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Cincinnati Metropolitan Housing Authority 

 

Initial Briefing Packet 

 

Introduction 

The purpose of this packet is to provide you and your family the information you need to 

understand the Housing Choice Voucher (also known as Section 8) program. To be 

successful in the program, it is important that you understand how the program works, 

and your rights and responsibilities. Please take the time to read the information carefully. 

 

More detailed information can be found in the Housing Choice Voucher Administrative 

Plan at www.cintimha.com 
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How the Program Works 

 

The Housing Choice Voucher Program is the federal government’s major program for assisting 
very low-income families, the elderly, and disabled to afford decent, safe, and sanitary housing in 
the provide market. Since housing assistance is provided on behalf of the family or individual, 
participants can find their own housing, including single-family homes, townhouses and 
apartments. 
 
The participant is free to choose any housing that meets the requirements of the program and is 
not limited to units located in subsidized housing projects. 
 
Housing Choice vouchers are administered locally by public housing agencies (PHAs). The PHAs 
receive federal funds from the U.S. Department of Housing and Urban Development (HUD) to 
administer the voucher program. 
 
A family that is issued a housing voucher is responsible for finding a suitable housing unit of the 
family’s choice where the owner agrees to rent under the program. This unit may include the 
family’s present residence. Rental units must meet minimum standards of health and safety, as 
determined by the PHA. 
 
A housing subsidy is paid to the landlord directly by the PHA on behalf of the participating family. 
The family then pays the difference between the actual rent charged by the landlord and the 
amount subsidized by the program. Under certain circumstances, if authorized by the PHA, a 
family may use its voucher to purchase a modest home. 

 
Housing Vouchers – How Do They Function? 
 
The housing choice voucher program places the choice of housing in the hands of the individual 
family. A very low-income family is selected by the PHA to participate is encouraged to consider 
several housing choices to secure the best housing for the family needs. A housing voucher holder 
is advised of the unit size for which it is eligible based on family size and composition. 
 
The housing unit selected by the family must meet an acceptable level of health and safety before 
the PHA can approve the unit. When the voucher holder finds a unit that it wishes to occupy and 
reaches an agreement with the landlord over the lease terms, the PHA must inspect the dwelling 
and determine that the rent requested is reasonable. 
 
HUD determines the SAFMR that is the amount generally needed to rent a moderately-priced 
dwelling unit in the local housing market, and that is used to calculate the amount of housing 
assistance a family will receive. The PHA establishes the payment standards using the SAFMRs. 
However, the SAFMR does not limit and does not affect the amount of rent a landlord may charge 
to the family may pay. A family which receives a housing voucher can select a unit with a rent that 
is below or able the SAFMR. The housing voucher family must pay 30% of its monthly adjusted 
gross income for rent and utilities. If the unit rent is greater than the SAFMR amount, the landlord 
has the ability to accept the lower rent but if the landlord does not accept the lower rent, the RTA 

will be canceled. By law, whenever a family moves to a new unit where the rent exceeds the 
payment standard, the family may not pay more than 40 percent of its adjusted monthly 
income for rent. 
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Subsidy Standards 
 
CMHA must establish subsidy standards that determine the number of bedrooms needed for 
families of different sizes and compositions. This part presents the policies that will be used to 
determine the family unit size (also known as the voucher size) a particular family should receive, 
and the policies that govern making exceptions to those standards. The PHA must also establish 
polices related to the issuance of the voucher, to the voucher term, and to any extensions of the 
voucher term. 
 
For each family, the PHA determines the appropriate number of bedrooms under the PHA subsidy 
standards and enters the family unit size on the voucher that is issued to the family. The family 
unit size does not dictate the size of the family must actually lease, nor does it determine who 
within a household will share a bedroom/sleeping room. 
 
The following requirements apply when CMHA determines family unit size: 
 

• The subsidy standards must provide the smallest number of bedrooms needed to house 
a family without overcrowding. 

• The subsidy standards must be consistent with space requirements under the housing 
quality standards 

• The subsidy standards must be applied consistently for all families of like size and 
composition. 

• A child who is temporarily away from the home because of placement in foster care is 
considered a member of the family in determining the family unit size. 

• A family that consists of a pregnant women (with no other persons) must be treated as a 
two-person family. 

• Any live-in aide (approved by the PHA to reside in the unit to care for an individual 
disabled) must be counted in determining the unit size. 

  
CMHA policy. CMHA will assign one bedroom for each two persons within the household, except in 
the following circumstances: 
 

• Persons of the opposite sex (other than spouse, and children under age 5) will be allocated 
separate bedrooms. 

 
• Persons of the same sex where the age gap is more than six years apart will receive a separate 

bedroom 
 

• Live-in aides will be allocated a separate bedroom 
 

• Single person families will be allocated one bedroom. 
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CMHA will reference the following chart in determining the appropriate voucher size for a family: 

 
Voucher Bedroom Size Minimum Number of 

Persons 
Maximum Number of 

Persons 
0 1 1 
1 1 2 
2 2 4 
3 3 6 
4 4 8 
5 6 10 
6 8 12 

 
Exceptions to Subsidy Standards 

In determining family unit size for a particular family, the PHA may grant an exception to its 
established subsidy standards if the PHA determines that the exception is justified by the age, 
sex, health, handicap, or relationship of family members or other personal circumstances [24 CFR 
982.402(b)(8)]. Reasons may include, but are not limited to: 
 

• A need for an additional bedroom for medical equipment 

• A need for a separate bedroom for reasons related to family member’s disability, medical 
or health condition 

 
For a single person who is not elderly, disabled, or a remaining family member, an exception 
cannot override the regulatory limit of a zero or one bedroom [24 CFR 982.402(b)(8)] 
 
CMHA will consider granting an exception for any of the reasons specified in the regulation: the 
age, sex, health, handicap, or relationship of family members or other personal circumstances. 
 
