
REQUEST FOR TENANCY 
APPROVAL

CMHA – U WITH STEPHANIE STACKS



or by emailing











On Auditor's 
Page

On 
W9 (1099)

Is the property a Sole 
Proprietor? What is needed to be approved?

Landlord Landlord NA RTA Only

Landlord LLC Yes RTA and LLC Documents

LLC Landlord Yes RTA and LLC Documents

LLC Same LLC NA RTA only

LLC Diff LLC Yes RTA and LLC Documents

Landlord LLC No Cannot be processed 





IF YOUR 
INFORMATION IS 
ON FILE, YOU 
MUST PLACE THE 
LAST 4 OF THE 
EIN/SS# AND 
INDICATE ON FILE























• HQS Checklist - https://cintimha.com/wp-content/uploads/2017/01/HQS-Pre-Checklist-final-1-
5-16-16-docx-1.pdf

• HQS Handbook - https://cintimha.com/wp-content/uploads/2017/01/HQS-Handbook-
2017.pdf

https://cintimha.com/wp-content/uploads/2017/01/HQS-Pre-Checklist-final-1-5-16-16-docx-1.pdf
https://cintimha.com/wp-content/uploads/2017/01/HQS-Handbook-2017.pdf








CONTRACTS

Contracts will be sent once a RTA has been approved 
and Lease Start Date established

Approved = RTA has passed all needed checks
Background
Rent Reasonableness
Affordability
Passed HQS Inspection



LEASE START DATE

Once the unit passes inspection, an approved Lease 
Start Date must be established.  

Once CMHA obtains the approved lease start date, 
then file can be processed. 

Upon completion, the file will be sent to the Contracts 
clerk to email the contract packet or mail if no email is 

available (or requested)



CONTRACT PACKET CONTENTS

1. Instruction Sheet for completion
2. Direct Deposit Form
3. Direct Deport HAP Addendum
4. Landlords Addendum showing rental portions
5. HAP Contract – this is prepopulated with lease start date provided, 

contract rent, and tenant responsible utilities
1. The contract has to be signed by the Landlord only.

6. Signature Page for Tenancy Addendum
1. The addendum has to be signed by the Landlord, Tenant and Spouse or Co-Head of 

the household.



DIRECT DEPOSIT HAP ADDENDUM



IMPORTANT INFORMATION FOR SMOOTH 
CONTRACT PROCESSING

• HAP Contract, Tenancy Addendum, and Residential Lease must be executed by all parties within 60 
days of the established lease start dates

• All signatures must be dated within the 60 days – undated documents will not be accepted

• Residential Lease
According to 24 CFR §982.308, your lease must include the following:
The name of the property owner and tenant; 
The unit rented (address, apartment number, etc.); 
The term of the lease (initial term and any provisions for renewal); 
The amount of the monthly rent to property owner
Tenant responsible utilities

RETURN COMPLETED CONTRACT PACKET AND RESIDENTIAL LEASE TO CMHA FOR REVIEW
most efficient method is email:  contracts@cintimha.com

Failure to submit completed correct contracts and residential lease will result in NO HAP being paid.  
A new RTA will need to initiate the process for a new contract.

mailto:contracts@cintimha.com


AFTER PACKET SUBMISSION
After complete packet has been reviewed, CMHA staff will review for all lease terms to match across the 
RTA, HAP Contract, and Residential Lease.  All forms will be reviewed to verify that they are dated 
properly. 

If there are no errors, CMHA will release the hold on the HAP and payments will begin on the next 
checkrun.

If there are errors, CMHA will contact the Landlord to advise of the discrepancies and to submit corrected 
information

If contracts are not executed within 60 days, the RTA will be canceled, no HAP will be paid, and a new 
RTA will be required to initiate the process



Most Errors can be avoided by utilizing the provided HAP contract –
The HAP contract provides the information that CMHA was provided through the RTA process

-Contract Rent
-Lease Start Date
-Unit
-Tenant
-Tenant Responsible Utilities

Common Errors
Lease – incorrect rent, start date, does not indicate tenant utilities or differs from provided 

information on RTA
Undated forms – all forms must be dated within 60 days of the lease start date

Tenancy addendum is not returned signed by both the Head and Co-Head/Spouse if in the 
household

Missing Signatures across all forms
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