Emergency
Housing Voucher

Program

EHV Process

Roles:

Client: Households that may be eligible for EHV assistance.

Referring Provider Caseworker (Caseworker): Staff at Referring Providers working with
Clients to apply for EHV assistance.

Public Housing Authority (PHA): Entities administering EHVs (NYCHA and HPD)

Referring City Agency (Agency): Designated City Agencies and their contracted Providers
making referrals to NYCHA or HPD for EHV assistance. The Referring City Agencies are listed at
nyc.gov/ehv.

Housing Navigator (Navigator): The person providing housing navigation services is called a
Housing Navigator, and for many Clients, the Navigator will be an employee of a community-
based organization (CBO) contracted by the city to do this work. For some, the Navigator may
be the Client’s existing Caseworker or a City staff person.

Landlord: The person leasing a unit to a Client with an EHV.

Systems/Platforms:

Coordinated Assessment and Placement System (CAPS): A web-based platform that allows
providers to centrally access the Coordinated Assessment Survey, used to complete the initial
eligibility screening.

NYCHA Self-Service Portal: A web-based portal used to complete the EHV Referral,
Registration and Application.

EHV Case Tracker: A web-based system used to keep track of Client progress throughout the
EHV program and for Caseworkers to see all Client information in one place, by pulling
information from several systems including the CAPS, the NYCHA Self-Service Portal, HOME,
and Elite.

HOME: A system developed by DHS that assists Caseworkers and Housing Navigators in
managing documentation and processes associated with the Client housing search. For EHV,
Housing Navigators can use HOME to find or add their Clients to the system and connect them
with viewings for available units.


https://www1.nyc.gov/site/nycccoc/ehv/ehv.page

Process Overview

Preliminary Screening

CAPS Screening

EHV Case Tracker

Referral and Registration

EHV Application and Case Tracker Questionnaires

NYCHA and HPD Application Review
a. NYCHA
b. HPD

7. Housing Search

8. Rental Package and Lease Up

a. NYCHA

b. HPD

ok wbhE

1. Preliminary Screening

1.1 Caseworkers at Referring City Providers conduct preliminary screening. EHV assistance is
limited to families and individuals who are:

e Homeless;

o At-risk of homelessness;

o Fleeing or attempting to flee domestic violence, dating violence, sexual assault, stalking, or
human trafficking; or

e Recently homeless and at high risk of housing instability.

NYCHA and HPD must prohibit admission to the program if any member of the household is subject to
a lifetime registration requirement under a State sex offender registration program.

1.2 For Clients feeling or attempting to flee domestic violence, dating violence, sexual assault,
stalking, or human trafficking, Caseworkers at community based domestic violence service
providers must complete the Domestic Violence Vulnerability Assessment (DVA) in the
preliminary screening step.

2. CAPS Screening

2.1 Households identified through preliminary screening and seeking an EHV must complete an
initial eligibility screening with a Caseworker using the Coordinated Assessment Survey (Survey)
available in the online Coordinated Assessment and Placement System (CAPS).



https://www.hud.gov/sites/dfiles/PIH/documents/PIH2021-15.pdf
https://www.hud.gov/sites/dfiles/PIH/documents/PIH2021-15.pdf
https://www1.nyc.gov/site/nycccoc/caps/caps.page

Coordinated Assessment and Placement System

Welcome to

CAPS
WARNING:

password

; All data contalned In this system Is coenfidential and protaected by City, State and Federal law and
Sign In regulations. Failure to protect this information from unawthorized use or disclosure may subject you ta
discipline as well as financial, civil and criminal penalties, up to and induding incarceration. 10 and
passwoerd sharing is expressly forbidden, under any circumstance. By logging inte this system, you
agree to these terms of use,
In case you experience issues logging into CAPS, please contact
the DSS ITS Enterprise Access Management Office by sanding an emaill to
MISSECURITYADMINGdss. nyc.gov using the fellowing instructions:
Screenshot of CAPS

e Watch the Getting Started in CAPS and NYCHA Referral Portal video or view the CAPS Guide

2.2 Caseworkers must register for CAPS if they do not already have an account. Please contact
your agency/program CAPS System Administrator to add you as a user. If you do not know the CAPS
System Administrator at your agency, you can contact HRA CAS

Support hracassupport@hra.nyc.gov to assist. Once registered you will receive an automated email
the next day to finalize your registration with HRA Data Security.