The family must request any exception to the subsidy standards in writing. The request must 
explain the need or justification for a larger family unit size and must include appropriate 
documentation. Requests based on health-related reasons must be verified by a knowledgeable 
professional source (e.g., doctor or health professional), unless the disability and the disability-
related request for accommodation is readily apparent or otherwise known. The family’s continued 
need for an additional bedroom due to special medical equipment must be re-verified at annual 
recertification. 
 
CMHA will notify the family of its determination within 30 calendar days of receiving the family’s 
request. If a participant family’s request is denied, the notice will inform the family of their right to 
request an informal hearing. 

 

All Reasonable Accommodation requests should be sent to hcvhelp@cintimha.com and the 504 
coordinator will review and let the family know the decision. 
 
When a family needs a unit with specific features or a unit for another disability-related reason to 
accommodate a family member with a disability, and the family is unable to find a unit with those 
features or that otherwise meets the disability-related need within the established payment 
standard, the family may request an exception to the established payment standard 
accommodation. CMHA will evaluate each request on a case-by-case basis to ensure a 

mailto:hcvhelp@cintimha.com


 

Page | 8 

Briefing Packet 

reasonable accommodation exception payment standard may be necessary, and that there is an 
identifiable relationship, or nexus, between the requested accommodation and the individuals 
disability. An individual is not required to follow any formal procedures or use specific works or 
terminology.  Example, the individual with a disability may discuss a need for an accessible unit 
or a unit in a specific location.  
 
CMHA will review and approve reasonable accommodations exception payment standards 
requests up to 120 percent of the SAFMR. CMHA will use the published SAFMR for reasonable 
accommodation exception payment standards requests in those areas to determine the 
percentage the reasonable accommodation exception payment standards is in relation to 
SAFMR. Any request greater than 120 percent of the SAFMR must be reviewed and approved by 
HUD. 
 
 
Voucher Size and Term 
 
The voucher is the family’s authorization to search for housing. It specifies that unit size for which 
the family qualifies and includes both the date of voucher issuance and date of expiration. It 
contains a brief description of how the program works and explains the family obligations under 
the program. The voucher is evidence that the PHA has determined the family to be eligible for 
the program, and that the PHA expects to have money available to subsidize the family of the 
family locating an approvable unit. However, the PHA does not have any liability to any party by 
the issuance of the voucher, and the voucher does not give the family any rights to participate in 
the PHA’s housing choice voucher program [Voucher, form HUD 52646] 
 
A voucher can be issued to an applicant family only after the PHA has determined that the family 
is eligible for the program based on verification of information received within the 60 days prior to 
issuance [24 CFR 982.201(e)] and after the family has viewed the online briefing. 
 
The initial voucher term will be 60 calendar days. The family must submit a Request for Tenancy 
Approval and proposed lease within a 60-day period unless CMHA grants an extension. 
 
Extensions of Voucher Term [24 CFR 982.303(b)]. The PHA has the authority to grant extensions 
of search time, to specify the length of an extension, and to determine the circumstances under 
which extensions will be granted. There is no limit on the number of extensions that PHA can 
approve. Discretional policies related to extensions and expiration of search time must be 
described in the PHA’s Administrative Plan [24 CFR 982.54]. PHAs must approve additional 
search time if needed as reasonable accommodation to make the program accessible to and 
usable by a person with disabilities. The extension period must be reasonable for the purpose. 
 
CMHA Administrative Plan is located at: 

 https://cintimha.com/wp-content/uploads/2024/11/rev.-fy-2025-administrative-plan-
draft-2.pdf 

 
Voucher Extensions and Suspension 
   
The PHA must provide for suspension of the initial or any extended term of the voucher from the 
date the family submits a request for the PHA approval of the tenancy until the date the PHA 
notifies the family in writing whether the request has been approved or denied. 
 

https://cintimha.com/wp-content/uploads/2024/11/rev.-fy-2025-administrative-plan-draft-2.pdf
https://cintimha.com/wp-content/uploads/2024/11/rev.-fy-2025-administrative-plan-draft-2.pdf
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If an applicant family’s voucher term or extension expires before CMHA has approved a Tenancy, 
CMHA will require the family to reapply for assistance. Within 10 business days after the expiration 
of the voucher term or any extension, CMHA will notify the family in writing that the voucher term 
has expired and that the family must reapply when the waiting list is open in order to be placed 
on the waiting list. 
 
CMHA will not approve extensions to the term of the voucher. However, CMHA will approve 
extensions only in the following circumstances: 
 

• It is necessary reasonable accommodation for a person with a disability 

• It is necessary due to reasons beyond the family’s control, as determined by CMHA. 
 
The following is a list of extenuating circumstances that CMHA may consider in making its 
decision. The presence of these circumstances does not guarantee that an extension will be 
granted: 
 

• Serious illness or death in the family 

• Other family emergencies 

• Obstacles due to employment 

• Whether the family has already submitted requests for tenancy approval that were not 
approved by CMHA 

• Whether family size or other special circumstances make it difficult to find a suitable unit 
 
Any request for an additional extension must include the reason(s) an additional extension is 
necessary. CMHA may require the family to provide documentation to support the request or 
obtain verification from a third party. 
 
All requests for extensions to the voucher term must be made in writing and submitted to 
moves@cintimha.com prior to the expiration date of the voucher (or extended term of the 
voucher). 
 
CMHA will decide whether to approve or deny an extension request within 10 business days of 
the date the request is received and will immediately provide the family with written notice of its 
decision. 
 
 
Total Tenant Payment (TTP) 
 
The total tenant payment (TTP) represents the minimum amount a family must contribute toward 
rent and utilities regardless of the unit selected. The TTP is calculated using a statutory formula 
and individual income information. To calculate TTP, annual adjusted income and annual (gross) 
income must be converted to monthly adjusted income and monthly gross income by dividing the 
annual figures by 12 months. The TTP is the greater of: 
 

• 30 percent of monthly adjusted income; 

• 10 percent of monthly gross income; 

• The PHA minimum rent, a minimum rent between $0 and $50 that is established by CMHA 
 
HUD regulations specify the formula for calculating the total tenant payment (TTP) for an assisted 
family. TTP is the highest of the following amounts, rounded to the nearest dollar. 
 

mailto:moves@cintimha.com
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The PHA has authority to suspend and exempt families from minimum rent when a financial 
hardship exists, as defined in section 6-III.B. The amount that a family pays for rent and utilities 
(the family share) will never be less than the family’s TTP but may be greater than the TTP 
depending on the rent charged for the unit the family selects. 
 
