NYCHA Owner Extranet
Online Rental Packet Submission:
Step by Step Instructions

New York City
Housing Authority



OVERVIEW

» Owners can now do the following:

« Submit rental packets online through the Owner Extranet using the voucher
holders Section 8 PIN Letter.

 Owners can access the Lease Up request online through a PIN.

 Owners can complete required documents online and upload supporting
documents.

* View the HAP Contract online and submit it along with the Lease Agreement.

« Check the status of your submitted request under the “Lease Up” service
request.




Owner Extranet — Login

e Click on the below link
https://eapps.nycha.info/Owner/

« Enter the username and password, NYCHA _
which was provided by NYCHA Owner Extsanet

e Click “SECTION 8 OWNER LOGIN"~——

* New Owners who does not have
Owner Extranet Account click
“Create a New Account”



https://eapps.nycha.info/Owner/

Owner Extranet — Home page — Existing Owners

« Owner Home Page. Click “Service Requests” tab

About Section 4 Applicants Tenants | owners |

NYCHA Owner Extranet

Select Vendor

i Vendor Horme ﬂ- LUlpekate Khy nfio

L R LR

B 1000 siatements

Vendor Mame Vendor Number Contact Name
Email Address




Owner Extranet — Home page — Existing Owners

Click “Service Requests”

' Click the dropdown arrow next .
Service Requests P

CONTRACT RENT CHANGE

to “New Service Request”

Show 30 v Entries Search:
LEASE RENEWAL

SR# ¢ StatusDate , Type § Status & Voucher Holder mmmu

showang 180 1of 1 entnes

Select “LEASE UP”




Owner Extranet — Initiating Lease up — Existing Owner

» Existing owners will land on this screen. Enter the PIN number

provided by the tenant.

NYCHA Owner Extranet CExT

R R | R R e | T

Fyou have already submitted Lease Up documents for a
prospactive Tenant, you can view the status of your
reguest or check if your HAP contract is ready to sign
online. Please anter the Saction 8 PIN number with the
Owner S5M or TAX ID you have submitted online.

PIM #:" FIM #:"

IFwould like te submit a new Lease Up request online, please
enter the PIN provided to you by your prospective Tenant

Vendor Tax ID or S5M #:°

PROCEED PROCEED




Owner Extranet — Initiating Lease up - New Owner

New Owners: After they
click “Create a New
Account” as indicated on
slide 3, they will land on
this screen.

Enter the PIN number

provided by the tenant

Please DO NOT lose

the PIN#. You need the PIN
number every time you
need to check the status of
Lease Up.

Existing Owners

In order to create an account in the Owner Extranet, please enter your vendor number and the Tax ID or Social Security

Number associated with your account,

Yendor Number:*

Vendor Tax ID or S5N #°

New Owners

If would like to submit a new Lease Up request online,
please enter the PIN provided to you by your prospective
Tenant.

PIN #:*

PROCEED

If you have any questions, please contact our Customer
Contact Center at 718-707-7771.

If you have already submitted Lease Up documents for a
prospective Tenant, you can view the status of your
request or check if your HAP contract is ready to sign
online. Please enter the Section 8 PIN number with the
Owner SSN or TAX ID you have submitted online.

PIN #:*

Vendor Tax ID or SSN #:*

PROCEED




Step 1 — Owner Registration form

Nnis
BHousing Cholce Voucher Program Rental ChecklistBanned Owners List @4 Good Place To Live!
ew Payment Standards, New Rentals, Transfers & Annual @Section B Housing Cheice Voucher Program Property Owner

All links highlighted in red oo repecim o e

contains Information materials for /|' mert | sz s st st
Lease Up

SECTION 2 PROPERTY OWNER REGISTRATION FORM

Applicant Or Tenant Name(s)

The Step 1 Process is to

ist Name:” First Name:* Middle Initial: Youcher #:

complete the Owner Extranet

fo rm Vendor

| SELECT WENDOR bl

== D0 you now have or have you had In the past any tenants recelving section 8 subsidy In this bullding?~
No Yes

