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HCV Process – RTA to Vacate
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Emma Rellergert - Housing Coordinator
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Fionna Tejada - Housing Coordinator

Christine Perry - Lead Housing Coordinator

Chad Biggers - Community Engagement 
Specialist
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1. Quick Housekeeping
2. Presentation on the 

Housing Choice Voucher 
Process - From RTA to 
Vacate

3. Questions and Answers
4. Closing Comments

Agenda
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• Ask Questions in Zoom 
Q&A

• No Personal Information in 
Questions

• Webinar is going to be 
recorded, and uploaded 
to Lunch and Learn page, 
as well as additional 
materials from today's 
presentation

Quick Housekeeping
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Quick Housekeeping - Special Note
Today's Presentation is specifically about the process for 
our general Housing Choice Vouchers. Parts of this 
process will be different for some of our special programs 
and for Project Based Vouchers. These programs can be 
discussed in future Lunch and Learns.

If you have specific questions about your situation, please 
send them to the corresponding email below:

Property Owners/Managers: owners@mplspha.org
Current Voucher Holders: hcv@mplspha.org

mailto:owners@mplspha.org
mailto:hcv@mplspha.org


The HCV Process
From RTA to Vacate



Request for Tenancy 
Approval and Moving In

Sarah King
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Request for Tenancy Approval

Filling it Out

•Fill out all spaces on the 
form

•Make sure to fill out 
Lead Based Paint 
Disclosure

•Both the voucher holder 
and the Property Owner 
must sign the 
document.

Submitting

•Completed forms must be 
sent to MPHA before 
anything can be approved.

•Submission instructions 
are on the packet cover 
page.

•It is always best if the 
property owner/manager 
submits the paperwork via 
email to 
owners@mplspha.org

Review

•MPHA Checks:
•Rent Reasonableness –
Looking at Comp Units

•Unit Affordability – Can 
the Voucher Holder 
afford the rent. Looks at 
Payment Standards and 
Family Income.

•Rental License – The 
Unit must have a valid 
rental license.

Approval

•Once approved, the 
approval letter is 
emailed to voucher 
holder and property 
owner. 

•Letter includes 
estimated portions on it.

•Inspection will get 
scheduled

Filling out and submitting the RTA is the first step in getting approval for a voucher holder to move into a unit
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Request for Tenancy Approval
Filling it Out

• Fill out all spaces on the 
form.

• For “Date Unit Available 
for Inspection”, do not put 
ASAP. Enter an actual 
date.

• Ensure utility assignments 
are correct.

• Make sure to fill out Lead 
Based Paint Disclosure

• Both Documents must be 
signed by both the 
Property Owner/Manager 
and the Voucher Holder
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Request for Tenancy Approval
Approval

• Once approved, the 
approval letter is 
emailed to voucher 
holder and property 
owner. 

• Letter includes 
estimated portions on it.

• Inspection will get 
scheduled
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Key Things to Remember – RTAs

Property Owner/Manager 
AND Voucher Holder MUST 
sign the RTA documents
Incomplete or missing 
documents will delay the 
approval process.

Utility Information MUST be 
correct.
If the utility assignments are 
different when we receive 
the lease, then either a new 
RTA will be needed, or a 
corrected lease will need to 
be submitted.

Approval Letter will have 
estimated portions on it. 
Until Lease up is completed, 
these are the portions that 
should be used.
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After Approval
Once the RTA is approved, the file gets sent to the inspections team.

For More Information regarding Inspections, please review previous Lunch and Learns about 
Inspections: 

https://mphaonline.org/section-8/lunch-and-learns/ 

Once the unit passes inspection, sign the lease and send it to owners@mplspha.org. If the 
family moves in prior to the unit passing inspection, they are responsible for 100% of the rent 

until the unit passes inspection.