 
 
 
Example: 
 

 
Calculating Total Tenant Payment 

 
30% of Monthly Adjusted Income  $700 x .30 = $210 
10% of Monthly Gross Income:  $740 x .10 = $  74 
Welfare Rent     N/A 
PHA Minimum Rent    $25 
 
Total Tenant Payment (TTP)   $210 
 
The participant will never pay less than the TTP ($210) regardless of the unit selected. 
 

 
 
Utility Reimbursement [24 CFR 982.514(b); 982.514(c)] 
 
When the PHA subsidy for a family exceeds the rent to owner, the family is due a utility 
reimbursement. HUD permits the PHA to pay the reimbursement to the family or directly to the 
utility provider. CMHA will make utility reimbursements directly to the utility provider. 
 
The PHA may make all utility reimbursement payments to qualifying families on a monthly basis 
or may make quarterly payments when the monthly reimbursement amount is $15.00 or less. 
Reimbursements must be made once per calendar year quarter and must be prorated if the family 
leaves the program in advance of its next quarterly reimbursement. The PHA must also adopt 
hardship policies for families for whom receiving quarterly reimbursement would create a financial 
hardship. 
 
CMHA will issue all utility reimbursements monthly. 
 
Small Area Fair Market Rents 
 
The PHA’s schedule of SAFMRs is used to calculate housing assistance payments for HCV 
families. SAFMR is defined as “the maximum monthly assistance payment for a family assisted 
in the voucher program (before deducting the total tenant payment by the family)” [24 CFR 
982.4(b)] based on zip codes. 
 
The SAFMR for a family is the lower of (1) the SAFMR for the family unit size, which is defined 
as the appropriate number of bedrooms for the family under CMHA’s subsidy standards [24 CFR 
982.4(b)], or (2) the payment standards for the size of the dwelling unit rented by the family. 
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The PHA is required to pay monthly housing assistance (HAP) for a family that is the lower of (1) 
the payment standard for the family minus the family’s TTP or (2) the gross rent for the family’s 
unit minus the TPP. 
 
If during the term of the HAP contract for a family’s unit, the owner lowers the rent, the PHA will 
recalculate the HAP using the lower of the initial payment standard or the gross rent for the unit. 
 
 

If CMHA changes (per HUD mandate) its SAFMRs resulting in a lower amount, during the 
term of a HAP contract, CMHA will not reduce the SAFMR used to calculate subsidy for 
families under HAP contract as long as the HAP contract remains in effect. CMHA will not 
establish different policies for decreases in the payment standards for designed areas 
within their jurisdiction. 
 
Maximum Subsidy 
 
The maximum subsidy the PHA can pay in the housing Choice Voucher Program is the 
SAFMRs minus the TTP. The maximum subsidy calculation is done at the time the family 
is issued a housing choice voucher. It is important for the family to know the maximum 
the PHA will pay while searching for a unit. The actual PHA subsidy can be calculated 
only after the family has selected a specific unit. 
 
Example: 
 

Calculating Maximum Subsidy 
 
SAFMR (zip code)   $450 
Minus TTP    $210 
Equals Maximum Subsidy  $240 
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2025 Hamilton County, OH Advisory Small Area FMRs by Unit Bedrooms 
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Portability 
 
Within the limitations of the regulations and this plan, a participant family or an applicant family 
that has been issued a voucher has the right to use tenant-based voucher assistance to lease a 
unit anywhere in the United States providing that the unit is located within the jurisdiction of a PHA 
administering a tenant-based voucher program [24 CFR 982.353(b)]. The process by which a 
family obtains a voucher from one PHA and uses it to lease a unit in the jurisdiction of another 
PHA is known as portability. PHA that issues the voucher is called the initial PHA. The PHA that 
has jurisdiction in the area to which the family wants to move is called the receiving PHA. 
 
For a participant family approved to move out of its jurisdiction under portability, CMHA generally 
will conduct a reexamination of family income and composition only if the family’s annual 
reexamination must be completed on or before the initial billing deadline specified on the form 
HUD-52665, Family Portability Information. CMHA will make any exceptions to this policy 
necessary to remain in compliance with HUD regulations. 
 
No formal briefing will be required for a participant family wishing to move outside CMHA’s 
jurisdiction under portability. However, CMHA will provide the family with the same oral and written 
explanation of portability that it provides to applicant families selected for admission to the 
program. 
 
CMHA will provide the name, address, and phone number of the contract for the PHAs in the 
jurisdiction to which they wish to move. If there is more than one PHA with jurisdiction over the 
area to which the family wishes to move, CMHA will advise the family that the family must select 
the receiving PHA and notify CMHA of which receiving PHA was selected. CMHA will provide the 
family with contact information for all the receiving PHAs that serve the area. CMHA will not 
provide any additional information about receiving PHAs in the area. CMHA will further inform the 
family that if the family prefers not to select the receiving PHA, CMHA will select the receiving 
PHA on behalf of the family. If this case, CMHA will not provide the family with information for all 
receiving PHAs in the area. 
 
CMHA will advise the family that they will be under the receiving PHA’s policies and procedures, 
including screening, subsidy standards, voucher extension policies, and payment standards. 
 
CMHA will approve no extensions to a voucher issued to an applicant or participant family porting 
out of CMHA’s jurisdiction except under the following circumstances: (a) the initial term of the 
voucher will expire before the portable family will be issued a voucher by the receiving PHA, (b) 
the family decides to return to the initial PHA’s jurisdiction and search for a unit there, or (c) the 
family decides to search for a unit in a third PHA’s jurisdiction. In such cases, the policies on 
voucher extensions previously described will apply, including the requirement that the family apply 
for an extension in writing prior to the expiration of the initial voucher term. 
 
