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Covered Topics

 Relationships between:

 Tenant (client)

 Landlord

 Housing Authority

 Documents controlling these relationships:

 The Housing Choice Voucher 

 The Housing Assistance Payment (HAP) Contract 

 The Lease

 How to become an MHA Landlord



Topics - continued

 Lease-Up Process
 Voucher family searches for a unit…
 Tenant selects your unit…
 LL Set-up for landlords not in MHA system ….
 RFTA …..
 HQS Inspection….
 Pass or Fail…..
 Your Lease….

 Pass…HAP Contract…Payments to LL



Topics – continued after original lease-up

 Annual Activities

 Re-examination for participation (re-certification)

 “Biennial” HQS Inspections

 Request for Rent Increase

 Termination

 End of Lease/Contract

 Mutual Rescission of Lease

 VAWA & Fair Housing Concerns   



Relationships between the parties

Voucher Lease

Contract



Relationships between the parties

Voucher Lease

Contract



The Housing Choice Voucher

The Housing Choice Voucher is a HUD-approved 
document that indicates that the holder is eligible for 
HCV Program assistance.  

Income eligible at initial lease-up
Background check eligible
Time frame of eligibility of the voucher
Fulfills the Family Obligations/Grounds

Handout - Grounds 2610
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Housing Assistance Payment (HAP) Contract

The Housing Assistance Payment (HAP)Contract is a HUD-approved 
document that provides Section 8 tenant-based assistance under the 
HCV Program.

The HAP contract contains the following:
 Part A: Contract Information 

 Basic payment information, family and unit information; MHA 
and Owner signatures.

 Part B:  Body of Contract
 Contract and payment terms, maintenance of assisted unit, 

owner breach, MHA remedies for breach, assignment of 
contract, and written notice information.

 Part C:  Tenancy Addendum
 Outlines things participant must and must not do under the 

lease as an assisted tenant.



HAP Contract – continued 

 Executed between the housing authority 
and the landlord/owner

 Term = 1 year;  renews automatically 
unless changed or terminated

 Other changes necessitating a new HAP
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The Lease

 Same lease as unassisted tenants

 Monthly rent/ Contract rent 

 Names of all family members

 Lease renewal terms

 The security deposit amount

 Who provides and pays for utilities and appliances

 Family notice requirements for terminating the lease

 Owner notice requirements for requesting a rental increase

 The HUD Tenancy Addendum



Lease-up Process



MHA Jurisdiction

One Housing Authority -
 City of Marietta program merged with Marietta Housing 

Authority effective 1/1/2015, therefore, there is only one 
Housing Choice Voucher program in Cobb County.  

One Jurisdiction -
 Any unit located within the limits of Cobb County;  

Easy to determine  = does Owner pay property taxes on 
this unit to Cobb County

Handout - Listing of Zip Codes 1140



Voucher family searches for a unit

The prospective tenant 
finds you/your unit.   It is 
illegal for MHA to refer 
tenants to you.



Voucher family searches for a unit

Georgia Housing Search
 Sponsored by the Georgia Department of Community Affairs 
 Detailed information about rental properties and helps people find 

housing to best fit their needs
 No cost to tenant or landlord
 Online 24 hours a day or through a toll-free, bilingual call center

Other options
Any means of advertising your unit that you find suitable.  

Newspaper / Bulletin Board / For Rent signs 

Handout - Georgia Housing Search 



Applicants/participants are given the following each time  
they are issued a voucher to search for a unit:
 RFTA Packet

 Landlord Packet

Are you a current landlord in MHA system?
Current landlord: You will already have an “L” number

NOT a Current landlord:  you must be set-up in the system   
before any further action can be taken.

 RFTA:  more detailed discussion to come
 Landlord Packet identifies all information necessary to be set 

up as a landlord. 
 A valid email address is essential for access to the Landlord  

Portal, direct deposit notifications,, and other   
communications 

Tenant selects your unit…



Continuing the lease-up process:

For ALL landlords and EVERY unit:  
MHA must establish property ownership. 

 Copy of unexecuted lease
 Recorded warranty deed (or not-applicable if previously submitted 

as a single complex)
 Current mortgage statement or documentation to prove there 

is no outstanding mortgage (or not-applicable if previously 
submitted as a single complex) 

 Management agreement or Power of Attorney (or not-applicable if 
the agent of a single complex is approved to sign on Owner’s   
behalf)

MHA will not begin the inspection process until a valid landlord 
account has been established. 