Te n antS i nfo rm ati 0 n is po p u |ated {If wou have recently acquired this bullding andfor have not submitted a change of Ownership to NYCHA, please select NO
and enter the building information below.)
in the box

House #:* Street Address (Unit to be Rented):™ Apt. &
(Please ensure this address is registered with NvC Department
af Buildings)

Select the Vendor from the -

dropdown to process the rental e Cmtnied ) et

CO m p I ete th e e nti re fo rm . Zip Code: Total # of Rooms:" ?n:tn::;ml:ous vacancy Lea:eY:'::'m:x

2 Years




Step 1 — Owner Registration form (Cont’d)

Complete the below Section

Are there any service or overcharge cases currently pending with Do you receive a low inceme housing tax credit for
HCR? this apartment?
Mo | | Yes | No
Yes

COPY OF PREVIOUS LEASE ANDJOR RENT REGISTRATION MUST BE SUBMITTED

Me. of apts. in building:” Mea. of steries:” Fleor en which rental apartment | Ne. of buildings
| is located:™ in complex:™
Mame of development: Block #:" Lot #:"

T  —— —————— — —————————————————————————————————————————————————
BUILDING OWMNER

Exact legal name of owner: The business is a:
Corporation Limited Partnaership | Cooperative Estate | | LLC
Individual Corndominium LLP Trust Mot For Profit
Sole Proprietership Partnership

Mailing address of owner (Mo. & Street): Apt. #:

City: State: Zip Code:

Telephone #: E-mail Address: Seocial Security #:0R

Extension: Tax 1D #:

2020 New York City Housing Authority




Step 1- Owner Registration form (Cont’d)

Complete the below Section

If partnership or corporation or LLC, please provide names & titles of partners andfor officers and members

Last Mame: First Mame: Piddle
I nitial:

Title:

Last Mame: First Mame: Piddle
I it al:

This section has to completed by CO-OP/CONDO Owner

1
‘ E
®

COoO-OP/CONDO OWHER
Exast l&gal name of awrer: RMailing address of owner (Mas, £ Soreath: e 8
ity State: Zip Coda:
Telephoarie &2 E-mall Address: [ Socixl Security 0"
Externsion: Tax 1D #:
Is cwmer related to section B tenmant?™ If yeas, spaecify relattonsHp: (Snd Subemt Current Schedule "E* Tax Form)
Hao s
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Step 1- Owner Registration form (Cont’d)

Complete the information, if there is a managing agent

MANAGING AGENT

| Check Here If Managing Agent Is The Same As The Owner (Skip This Sectien)

Agent's Mame:

Mailing address of ewner (Ne. & Street): Apt. #:
City: | State: Zip Code:
Telephone ¥: | E-mail Address:

Extension:

11



Step 1- Owner Registration form (Cont’d)

Complete the below Section

SUBSIDY PAYMEMTS
The owwner{s) herabey authonzeds) and requeasiis) the new yorls city howsing authornity to pay all subsidy payTments o the following

Mame of entity or person te whom housing autherity payments are to be made:” If neither agent nor cwner, pleasa

deo not check a box.

Chwwmer

Agent

Mailing &ddress:" Spt. &

City:” State:" Zip Code:”

Telephone &7 E-mail Address:”

Extensiomn:

THE ABOWE PARTY MUST COMFPLETE. SIGHN AMND RETURM ATTACHED W-9 FORM.

CHEck ADD to enter more than 2 owners of this property below

Marme [ Primt): Tithe: Sigrature: Doate:
(O P22 ™
Marme{Primth: Titla: Sigrature: O ate:

Click “Add” for additional Name. If there is no additional names, click next

2020 New York City Housing Authority




Step 2 — Direct Deposit form

 New owners are only
required to complete this
form.
Enter the information on
the Direct Deposit form
and electronically sign

the document.

This form is not required,
if you have already set
up direct deposit.

Tenant will not have
the visibility of this form.