2.3 Before completing the Survey, Caseworkers must complete the CAPS Consent form with the
Client. Clients must physically sign the form.

CAS-700 (E) 06/24/2021

NYC Human Resources Administration HIPAA Compliant Consent for the Coordinated
Assessment Survey and/or Supportive Housing Application

Client Name

Date of Birth SS #

Organization Assisting Client

We need your SS# to assess your eligibility for supportive and/or affordable housing under federal
law (42 U.S.C. § 1437, 42 U.S.C. § 2000d, 42 U.S.C. § 3601-19, and 42 U.S.C. § 3543).

By signing this consent, you agree to let the Human Resources Administration (HRA) use and share
your confidential health information to help you obtain appropriate housing placement. Your
infoarmation will be shared between HRA, the Organization listed above that is helping you, and
organizations listed in Attachment A.

Screenshot of CAPS Consent form

2.4 Caseworkers then complete the Survey with the Client (timeframe: approximately 30 minutes).
The Survey asks questions about the Client’s household, veteran status, income, employment,
homeless or at risk of homeless situation, domestic violence (including DVA score), and health
conditions, to determine potential eligibility for many housing programs available in New York City,
including EHV.


https://www1.nyc.gov/site/nycccoc/ehv/trainings.page
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV-CAPS-survey.pdf
mailto:hracassupport@hra.nyc.gov

If you need technical assistance or encounter any issues in CAPS, please contact

hracassupport@hra.nyc.gov.

2.5 After completing the Survey, Caseworkers review the “Housing Option” result section in the
Survey Report. If the Client meets preliminary screening criteria for EHV eligibility, Emergency
Housing Voucher will be listed under the Program Description column (positive EHV result). If the
Client does not meet preliminary screening criteria for EHV eligibility, Caseworkers can contact their
Referring City Agency to review the Survey results. Please note Client’s CAPS Survey # associated with
the positive EHV result in CAPS because it will be needed at various steps.

Coordinated Assessment Survey
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Screenshot of sample CAS Submitted Surveys

e Caseworkers must provide the EHV: Payment Standards handout to the Client (except
DHS Caseworkers) after completing the Survey. DHS Caseworkers must provide the
handout after Client prioritization. The EHV Payment Standards handout is available in 12
languages. Additional languages are found at nyc.gov/ehv. The handout can also be printed
directly from CAPS. View instructions on how to print the handout in CAPS.
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Screenshot of EHV: Payment Standards handout


mailto:hracassupport@hra.nyc.gov
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV-payment-standards_English.pdf
https://www1.nyc.gov/site/nycccoc/ehv/provider-resources.page
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV%20Payment%20Standards%20Document%20in%20CAPS.pdf

2.6 Clients confirmed as potentially eligible upon completion of the Survey are prioritized by
each City agency based on availability and prioritization criteria. Clients who meet preliminary
eligibility criteria who are highest priority are then referred to NYCHA or HPD to complete an EHV
application, as vouchers are available. Households cannot apply directly to NYCHA or HPD for EHV
assistance. If Client is not prioritized, they do not meet preliminary screening criteria for EHV eligibility
or have not been prioritized by Referring City Agency for EHV referral. If a Client is not prioritized, then
do not proceed to the next steps in the EHV referral and application process. There are many more
eligible households than available vouchers (7,788 total EHVs), necessitating screening and
prioritization steps to ensure EHVs are provided to households with the greatest need as quickly as

possible.

e DHS Caseworkers must provide the EHV: Payment Standards handout to the Client after
prioritization. Additional languages are found at nyc.gov/ehv.

2.7 The Caseworker and Client begin gathering required documents for the EHV application.

e Review the Completing the Online EHV Application: Required Documents Checklist. Additional

languages are found in the resources section below. Some documents may be available in

CAPS.

