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ABOUT THE HCV DEPARTMENT

• The Housing Choice Voucher (HCV) program provides housing assistance for low-income 

families, the elderly and the disabled, allowing them to live in safe, quality affordable 

housing in the private market.

• Participants are free to choose any housing that meets the requirements of the program.

• A family that is issued a voucher is responsible for finding a suitable unit where the owner 

agrees to rent under the HCV program.

• A housing subsidy is paid to the landlord directly by CMHA on behalf of the participating 

family.

• The family pays the difference between the actual rent charged by the landlord, as approved 

by CMHA, and the amount subsidized by the program.



HOUSING CHOICE VOUCHER PROGRAM

CMHA jurisdiction 

is Franklin County 

Waitlist pool has 

14,000 applicants

5,000 applicants 

being screened for 

eligibility



HOUSING CHOICE VOUCHER PROGRAM

CMHA processes in excess of $8 million in housing payments to private 
landlords each month.

Annually CMHA processes $96 million to private landlords.

CMHA currently has over 3,000 landlords in the program.



HOUSING CHOICE VOUCHER PROGRAM

The Housing Choice 
Voucher Program 
encompasses over 30 
different ZIP codes

Projected 10-year impact 
of rental assistance 
expected to exceed $1 
billion

CMHA has been a HUD-
designated high-
performing voucher 
program for 10 years

CMHA is pulling from 
the applicant Waitlist in 
2021



THE LEASE UP PROCESS



GOSECTION8.COM

CMHA has partnered with www.Gosection8.com, 

which provides a platform to view and list rental 

properties online. Listings are available to potential 

HCV tenants seeking apartment units, duplexes, 

single-family homes or townhomes in the private 

market. If you have any questions regarding 

registering, creating or viewing property listings, 

please contact the GoSection8 toll-free help line at 

1-866-466-7328.

http://www.gosection8.com/


HOUSING 
CHOICE 

VOUCHER 
PROCESS

Step Four Receive payment from CMHA

Step Three Execute HAP contract and lease

Step Two Schedule the inspection of unit

Step One Complete the voucher packet and submit to CMHA



STEP 1

Step One Complete the voucher packet and submit to CMHA



VOUCHER PACKET

The voucher packet contains the following documents:

• The Voucher (HUD Form 52667)

• CMHA’s Rent Burden Calculation sheet that shows how the voucher amount was determined

• The Request for Tenancy Approval (RfTA)

• Lead-Based Paint Disclosure Form (LBPD)

• Landlord/Tenant Utility Affidavit

• Vendor information/contact form



VOUCHER (HUD 52646)

Voucher Number

1.  Unit Size

2.  Issue Date 

3.  Expiration Date – 90 Days

4.  Extension Date – Up to 30 Days

5.  Name of Head of Household

6.  Signature of Head of Household – Date Next to Signature 

7.  Name of PHA

8.  Name and Title of PHA  Official

9.  Signature of PHA Official – Date Next to Signature 



THE RENT BURDEN 
TEST 

• The Rent Burden Test Family HAP & Rent 

Calculation Form identifies the family’s:

• Monthly Adjusted Income (MAI)

• Total Tenant Payment (TTP)

• Payment Standard for Their Voucher

• Maximum Gross Rent for Their Voucher

• Box B, Box C, Box D will be completed by 

CMHA when the RfTA is submitted



UTILITY ALLOWANCE 
SHEET

Each utility allowance form has 

a corresponding unit type that 

matches the original RfTA form.

• Duplex – Double – Townhouse

• Single Family or Mobile Home

• Garden – Flat – High-Rise



RfTA



PAYMENT STANDARDS

• The Housing Choice Voucher Payment Standard is the most the Housing Authority can pay 

to help a family with rent.

• The payment standard is the maximum subsidy the Housing Authority can provide toward 

the contract rent (rent plus utility allowance for utilities, stove or refrigerator paid or 

provided by the tenant).

• The Housing Authority must use the SMALLER of the number of bedrooms in the rental 

unit or the number of bedrooms on the voucher to determine the payment standard for your 

unit. 
SRO OBD 1BD 2BD 3BD 4BD 5BD 6BD 7BD 

558 789 910 1134 1428 1615 1680 1932 2222 



LEAD-BASED PAINT 
DISCLOSURE

•Make sure the form is 

filled out completely.

•Lessor = Landlord

•Lessee = Tenant



LANDLORD/TENANT 
UTILITY BILLING 

AFFIDAVIT

• By this affidavit, the landlord and 

tenant certify that the utilities that 

are the responsibility of the tenant 

will be transferred into their name 

within 30 days of move-in.

• The form must be signed and 

dated by the Head of Household 

and the Owner.



VENDOR/PROPERTY 
MANAGEMENT 
INFORMATION 

FORM

•Must be completed by 
landlord.

•CMHA will use this 

info to create your 

vendor number, and it 

will serve as our contact 

info for you.