2020 New York City Housing Authority

PAYMENT METHOD [For New Enrollments Only])

The New York City Housing Authonty {“"WNYCHA") malkes all Housing Assistance Payments electronically, To enrollin direct
deposit, please complete the authorization bedow. If you already have a vendor number, you can sign up for Direct Deposit
ornling, via the Owner Extranst

New Cwmers are required to complete this form. Failure to complate this form wall result in a delay of your Housing Assistance
Payment from NYCHA. You may fax only this page directy to (S66) 794-0744 as soon as possible to prevent any gaps in your
payment

AUTHORIZATION FOR DIRECT DEPOSIT

1 Would Like Housing Assistance Payments Made Te My Checking Account Via Direct Deposit; And Have Completed The

Autherization Below. By Checking This Bex, Signing My Initials, | Hereby Autherize The New York City Housing Autherity Te
Deposit Housing Assistanse Payments Directly Into My Checking Or Savings Account. | Hereby AMfirm To The Accuracy OF All
The Infermation Stated On This Ferm.

Bccount Holder 1:* Account Helder 2 (Optional) Bank Mame:"

Account Number:” AbalRouting Number:" Bank Account Type:” Initials:
Bavings
Checking

MName: Title: Signature:” Date:
0112212021 Agent

Cwner

13



Step 2-W-9 (Cont’d)

 New owners are required to
complete this form.

Existing owners are required to
complete this form, if there is a
change in owner’s name or
change in SSN/tax ID change.

Enter the information on the W-
9 form and electronically sign
the document.

Tenant will not have the
visibility of this form.

e Click “Next”

2020 New York City Housing Authority

REQUEST FOR TAXPAYER IDENTIFICATION NUMBER AND CERTIFICATION FORM W-9

Last Mame:" First Mame:" Middle Initial:

OR Busine

namaldisregardad antity noame, iF GiTeremt from sbove:”

Check sppropriste box for federsl tax classiflestion of the parson whose nima Is entered on line  Exemptions (codes
1. Chaek anly ane of tha fellowing seven Baxes apphy snly to certain
Individuai/Bole Propristor Or Singi e & Corp: 8 Earp: wnifties. not
individuals: ses
instructions on page
It Exempt payee co
(il mvy)

Parmership TrustEstate

Limited Liability Company. Enter The Tax Classmication (C=C Corporatien, S=9 Corparatien,
P=Partnarship)

Other (Bee Instructions)
Examption fram
FATCA reporting code
GF sy

Address{numbaer.strest, and apt or sulte nejSee instructions " Reguesters Mams
and addressloptianal)

SOk securty number OR

Part | Taxpayer ldentification Number (TIN)

Enter your TN i the apgpropriate box. The TIN prosided musi
0 Evinid BAckUp wWlhhokEng . For inmeasuats, th
= Howeer, for 8 resident alien, sole propri r, Or disregarded entity, see the

actians for Fart |, later. For other entibes, € & your employer sentfication number (EiN)
It you do not have a number, see How to get & TN, 1ater

rmatch the name given on line Employer identfication
QENETaly yOUr SOCIS Secusity number rmger

g

& 1. AlSD see What
Er IO enber

Part Il Certification

Under penaties of perjury, | cersy that

1. The nasmber Showr o this farm s my comect taspayer identfication number (or | 3m wating for & NUMGer 1o be 1sseed
to mee), and
1 am not Subject to backup withnolding DECausa: (@) | &m exempt from DEckup withhokding, or () | have not Deen n
by the Intermal Revenus Serace (IRS) hat | am subject 1o Dackup withholding &5 3 resull of 3 fatlure [o report a8
o ddends, or (C) the IRS has notified me that | &M no IoNGer Subject to batkup withinalding. and
3 lama U S citizen or other US person (defimed Detow), and

Trea FATCA cOBE{S]) Entened on M hoem By icatng Enat | am exsmpt froemn FATCA reparting s comrect

Certification INStructions. You must cross out ikem 2 above I you have been notifed Dy the IRS thal you are curenily
SuEgECt M DACKLUD WIEN0InG BECalEe you have tailed to report a8 inters st and dhddends on your B retum. Fod real
edtate transactions, tem 2 0oes not apply For mofgage intensest paid, scquisiton of abandonment of secured property,
cancefation of dedl, connbulions 1o an indhvioual retirement arrangement (IRA), and generaly, payments oiher than
EETES1 Sl Civi o YU Are at PeqUIred 1o Sign the certiic Son, Bul you FuSE prince yous correct TIN. See the
r.5ign the certficaton, but you must provide yous comec] Til, See the instructions for Pan

5]

Eignature:* Date:
01/22/2021

14



Step 3 — Request for Tenancy Approval

The apartment address will be
pre-populated in this box. It is
mapped to the address
information populated in Step 1
(Owner Registration form

Enter the required information
on this screen.