Emergency
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Program
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Screenshot of Required Documents Checklist
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https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV-payment-standards_English.pdf
https://www1.nyc.gov/site/nycccoc/ehv/provider-resources.page
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV-required-documents.pdf

3. EHV Case Tracker

3.1 Cases for Clients with a positive EHV result in CAPS are created in the EHV Case Tracker. The
EHV Case Tracker was created to keep track of Client progress throughout the EHV program and for
Caseworkers to see all Client information in one place, by pulling information from several systems
including the CAPS, the NYCHA Self-Service Portal, HOME, and Elite. For guidance on accessing the
EHV Case Tracker, please see the EHV Case Tracker Quick Reference Guide or the EHV Case Tracker

training video.
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Case Information, Voucher Application Details

Screenshots of EHV Case Tracker

The Referring City Agency or those with Supervisor access to the system manually assign cases to
Caseworkers. The Client’s Survey # associated with the positive EHV result in CAPS is listed in the case
details section.


https://nycservice.my.salesforce.com/
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV%20Case%20Tracker-login_MFA_password_V1.pdf
https://www.youtube.com/watch?v=REdBNWI001I
https://www.youtube.com/watch?v=REdBNWI001I

Please note: Do not stop in the process if you do not have access to the EHV Case Tracker. If you are
unable to access the EHV Case Tracker or are having trouble with logging in, please contact your
Supervisor or Referring City Agency and they will assist with facilitating access.

If you are having issues with the EHV User Account Password and Multi-Factor Authentication, you can
reach the Citywide Service Desk at 212-692-4357. Listen to the prompts for "Emergency Housing
Vouchers" and press 8 to be connected to a representative

4. Referral and Registration

In this step, Caseworkers are advised complete the Referral (timeframe: approximately 15 minutes),
and then immediately after, the Registration (timeframe: approximately 10 minutes).

4.1 If a Client is prioritized and approved for referral by a Referring City Agency, Caseworkers
receive an email from the Referring City Agency with login information for the NYCHA Self-
Service Portal. The NYCHA Self-Service Portal is used to process all EHV Referrals and EHV
Applications for both HPD and NYCHA.

An affiaal webeite of Mew York City Mousing Autharity
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& LOGIN
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Screenshot of NYCHA Self-Service Portal

In most cases, the login information to make a referral must not be changed because these logins are
shared within the Referring City Agency. In other cases, the Referring Agency will have to approve new
logins. Please check with the Referring City Agency if you have any questions. Do not add personal
information to the "My Profile" section when using the shared login.

Referral
4.2 The Caseworker submits referral for EHV assistance through the NYCHA Self-Service Portal.

e Watch the Getting Started in CAPS and NYCHA Referral Portal video (start video at 29:52) or
view the Training slides (start at slide 23)

Caseworkers must enter the Client’s CAPS Survey # associated with the positive EHV result in CAPS:


https://selfserve.nycha.info/
https://selfserve.nycha.info/
https://www1.nyc.gov/site/nycccoc/ehv/trainings.page
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV%20CAPS-NYCHA-training%20slides_7.14FINAL.pdf

Coordinated Assessment Survey
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Screenshot of CAS Submitted Surveys

(1/24/2022 update) Caseworkers must review the Housing Navigator Preliminary Intake Questions with
Clients before completing the referral. The information from these questions helps HPD find the best
possible Housing Navigator to assist each Client.

(1/24/2022 update) Caseworkers must enter name, email address, and phone number in the fields
below “Email Confirmation”. This contact information is critical and will allow the NYCHA and HPD to
communicate with the Caseworker.

4.3 The Caseworker and Client must then complete the EHV Referral Form and Consent to
Release Information (version 3) and upload the completed and signed form in the NYCHA Self-
Service Portal.
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Screenshot of EHV Referral and Consent to Release Information



4.4 If the referral is successful, Caseworkers will receive an email confirmation with the Client’s
EHV case number generated through the NYCHA Self-Service Portal. The email will also indicate if
the referral was made to NYCHA or HPD.

If you need technical assistance with making a referral, please contact ehv.app@nycha.nyc.org.

Registration

4.5 Immediately after completing the referral, the Caseworker then assists Client with
registering on the NYCHA Self-Service Portal for a personal account in order to complete the EHV
Application (Step 5). The username and password are very important - please make sure it is
something the Client can remember. Clients who already have a personal account on the NYCHA Self-
Service Portal do not need to register and must use their existing account.

o Ifthe Client encounters any issues in logging into their existing personal account on the online
NYCHA Self-Service Portal, view the NYCHA Online Tenant Self-Service Portal Password and
Username Instructions

When registering the Client on the NYCHA Self-Service Portal, please include the Client’s information
exactly as it was entered for the referral. Helpful Hint: take a screenshot of the online referral so you can
remember exactly how you entered your client’s information.

If you encounter an error message or need technical assistance with registration, please contact
ehv.app@nycha.nyc.org.