To receive or continue receiving assistance under the initial PHA’s voucher program, a family that 
moves to another PHA’s jurisdiction under portability must be under HAP contract in the receiving 
PHA’s jurisdiction within 90 days following the expiration date of the initial PHA’s voucher term 
(including any extensions). 
 
Because the portability process is time-sensitive, CMHA will notify the receiving PHA by phone or 
email to expect the family. CMHA will also ask the receiving PHA to provide any information the 
family may need upon arrival, including the name, fax, email address, and telephone number of 
the staff person responsible for business with incoming portable families and procedures related 
to appointments for voucher issuance. CMHA will pass this information along to the family. CMHA 
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will also ask for the name, address, telephone number, and email address of the person 
responsible for processing the billing information. 
 
If CMHA has not received an initial billing notice from the receiving PHA within the billing deadline, 
it will contact the receiving PHA to inform them that it will not honor a late billing submission and 
will return any subsequent billings that it receives on behalf of the family. CMHA will send the 
receiving PHA a written confirmation of its decision by mail. CMHA will allow an exception to this 
policy if the family includes a person with disabilities and the late billing is a result of reasonable 
accommodation granted to the family by the receiving PHA. 
 
Portability Voucher Term and Extension 
 
When a family ports into its jurisdiction, CMHA will issue the family a voucher based on the 
paperwork provided by the initial PHA unless the family’s paperwork from the initial PHA is 
incomplete, the family’s voucher from the initial PHA has expired or the family does not comply 
with CMHA’s procedures. CMHA will update the family’s information when verification has been 
completed. 
 
CMHA generally will not extend the term of the voucher that it issues to an incoming portable 
family unless CMHA plans to absorb the family into its own program. 
 
Reasonable Accommodation 
 
A reasonable accommodation is an adjustment made to a rule, policy, practice, or service that 
allows a person with a disability to have equal access to the HCV program. For example, 
reasonable accommodation may include making home visits, extending the voucher term, or 
approving an exception payment standard in order for a participant to lease an accessible dwelling 
unit. Federal regulations stipulate that requests for accommodations will be considered 
reasonable if they do not create an “undue financial and administrative burden” for the PHA or 
result in a “fundamental alteration” in the nature of the program or service offered. A fundamental 
alteration is a modification that alters the essential nature of a provider’s operation. 
 
CMHA will encourage the family to make its request in writing using a reasonable accommodation 
request form. However, CMHA will consider the accommodation any time the family indicates that 
accommodation is needed whether or not a formal written request is submitted. You may submit 
a reasonable accommodation request to hcvhelp@cintimha.com for review by the 504 
coordinator. 
 
After a request for accommodation is presented, CMHA will respond, in writing, within 10 business 
days. If CMHA denies a request for accommodation because it is not reasonable (it would impose 
an undue financial and administrative burden or fundamentally alter the nature of CMHA’s 
operations), CMHA will discuss with the family whether alternative accommodation could 
effectively address the family’s disability-related needs without a fundamental alteration to the 
HCV program and without imposing an undue financial and administrative burden. 
 
If CMHA believes that the family has failed to identify a reasonable alternative accommodation 
after interactive discussion and negotiation, CMHA will notify the family, in writing, of its 
determination within 10 business days from the date of the most recent discussion or 
communication with the family. 
 
To meet the needs of persons with hearing impairments, TDD is available. 
 

mailto:hcvhelp@cintimha.com
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To meet the needs of persons with vision impairments, large print and audio versions of key 
program documents will be made available upon request. When visual aids are used in public 
meetings or presentations, or in meetings with CMHA staff, one-on-one assistance will be 
provided upon request. 
 
Additional examples of alternative forms of communication are sign language interpretation; 
having material explained orally by staff; or having a third-party representative (a friend, relative 
or advocate, named by the applicant) to receive, interpret and explain housing materials and be 
present at all meetings. 
 
Informal Hearing Process 
 
PHAs must offer an informal hearing for certain PHA determinations relating to the individual 
circumstances of a participant family. A participant is defined as a family that has been admitted 
to the PHA’s HCV program and is currently assisted in the program. The purpose of the 
information hearing is to consider whether the PHAs decisions related to the family’s 
circumstances are in accordance with the law, HUD regulations and the PHA’s policies. 
 
When the PHA makes a decision that is subject to informal hearing procedures, the PHA must 
inform the family of its right to an informal hearing at the same time that it informs the family of 
the decision. 
 
For decisions related to the family’s annual or adjusted income, the determination of the 
appropriate utility allowance, and the determination of the family unit size, the PHA must notify 
the family that they may ask for an explanation of the basis of the determination, and that if they 
do not agree with the decision, they may request an informal hearing on the decision. 
 
For decisions related to the termination of the family’s assistance, or the denial of a family’s 
request for an exception to the PHA’s subsidy standards, the notice must contain a brief statement 
of the reason for the decision, a statement that if the family does not agree with the decision, the 
family may request an informal hearing on the decision, and a statement of the deadline for the 
family to request an informal hearing. 
 
In cases where CMHA makes a decision for which an informal hearing must be offered, the notice 
to the family will include all of the following: 
 

• The proposed action or decision of CMHA 
 

• A brief statement of the reasons for the decision, including regulatory reference. 
 

• The date the proposed action will take place 
 

• A statement of the family’s right to an explanation of the basis for CMHA’s decision 
 

• A statement that if the family does not agree with the decision the family may request an 
informal hearing of the decision 

 

• A deadline for the family to request an informal hearing 
 

• To whom the hearing request should be addressed 
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• A copy of CMHA’s hearing procedures. 
 

• That the family may request a virtual informal hearing. 
 
If CMHA requires that the hearing be conducted virtually, at the time the notice is sent to the family 
informing them of the right to request an informal hearing, the family will be notified that the 
informal hearing will be conducted virtually. The family will be informed of the processes involved 
in a virtual informal hearing and that CMHA will provide technical assistance, if needed, before 
the informal hearing. 
 