Scroll down.

2020 New York City Housing Authority

Step 1 Step 2 Step 3 Step 4 Step 5

Owacr Regleamion T 1D 20 Temcyapral Lead-Bared Pant SApOrtG DecAns e

REQUEST FOR TENANCY APPROVAL

Housing Choice Youcher Program
CMB Approval Mo, 2577-0169
(exp. 93072017)

The public repoding burden for this infarmation collection is estimated to be 30 minutes, including the fime for reviewing
instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing
the callection of infarmation. The Department of Housing and Urban Development (HUD) is autharized to collect the
information on this form by Seclion & ofthe 1U.8. Housing Act (42 U.S.C. 1437f). Form is onlyvalid if it includes an OMB
Control Number. HUD is committed 1o protecting the privacy of individuals' information stored electronically or in paper
form, in accordance with federal privacy laws, guidance, and best practices. HUD expects its third-party business
partners, including Public Housing Authorities, who collect, use maintain, or disseminate HUD information to profect the
privacy of that infarmation in Accordance with applicable law When the participant selects a unit, the cwner of the unit
campletes this form to provide the PHAwith infarmation about the unit The infarmation is used to determing ifthe unitis
eligible for rental assistance, HUD will not disclose this information except when required by law for civil, criminal, or
reguiatory investigations and prosecutions.

Name of Public Housing Agency (PHA):
Hew York City Housing Authority

\ﬂ:dre:ﬁ of Unit*

reet Address:* Apt. Ho.:

| |

City:* | state:* Zip Code: *

—
End Date Humber of

Date of Lease:” of Lease: Bedrooms:*

Security Deposit Amt: | Date Unit Available for | Structure Type:*

[ | Inspection:” single Family Detached(One Family Under One Roof)
Semi-Detached(Duplex, Attached On One Side)

S On Two Sides)

Low-Rise Apartment Building (4 Stories Or Fewer)

Manufactured Home(Mobile Home)

High-Rise Building (5+ St

Year Constructed:* Proposed Rent:*

If this unit is subsidized, indicate type of subsidy:
Section 221 (D) (3) (BMIR) Section 236 (Insured Or Uninsured) Section 515 Rural Development
Section 202 Home Tax Credit Other (Describe Other Subsidy, Including Any State Or Local Subsidy)

15



Step 3 — Request for Tenancy Approval (Cont’d)

Owner will be required
enter the utility
information on this
form.

Please click the radio
button under the
“Specify Fuel Type”
and “Paid By".

If you leave any fields
blank, it will not allow
you to go forward.

Scroll Down.

2020 New York City Housing Authority

Liilities and Appliances*

The owmer shall provide or pay for the utilities and appliances indicated below by an "0". The tenant shall pravide or pay
fior the ulilities and appliances indicated below by 3 "T". Unless otherwise specified below, the awner shall pay far all

itilities and appliances provided by the dwner

ftem Specily Tuel type
Heating” Hatural Gas Bottled Gas Electric
Heat Pump ol Other

Cooking® Hatural Gas Bottled Gas Electric
Other

Wialer Hesling” Hatural Gas Bottled Gas Electric
il her

Other Blectric®

Wiater"

Sevver

Trash Collection®

Ajr Conlitioning

Cther (Specify)

Refrigerator®

RangeMicrowaye"

Owner's Certifications

Pald By"

Owner Tenant

Owner Tenant

Owner Tenant

Owner Tenant
Owmner Tenant
Owner Tenant
Owmner Tenant
Owner Tenant
Owmner Tenant
Provided By*
Owner Tenant

owner Tenant

The program regulation reguires the PHALO certify that the rent charged to the housing choice voucher tenant is not more
than the rent charged for other unassisted comparable units. Owners of projects with more than 4 units must complete
the following section for most recenthy leased comparahble unassisted units within the premises.