5. EHV Application and Case Tracker Questionnaires

In this step, Caseworkers are advised to complete the Application (timeframe: approximately 30
minutes to 1 hour depending on household size), and then immediately after, the Case Tracker
Questionnaires (timeframe: approximately 10 minutes).

EHV Application

5.1 Caseworker confirms collection of required supporting documents prior to beginning the
application. Please do not begin the application until all required supporting documents are
collected. For an EHV application to be complete, required supporting documents must be uploaded
for all members who will be living in the EHV household. Incomplete applications greatly delay
voucher issuance.

e Review the Completing the Online EHV Application: Required Documents Checklist. Additional
languages are found in the resources section below.

e Some documents may be available in CAPS. See the CAS Access Client Documents guide for
more information.

(1/24/2022 update) The online EHV application has been updated with language to the
Acknowledgement section at the end of the application that would permit the Client, if necessary, to
self-certify income, assets and/or expenses for which they do not have and cannot obtain third-party
documentation. For more information, please view the Self-Certification of Income, Assets, and/or
Expenses document.



mailto:ehv.app@nycha.nyc.org
https://selfserve.nycha.info/
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/NYCHA_Online%20Tenant%20Self%20Service%20Portal_Password%20and%20Username%20Reset%20Instructions.pdf
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/NYCHA_Online%20Tenant%20Self%20Service%20Portal_Password%20and%20Username%20Reset%20Instructions.pdf
mailto:ehv.app@nycha.nyc.org
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV-required-documents.pdf
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/Client%20Docs%20in%20CAPS.pdf
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV%20Self%20Cert%20Income,%20Assets,%20and%20Expenses.pdf
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV%20Self%20Cert%20Income,%20Assets,%20and%20Expenses.pdf
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5.2 Caseworker and Client complete the EHV Application through the Client’s personal account
in NYCHA Self-Service Portal, and upload all required supporting documents.

e Please upload all vital documents (proof of date of birth, SSN, photo ID) as one pdf, and all
income documents as a second pdf. See guidance on scanning multiple paper documents to a

single pdf.

If you need technical assistance or encounter any issues completing the EHV Application or uploading
required supporting documents, please contact ehv.app@nycha.nyc.org. For general questions,
please attend the weekly NYCHA Office Hours.

Helpful hint: The Caseworker must continue to be listed in the “Emergency Contact Information” section
to ensure they are included on additional communications in Steps 5-7. After lease-up, the Client can
change the Emergency Contact Information and remove the Caseworker.

EHV Case Tracker Questionnaires

5.3 Caseworker completes Questionnaires 1 and 2 with Client in the EHV Case Tracker
immediately after the EHV Application.
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Screenshot of EHV Case Tracker Questionnaires

e View the Completing Questionnaires in the EHV Case Tracker guide
e InQuestionnaire 2 "Housing Navigator Services Intake," there are questions related to where a
Client would like to search for housing. Please provide the Neighborhood Choice Brochure at
this time.
a. Version 2 (languages include English, Haitian-Creole, Simplified Chinese, Traditional
Chinese, Russian, Spanish, Bengali)
b. Version 3 (languages include English, French, Korean, Polish, Arabic, Urdu)

6. NYCHA and HPD Application Review

The Application Review process is different for NYCHA and HPD. Section 6a (immediately below)
covers the NYCHA process and Section 6b (on the following page) covers the HPD process.

6a. NYCHA


https://selfserve.nycha.info/
https://helpx.adobe.com/acrobat/using/scan-documents-pdf.html
https://helpx.adobe.com/acrobat/using/scan-documents-pdf.html
mailto:ehv.app@nycha.nyc.org
https://nycservice.my.salesforce.com/
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV%20Tracker%20Questionnaire%20Completion%20Guide%20Final.pdf
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/neighborhood-choice-brochure-digital-2.pdf
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/neighborhood-choice-brochure-digital-3.pdf
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6a.1 NYCHA reviews application (timeframe: up to 15 business days). If any documents are missing,
NYCHA follows up with the Client and Caseworker (if Caseworker was included as the Emergency
Contact on the application) requesting the missing information. NYCHA provides status updates
around additional information to the EHV Case Tracker on a nightly basis; the additional information
notes are visible to the Caseworker in the EHV Case Tracker.

e View the Additional Information and PHA Status in the EHV Case Tracker and Status and Sub-
Status Definition Guide

6a.2 NYCHA contacts the Client by telephone or email to schedule Eligibility Interview once the
application, criminal background check, and sex offender check are complete.