Scheduling an Informal Hearing 
 
A request for an informal hearing must be made in writing and submitted to moves@cintimha.com 
by the close of the business day, no later than 10 business days from the date of CMHA’s decision 
or notice to terminate assistance. 
 
CMHA must schedule and send a written notice of the informal hearing to the family within 30 
calendar days of the family’s request. 
 
The family may request to reschedule a hearing for good cause, or if it is needed as reasonable 
accommodation for a person with disabilities. Good cause is defined as an unavoidable conflict 
which seriously affects the health, safety or welfare of the family. Requests to reschedule a 
hearing must be made orally or in writing prior to the hearing date. At its discretion, CMHA may 
request documentation of the “good cause” prior to rescheduling the hearing. 
 
If the family does not appear within 20 minutes of the schedule time and was unable to reschedule 
the hearing in advance due to the nature of the conflict, the family must contract CMHA within 24 
hours of the scheduled hearing date, excluding weekends and holidays. CMHA will reschedule 
the hearing only if the family can show good cause for failure to appear, or if it is needed as 
reasonable accommodation for a person with disabilities. If the family cannot show good cause 
for failure to appear, or a rescheduling is not needed as reasonable accommodation, CMHA’s 
decision will stand. 
 
Family/Tenant Obligations 
 
Tenant and landlords have obligations under the Housing Choice Voucher (HCV) program. When 
tenants select a housing unit, they are expected to comply with the lease and the program 
requirements, pay their share of rent on time, maintain the unit in good condition, and notify the 
PHA of any changes in income or family composition. Tenant’s specific obligations when qualifying 
for the voucher and to remain on the HCV program follow. 
 

Qualifying for HCV 
 
Before the tenant contracts landlords regarding available units, the tenant must provide the PHA 
with a range of information to qualify for Housing Choice Voucher program: 
 

1. Evidence of U.S. citizenship or eligible immigration status 
2. Family employment, income and composition, and immediate notification of changes in 

status if/when they occur 
3. Social Security numbers for all family members and signed consent forms allowing PHA 

to obtain information about each family member, including conducting criminal background 
checks. 

mailto:moves@cintimha.com
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4. Signature of receipts of the HUD Family Notification of Lead-Based Paint literature and 
disclosure of lead-based paint testing and medical status for children under six (6) years 
of age. 

 
Participating in HCV 

 
While participating in the HCV program, tenants and any household members or guests must do 
the following to remain in the program: 
 

1. Comply with the lease 
2. Maintain unit in decent condition 
3. Pay tenant share of rent 
4. Allow the landlord and the PHA to inspect the unit at reasonable times and after 

reasonable notice 
5. Notify the landlord and the PHA in writing before moving from the unit in accordance with 

the lease 
6. Supply to the PHA any information that the PHA determines to be necessary. This includes 

evidence of citizenship and immigration status, information for use in annual or special 
certification of family composition, income and deductions. It includes notifying the PHA in 
writing when the family is absent from the unit for an extended period of time in accordance 
with the PHA policy (30 days or longer). 

 
Additionally, the tenant may not remain on the HCV program if they: 
 

7. Engage in threatening, abusive, or violent behavior toward the landlord or PHA personnel 
8. Participate in illegal drug or violent criminal activity 
9. Commit fraud, bribery or any other corrupt or criminal act in connection with the program 
10. Damage the unit or premises (other than damage from original wear and tear) or permit 

any guest to damage the unit or premises 
11. Sublease or sublet the unit or assign or transfer the unit. 

 
Violation of any of the above may result in termination from the Housing Choice Voucher program. 
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Housing Choice Voucher Program 
General Lease-Up Process for Landlords, Public Housing Authorities (PHA) and Tenants 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tenant Landlord of Unit PHA 

Applies for and 

Receives Voucher from 

PHA 

Selects Unit (or may re-

lease current unit) 

Tenant and Landlord 
Complete RFTA 

Markets Unit 

Screens Tenants for 
Suitability and Selects 

Tenants 

Screens Applicants for 

HCV Eligibility 

Provides Voucher to 

Tenant 

Reviews RFTA 

Accepts Rent Offer 

Unit Complies with PHA 

Inspection Rules 

Tenant and Landlord 

Execute Lease 

Landlord and PHA 

Execute HAP Contract 

Determines Rent 

Reasonableness 

Scheduled and 

Completed Inspection 

Receives Executed 

Agreements 

Moves In and Pays 

Security Deposit 

Pays Monthly Tenant 

Rent and Utilities 

Complies with Lease 

and Report Issues to 

Landlord 
Renews Lease 

Receives HAP and Rent 

Manages Property and 

Enforces Lease 

Unit Complies with  
Re-Inspection 

Renewal (can be 

automatic) or Send Rent 

Increase 60 Days Prior 

to End of Lease Term 

Sends Monthly HAP 

Schedules and 

Completes Reinspection 

Determines Rent 

Reasonableness (if rent 

increase) 

NOTE: CMHA is moving toward online processes. 
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U.S. Department of Housing 
And Urban Development 
Office of Public and Indian Housing 
 
 
 

 
 
 

A Good Place 
To Live! 
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Introduction 

 
Having a good place to live is important. Through your Public Housing Agency (or PHA) 
the Section 8 Certificate Program and the Housing Voucher Program help you to rent a 
good place. You are free to choose any house or apartment you like, as long as it meets 
certain requirements for quality. Under the Section 8 Certificate Program, the housing 
cannot cost more than the Fair Market Rent. However, under the Housing Voucher 
Program, a family may choose to rent an expensive house or apartment and pay the extra 
amount. Your PHA will give you other information about both programs and the way your 
part of the rent is determined. 
 

Housing Quality Standards 
 
Housing quality standards help to ensure that your home will be safe, healthy, and 
comfortable. In the Section 8 Certificate Program and the Housing Voucher Program there 
are two kinds of housing quality standards. 
 
Things that a home must have in order, approved by the PHA and additional things that 
you should think about for the special needs of your own family. These are items that you 
can decide. 