16




Step 3 — Request for Tenancy Approval (Cont’d)

Owners of projects with more than 4 units must complete the

following section for most recently leased comparable
unassisted units within the premises.

Owner's Certifications

The program regulalion reguires the PHA to certify thal ihe reni charged to the housing choice voucher tenant is not more
than the rent charged for olher unassisted comparable units. Owners of projects with mere than 4 units must
complete the following section for most recently leased comparable unassisted units within the premises.

Address: Lnit Date Rented: Rental Amount:
MMumber: F

Address: Umit Date Rented: Rental Amount:
Mumber: %

Address: Linit Date Rented: Rental Amount:
Mumiber: $

The ewner (including a principal or other inlerested parly) is not the parent, child, grandparent, grandchild, sister or
brother of any member of the family, unless the PHA has determined (and has notified the owner and thie family of such
determination) that approving leasing of the unit, notwithsianding such relalionship, would provide reasonable
accommodation for a family member who is a person with disabilities.

2020 New York City Housing Authority



Step 3 — Request for Tenancy Approval (Cont’d)

Owner must select one of the responses related to Lead Based Paint

Chechk one of the followsing:"

Lead-ba=sed paint disclosure reguirements do not appiy be cau5e'this prope ity vedas built on or afterJdanuan 1, 1975,

The unit, common areas sendicing the unit, and sxterior painted surfaces asxociated with such unit or commoen areas
havae baan found fo ba lead-based paini free by a lsad-based paint insp ecior cartified undar the Fedaral cadificaiion
program or under a fedaralhy accredited State cedification program

A sampleled statement iz afached sontaining desclosure oF lonoven infarm atian omn lead-Based paint andfar lead-bazed
paint hazards in the unit, common areas or exterior painted surfaces, including & statemant that the cwnear has provided tha
lead ha=ard information pamphiaet to the familx

Owner Owner Representate

Lust Narme:® .Farst Mame:® .MI:.

[ |l )

Sigrature* Datat

| (222021

Business Address:* R_)‘r Ho.2

[

City" | Stater” Iip Code:" ) Telephone #:*

| | [
 Complete the owner and Head

of Household information

Household Head
A (1 7
. CIICk N EXT . Last Name:® First MHame:" M2
l,:,. S =

Present Address of Family*

City* State:* Zip Code:* Tal aphons #*
(et 5 | (oo . .

Extension:

2020 New York City Housing Authority




Step 4 — Lead Based Paint Disclosure form

» |f the first response is selected
under “Lessor’s Disclosure”
and “Records and reports
available to the Lessor,”
provide the explanation as
indicated on the form.

Complete the required
information on this form.

o Click “NEXT".

2020 New York City Housing Authority

Step 1 Step 2 Step 3 Step 4 Step §
Oumer Regls Fakon Tz [0 £ Terancy Agprow Leaxi-Bazed Fanl Supporing Dooumens

HUD REQUIRED DISCLOSURE OF INFORMATION ON LEAD-BASED PAINT AND/OR LEAD-BASED PAINT
HAZARDS

Lead warning statement

Housging built before 1975 may contain lead-based paint. Lesd from psint, peint chips, and dust can pose health hazards if
riot managed properly. Lead exposure & especialy harmiul to young chiliren and pregnant women. Before rerting pre-
1978 housing, lessors must dizclose the presence of known lead-based paint and/or lead-based paint hazards in the
dwelling. Lessees must stso receive a federslly spproved pamphiet on lead poisoning prevention.

