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How the Program Works

2



Lease Agreement 

You or the landlord MUST 

provide us with a copy of your 

lease agreement.  

We must ensure that the information on 

the lease matches our Housing Assistance Payment (HAP) 
Contract.

We must also ensure that the lease does not violate any 
Federal Regulations or HCVP Policies.
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Family Obligations Ĕ

VERY IMPORTANT
1) The family (including all family members) must supply any information, 

certifications, and release that HUD or the Housing Authority (HA) determines 
necessary in the administration of the program.  This includes any required evidence 
of citizenship or eligible immigration status and pertains to all adults on the lease.

2) The family must report all changes in income & family composition in writing
within 14 business days of the change.

3) The family is obligated if the family causes a breach in Housing Quality Standards 
(HQS) which pertains to:

Utilities ɀfamily must be able to put the utilities in their name or in the name of 
ÁÎÏÔÈÅÒ ÁÄÕÌÔ ÈÏÕÓÅÈÏÌÄ ÍÅÍÂÅÒȟ ÁÎÄ ÒÅÍÁÉÎ ÉÎ ÓÅÒÖÉÃÅ ÁÔ ÁÌÌ ÔÉÍÅÓȢ  )Æ ÔÈÅ ȬÏÔÈÅÒ 
ÁÄÕÌÔȭ ÍÏÖÅÓ ÏÕÔȟ ÔÈÅ (/( ÍÕÓÔ ÐÕÔ ÔÈÅ ÕÔÉÌÉÔÉÅÓ ÉÎ ÔÈÅÉÒ ÎÁÍÅȢ  

Appliancesɀmust be in good operating condition

Damages ɀfamily must not damage the unit or permit any guests to damage the 
unit.  The family is responsible for any damages done to the unit! 
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Family Obligations Ĕ

VERY IMPORTANT
·We haveadvisedlandlords that they must notify the HA if the family is

damaging the unit or failing to maintain utility service(s). This will
require the landlord to perform his or her own inspections. If he or
she finds there is excessive damage, lack of maintenance, or
suspended utility services, the landlord will submit pictures, video
or anyother documentation to this office.

·This may affect your moving process, up to and including voiding
current voucher, suspendingportability or termination of assistancefor
failure of family obligations.

Even if you have already been issued a voucher, it 
can be revoked.  
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Family Obligations Ĕ
·With proper notice, families are obligated to allow the 

landlord to enter the unit in order to make repairs or 

inspect as required.

·If the tenant fails to allow the landlord entry into the unit, 

the landlord may provide  the tenant with a written 24-

hour notice to enter the unit.  Accessing the unit may take 

place whether or not you are present.

·An exception to the 24-hour notice would be an 

emergency requiring immediate access to the unit.  (ie. 

fires, flooding, gas smell).
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CŀƳƛƭȅ hōƭƛƎŀǘƛƻƴǎΣ ŎƻƴǘƛƴǳŜŘΧ
4) The family must  give the HA a copy of any eviction notice 

promptly.

Families DO NOT automatically get a 
voucher.  There are times when they must 
attend an Informal Hearing and tell us why 

they should be given the opportunity to 
remain on the program.

We look at history for serious and repeated lease 
violations as well as failure of family obligations 

before issuing a voucher.
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CŀƳƛƭȅ hōƭƛƎŀǘƛƻƴǎΣ ŎƻƴǘƛƴǳŜŘΧ
5) Use & Occupancy of the unit:

a. The family must use the assisted unit as a residence by 
the family only, and as the only residence for the family.  
The family must not sublease, let, assign or transfer the 
unit.

b. The family must obtain prior written approval
from the Landlord to add any other adult to the 
household.  The family must notify the HA of 
any birth, adoption or court awarded custody 
within 14 business days.  Once landlord approval has 
been received, the HA will give final approval / denial on 
all persons residing in the unit.
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CŀƳƛƭȅ hōƭƛƎŀǘƛƻƴǎΣ ŎƻƴǘƛƴǳŜŘΧ
¦ǎŜ ϧ hŎŎǳǇŀƴŎȅ ƻŦ ǘƘŜ ǳƴƛǘΧ
c. The family must notify the HA within 14 business days if anyone 

moves out of the unit.
d. With prior approval of the HA, a foster child or live -in aide may 

reside in the unit.
e. Household members may engage in legal profit-making activities if 

they do not interfere with the primary use of the unit as a residence.
6) Absence from the unit:
a. The family must supply any information requested by the PHA to 

verify that the family is living in the unit or information related to 
family absences from the unit & promptly notify the PHA in writing 
when the family is away from the unit for more than 14 business 
days.

7)  The family must disclose and verify social security numbers & sign 
& submit consent forms for obtaining information.
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CŀƳƛƭȅ hōƭƛƎŀǘƛƻƴǎΣ ŎƻƴǘƛƴǳŜŘΧ
8) The family must not commit fraud, bribery, or any other corrupt or criminal act in 

connection with any federal housing program.

9) The family (and any guests) must not engage in 
drug-related criminal activity or violent criminal activity or 
alcohol abuse that threatens the health, safety or right to 
peaceful enjoyment of other persons residing in the immediate
vicinity of the premises.

10) The family may not receive HCVP assistance while receiving another type of housing 
assistance either for the same unit or for a different unit.

11)   In most cases, the family must notify the landlord and the PHA in writing at least 30 days
beforeÍÏÖÉÎÇ ÏÕÔ ÏÆ ÔÈÅ ÕÎÉÔȢ  (Ï×ÅÖÅÒȟ ÓÉÎÃÅ ÔÈÉÓ ÉÓ ÁÔ ÔÈÅ ÌÁÎÄÌÏÒÄȭÓ ÄÉÓÃÒÅÔÉÏÎȟ ÙÏÕ 
must check your individual lease for your specific required number of days.) Note that if 
your notice to vacate is about to expire and you still intend to move, you must 
submit a new, updated notice of intent to vacate.  
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CŀƳƛƭȅ hōƭƛƎŀǘƛƻƴǎΣ ŎƻƴǘƛƴǳŜŘΧ
12) The family must not commit any serious or 

repeated violation of the Housing Choice  
Voucher Program

These family obligations are also listed 
on your Voucher.  If you fail to meet 
any of these obligations, you may be 
terminated from the HCV Program!

You have 2 copies.  Sign & date one copy 
BEFORE you leave today!
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