The next step in the process cannot start until MPHA receives a copy of the signed lease.

https://mphaonline.org/section-8/lunch-and-learns/
mailto:owners@mplspha.org


Lease Up
Tracee Smith
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Lease Up

The Lease Up is the process where 
MPHA reviews the lease, ensures the 
information is correct, calculates final 
portions, and sets up payments.
• Process does not start until the 

lease is received by MPHA. 
• Once everything is processed, 

letters are sent to the Property 
Owner and the Tenant with the final 
portions.

• A HAP Contract is also sent to the 
Property Owner for signature. 
Payments cannot be released until 
HAP Contract is returned to MPHA.
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Lease Up

• The total rent and utility assignments 
must match between the RTA, 
Lease, and HAP Contract

• The initial lease term must match on 
the Lease and HAP Contract. If they 
don’t, we will need a lease 
addendum

• The Tenants and Other Occupants 
listed on the lease must match the 
Tenant and Household on the HAP 
Contract.

• Payments will be released once HAP 
Contract is signed and returned. 
They will be dated for when the unit 
passed inspection, or when the 
tenant moved in, which ever came 
second.
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Key Things to Remember – Lease Ups

Nothing can happen until 
the lease is received by 
MPHA.

If the information does not 
match between the lease 
and the RTA, there will be 
delays. 
* Remember that MPHA approved 
the unit based on the information 
on the RTA. If that information 
changes after the unit is approved, 
it may result in the unit being 
denied.

Payments cannot be 
released until the HAP 
contract is signed and 
returned. 



Annual Certifications
Desmond Carroll
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Annual Certifications

All Families are required to recertify 
with MPHA on an annual basis.

Packet is sent via USPS 2 months 
before recertification date.
Everything must be submitted prior to 
the due date on the packet.
Failure to submit paperwork before 
deadline can result in losing the 
voucher.
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Annual Certifications

Every page that needs a signature 
must be signed by all household 
members over 18.

Documents that are needed:

• Proof of Income for All Household 
Members

• Completed and Signed Household 
Information Form

• Lead Questionnaire
• Release of Information
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Annual Certifications

New Change in Income Policy – Will 
discuss in the Interims Section

Proof of Income required for All Adult 
Members of the Household:
• 3 of your most recent pay stubs, 
• Unemployment
• Child Support
• Misc. Income
• Proof of Full Time Student Status where 

applicable
• Zero Income Form for Adults in 

Household with Zero Income
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Key Things to Remember – Annual 
Certifications

Annual Certifications are a 
program requirement. 
Failure to provided the 
necessary documentation 
by the due date can result in 
the family losing their 
voucher.

Make sure to provide all 
sources of income, or proof 
of zero income. 
If income is unreported and 
later discovered, it may 
result in a repayment 
agreement with the Housing 
Authority.

Dependents in the 
household who are 18 by 
the recertification date are 
considered Adults in the 
Household for the purpose 
of the Recertification.



Interim Actions
April Christopher
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Interim Actions are processed 
during the tenancy, and not part of 
the annual recertification.

There are four types of Interim 
Actions.

Interim Actions may result in 
change of portions.

Interim Actions
Adding a Family Member to 
the Household

Removing a Family Member 
from the Household

Change in Income

Change in Rent
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Documents Needed for New 
Adult Member:

• MPHA’s Add Adult Member 
Packet

• Copy of Social Security Card
• Copy of Photo ID
• Proof of Income for New 

Household Member 
• Proof of Assets over $50,000
• Written Approval from 

Property Owner Approving 
the Addition to the Lease

• MPHA Approval

Documents Needed for New 
Minor by Birth:

• Copy of Birth Certificate
• Copy of Social Security Card
• Declaration of 214 Status

Documents Needed for New 
Minor by Other 
Circumstances:

• Copy of Birth Certificate
• Copy of Social Security Card
• Declaration of 214 Status
• Court Awarded Custody 

Documents (If Applicable)
• Notarized Letter from Child’s 

Parent Designating Custody 
and Length of Stay (If 
Applicable)

• Foster Care Documents (If 
Applicable)

Interim Actions
Adding a Family Member to the Household
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Documents Needed