Lessor's disclosure®
Presence of lead-based paint andior lead-based paint hazards (Choose one below

Krown Lead-Based Paint 8nd/0r Lead-Baszed Pairt Hazards fre Present In The Housing [Explain]

4
Lezzor Has No Krnowledge Of Lead-Based Falrd SndiOr Lesd-Based Paind Hazards In The Housing.

Records and reports available to the lessor®
[Choose one below):

Lessor Haz Provided The Lesses With Ml Availsble Records And Reports Pertaining To Lead-Based Pairt AndiOr Lead Based
Fairt Hazards In The Housing (List Docurnents Below).

ess0r Has No heports Ur Kecords Feriaimng

Agent's acknowledgement*
Agent Hes Infarmed The Lezsor Of The Lessar's Obligations Under 42 U.5.C. 4852{0] And |2 Sware 08 His/Her
Responsibility Ta Ensure Compliarae,

Certification of accuracy”
The following parties have reviewed the information above and carify, to the best of their knowledas, that the information
they provided is true and accurste,

Lezzor Mame" Signature® Diafe®
| | |
Lezzor Namne Sigrature Dzt
| | |
Bgert Name Signature Dake
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Step 5 — Supporting Documents

Step 1 Step 2 Step 3 Step 4 Step 5

o 1 M DT Taio Lwe T kay Appia Laad-Emad Paht SAPporRiY Docimw i

In this step Owners are
SUPPORTING DOCUMENTS

re q u I re d to u p | Oad th e *In ardar o complate yaur Rental raguast please submil applicable docurmeants listed belaw. For furdhar infarmation an
re q u | re d d OC u m e nts docurnents required from Owners andior Managing Agents, please refer to Help document HEY Program Rental

Checklist Please click on the below "Upload File® buflon far the applicable document{s)

Mot You can wpload docurents ether (n POF format oF ifmage forrmat (GIF, JPEG, PMG, TIFF, &le. ).

If documents are not

uploaded, it will not allow Supporting Documents

you to submit the Rental. Major CapitlImprovements Order
w———o e poRote)

Please populate the check DHCR Apt Registafion

mark next to owner Previous lease

certification statement.

| !!RTIFT THAT ALL INFORMATION CONTAINED THEREIMN 13 ACCURATE AND FACTUAL Ary Falze Staternents are
Wholky the Slgner's Responsibiliby and Are Punishable under section 27-2096 of the MYC Housing Malntenance Code,

= ]

Click “SUBMIT".

2020 New York City Housing Authority
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Confirmation of Rental submission

e The screen shot on the left indicates the confirmation of Rental submission.

« The screen shot on the right is an email confirmation to the tenant.

NYCHA Owner Extranet

THAHK YOUM

You will recenv an emal canfimation of your subimission and your (progpactive) Tenant wil be nofifisd. You can check fh status of this Lease
Up recusest af any fime by entering your PR along wib your 3N ar Tax I on fhe login page. Next steps are as folows:

# Tre Teniank must accept your Lease Up Reguest and sign the tolowing documents you submitted:

0 Recpest forTenancy Approval (FFTA)

 Disclosure of o on Lesd-Based Paint anidor Hazards

# The Leased Housing Department (LAD) wil revisw all submited documents and, if approved), we wil contact you ta chedhe an Housing
Qualty Shandards {HAE) bapection for your unt.

3 fthe unik passes Inspection, your Housing Assistance Pyment (HAR) Condract will e sent via the Owner Extranet You can sion the HAP
Cortract and submt it akng wit you Lease agreemert anine,
It you have any guestions, please contact our Customer Contact Center ot 118 707 7711,

| —

Mew vork City Housing authority Mew York City Housing uthority
Customer Contact Center Customer Contact Canter

767 atlantic Avenue, 2ndFloor 478 E. Fordham Road, 2nd Floor
Brooklyn, MY 11238 Bror, NY 10458

Customer Contact Center: 718-707-7771
Date: 1/22/2021 12:23:00 PM

Re: Casad (5 000
Dear Applicant/Tenarit:

The Mew York City Housing Authority (RYCHA) is pleasedtoinform youthat the prospective owner of

theproperty you wishto rent has submitted the documents required to complete the rental process, Flease log into the Tenant Self Service Portal at
https:fiselfserve nycha.info toreview and approve the submitted documents, Pleasenate that the following forms submitted by the Owner require your electronic
sigrature:

» Raquest for Tenancy Appraval (RFTA)
» Disclosure of info on Lead-Based Paint and/or Hazards

WYCHA will review all submitted documentation, If additional informationis required, you and the Owner will be contacted through email or regular mail, You cannot
mMOvE INto your new unit until we accept the signed Housing Assistance Payments Contract (HAP Contract) from the Owner. Once it's accepted, you will recelve a
Move-InLetter authonzing youto proceed with your move,

NOTE Existing Section 8 Tenants: If your annual recertification is pending or additional information
is required, please use the annual Recertification Tab on the portal to complete or submit any outstanding documents, If you need assistance, please call the Customer
Contact Centerat (718) 707-7771.

