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Cincinnati Metropolitan Housing Authority
H o u s i n g  C h o i c e  Vo u c h e r  P r o g r a m

Request For Tenancy Approval  (RFTA)
Housing Assis tance Payment  (HAP)  Contract

O n l i n e  S u b m i s s i o n  P r o c e s s

CMHA
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Coming Soon  

Landlord Portal

2
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Landlord Portal
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Submission  
Request for Tenancy Approval (RFTA)

Submission
Housing Assistance Payments Contract (HAP) 
 

Submission  
Residential Lease and Tenancy Addendum
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What Does This Mean
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24/7 Access

Ability to know what RFTA’s have/have not been 
Submitted Successfully for Review

Email Notifications/Portal Awareness

Updating Process Status

What is Needed to Move Forward

RFTA Status Updates on Process
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Landlord Portal
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RFTA Location

• Landlord’s can initiate the RFTA 
Process with a Family by 
Clicking “Add New RFTA”
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RFTA Online Initiation
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Family Driven

The Family will have the 
opportunity in their portal 
to invite a Landlord to 
complete RFTA online.
Landlords will receive an 
email containing the 
Family’s Voucher 
information to begin the 
process.
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RFTA – Voucher Validation

7

• Landlord will enter the Family’s 
Voucher Number

• Located on the Email received 
if Family Initiated

• Family Voucher

• Enter as Shown (include 
dashes) – Click Validate
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RFTA – Voucher Validation
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• Once Validated, the Family’s 
name and Voucher Bedroom 
Size will Appear
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RFTA – Progress Tracker
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Left Side – Workflow Pages Top – Progress Tracker
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RFTA – Language Selection
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RFTA – Instructions
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RFTA – Landlord Contact Information
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• Left Side will prepopulate with 
Landlord’s Portal Information

• Right Side will need completed 
for Landlord’s Address 
Information. After the 1st 
Completion, it will Prepopulate
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RFTA – Rental Unit Address
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RFTA – Lease Information
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• Landlord will enter 
Details Regarding 
Unit and Lease 
Details
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RFTA – Lead-Based Paint Disclosure
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• Landlord will 
Select Appropriate 
Box for Lead-
Based Paint. If 
unit is older than 
1978, the Top 
Option is Not 
Available
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RFTA – Utility Responsibility
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Landlord will need 
to Select the 

Responsible Party 
for all Utilities

• If Family Pays any Natural Gas 
Utility, Mark “Tenant for Natural 
Gass All

• If Family pays Electric Utility, 
Mark “Tenant” for Electric All

NOTE: Heating, Water Heating, and 
Cooking – only 1 Fuel Type Option 
should be selected. For the Other 
Options that do not Pertain – Mark 
“N/A” in the Drop-Down Menu
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RFTA – Comparable Unit Details
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RFTA – Documents

18
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RFTA – Documents
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• The Workflow will 
Require Documents to be 
Uploaded to Move to the 
Next Step.

• NOTE: Documents 
Submitted will be 
Reviewed for Accurate 
Completion and that all 
Needed Documentation 
Must be Submitted to 
Continue the Process



Click to edit Master title style

20

RFTA – Sign and Submit
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RFTA – Sign and Submit
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Landlord will sign using Mouse/Finger or 
in Upper Right-Hand Side – Choose a 
Script Signature

Landlord will Review the Disclosure and 
Consent – Then Select “Agree and 
Continue”
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RFTA – Sign and Submit
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The RFTA will Display for Review Prior 
to Signing and Dating
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RFTA – Sign and Submit
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Click to Sign and Date
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RFTA – Sign and Submit
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Family’s will then Log into their Portal to 
Review and Sign the RFTA for it to be 
Submitted to CMHA for Review. The Family’s 
will Select the “Section 8 Briefing” Box in their 
Portal – View RFTA – Locate RFTA – Click 
Here to Sign
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RFTA – CMHA Review
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• Once the RFTA has been Sign by Both Parties, it will be Submitted to CMHA for Review

• CMHA will conduct the following Required Reviews:

• Background Checks
• Affordability
• Rent Reasonableness
• Water Bill Requirements

• Check your Email – Frequently for Updates
• If there are any Corrections, Additional Items or Reponses for Lower Rents, you will 

Receive Notification via Email
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RFTA – Track and Status
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RFTA – Track and Status
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RFTA – Next Steps
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RFTA Submitted and Approved Unit Passes Inspection

Lease Start Date has been 
Approved

CMHA needs the HAP Contract 
and Residential Lease with 
Tenancy Addendum Submitted 
for Review
• HAP Contract Workflow will be 

Initiated. Landlord will be Notified Via 
Email and/or USPS mail



Click to edit Master title style

29

HAP Contract - Notification
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• Landlord will receive instant Notification 
via Email (if on file). A copy of the 
Letter will be Sent via USPS. The HAP 
Contract and Residential Lease with 
Tenancy Addendum is due within 30 
Days of the Lease Start Date
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HAP Contract - Location
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• Landlord’s will now have a “HAP 
Contract” Box appear on the Home 
Screen of their Portal.

• Click the Box to View any Outstanding 
HAP Contract/Residential Lease 
Requests
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HAP Contract - Workflow
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• Landlords with Multiple Outstanding HAP Contract/Residential 
Leases will see a Workflow for each Family. The Workflow will 
indicate the Family’s Name
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HAP Contract – Language Selection
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HAP Contract – Instructions

33
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HAP Contract – Documents
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• Landlords will Upload their Residential Lease for Review. The Landlord should 
attach the HUD Required Tenancy Addendum to their Lease. If the Landlords 
needs a copy of the Tenancy Addendum, they can locate a copy in their “Forms” 
Box on their Home Screen to Upload to the Workflow.
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HAP Contract – Sign and Submit

35
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HAP Contract – Sign and Submit
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• Once Landlord has signed the HAP Contract, the HAP Contract and Residential 
Lease with Tenancy Addendum will be submitted to CMHA for Review Accurate 
Completion compared to RFTA that was Submitted for this Family/Unit
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HAP Contract – CMHA Review
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• Once the HAP Contract has been Signed, it will be Submitted to CMHA along with 
the Residential Lease and Tenancy Addendum for Review

• CMHA will review the RFTA Terms and Residential Lease Terms Match, such as:
• Unit
• Family Name
• Lease Start Date – Matches HAP Contract Start Date
• Lease Term (Minimum – 12 Months)
• Utility Responsibility
• Signed by Both Parties
• Execution Date within 60 Days of Lease Start Date

• Check your Email – Frequently for Updates
• If there are any Corrections or Additional Items Needed, You will Receive 

Notification via Email
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HAP Contract – Completion
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• Once all Items are Verified as Complete, 
the Move will be Finalized. Any HAP 
Payments will be Paid on the Next 
Applicable Checkrun

• The Family will Appear Under your “Unit 
Info” Box on your Portal Home Screen

• The Process is now Complete
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Questions

39
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