Handout - Landlord Certification 3810 / Landlord Packet 3820



Your considerations of the prospective tenant:

 The owner/landlord should ask to see the family’s voucher in order to 
verify that the voucher expiration date has not passed.

 The owner/ landlord should discuss the maximum rent range the 
family has been authorized to seek.  

 The owner must screen family for suitability as a tenant.    
 Standard business practice for all prospective tenants
 Background checks
 Credit checks
 All families are treated the same; Fair Housing

Tenant selects your unit…



The RTA Packet

Consists of:

 Checklist for Tenancy Approval

 RFTA

 Amenities Listing

 Landlord Certification

 Lead Based Paint Disclosure

 VAWA Lease Addendum

Handout - RTA Packet 3550

Landlord = Pink Color
coding

Tenant = Yellow



The Most Complicated Document – RFTA itself
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The Most Complicated Document – RFTA itself



The Request for Tenancy (RFTA)- continued
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The Request for Tenancy (RFTA)- continued



The Request for Tenancy (RFTA)- continued

Amenities page



The Request for Tenancy (RFTA)- continued



The Request for Tenancy (RFTA)- continued



Final Checklist relating to RFTA submission

Caseworker will not forward the RTA to the inspections 
department until all the following has been met:

 Valid landlord number has been established (Finance function)

 Family’s rent portion does not exceed the 40% rent burden test

 Requested rent does not exceed other similar unassisted units 
(rent reasonableness)

 All RFTA documents are completed in their entirety



RFTA acceptance → Inspector’s tablet
RFTA Confirmation email:

Dear Prospective Landlord,  

An RFTA has been accepted for  (address of unit) on behalf of 
(applicant/participant name).   After this unit passes HQS, we 
anticipate the HAP Contract rent portions to be:  MHA $ xxx and 
Client $ xxx. 

• 15 days to inspect or when ready

• Assigned inspector will call LL to coordinate inspection date/time

• Only two inspections and/or 30 days for unit approval

• No “Confirmation of Move-In” under mobile process



HQS



Housing Quality Standards Inspection 
(HQS)

MHA is required by HUD regulation to inspect all assisted 
units for minimum HQS. 

 MHA  conducts inspections according to HUD     

guidelines plus additional items found in our     

Admin Plan 

 MHA must conduct an Initial inspection within 15 days   

of RTA submittal. 

 MHA also conducts complaint, emergency, and quality    

control inspections at any time with proper notice.



Getting ready for the unit inspection - HQS

 Utilities on
 Appliances present and operating properly
 All systems in proper working order
 Electrical
 Plumbing
 HVAC

 Units built prior to 1978 and LBP considerations
 Children under the age of 6
 Presence of cracking, chipping, peeling paint 

above the de minimus
 In good condition and proper working order
 Preview the actual unit to be inspected



HQS – What are the specifics ?

References for HQS:

 A Good Place To Live booklet

 HUD Housing Inspection Form 52580

 HUD HCV Guidebook – Chapter 10  (HUD website)

 MHA Administrative Plan – Chapter 8  (MHA website)

 Clarifications of HUD requirements

 Variations to HQS

Enclosure - A Good Place to Live booklet / Clarifications and Variations



HQS oddities:

 Carpet:
 Brand new carpet fails b/c of  unsecured edges
 Old carpet passes b/c it presents no tripping hazard

 If  it’s there, it’s gotta work
 Items that are not required, but must work properly

 Smoke Detectors:  HQS vs local codes
 “Protect” the sleeping areas
 One on every level of  the home



HQS Inspections

MHA now utilizes  mobile inspection devices 
to more efficiently record results notices to 
landlords and tenants. 

Landlords can expect results to be posted to 
the Landlord Portal within minutes of  being 
finalized by the inspector.

An email notifying the Landlord to access the 
Portal is sent within 12 hours.  



HQS Mobile Inspections and 
the Landlord Portal

 An auto-email is sent advising that an inspection 
has been conducted and the results are available 
on your Landlord Portal;

 Initials – confirming email from Inspections Dept. 
within 1 day advising when the unit passes and a 
caseworker will be needing an executed lease;

 Initials – an email from the caseworker requesting 
an executed lease and that a HAP will 
subsequently be sent for you to execute.  



Housing Quality Standards Inspection 
(HQS)- Unit Approval
Initial Inspection Results:

[Annual/Biennial inspections discussed later]

 If the unit fails an Initial inspection, one re-inspection 

is allowed. The re-inspection cannot occur more than    

30 days from the initial inspection date.  MHA will 

“reject” the unit.  Tenant can request to continue with 

tenancy efforts. 