YOUR LEASE

Lease must be filled out with landlord 

information

Rental amount

All occupants must be listed on the lease Location to make rental payment

Unit address – city, state and ZIP code Security deposit

Term of lease Utility responsibility – all utilities must 

be documented

Beginning and end date of lease Stove and refrigerator responsibility –

who provides?

Notice to Vacate/Renewal Terms DO NOT SIGN THE LEASE 

(The unit must pass inspection 

before execution.)



COMMON MISTAKES WITH STEP 1

•Not all documents in the voucher packet were submitted

•Not all documents submitted were filled out completely

•Documents were completed incorrectly

•Excessive time spent going back and forth during 

document review



TO SUBMIT A UNIT

Submit to 
intake@cmhanet.com

CMHA Dropbox

located at 880 E. 11th Ave. 
Columbus, Ohio 43211

mailto:intake@cmhanet.com


STEP 2



INSPECTION OF UNIT

• CMHA’s third-party contractor typically schedules inspections approximately 

five calendar days from receipt of the RfTA.

• The unit must be ready for inspection at time of RfTA.

• The unit is inspected to ensure that it meets federally mandated Housing 

Quality Standards (“HQS”).

• The landlord is notified of inspection results and given fixed amounts of time 

to correct any deficiencies.

• CMHA makes every effort to reinspect within five calendar days of 

notification by the landlord that repairs are complete.



HOUSING QUALITY STANDARDS

•Housing Quality Standards (HQS) are minimum property 

standards that have been established by HUD.

•CMHA is required to enforce these federal property standards to 

ensure that all HCV-assisted properties are decent, safe and 

sanitary.

•We apply these property standards in a fair and consistent manner.



PROPERTY CONDITIONS

Exterior Conditions

• Check for missing or insecure railings

• Private access to the unit must be provided

Utilities

• All utilities must be on for HQS inspections

Electricity

• Missing or cracked cover plates; damaged outlets present an electrical hazard

• Nonworking outlets 

• Exposed fuses on breaker box connections 

Ceilings and Walls

• Sagging

• Holes



PROPERTY CONDITIONS
Doors

• Door locks must be present and securely fastened to the door

• Lock striker plate must work and be securely fastened to the doorframe

Windows

• Windows should not be nailed shut

• Window locks must be present and in good repair

• Windows must be capable of opening and remaining open without props

• Units will be required to have screens on one exterior window per room, if the window is capable of being 

opened

Health and Safety

• All units must have at least one operable smoke detector on each level

Heating and Plumbing

• Check for adequate heat (at least 68 degrees)

• The water heater must be equipped with both a temperature-pressure relief valve and discharge line down to 

approximately 4-6 inches from the floor



PROPERTY CONDITIONS

Sinks, Showers and Tubs

• Unit must be connected to a system that will deliver hot and cold running water

• Clogged drains must be cleared

• Check for other defects, broken toilet seats and seriously cracked or damaged surfaces

Floors

• Floors must be free from tripping hazards, structural hazards or any other hazardous 

features, including ingress of vermin

Stove

• Top burners should be present and working

• An oven must be present and working

Refrigerator

• The refrigerator must be adequate in size relative to the needs of the family

• Should be capable of maintaining a temperature low enough to keep food from spoiling 

over a reasonable period



LEAD-BASED PAINT

Interior Lead-Based Paint

• All surfaces, including, frames, trim, banisters, railings, porches, 

overhangs, gutters, garages, window wells, casings, ledges, etc., on 

the entire building must have peeling paint and resultant debris 

removed

Lead-Based Paint Testing

• CMHA will reimburse landlords up to $150 for lead dust wipe tests; 

please email inspections@cmhanet.com if you have questions on 

filing a reimbursement claim

mailto:inspections@cmhanet.com


COMMON FAIL ITEMS ON INSPECTIONS

While there are several reasons a unit can fail the inspection, a 

few are highlighted below:

• Severely cracked or broken windowpanes

• Roof leaks

• Hazardous steps or flooring

• Screens missing from operable windows

• Lack of handrails on steps or porches



COMMON MISTAKES WITH STEP 2

•The owner allowed the participant to move in prior to 

the inspection

•The property was not in move-in ready condition when 

the RfTA was submitted

•Failed items were not corrected after the inspection



STEP 3

Step Three Execute HAP Contract and Lease



EXECUTION OF HAP CONTRACT AND LEASE

•The Landlord and Tenant sign and complete Lease 

Agreement

•CMHA reviews the Lease and prepares and submits the 

HAP Contract for execution by the Landlord

•Upon receipt of the executed HAP Contract from the 

Landlord, CMHA will initiate housing subsidy payments



TENANCY ADDENDUM

• The Tenancy Addendum is part of the 

HAP contract and the lease agreement and 

sets forth:

• The tenancy requirements for the HCV 

program

• The composition of the household as approved 

by CMHA

• Provides the tenant the right to enforce the 

tenancy addendum against the owner

• The terms of the tenancy addendum shall 

prevail over any other provisions of the lease



AUTHORIZATION 
AGREEMENT FOR 

ACH PAYMENT

CMHA has partnered with U.S. Bank to provide HCV 

assistance payments electronically. With this service, 

you will enjoy benefits such as:

• Select how to receive your payment 

• Deposited directly into your bank account 

• Prepaid debit card

• Access online remittance data to view, print, 

save or download detailed payment information

• Receive your payment in a way that is fast, 

“green,” secure and easy

• To sign up for electronic payments, please 

complete the form and return it to CMHA



W-9

The property owner 

must complete all 

required sections, sign, 

date and submit back to 

CMHA for processing



LANDLORD INCENTIVE PROGRAM

•CMHA will provide up to $750 in security deposit payments 

directly to landlords for leasing up new units in the Housing 

Choice Voucher Program on or after April 1, 2021.