 
The Section 8 Certificate Program and Housing Voucher Program 

 
The Section 8 Certificate Program and Housing Voucher Program allow you to choose a 
house or apartment that you like. It may be where you are living now or somewhere else. 
The must have standards are very basic items that every apartment must have. But a 
home that has all the must have standards may still not have everything you need or 
would like. With the help of Section 8 Certificate Program or Housing Voucher Program, 
you should be able to afford a good home, so you should think about what you would like 
your home to have. You may want a big kitchen or a lot of windows or a first-floor 
apartment. Worn wallpaper or paint may bother you. Think of these things as you are 
looking for a home, use this booklet to see if your home meets the housing quality 
standards. If you want to move, use it each time you go to look for a new house or 
apartment, and good luck in finding your good place to live. 
 
Read each section carefully. After you find a place to live, you can start the Request for 
Lease Approval process. You may find a place you like that has some problems with it. 
Check with your PHA about what to do, since it may be possible to correct the problems. 
 

The Requirements 
 
Every house or apartment must have at least a living room, kitchen, and bath. A one-room 
efficiency apartment with a kitchen area is all right. However, there must be a separate 
bathroom for the private use of your family. Generally, there must be one living/sleeping 
room for every two family members. 
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1. Living Room 
The Living Room must have: 
 
Ceiling 
A ceiling that is in good condition 
 

• Not acceptable are large cracks or holes that allow drafts, severe bulging, large 
amount of loose or falling surface material such as plaster. 

 
Walls 
Walls that are in good condition. 
 

• Not acceptable are large cracks or holes that allow drafts, severe bulging or 
leaning, large amounts of loose or falling surface material such as plaster. 

 
Electricity 
At least two electric outlets, or one outlet and one permanent overhead light fixture.  
 
Do not count table or floor lamps, ceiling lamps plugged into a socket, and extension 
cords: they are not permitted. 
 

• Not acceptable are broken or frayed wiring, light fixtures handing from wires with 
no other firm support (such as a chain), missing cover plates on switches or 
outlets, badly cracked outlets. 

 
Floor 
A floor that is in good condition. 
 

• Not acceptable are large cracks or holes, missing or warped floorboards or 
covering that could cause someone to trip. 

 
Window 
At least one window. Every window must be in good condition. 
 

• Not acceptable are windows with badly cracked, broken or missing panes, and 
windows that do not shut or, when shut, do not keep out the weather. 

 
Lock 
A lock that works on all windows and doors that can be reached from the outside, a 
common public hallway, a fire escape, porch or other outside place that cannot be 
reached from the ground. A window that cannot be opened is acceptable. 
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Paint 
 
No peeing or chipping paint if you have children under the age of seven and the house 
or apartment was built before 1978. 
 
 
You should also think about: 
 

• The types of locks on windows and doors 
o Are they safe and secure? 
o Have windows that you might like to open been nailed shut? 

 

• The condition of the windows 
o Are there small cracks in the panes? 

 

• The amount of weatherization around doors and windows 
o Are there storm windows? 
o Is there weather stripping? If you pay your own utilities, this may be 

important 
 

• The location of electric outlets and light fixtures 
 

• The condition of the paint and wallpaper 
o Are they worn, faded, or dirty? 

 

• The condition of the floor 
o Is it scratched and work? 
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2. Kitchen 
The Kitchen must have: 

 

Ceiling 
A ceiling that is in good condition. 
 

• Not acceptable are large cracks or holes that allow drafts, severe bulging, large 
amounts of loose or falling surface materials such as plaster. 

 
Storage 
Some space to store food 
 
Electricity 
At least one electric outlet and one permanent light fixture 
Do not count table or floor lamps, ceiling lamps plugged into a socket, and extension 
cords; they are not permanent. 
 

• Not acceptable are broken or frayed wiring, light fixtures hanging from wires with 
no other firm support (such as a chain) missing cover plates on switches or 
outlets, badly cracked outlets. 

 
Stove and Oven 
A stove (or range) and oven that works (this can be supplied by the tenant) 
 
Floor 
A floor that is in good condition 
 

• Not acceptable are large cracks or holes, missing or warped floorboards or 
covering that could cause someone to trip. 

 
Preparation Area 
Some space to prepare food. 
 
Paint 
No peeling or chipping paid if you have children under the age of seven and the house 
or apartment was built before 1978. 
 
Window  
If there is a window, it must be in good condition. 
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Lock 
A lock that works on all windows and doors that can be reached from the outside, a 
common public hallway, a fire escape, porch or other outside place that can be reached 
from the ground. A window that cannot be opened is acceptable. 
 

Walls 

Walls that are in good condition. 

 

• Not acceptable are large cracks or holes that allow drafts, severe bulging or 
leaning, large amounts of loose or falling surface materials such as plaster. 

 
Serving Area 
Some space to serve food. 
 

• A separate dining room or dining area in the living room is all right. 
 
Refrigerator 
A refrigerator that keeps temperatures low enough so that food does not spoil. (This can 
be supplied by the tenant). 
 
Sink 
A sink with hot and cold running water. 
 

• A bathroom sink will not satisfy this requirement. 
 
You should also think about: 
 
The size of the kitchen. 
 
The amount, location, and condition of space to store, prepare, and serve food.  Is it 
adequate for the size of your family? 
 
The size, condition, and location of the refrigerator. Is it adequate for the size of your 
family? 
 
The size, condition, and location of your sink. 
 
Other appliances you would like provided. 
 
Extra outlets. 
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3. Bathroom 
The Bathroom must have: 

 

Ceiling 
A ceiling that is in good condition. 
 

• Not acceptable are large cracks or holes that allow drafts, severe bulging, and 
large amounts of loose or falling surface material such as plaster. 

 
Window 
A window that opens or a working exhaust fan. 
 
Lock 
A lock that works on all windows and doors that can be reached from the outside, 
common public hallway, a fire escape, porch or other outside place that can be reached 
from the ground. 
 
Toilet 
A flush toilet that works. 
 