Federal Law and Regulations require that we verify your incometo determine your eligibility to remain in the Section & Program and to detarmine your share of the
rert. To completethis review, please submit all document(s) andforms listed on the Portal, Failure to submit the requested form s and dociment(s) viathe NYCHA,
Tenant Self-Service Portal, via mail or the Custom er Contact Center, could result in the termination of your rent subsidy and/or delay your transfer process,

“Werytruly yours,
Leased Housing Department

PLEASE DO WOTREPLY TO THIS EMAIL THIS 15 A MOTIFICATI OMN-OMLY EMAIL THAT CANNOT ACCEPT INCOMING REFLIES

2020 New York City Housing Authority
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Lease Up SR — Voucher Holder Steps

 The voucher holder will
receive a confirmation email
letting them know the owner
has submitted the online
rental packet.

* The voucher holder must log
into their NYCHA Self-
Service account to sign and
approve the following

documents:
* Request for Tenancy
Approval
e Disclosure of Lead-Based
Paint
e The documents are found

under the Lease-Up SR tab.

2020 New York City Housing Authority

hew Yark City Housing Autharity Mew York City HousingAutharity
Customer Contact Center Customer Contact Center

787 Atlantic Avenue, 2nd Flaor 478 £. Fordham Road, 2nd Floar
Brooklyn, WY 11238 Bron, MY 10458

Customer Contact Center, 718:707-7771
Date: 1/22/2021 127500 PM

Re: Cased (= a0
Dear Applcant/Tenant:

The New York City Housing Authority (NYCHA) is pleased toinform youthat the prospective owner of

theproperty you wishta rent has submitted the documents required to completethe rental process, Please log inta the Tenant Self Service Portal at
https:/feetfserve nyeha infata review and approve the submitted documents, Pleasenatethat the follawing farms submitted by the Owner raquire your eledtronic
signature:

» Requestfor Tenancy Approval (RFTA)
» Disclosure of Infoon Lead-Based Paint and//or Hazards

WYCHAwill review all submitted documentation, If additional informationis required, you and the Owner will be contacted through email or regular mail, You cannot
move into your new uni until we accept the signed Housing &ssistance Payments Contract (HAP Contract) from the Owner, Once t's accepted, youwlll recelve a
ove-InLetter authonzing youta procesd with your move,

WOTE Existing Section B Tenants: If vour annual recertification s pending or adeitional information
Is required, please usethe Annual Recertification Tab on the portal to complete or submit any outstanding documents. If youneedassistance, please call the Customer
Contact Center st (718) 707-7771,

FederalLaw and Regulstions raquirathat we verity your incometo determine your eligibility to remain in the Section 8 Program and to determine your sharaof the
rent. To completathis review, please submit all document(s)and forms listed an the Portal, Failure to submit the requested farms and document(s) viathe NYCHA
Tenant Self-Service Portal, via mail or the Customer Contact Center, could result in the termination of your rent subsidy andy/or delay your transfer pracess.

ierytruly yours,
Leased Housing Department

PLEASE DO NOTREPLY TO THIS EMAIL THIS 15 ANOTIFICATION-ONLY EMAILTHAT CANNOT ACCEPTINCOMING REFLIES

HOUSRG
AUTHORITY
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Owner Extranet — Lease Up SR Status

« Existing and New Owners must enter the PIN number and Owner

Tax ID or SSN# to check the status of the HAP contract.

New Owners

If would like to submit a new Lease Up request online,

please enter the PIN provided to you by your prospective
Tenant.

PIN #:°

PROCLED

If you have any questions, please contact our Customer
Contact Center at T1B-TOT-T7TT1.