 MHA will NOT pay on a unit until it passes HQS. 

 Utilities on and in service in whose name ?

 Emulates the RTA and HAP



Wrapping up the Lease-up process

 RFTA accepted; email confirmation from CW

 Inspection is completed; unit passes

 LL Portal results; email confirmation results

 Executed lease is submitted to caseworker 

 CW coordinates with LL to execute HAP

 Check runs > direct deposits



Show me the money!
 Check runs = direct deposit
 On or about 3rd of each month
 On or about 15th of each month



Annual Activities to be reviewed

 Re-examination for  family’s continued participation      

(re-certification)

 Annual / Biennial HQS Inspection 

 Request for Rent Increase  (Annual or Interim)

 Changes in rent portions between annual 

recertifications (Interim)

 Termination of Contract



Annual Activities:  Family Recertification 

 MUST be recertified at least once annually 

 Failure on the part of the family to complete this process can  
result in termination

Recertification Process:
MHA collects  income, asset information, 

expenses, and household composition information.
MHA notifies family and landlord of new rental amounts, if 

applicable.   
If MHA portion decreases, MHA provides family and 

landlord a 30 day notice of the change.

Handout - Lease Amendment 3310



Annual Activities:  “Biennial” HQS Inspections

 HUD allows PHAs to conduct annual inspections 

every other year = Biennial

 MHA has elected to conduct biennial  inspections 

no greater than every 18 months; 

 Failure of client to meet inspection appointments          

can result in termination;

 MHA is not a party to the Lease, therefore, HQS is 

universally assessed;



Tenant Responsibility             Landlord Responsibility

 MHA’s designation of landlord versus 
tenant responsibility

 Never resolved:  rats, roaches, bed bugs, mold
 Tenant doesn’t do their part

 Lease – your job
 Back charges &/or eviction versus 

program violation



Biennial Inspections:  HQS and Abatement

 Deficiencies cited; correction deadlines:
 Non life-threatening = Non emergency = 30 days
 Life-threatening = Emergency = 1 day

 At re-inspection, if all repairs are not completed =  
ABATEMENT

 Abated portion of rent is never recovered
 Client must continue to pay their portion
 Abatement letter will instruct both parties on options;  

reading and understanding the Abatement letter
 Maximum of 60 days in abatement = 

TERMINATION



Annual Activities:  
Changes in rent portions = Interims

 Client family has change in income (cannot 
discuss with landlord)

 Client family has change in household 
composition (has client advised landlord and 
implications to the lease ? )

 Error in rent portion calculation
 Landlord rent increase after initial lease term
 Notification via the lease amendment



Annual Activities: 
Request For Rent Increase

The owner may request a rental increase only after the 
initial lease term. 

 Min. 60 day notice to tenant

 Min. 60 day Request for Rent Increase to MHA; 

copy of notice to tenant attached   

 Rent Reasonableness test;  approve/deny/amend

 MHA gives 30 days notice to tenant and landlord of 
approve/deny/amend

Handout -Rent Increase Instructions 3330/Request for Rent Increase 3335



Periodic Activity:  Terminations

End of Lease

 Lease = Landlord and Tenant

 Landlord receives judgment through Cobb County court

 Landlord gives notice to not renew lease (min. 60 days) 

for reasonable cause 

 Tenant gives notice as set forth in Lease

 Mutual Rescission of Lease

 Modify or Rescind previous action



Periodic Activity:  Termination

End of Contract 

 Contract = MHA and Landlord

 Family violation causes termination of assistance

 VAWA & Fair Housing Concerns   

 Death of single member family or skip-out

 Client voluntarily withdraws from program

 Client has been at zero HAP for 180 days

 Unit in abatement for 60 days



Landlord Portal

 Visit our website at  
www.mariettahousingauthority.org

 Must have: 
 Your landlord number (an “L” number)
 Your email address (you provided at set-up)
 You must maintain an accurate email address with 

MHA in order to participate in future HCV activities



www.mariettahousingauthority.org
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www.mariettahousingauthority.org



MHA Landlord Portal 



MHA Landlord Portal



MHA Landlord Portal 

 Effective July 1, 2018, MHA will implement a 
new Cloud-Based software requiring current 
Landlords to register (again, or for the first 
time)

 Effective September 1, 2018, MHA will no 
longer provide information which is available 
on-line via USPS.  

 VITAL – always maintain an accurate email 
address with MHA



Question and Answer Session

Thank you for participating

www.mariettahousingauthority.org
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