Tub or Shower 
A tub or shower with hot and cold running water. 
 
Floor 
A floor that is in good condition. 
 

• Not acceptable are large cracks or holes, missing or warped floorboards or 
covering that could cause someone to trip. 

 
Paint 
 

• No chipping or peeling paint if you have children under the age of seven and the 
house or apartment was built before 1978. 

 
Walls 
Walls that are in good condition. 
 

• Not acceptable are large cracks or holes that allow drafts, severe bulging or 
leaning, large amounts of loose or falling surface such as plaster. 
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Electricity 
At least one permanent overhead or wall light fixture. 
 

• Not acceptable are broken or frayed wiring, light fixtures hanging from wires with 
no other firm support (such as a chain), missing cover plates on switches or 
outlets, badly cracked outlets. 

 
Sink 
A sink with hot and cold running water. 
 

• A kitchen sink will not satisfy this requirement. 
 
 
You should also think about: 
 
The size of the bathroom and the amount of privacy. 
 
The appearances of the toilet, sink, and shower or tub. 
 
The appearance of the grout and seal along the floor and where the rub meets the wall. 
 
The appearance of the floor and walls. 
 
The size of the hot water heater. 
 
A cabinet with a mirror. 
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4. Other Rooms 
 

Other rooms that are lived in include: bedrooms, dens, halls, and finished basements 
or enclosed, heated porches. The requirements for other rooms that are lived in are 
similar to the requirements for the living room as explained below. 
 
Other Rooms Used for Living Must Have: 
 
Ceiling 
A ceiling that is in good condition. 
 

• Not acceptable are large cracks or holes that allow drafts, severe bulging, and 
large amounts of loose or falling surface material such as plaster. 

 
Walls 
Walls that are in good condition. 
 

• Not acceptable are large cracks or holes that allow drafts, severe bulging or 
leaning, large amounts of loose or falling surface material such as plaster. 

 
Paint 
 

• No chipping or peeling paint if you have children under the age of seven and the 
house or apartment was built before 1978. 

 
Electricity in Bedrooms 
Same requirement as for living room. 
 
In All Other Rooms Used for Living: There is no specific standard for electricity, but there 
must be either natural illumination (a window) or an electric light fixture or outlet. 
 
Floor 
A floor that is in good condition. 
 

• Not acceptable are large cracks or holes, missing or warped floorboards or 
covering that could cause someone to trip. 

 
Lock 
A lock that works on all windows and doors that can be reached from the outside, a 
common public hallway, a fire escape, porch or other outside place that can be reached 
from the ground. 
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Window 
At least one window, which must be openable if it was designed to be opened, in every 
room used for sleeping. Every window must be in good condition. 
 

• Not acceptable are windows with badly cracked, broken or missing panes, and 
windows that do not shut or, when shut, do not keep out the weather. 

 
Other rooms that are not lived in may be: a utility room for washer and dryer, basement 
or porch. These must be checked for security and electrical hazards and other possible 
dangers (such as walls or ceilings in danger of falling), since these items are important 
for the safety of your entire apartment. You should also look for other possible dangers 
such as large holes in the walls, floors, or ceilings, and unsafe stairways. Make sure to 
look for these things in all other rooms not lived in. 
 
You should also think about: 
 

• What you would like to do with other rooms 
o Can you use them the way you want to? 

 

• The type of locks on windows and doors. 
o Are they safe and secure? 
o Have windows that you might like to open been nailed shut? 

 

• The condition of the windows. 
o Are there small cracks in the panes? 

 

• The amount of weatherization windows. 
o Are there storm windows? 
o Is there weather-stripping? If you pay for your own utilities, this may be 

important. 
 
The location of electric outlets and light fixtures. 
 

• The condition of the paint and wallpaper 
o Are they worn, faded, or dirty? 

 

• The condition of the floors. 
o Are they scratched and worn? 
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5. Building Exterior, 
Plumbing, and Heating 

 
The Building Must Have: 
 
Roof 
A roof in good condition that does not leak, with gutters and downspouts, if present, in 
good condition and securely attached to the building. 
 
Evidence of leaks can usually be seen from stains on the ceiling inside the building. 
 
Outside Handrails 
Secure handrails on any extended length of stairs (e.g. generally four or more steps) 
and any porches, balconies, or decks that are 30 inches or more above the ground. 
 
Walls 
Exterior walls that are in good condition, with no large holes or cracks that would let a 
great amount of air get inside. 
 
Foundation 
A foundation in good condition that has no serious leaks. 
 
Water Supply 
A plumbing system that is served by an approvable public or private water supply 
system. Ask the manager or owner. 
 
Sewage 
A plumbing system that is connected to an approvable public or private sewage disposal 
system. Ask the manager or owner. 
 
Chimneys 
No serious leaning or defects (such as big cracks or many missing bricks) in any 
chimneys. 
 
Paint 
No cracking, peeling, or chipping paint if you have children under the age of seven and 
the house or apartment was built before 1978. 
 

• This includes exterior walls, stairs, decks, porches, railings, windows, and doors. 
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Cooling 
Some windows that open, or some working ventilation or cooling equipment that can 
provide air circulation during warm months. 
 
Plumbing 
Pipes that are in good condition, with no leaks and no serious rust that cause the water 
to be discolored. 
 
Water Heater 
A water heater is located, equipped, and installed in a safe manner. Ask the manager. 
 
Heat 
Enough heating equipment so that the unit can be made comfortably warm during cold 
months. 
 

• Not acceptable are space heaters (or room heaters) that burn oil or gas and are 
not vented to a chimney. Space heaters that are vented may be acceptable if 
they can provide enough heat. 

 
You should also think about: 
 

• How well maintained the apartment is. 
 

• The type of heating equipment 
o Will it be able to supply enough heat for you in the winter, to all rooms 

used for living? 
 

• The amount and type of weatherization and its effect on utility costs 
o Is there insulation? 
o Are there storm windows? 
o Is there weather-stripping around the windows and doors? 

