
Emergency Housing Voucher (EHV) Program:
NYCHA: Completing a Paper Rental Packet



Rental Packet Submission
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EHV voucher holder should work with their housing navigator to 
locate a suitable unit on the private rental market.

EHV voucher holder and the landlord must complete the rental 
packet.

Review the Rental Checklist to confirm you have all the required 
forms and documents before you submit the rental packet to 
NYCHA.

 If the EHV voucher holder has a paper rental packet, the 
completed packet should be emailed to: s8.rtu@nycha.nyc.gov

 Please make sure pages are scanned in order (1, 2, 3, 4) and all 
documents are complete.

mailto:s8.rtu@nycha.nyc.gov


Required Documents for Rental Packets

NYCHA Forms:
• Request for tenancy approval 

– must be signed by both the 
tenant and the owner

• Section 8 property owner 
registration form

• Request for Taxpayer ID – W-9 
Tax form

• Disclosure of Information on 
Lead-Based Paint form – must 
be sign by both the tenant and 
the owner

Required Supporting 
Documents:
• Copy of the previous lease (rent 

stabilized units)
• New buildings to NYCHA:

• Copy of the Deed
• Certificate of Occupancy –

required for all buildings built or 
altered in 1938 or later.

• For Coops – proprietary leases 
and shareholder certificates

• For Condos/Coops – letter 
authorizing rental on official 
letter head by officer or board 
member
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Rental Checklist (1/2)

New York Housing Authority 4



Rental Checklist (2/2)
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Completing the Request for Tenancy 
Approval Form (1/4)
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All fields must be completed.

1. This field is completed by NYCHA
2. List the complete address of the rental unit
3. Enter the requested start and end date of 

the lease 
4. Indicate number of bedrooms in the rental 

unit
5. Indicate the year the rental building was 

constructed
6. List the proposed contact rent
7. Indicate security deposit amount, if any
8. List the date the unit is available to be 

inspected
9. Identify the structure – you must check one
10. This section only needs to be completed if 

the unit is subsidized. If the unit is 
subsidized, identify the type of subsidy



Completing the Request for Tenancy 
Approval Form (2/4)
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If this page is not completed, 
NYCHA cannot process the 
rental packet.

11. Utilities and Appliances

The owner must indicate who 
is responsible for each utility 
type by placing an “O” for 
owner or “T” for tenant.



Completing the Request for Tenancy Approval 
Form (3/4)
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12. Owner’s Certifications -

(a) if the building has four of more 
units, then the owner must complete 
this section. The owner must provide 
information for comparable 
unassisted units within the building 
that were recently leased.

(b) The owner must certify they are not 
related to the voucher holder.

(c) The owner must check one box in 
response to the questions relating to 
lead-based paint.

13. through 15. – the owner should 
read and understand these sections.



Completing the Request for Tenancy 
Approval Form (4/4)
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The owner or owner representative 
must complete and sign the top half 
of the page. Please make sure all 
fields are complete, including:
• Last, first name of owner/owner 

representative
• Signature and date
• Business address
• Telephone number

The EHV voucher holder must 
complete and sign the bottom half of 
this page. Please make sure all 
fields are complete, including:
• Last, first name of EHV voucher holder
• Signature and date
• Present address of EHV voucher holder
• Telephone number



Completing the Section 8 Property Owner 
Registration Form (1/5)
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Please make sure all fields are 
completed.
• This form must be completed and 

signed by the owner or owner’s 
authorized agent. 

• If there is more than one owner 
on the deed, the individual 
designated as the payee must be 
indicated on this form. 

• Must complete the full address, 
with unit number, of the 
prospective rental unit.



Completing the Section 8 Property Owner 
Registration Form (2/5)
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• If a partnership, corporation, or LLC, 
please provide the name and titles of 
partner, officers and members.

• If it is an LLC, a member must sign 
this form. If there is no member 
available, then a management 
agreement can be provided 
designating an agent/manager. 

• If there is designated payee, then the 
owner or owners must sign 
authorizing the designated payee.

• Must answer question: Is owner 
related to Section 8 tenant?



Completing the Section 8 Property Owner 
Registration Form (3/5)
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• Complete this section to identify 
the payee – the entity receiving 
the monthly subsidy payment.

• The payee must also complete 
a W-9 form 

• Bottom half of this page is 
additional space to provide the 
name and titles of additional 
authorized payees



Completing the Section 8 Property Owner 
Registration Form (4/5)
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• Additional space to provide the 
name and titles of authorized 
payees



Completing the Section 8 Property Owner 
Registration Form (5/5)
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• NYCHA pays all subsidy 
payments by electronic funds 
transfers

• The direct deposit information 
must be completed 



Completing the Request for Taxpayer 
Identification – W-9 
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• This form should be completed 
by the payee – the entity that will 
be receiving the Section 8 
subsidy payments

• If the owner’s name is not same
as the authorized payee, the 
owner MUST also complete 
this document 

• Owner’s address cannot be a 
P.O. Box.

• Name on W-9 must always be 
first name, last name.  Not in 
the reverse order.



Completing the Disclosure of Information on 
Lead-Based Paint (1/2)
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This form must be completed by 
both the owner (or agent) and the 
EHV voucher holder.

Owner needs to complete 
sections:
C
D
F

EHV voucher holder needs to 
complete section:
E



Completing the Disclosure of Information on 
Lead-Based Paint (2/2)
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The owner (or agent) 
and the EHV voucher 
holder must sign and 
date this page



Key Reminders for a Successful Rental
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Respond to all requests for corrections or additional information 
in a timely manner

Provide contact information so NYCHA can schedule the 
Housing Quality Standards inspection

Pre-inspect your unit and make any necessary repairs before 
the NYCHA inspector arrives

Once NYCHA emails the HAP contract, sign and return the HAP 
contract to NYCHA within 10 days
 Must also return a fully-executed lease
 The lease start and end dates must match the HAP contract

(exceptions are made for current tenants leasing up in-place)
 The utility obligation in the lease must match the utility obligation in

the HAP contract
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