Rent.  

Head of household: The person who assumes legal and financial responsibility for a household 

and is listed on a housing application as its head. 30  
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Housing Assistance Payment (HAP): The monthly assistance payment by the Housing  

Authority.  

Housing Assistance Payments (HAP) Contract: A written agreement between a Housing 

Authority and a housing landlord for the purpose of providing housing assistance payments to 

the landlord on behalf of an eligible family. A HAP Contract defines the responsibilities of both 

the Housing Authority and the landlord.  

Housing Choice Voucher: See Voucher.  

Housing Choice Voucher Program: Effective October 1, 1999, the Section 8 Tenant-Based 

Rental Assistance Program that completes the merger of the Section 8 Certificate and Voucher 

programs into a single new Section 8 Voucher Program.  

Housing Quality Standards (HQS): The HUD minimum quality standards for housing assisted 

under the Public Housing and Housing Choice Voucher Program.  

Housing unit: Same as Unit.  

HUD: The Department of Housing and Urban Development or its designee.  

Landlord: Either the legal owner of a property or the owner’s designated representative or 

managing agent.  

Lease: A written agreement between a landlord and an eligible family for the leasing of a  

housing unit.  

Lease addendum: See Tenancy Addendum.  

Live-in aide: A person who resides with an elderly or disabled person and who (a) is determined 

to be essential to the care and well-being of the person, (b) is not obligated for support of the 

person, and (c) would not be living in the unit except to provide necessary supportive services. 

The live- in aide may not be a relative.  

Low-income family: A family whose annual income does not exceed 80% of the median income 

for the area, as determined by HUD, with adjustments for smaller and larger families.  

Monthly adjusted income: One-twelfth of annual income after allowances.  

Monthly income: One-twelfth of annual income before allowances.  

Net family assets: The value of equity in savings, checking, IRA and Keogh accounts, real 

property, stocks, bonds, and other forms of capital investment.  

Landlord: Any person or entity (including a principal or other interested party) with the legal 

right to lease or sublease a unit to a participant.  

Landlord orientation: A meeting with a Housing Authority representative for the purpose of 

learning the rules and procedures for participating as a landlord in the Housing Choice Voucher 

Program.  

Participant: A family that has been admitted to a Housing Authority program and is currently 

being assisted in the program.  

Payment standard: The maximum subsidy payment for a family under the Voucher Program. 

The Housing Authority sets a payment standard AT 110% of the current HUD published FMR.  

Rent reasonableness: See reasonable rent.  

Rent to landlord: The monthly rent payable to the landlord under the lease. Rent to landlord 

includes payment for any services, maintenance, and utilities to be provided by the landlord in 

accordance with the lease.  

Request for Tenancy Approval (RTA): A Housing Authority form completed by a landlord 

and family and used by the Housing Authority to determine whether a unit is eligible, and a lease 

complies with program requirements.  
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Resident: See tenant.  

Security deposit: A dollar amount that can be collected from a family by a landlord and used for 

amounts owed under a lease according to state or local law.  

Single person: A person living alone or intending to live alone.  

Subsidy standards: Standards established by a Housing Authority to determine the appropriate 

number of bedrooms and amount of subsidy for families of different sizes and compositions.  

Tenancy Addendum: A HUD-designed addition to a landlord’s lease that includes word- 

forward, all HUD-required language.  

Tenant: The person who executes a lease as lessee of a dwelling unit.  

Tenant rent: The amount payable monthly by a family as rent to a Housing Authority in a 

public housing program or to a landlord in a Housing Choice Voucher Program.  

Total tenant payment (TTP): The total amount the HUD rent formula requires a tenant to pay 

toward rent and utilities.  

Unit: Residential space for the private use of a family. The size of a unit is based on the number 

of bedrooms contained within the unit.  

Utility allowance: The Housing Authority’s estimate of the average monthly amount needed to 

pay for utilities by an energy-conscious household. If all utilities are included in the household’s 

rent, there is no utility allowance. A utility allowance varies by unit size and type of utilities.  

Utility reimbursement: The amount, if any, by which a family’s allowance for utilities or other 

housing services exceeds its total tenant payment.  

Violent criminal activity: Any illegal criminal activity that has as one of its elements the use, 

attempted use, or threatened use of physical force against the person or property of another. 
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APPENDIX OF REQUIRED DOCUMENTS 
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Request for Tenancy Approval (RFTA) Completion Tips 
The RFTA is an important document. It is your notification to MHA that you will rent your 

rental unit to a specific program participant. It gets the ball rolling on the lease-up. As such, it is 

important that you fill the form out correctly and completely.  