 

• Air circulation or type of cooking equipment (if any). 
o Will the unit be cool enough for you in the summer? 
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6. Health and Safety 
 

The Building and Site must have: 
 
Smoke Detectors 
At least one working hard wired or 10-year battery smoke detector on each level of the 
unit, including the basement. There should also be smoke detectors located in each 
bedroom.  If any member of your family is hearing-impaired, the smoke detector must 
have an alarm designed for hearing-impaired persons. 
 
Fire Exits 
The building must provide an alternate means of exit in case of fire (such as fire stairs 
or exit through windows, with the use of a ladder if windows are above the second 
floor). 
 
Elevators 
Make sure the elevators are safe and work properly. 
 
Entrance 
An entrance from the outside or from a public hall, so that it is not necessary to go 
through anyone else’s private apartment to get into the unit. 
 
Neighborhood 
No dangerous places, spaces, or things in the neighborhood such as: 
 

• Nearby buildings that are falling down 

• Unprotected cliffs or quarries 

• Fire hazards 

• Evidence of flooding 
 
Garbage 
No large piles of trash and garbage inside or outside the unit, or in common areas such 
as hallways. There must be a space to store garbage (until pickup) that is covered 
tightly so that rats and other animals cannot get into it. Trash should be picked up 
regularly. 
 
Lights 
Lights that work in all common hallways and interior stairs. 
 
Stairs and Hallways 
Interior stairs with railings, and common hallways that are safe and in good condition. 
Minimal cracking, peeling or chipping in these areas. 
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Pollution 
No serious air pollution, such as exhaust fumes or sewer gas. 
 
Rodents and Vermin 
No sign of rats or large numbers of mice or vermin (like roaches). 
 
For Manufactured Homes: Tie Downs 
Manufactured homes must be placed on the site in a stable manner and be free from 
hazards such as sliding or wind damage. 
 
 
You should also think about: 
 

• The type of fire exit. 
o Is it suitable for your family? 

 

• How safe the house or apartment is for your family. 
 

• The presence of screens and storm windows. 
 

• Services in the neighborhood 
o Are there stores nearby? 
o Are there schools nearby? 
o Are there hospitals nearby? 
o Is there transportation nearby? 

 

• Are there job opportunities nearby? 
 

• Will the cost of tenant-paid utilities be affordable and is the unit energy-efficient? 
 

• Be sure to read the lead-based paint brochure given to you by the PHA or owner, 
especially if the housing or apartment is older (built before 1978). 
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Now that you have finished this booklet, you know that for a house or apartment to be a 
good place to live, it must meet two kinds of housing quality standards: 
 
Things it must have in order to be approved for the Housing Choice Voucher Program  
 
Additional things that you should think about for the special needs of your family 
 
You know that these standards apply in six areas of a house or apartment 
 

1. Living Room 
2. Kitchen 
3. Bathroom 
4. Other Rooms 
5. Building, Exterior, Plumbing and Heating 
6. Health and Safety 

 
You know that when a house or apartment meets the housing quality standards, it will be 
safe, healthy, and comfortable home for your family. It will be a good place to live. 
 
After you find a good place to live, you can begin the Request for Lease Approval process. 
When both you and the owner have signed the Request for Lease Approval and the PHA 
has received it, an official inspection will take place. The PHA will inform both you and the 
owner of the inspection. 
 
If the house or apartment passed, a lease can be signed. There may still be some items 
that you or the PHA would like improved. If so, you and your PHA may be able to bargain 
for the improvements when you sign the lease. If the owner is not willing to do the work, 
perhaps you can get him or her to pay for the materials and do it yourself. 
 
If the house or apartment fails, you and/or your PHA may try to convince the owner to 
make the repairs so it will pass. The likelihood of the owner making the repairs may 
depend on how serious or costly they are. 
 
If it fails, all repairs must be made, and the house or apartment must be re-inspected 
before any lease is signed. If the owner cannot or will not repair the house or apartment, 
even if the repairs are minor, you must look for another home. Make sure you understand 
why the house or apartment failed, so that you will be more successful in your next search. 
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Responsibilities of the Public Housing Authority: 
 

• Ensure that all units in the Housing Choice Voucher program meet the housing 
quality standards. 

 

• Inspect unit in response to Request for Lease Approval. Inform potential tenant 
and owner of results and necessary actions. 

 

• Encourage tenants and owners to maintain units up to standards. 
 

• Make inspection in response to tenant and owner complaint or request. Inform 
the tenant and owner of the results, necessary actions, and time period for 
compliance. 

 

• Make annual inspection of the unit to ensure that it still meets the housing quality 
standards. Inform the tenant and owner of the results, necessary actions, and 
time period for compliance. 

 
 
Responsibilities of the Tenant: 
 

• Live up to the term of your lease. 
 

• Do your part to keep the unit safe and sanitary. 
 

• Cooperate with the owner by informing him or her of any necessary repairs. 
 

• Cooperate with the PHA for initial, annual, emergency and complaint inspections. 
 
 
Responsibilities of the Landlord: 
 

• Comply with the terms of the lease. 
 

• Generally, maintain the unit and keep it up to the housing quality standards 
outlined in this booklet. 

 

• Cooperate with the tenant by responding promptly to requests for repairs 
needed. 

 

• Cooperate with the PHA on initial, annual, and complaint inspections, including 
necessary repairs. 
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Additional Information 

 

 

If requested, CMHA will offer the owner other information in CMHA’s possession 
concerning the family, including: 

 

• Information about the family’s tenancy history, or 
o CMHA will provide documented information regarding tenancy history for up 

to the past three years to prospective owners upon written request from the 
owner 

o CMHA will provide the following information, based on documentation in its 
possession: 

▪ Eviction History; 
▪ Damage to rental units; and 
▪ Other aspects of tenancy history, including criminal history for adult 

members of the household. 
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Cincinnati Metropolitan Housing Authority’s Jurisdiction 

Hamilton County, Ohio 
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Rental Connection 
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Opportunity Zones 

City of Cincinnati 

 

 

 

 

 

 

 