• Completed Removal of Adult 
Household Member Form

• Proof of New Address for the Member 
Being Removed

• No Documents Required for removal 
of Minor Household Member (other 
than letting MPHA know)

Interim Actions
Removing a Family Member from the Household
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Interim Actions
Change in Income

Proof of Income 
Needed

• 3 of your most recent 
pay stubs, 

• Unemployment
• Child Support
• Misc. Income
• Proof of Full Time 

Student Status where 
applicable

• Zero Income Form for 
Adults in Household 
with Zero Income
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Interim Actions
Change in Rent

New Rent Increase Process

• Property Owner/Manager Must 
Submit Rent Increases via form 
on MPHA Website

• Minimum of 60-Day Notice 
Required for All Rent Increases

• Cannot Raise Rent Within the 
First HAP Term

• MPHA Reviews Increase for 
Reasonableness

https://mphaonline.org/section-8/property-owners/contract-rent-increases/
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Key Things to Remember – Interims

Make sure correct and 
completed 
documentation is 
submitted.

Follow the new process 
for determining if an 
income change is 
required.

Failure to report or 
submit documentation 
can result in loss of 
voucher and/or 
repayment agreement 
with MPHA



Vacating and Moving
Desmond Carroll
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Vacating and Moving

Notice Submitted by 
Tenant

• Written notice with 
landlord signature

• Minimum of 60-day 
notice

Notice Submitted by 
Property Owner/Manager

• Written notice that 
was provided to 
tenant

• Ask for 60-day 
notice
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Vacating and Moving

Briefing 
Packet

Moving 
Packet

Submit 
RTA for 

New Unit

Terminate 
the HAP 
Contract

List Unit
Submit RTA 

for New 
Tenant

Property Owner/Manager Process

Voucher Holder Process
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Key Things to Remember – Vacating

If vacate date changes, 
Notify MPHA right 
away – In writing, with 
a new date, or 
canceling the vacate.

If HAP payments are 
made for a time after 
the Tenant vacates the 
unit, MPHA will recoup 
the overpayment.

If the Tenant vacates 
the unit in the middle of 
the month, the 
payment for that month 
will be prorated. 



Issues During Tenancy 
and Tenant Caused 

Damages
Chad Biggers
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Key Things to Remember – Issues During Tenancy 
and Tenant Caused Damages

Always Send Copies of 
Lease Violations to 
MPHA at 
Owners@mplspha.org. 

Repeated or serious 
lease violations are also 
program violations.

If you are a current 
tenant, and are having 
issues in your unit, 
make sure to let MPHA 
know. Email MPHA at 
hcv@mplspha.org

Watch our previous 
Lunch and Learn 
regarding Tenant 
Caused Damages and 
Filing a Damage Claim.

mailto:Owners@mplspha.org
mailto:hcv@mplspha.org


Questions?
Add any questions you haven’t asked yet to the Q&A tab in 

your Zoom window
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Add any questions you 
haven’t asked yet to the 
Q&A tab in your Zoom 
window.

Please Remember:
• Don’t include personal 

information in your question. 
• For questions about a 

specific situation, reach out 
to the contacts to the right

Contact the HCV Team:

By Phone:
(612) 342-1480

By Email:
Property Owners/Managers: 
owners@mplspha.org

Current Voucher Holders: 
hcv@mplspha.org

Questions?

mailto:owners@mplspha.org
mailto:hcv@mplspha.org
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• All the forms discussed today (except 
Briefing, Moving, and Recertification 
Packets) can be found at: 
https://mphaonline.org/section-8/forms/

• Thank you to our presenters!

• Please take the Lunch and Learn Survey 
– will open once the webinar ends.

• Lunch and Learn Website: 
https://mphaonline.org/section-8/lunch-
and-learns/

• Next Lunch and Learn : April 17th – Fair 
Housing

Thank you for Attending

https://mphaonline.org/section-8/forms/
https://mphaonline.org/section-8/lunch-and-learns/
https://mphaonline.org/section-8/lunch-and-learns/
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