•CMHA will provide each landlord a vacancy payment of up 

to $750 for each unit leased up on or after April 1, 2021.

•CMHA had allocated $1.5 million for the program, and it will 

end at the sooner of the expenditure of the funds or Aug. 31, 

2021.



COMMON MISTAKES WITH STEP 3

• Delay in signing the contract and lease

• Owner did not enter their banking information on the banking 

website

• Owner has not supplied CMHA with a completed W-9

• Tax Identification Number (TIN) matching (use TIN that owns the 

parcel)



STEP 4

Step Four Receive payment from CMHA



FIRST PAYMENT FROM CMHA

• Every effort is made to make the first payment for a new contract as soon as 

possible.

• A letter will be mailed and emailed detailing when the contract is ready.

• Contracts cannot be processed if owners have not signed the housing 

assistance payment contract.

• The contract may be signed via electronic signature.

• Our goal is to make the first payment within 30 days of the effective date of 

the contract.



ONGOING PAYMENTS

•CMHA processes payment batches bimonthly

•First of the month

•Mid-month



COMMON MISTAKES WITH STEP 4

•The owner’s banking information has changed, and it 

was not updated on the banking website

•The owner made a change to how they would like to be 

paid and didn’t save the change prior to exiting the 

page



AVERAGE DAYS TO LEASE UP

• 86% of all CMHA participants lease up with a unit within 30 days of 

the voucher being issued to them.

• When a participant takes longer to lease up, it could be a result of:

• Rescheduling inspections due to previously failed inspections

• Attributable to common mistakes identified previously



COMMON MISTAKES WITH LEASE UP

• Not all documents in the voucher packet were submitted.

• Lease was signed prematurely.

• The owner allowed the participant to move in prior to the 

inspection.

• Owner did not enter their banking info on the banking website.

• The owner’s banking information has changed and it was not 

updated on the banking website.



ONGOING LANDLORD RESPONSIBILITIES

Maintain premises 
in accordance with 
HQS

1

Allow biennial and 
special inspections

2

Complete required 
repairs within 
mandated time 
frames

3



RELATIONSHIPS WITHIN THE PROGRAM

• CMHA and participant/tenant

• CMHA and landlord

• Landlord and tenant

• It is in all parties’ interest to succeed



COMMUNITY RELATIONS DEPARTMENT

• Our community relations department that is a 

one-stop shop for landlord questions and answers.

•hcvlandlord@cmhanet.com or 614-340-4331

mailto:hcvlandlord@cmhanet.com


FAMILY OBLIGATIONS 
This isn’t just about landlord obligations; participants have 21 

obligations that they are held to. Some examples:

• Maintain the unit in decent condition

• Pay the tenant share of rent

• Not participate in illegal drug or criminal activity

• Not commit fraud, bribery or any other corrupt or criminal act in 

connection with the program

• Not sublease or sublet the unit or assign the unit

• Further participation for the family is contingent on abiding by these 

obligations



THE FOUR STEPS



RESOURCES AVAILABLE

• CMHA Community Relations Department

• “One-stop shop” for all landlord questions/services

• Virtual landlord training sessions

• HCVLANDLORD@cmhanet.com

• WWW.CMHANET.COM

• Inspection checklists, HQS quick tips and reference guide, payment standards

• HUD Housing Choice Voucher guidebook 

• https://www.hud.gov/program_offices/public_indian_housing/programs/hcv/guidebook

• Sample HAP contract

• https://www.hud.gov/sites/documents/52641.PDF

mailto:HCVLANDLORD@cmhanet.com
http://www.cmhanet.com/
https://www.hud.gov/program_offices/public_indian_housing/programs/hcv/guidebook
https://www.hud.gov/sites/documents/52641.PDF


LANDLORD INCENTIVE PROGRAM

• CMHA will provide up to $750 in security deposit payments directly 

to landlords for leasing up new units in the Housing Choice Voucher 

Program on or after April 1, 2021.

• CMHA will provide each landlord a vacancy payment of up to $750 

for each unit leased up on or after April 1, 2021.

• CMHA had allocated $1.5 million for the program, and it will end at 

the sooner of the expenditure of the funds or Aug. 31, 2021.



THANK YOU

•We look forward to partnering with you 

•Please contact me with questions of comments

• jcdavis@cmhanet.com