NYCHA and HPD must prohibit admission to the program if any household member has ever been
convicted of drug-related criminal activity for manufacture or production of methamphetamine on
the premises of federally assisted housing. NYCHA and HPD must prohibit admission to the program if
any member of the household is subject to a lifetime registration requirement under a State sex
offender registration program.

If Client is contacted by email, NYCHA will copy the Caseworker (if Caseworker was included as the
Emergency Contact on the application). If Client is unable to attend, NYCHA will reach out to
reschedule. Caseworkers can access information about Eligibility Interviews in the EHV Case Tracker.

6a.3 NYCHA emails Client and Caseworker (if Caseworker was included as the Emergency
Contact on the application) a copy of the NYCHA EHV Briefing deck and EPS Payment Standards.

6a.4 NYCHA and Client complete Eligibility Interview and Briefing. The NYCHA staff member will
call the client to begin the Eligibility Interview and Briefing. An Eligibility Interview and Briefing will
take between 30 minutes to an hour.

6a.5 If Client is eligible, NYCHA issues a 120-day Voucher and PIN letter to Client at the Eligibility
Interview by email. Client can access a copy of the Voucher on the NYCHA Self-Service Portal. The
PIN on the letter allows the Owner to access the online rental packet for the Client.

Client can request one 60-day extension. Extension requests should be submitted 7 to 10 days before
the voucher expiration date by calling the NYCHA Customer Contact Center at (718) 707-7771 or by
emailing EHV.App@nycha.nyc.gov. Client can opt out for a paper rental packet by calling the NYCHA
Customer Contact Center at 718-707-7771. The documents are available on the NYCHA Self-Service
Portal the following day and the Client can print them out.

6b. HPD

6b.1 HPD reviews EHV Application for minimal completeness (timeframe: up to 15 business days).
Applications proceed to the EHV Waitlist if the EHV Referral Form was provided, a photo ID was
provided and the criminal background check and lifetime sex offender screening is cleared, and
someone in the household declares citizenship or eligible immigration status. If any of these three
minimal requirements are not met, a Request for Additional Information (Al) notice will be issued to
the Client (Applicant) and Caseworker. The application will remain in this preliminary status until the


https://nyc.gov/assets/nycccoc/downloads/pdf/Additional%20Information%20and%20PHA%20Status%20in%20the%20EHV%20Case%20Tracker.pdf
https://nyc.gov/assets/nycccoc/downloads/pdf/Status%20and%20Sub-Status%20Definition%20and%20Guidance%20(5).pdf
https://nyc.gov/assets/nycccoc/downloads/pdf/Status%20and%20Sub-Status%20Definition%20and%20Guidance%20(5).pdf
mailto:EHV.App@nycha.nyc.gov
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three minimal requirements have been met or their application is denied (due to ineligibility or failure
to respond to Al requests).

e View the Additional Information and PHA Status in the EHV Case Tracker and Status and Sub-
Status Definition Guide

6b.2 HPD notifies Client and Caseworker by email of placement on the EHV waitlist and
information on how to view Online Briefing (timeframe: about 30 days). If other required documents
are missing, a Request for Additional Information (Al) notice is issued for those documents. The
applicant has 15 days to respond. If documents are still missing a final Request for Additional
Information (Al) notice will be issued for another 15 days. If no response is received, the case will be
reviewed for denial.

The Client should watch or listen to the Online Briefing before the Interview Appointment. Clients are
required to return the certification form. Clients are also notified of detailed information about their
rights and responsibilities in the program in the Briefing Book.

6b.3 HPD emails Client and Caseworker and mails Client Notice of Briefing Interview
Appointment. Client is scheduled for 1 appointment with 10 days of notice. Client can reschedule one
time if needed. If Client does not attend, they are automatically rescheduled for a second
appointment. If Client does not attend the second opportunity, their application is reviewed for
denial. Information about the Briefing Interview Appointment is available in the EHV Case Tracker.

6b.4 HPD and Client complete Briefing Interview. On the scheduled date and time, HPD will call the
Client at the phone number confirmed in the previous step (Notice of Briefing Interview Appointment).
The staff will review a summary of the application information (sent to the client on the Applicant
Information Sheet) to confirm that the listed information is true, complete, and up to date. The Client
will have an opportunity to ask any questions that they might have from the briefing presentation and
will be informed of the next steps in the process.