If you have already submitted Lease Up documents for a
prospective Tenant, you ¢an view the status of your
request or check if your HAP contract is ready to sign
online. Please enter the Section 8 PIN number with the
Owner SSN or TAX ID you have submitted online.

PIN #:*

Vendor Tax |D or S5M #:"

PROCEED
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Check status of Lease Up

Owner can view the status of Lease up Service Request (SR).
Owner will be notified to sign the HAP contract via email.
If the status of Lease SR is “Pending HAP signature,” the owner is ready to

view the HAP contract and tenant will receive notification via email advising
them to view and print the Pre-move-in letter.
Click on HAP/Lease Submission tab.

NYCHA Owner Extranet

Information for Section & Prnperty Ownarsﬂﬂanaglng Agents
Housmg Choico Vouchar Poograem Roobsl Chee klistBamad Owrors List A Good Pace To L

iaw Pmanent Standands, New Hemtals, Iransfors & Aunnial iFsection B Howsmg Cholce YVoucher Program Property Owinsr
Hecertifcations Guide

G- brspiction Guide

SA# Siatus Date Type I Stalus Iuhucher Holder

Pending HAP Sisnanire
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Upload Lease and E-sign of HAP Contract

Click on the “HAP Contract”
link to view the HAP
Contract.

Click “UPLOAD FILE” to
upload Lease Agreement
signed by the owner and

tenant.

Enter the name of the owner
and e-sign the HAP
Contract.

Click “SUBMIT".

———
e
Q HAE L rase Submission

Q. wspections

”ﬂi.lfmf now avallable for your review and e-signature. Flease sign your HAR Contract and upload the signed Lease
Agreement within 10 days You cannot make any alterahons to the HAP Conltract onling If you have amy questons, please contact our
Cuszomer Contact Cenger a8 718-TOT-TT71

Supporting Documents

Lease Agreement Signed by Ovwner and Tenant

Owner

Print or Typé Name of Owner”

Print or Type Name and Tl of Signatory

First Name;” Mi:
Last Name:"
Title:* Signature:* Date:*
03/01/2021




Owner Extranet — Executed HAP Contract

» Existing and New Owners must enter the PIN number and Owner

Tax ID or SSN# to check the status of the HAP contract.

New Owners

It would like to submit a new Lease Up réequest online,

please enter the PIN provided to you by your prospective
Tenant.

PIN #:°

PHOCLED

If you have any questions, please contact our Customer
Contact Center at T1B-TOT-TTT1.

If you have already submitted Lease Up documents for a
prospective Ténant, you can view the status of your
request or check if your HAP contract is ready to sign
online. Please enter the Section 8 PIN number with the
Owner SSN or TAX |ID you have submitted online.

PIN #:*

Vendor Tax |ID or SSN #:°

PROCEED
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Executed HAP Contract

=To view the executed HAP contract and Final Move-in letter, first
click on the “Lease Up Request” tab.

»Then click “View Documents.”

BiNew Payment Standards, New Rentals, Transfers & Annual
Recertifications
B5elf-inspection Guide

Q Lease Up Request Q Inspections

SR# Status Date Type

1-57698153523 031112021 Lease Up

Information for Section 8 Property Owners/Managing Agents

OHeousing Cheice Youcher Program Rental ChecklistBanned Owners List @4 Good Place To Live!

BEection 8 Housing Choice Voucher Pregram Property Owner

Gulde
Status Veoucher Holder
Closed
Rented 12525897 LEASEURLD1 LEASEUPFO1
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Executed HAP contract

=Click “View” next to each document to see it.

Service Request Documents

Type MYCHA Sent
Letter To Tenant - Hap Contract

Approval

HAP Contract

| Letter To Landlord For HAP [view]
Contract Signature

Request For Taxpayer
Identification Mumber And
Cerification

| Section 8 Property Cwner
Registration Form

Disclosure Information

Request for Tenancy Approval

ga e 86
3

3
2

=
Z

Received Date

03M11/2021

o3mzoz

031172021

o3mzoz

0312021

Status

Requested

Evaluated

Sent

Evaluated

Evaluated

Evaluated

Evaluated

Resolution

CLOSE

2020 New York City Housing Authority
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This concludes the Rental process
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