 

We thought we would share a few tips with you about proper completion of the form, based on 

our experiences with incomplete/inaccurate responses in the past. Remember, you can always 

contact the office to ask questions. 

Field  Tip  

2 – Address of unit  Please be sure to include ALL address information, including city. We serve 1 

county (Harrison).  

If the unit is in a rural area or especially hard to find, please attach a sheet with 

directions to the unit.  

3 – Requested 

Beginning date of 

Lease  

This is the date you would like the lease to begin. Remember, the unit must pass 

inspection before the lease and contract can begin.  

4 – Number of 

Bedrooms  

Please list all bedrooms, even if the tenant will be using one of the bedrooms for a 

different purpose  

5 – Year Constructed  This is very important, especially for the purpose of evaluating the unit for possible 

lead paint hazards. If you are unsure of the specific date and cannot find the answer 

with a bit of research, please at least let us know if it is pre-1978 or post-1978.  

6 – Proposed Rent  This is the rent that you and the tenant have agreed to. If we process the unit lease-

up at this rent, you may not collect any additional amounts from the tenant.  

7 – Security Deposit  This is the total amount of security deposit you will charge the tenant. Remember, 

you can charge the tenant only what you charge or would charge unassisted tenants 

at the same or similar unit.  

8 – Date unit 

available for 

Inspection  

This is the date you will have the unit available for inspection. Except under 

certain rare circumstances, this date should be no more than 15 days from the date 

you complete the form.  

Remember that the clock is ticking on the tenant’s voucher, so be sure the unit is 

ready or can be ready in a reasonable amount of time before completing the 

paperwork.  

9 – Housing Type  Choose type of housing. Duplexes are semi-detached. Walk-ups are 4 stories or 

less. High-rises are 5 stories or more.  

10 – Type of 

Subsidy  

Complete this section only if you receive subsidy for the property other than from 

the RCHA HCV program  

11 – Utilities and 

Appliances  

This is REALLY important, and where most mistakes are made.  

 

1.Please choose the heating utility for unit heat, cook stove and water heater by 

marking the appropriate box. 

2.In the provided by column, please mark who has provided the utility or 

appliance by placing a T for tenant or O for landlord in the box. This will nearly 

always be the owner, because the owner has made the utilities accessible at that 

unit. The only items that are normally marked as tenant provided are the 

refrigerator and/or stove, and then only if those items actually belong to the tenant. 
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3.In the paid by column, please mark who is responsible for paying the associated 

utility bill by marking T for tenant or O for Landlord. If the tenant is providing 

their own refrigerator and/or stove, these items will be marked with a T. If the 

stove and/or refrigerator belong to the owner, they will be marked with an O. 

 

Please remember, it is a violation of program rules to list that an owner will 

pay the utility but have it in the name of the tenant OR to list that the tenant 

will pay the utility and have it in the name of the owner.  

 

Comparable rents  

to private tenants  

If your property consists of 4 or more units, please complete according to the 

instructions. If your property consists of 3 or less units, please mark n/a.  

12b - Owner 

Certification  

Renting from a  

Relative  

No completion needed.  

This is reminding you that no one in the owner’s household can be related in 

certain ways to anyone in the tenant’s household.  

12c – Owner 

Certification  

Age of Unit  

Please mark the appropriate statement regarding the age of your unit in reference 

to lead paint hazards.  

13, 14 & 15 – 

Tenant Screening, 

Tenancy Addendum, 

and Unit Inspection  

No completion needed.  

These remind you of landlord and PHA obligations associated with the program.  

Signature Area  Please ensure that the owner has completed the area on the left-hand side and that 

the tenant has completed the area on the right-hand side. We will not consider this 

form complete or schedule an inspection until all parties have sign. 
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HOUSING ASSISTANCE PAYMENTS CONTRACT AND TENANCY ADDENDUM 
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HUD REFERENCES  

 
HCV Landlord Strategies Guidebook for PHAs: 
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/programs/hcv/forms/guidebook  

  

HUD HCV Landlord Resources: 
http://www.hud.gov/offices/pih/programs/hcv/forms/regs.cfm  
  

HCV HQS Guidance: 
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/programs/hcv/hqs   
 

HCV Federal Regulations: 
http://www.law.cornell.edu/cfr/text/24/part-982  
 

http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/programs/hcv/forms/guidebook
http://www.hud.gov/offices/pih/programs/hcv/forms/regs.cfm
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/programs/hcv/hqs
http://www.law.cornell.edu/cfr/text/24/part-982