If there are still any missing documents or if new information about the household and their income
was presented during the interview, the documents are requested from the applicant with a Request
for Additional Information (Al) notice.

Applicants are required to sign and return the Briefing Certification form.

6b.5 HPD determines Client’s eligibility (timeframe: up to 15 business days). Once all documents are
received the final eligibility determination is completed.

6b.6 HPD emails an unexecuted 120-day Voucher to Client and Caseworker (plus a 60-day
extension).

6b.7 Client signs Voucher and must send it back to HPD to countersign.

6b.8 HPD sends fully signed Voucher back to Client and Caseworker, along with Rental Package
and apartment listings by email.


https://nyc.gov/assets/nycccoc/downloads/pdf/Additional%20Information%20and%20PHA%20Status%20in%20the%20EHV%20Case%20Tracker.pdf
https://nyc.gov/assets/nycccoc/downloads/pdf/Status%20and%20Sub-Status%20Definition%20and%20Guidance%20(5).pdf
https://nyc.gov/assets/nycccoc/downloads/pdf/Status%20and%20Sub-Status%20Definition%20and%20Guidance%20(5).pdf
https://www1.nyc.gov/site/hpd/services-and-information/section-8-rights-and-responsibilities.page
https://www1.nyc.gov/assets/hpd/downloads/pdfs/services/briefing-certification-statement.pdf
https://www1.nyc.gov/assets/hpd/downloads/pdfs/services/section-8-briefing-book-abridged.pdf
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7. Housing Search

7.1 Client begins housing search and is offered housing navigation services. The person providing
housing navigation services is called a Housing Navigator, and for many Clients, the Navigator will be
an employee of a community-based organization (CBO) contracted by the city to do this work. For
some, the Navigator may be the Client’s existing Caseworker or a City staff person.

Beginning in January/February: For Clients who will work with a contracted CBO Navigator, HPD
matches Clients with Navigators primarily based on location (proximity of the shelter to Navigator
organization and/or where the Client would like to live), language, and Client’s accessibility needs if
applicable. The Navigator will initiate contact with the Client, help Clients identify and prepare for
apartment viewings, and offer regular check-ins and support for a successful housing search and
lease-up process.

7.2 Housing Navigator assists Clients with their housing search. Navigators have two key goals:
e Inform all EHV holders of the voucher’s payment and exception payment standards and the
financial support available to EHV holders
e Offerthe support necessary in each individual case for Clients to search for and access units in
the neighborhoods of their choice

7.3 Housing Navigator ensures that they have access to the HOME system and that their Client
has a profile in the system. If the Client does not have a profile in the system, contact Referring City
Agency to get them on the list to be provisioned.

7.4 Housing Navigator ensures that they have access to the EHV Case Tracker and that they have
been added to the Client’s Case Team in the system.

Each Navigator completes HPD’s Housing Navigator training and agrees to comply with data security
standards; after that, HPD/DolITT create an account for each HPD-contracted Housing Navigator in the
EHV Case Tracker. This allows HPD to assign Clients to them. Cases that require assignment to a
contracted Housing Navigator through HPD are added to the case team module in the EHV Case
Tracker by HPD’s designated Housing Navigator Coordinator. Once a Housing Navigator is added to
the case team, they will receive a push notification in the Tracker and an email informing them of the
new Client.

7.5 Housing Navigator completes Questionnaires 3 and 4 (timeframe: approximately 20 minutes)
with the Client in the EHV Case Tracker at initial meeting to kick-off their housing search, to
better understand the Client’s housing needs and preferences.
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Screenshot of EHV Case Tracker Questionnaires

e View the Completing Questionnaires in the EHV Case Tracker guide

7.6 Housing Navigator searches HOME, keeping in mind Client’s housing needs and preferences,
for any potential good-fit units for their Client, discusses those with them, and helps them
register for viewings.

To access HOME, Caseworkers and Housing Navigators can sign up using this form. Note: the “EHV
Client Specialist” role does not have the ability to access apartment viewings in HOME. HOME access will
be provisioned by DHS. New users will receive their credentials and a link to a HOME training module.
Since this is an e-training module, new users can take the training multiple times and should have
open access once provisioned. PEU will conduct HOME office hours every other Tuesday. Coming to
these offices hours with support questions is encouraged.

7.7 Housing Navigator attends viewings with Clients whenever possible. This is not required if
Navigator does not have capacity or if the Client does not want the Navigator to accompany them.

7.8 Client applies for desired unit through Broker/Landlord, with support from Housing
Navigator. If accepted, Client and Navigator provide Landlord with Rental Package to complete as
soon as possible. Navigator and PEU assist with landlord/broker fee processes through HRA or
HPD/NYCHA, as appropriate. If denied, Client and Navigator continue searching

8. Rental Package and Lease Up

The Rental Package and Lease Up process is different for NYCHA and HPD. Section 8a (immediately
below) covers the NYCHA process and Section 8b (on the following page) covers the HPD process.

8a. NYCHA

8a.1 Landlord submits Rental Package through the NYCHA Owner Extranet. For more information,
see the NYCHA Owner Extranet Online Rental Packet Submission: Step by Step Instructions.



https://www1.nyc.gov/assets/nycccoc/downloads/pdf/EHV%20Tracker%20Questionnaire%20Completion%20Guide%20Final.pdf
https://nyco365.sharepoint.com/:x:/r/sites/DYCD-Home/YouthServices/RHY/_layouts/15/doc2.aspx?sourcedoc=%7B4395422D-7C84-40DA-9723-04B5482867A9%7D&file=HOME%20Access%20Requests.xlsx&action=default&mobileredirect=true&CID=4C2B22D7-5382-44F0-A37B-53D6DB9F9B0B&wdLOR=c3DDF370B-098E-4FA2-974A-A343DACC55A4
https://eapps.nycha.info/Owners/
https://www1.nyc.gov/assets/nycccoc/downloads/pdf/owner-extranet-online-rental-packet-submission-process-guide.pdf
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NYCHA

Owner Extranet |

Update: NYCHA is offering new opportunities for Section 8 landlords through the new Housing Choice Voucher Owners Incentive
Program. For more information please click here.

The City is looking for owners to rent vacancies to tenants in the federal Emergency Housing Voucher (EHV) program. EHV can
provide owners stable, market-rate rent payments. Learn more: https:/nyc.gov/ehv/owners.

SECTION 8 OWNER LOGIN

Screenshot of NYCHA Owner Extranet

8a.2 NYCHA reviews Rental Package (timeframe: 5 business days).

8a.3 If necessary, NYCHA contacts Landlord for Additional Information. NYCHA works with
Landlord to address any issues (missing documents, no signature, rent reasonableness). If issues can’t
be resolved, the rental package is rejected and Client has the remaining time on their voucher to
continue their housing search. If the voucher is expired, NYCHA will issue a 60-day extension to allow
the Client to continue their housing search.

8a.4 NYCHA contacts Landlord to schedule HQS inspection (timeframe: 5 business days). For more
information, see the HQS Guide.

8a.5 NYCHA notifies the Landlord of the inspection results.
Notice sent to Landlord for both life-threatening (LT) and non-life threatening HQS violations.

If the unit fails the HQS inspection for only non-life-threatening violations (NLT), NYCHA notifies Client
and provides Client with the NLT waiver form. Client can choose to waive those violations and
proceed with the rental.

The Landlord has 30 days to correct the NLT violations.

If the unit fails for LT or LT and NLT violations, the landlord must make the necessary repairs as soon
as possible and notify NYCHA by calling the Customer Contact Center when unit can be re-inspected.

8a.6 NYCHA sends conditional move-in letter to Client and Caseworker by email (timeframe: 5
business days). Clients can use this conditional move-in letter to apply for financial assistance (broker
fee, security voucher) through HRA.

8a.7 NYCHA emails HAP Contract to Landlord.

8a.8 Landlord executes HAP Contract and signs lease with Client. Lease must have the same start
and end dates as the HAP contract.


https://www1.nyc.gov/assets/nycccoc/downloads/pdf/ehv-hqs-guide.pdf
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8a.9 Landlord returns signed lease and HAP Contract to NYCHA (timeframe: to be returned within 15
days. Void after 60).

8a.10 NYCHA issues HAP Approval Letter by email to Client and Caseworker and issues a copy of
the fully executed HAP contract to the Landlord.

8a.11 Client moves in on or after the effect date of the lease and HAP contract.

8a.12 NYCHA pays first subsidy portion. This occurs the first of the month following the execution of
the HAP contract. NYCHA will pay the Landlord based on the commencement date of the HAP
contract.

8a.13 NYCHA makes ongoing payments.

8b. HPD

8b.1 Landlord submits Rental Package and submits through DTR Portal or email.

: - 1 -
- la =
ert ! Forms & Hesources : Terms & Condmuns NVC ID Guide F‘onal User Gu

Welcome to DTR Portal

HPD'’s Division of Tenant Resources administers multiple rental subsidy programs to enable eligible low income New Yorkers to rent decent, safe and affordable housing. These
programs include both the tenant-based Housing Choice Voucher (also known as Section 8) program, as well as project-based programs including the Project Based Voucher,
Continuum of Care (also known as Shelter Plus Care or Mod SRO), Mod Rehab and NYC 15/15 programs.

- MHE K
Program Overview Sign in using your NYC.ID account.
HPD administers a number of rental subsidy programs. Taken together, HPD serves over If you do not have an account, you must create an account in order 1o use this
39,000 households in all five boreughs. Over 9,000 landlords currently participate in our application.

programs. The Mew York City Housing Authority (NYCHA) and New York State Homes and

Community Renewal (HCR) also operate Section 8 programs in New York City

Screenshot of DTR Portal

8b.2 HPD reviews Rental Package (timeframe: 5 business days).

8b.3 If necessary, HPD sends Request for Additional Information (Al) notice (timeframe: 15 days for
response). HPD works with Landlord to address any issues (missing documents, no signature, rent
reasonableness, vendor registration). If issues can’t be resolved within 30 days, rental package is
denied and time is added back to Client’s Voucher to continue searching. If issues are resolved after 30
days, the Landlord and Client can re-submit/resume the process for the same unit.

If Client is eligible for HPD paid broker fee and owner fee, those forms should be completed and
returned with the Rental Package for processing.

8b.4 When the Package is determined complete, the HQS inspection is requested or HQS owner-
certification result is recorded.

For Rental Packages processed before 12/31/21: HPD schedules an HQS Inspection only if a child
under the age of 6 is in the household (If no child under 6, Landlord self-certifies there are no life-
threatening (LT) conditions in Rental Package) or if there are serious Code Enforcement violations.


https://a806-asap.nyc.gov/HPDPortal/#/login
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As of 1/1/22 all EHV units will be required to pass an HQS inspection.

Code Enforcement schedulers contact Landlord by phone to schedule the HQS inspection (timeframe:
up to 5 business days). Access must be provided on the scheduled date to the assisted unit, the
building common areas, and building systems. For more information, see the HQS Guide.

HPD Code Enforcement contacts Landlord by phone to notify if unit fails HQS Inspection. Landlord
notifies HPD when conditions are corrected and unit can be re-inspected

8b.5 After the HQS pass result is available, HPD sends conditional move-in letter to Client and
Caseworker by email and Client by mail (timeframe: 5 business days). Clients can use this
conditional move-in letter to apply for financial assistance (broker fee, security voucher) through HRA.

If the Client has been determined eligible for PHA-paid EHV broker and owner fees, those forms should
have been included in the Rental Package. Payments will be processed upon completion of the Lease
Up with assistance.

8b.6 HPD emails HAP Contract to Landlord (timeframe: 5 business days).
8b.7 Landlord executes HAP Contract and signs lease with Client.

8b.8 Landlord returns signed lease and HAP Contract to HPD (timeframe: to be returned within 15
days. Void after 60).

8b.9 Client moves in as of the effective date of the lease and HAP Contract. Client pays first month
tenant share to the Landlord as stipulated in the lease. Tenant share should be pro-rated if moving in
mid-month

8b.10 HPD issues the fully signed HAP contract and Rent Breakdown Letter to Client and
Landlord.

8b.11 HPD pays first subsidy portion. There are 2 payment checks runs per month. At the end of the
month for the next monthly HAP and adjustments mid-month. Payments will be processed at the
same time that the HAP and Rent Breakdown letter are issued but will be released to the owner in the
next check run cycle after that date. Landlords will usually receive retroactive payments for the first
month in their first payment received.

If Client is receiving HPD paid assistance for broker and owner fees, these payments will be processed
at the same time as the HAP payments.

8b.12 HPD conducts an annual HQS inspection within 3 months of Client move-in.
8b.13 HPD makes ongoing payments.

Please note: Please visit nyc.gov/ehv to access training and reference documents and additional
resources.


https://www1.nyc.gov/assets/nycccoc/downloads/pdf/ehv-hqs-guide.pdf
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