Resident Guide
to Section8
Recertification

After PACT Conversion

This guide walks you through your annual and interim
recertifications and tells you where to get help.
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Need help?
Here’s who
toreach out to.

NYCHA Customer Contact Center (CCC)

Call (718) 707-7771for:

« Help with the NYCHA Self-Service Portal
« Questions about recertification
e Paper recertification forms

PACT Property Manager

Your PACT property managers can help with your recertification process. They can help scan
your documents and provide a device with internet access to log on to the NYCHA Self-Service
Portal.

If you want your PACT property manager to help with your recertification, you should:

« Callor email to make an appointment with your PACT property management office.
« Visityour PACT property management office.
« Bring your log-ininformation for your NYCHA Self-Service Portal account.
- Youwillneed tologintothe NYCHA Self-Service Portal by yourself.
« Bring any documents you received from NYCHA about your recertification.
¢ Bring any documents you want help uploading.

Social Service Provider

Your social service provider can help with your recertification process. They can help scan your
documents and provide a device with internet access to log on to the NYCHA Self-Service Portal.

If you want your social service provider to help with your recertification, you should:

« Call or email to make an appointment with your social service provider’s office.
 Visit your social service provider’s office.
« Bring your log-ininformation for your NYCHA Self-Service Portal account.
- Youwillneedtologintothe NYCHA Self-Service Portal by yourself.
« Bring any documents you received from NYCHA about your recertification.
« Bring any documents you want help uploading.

4/82



NYCHA
Walk-In Centers

Make an appointment
for your visit!

By Phone
CallNYCHA's CCC at (718) 707-7771.

Online

Visit on.nyc.gov/nycha-ccc-appt
or scan the QR code.

Walk-In Center Locations

Bronx/Manhattan/Queens

478 E. Fordham Rd (1 Fordham Plaza),
2nd Fl.
Bronx, NY 10458

Brooklyn/Staten Island/Queens

787 Atlantic Ave., 2nd Fl.
Brooklyn, NY 11238
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Frequently Asked
Questions

What happens if | don’t complete my annual recertification?

You must complete your annual recertification. Annual recertification is required
by the U.S. Department of Housing and Urban Development (HUD) for all federally
assisted housing, including the Section 9 public housing and Section 8 programs.

If your annual recertification remains incomplete, in accordance with federal
regulations, NYCHA will terminate your Section 8 benefits. NYCHA will send three
termination notices before terminating your Section 8 benefits. Each termination notice
lists the outstanding documents needed for each family member. Once you receive any
of these notices from NYCHA, you must submit accurate, current information through
the Self-Service Portal or in person ata NYCHA Walk-In Center as soon as possible.

You have the right to request an informal conference or hearing with NYCHA to
challenge the termination. Instructions on how to request an informal conference or
hearing are on the termination notices. If a conference/hearing is not requested and
your annual recertification remains incomplete, the Section 8 subsidy will be terminated
by default. If NYCHA terminates your Section 8 subsidy, you will be at risk of eviction.

What if my income changed recently?

You are required to report any changes inincome and household composition

within 30 days of the date of such change. You do not have to wait for your annual
recertification. Use the Self-Service Portal to submit an interim recertification or contact
the NYCHA Customer Contact Center (CCC) at (718) 707-7771for help. Promptly
reporting changes helps keep your rent and assistance accurate. Please see NYCHA's
website on.nyc.gov/sec8-annual-interim-recertification for additional information.



http://on.nyc.gov/sec8-annual-interim-recertification

Dol need to report everyone living in my apartment?

Yes. All members of your household, including children, relatives, and anyone else
living with you, must be reported on your recertification. Not reporting someone
living in your Section 8 unit could lead to the termination of your Section 8 benefits.

I’'m confused - can someone help me?

Absolutely. You can get help with recertification from the NYCHA Customer
Contact Center (CCC) at (718) 707-7771, your PACT property manager, or onsite
social service providers at your development. Language support is available through
Google Translate on the Self-Service Portal, and you can call the NYCHA CCC if you
need the recertification in paper form.

Is annual recertification required because of PACT?

Annual recertification is required for all federally assisted housing. AllNYCHA
residents, including Section 9 public housing and Section 8 residents, must complete
their annual recertification every year.

L a0

\ Have more questions?
\A \ If you have more questions, visit nyc.gov/site/nycha/

section-8/tenants-fag.page, or scan the QR code.

L
. AN


https://www.nyc.gov/site/nycha/section-8/tenants-faq.page
https://www.nyc.gov/site/nycha/section-8/tenants-faq.page




Introduction

What is an annual recertification, and why do | need to do it?
Types of recertification
How to complete your annual recertification

Best practices when completing a paper annual recertification packet

10
13
14
16

9/82



Whatis an annual
recertification,and
why dolneedtodoit?

Let’s start with the most important thing to remember:
You must complete your annual recertification every year.

If you lived in Section 9 public housing, you may remember going through the annual
recertification process. This requirement has not changed. Annual recertification is required
by the U.S. Department of Housing and Urban Development (HUD) for all federally assisted
housing, including the Section 9 public housing and Section 8 programs. Now that you are
aNYCHA Section 8 participant, NYCHA's Leased Housing Department (LHD) will send

you notices about your annual recertification and review and process the documents you
submit.

You have to do your annual recertification to keep your housing assistance. If you do

not complete your annual recertification, in accordance with federal regulations, the
tenant-share portion of your rent may be affected, and your Section 8 benefits will be
terminated. If NYCHA terminates your Section 8 benefits, you could be at risk of eviction.

Think of an annual recertification as a yearly check-up. Each year, you'll need to update your
household information, including:

« Your household composition

« Income for all household members

« Assetsfor allhousehold members

« Expenses for all household members

The annual recertification isn't only a requirement. It also helps protect you and ensures that:

* Your tenant-share portion of the rent stays accurate, based on your household’s
most recentincome. You only pay what you should.

¢ Your household information is correct. Everyone living in your apartment is properly
listed.

* You keep your housing assistance. Keeping your information current helps prevent
any interruptions to your subsidy.

10/82



Your annual recertification is
information that you must submit to
NYCHA each year.

You cando this by:

Using the NYCHA
Self-Service Portal

selfserve.nycha.info

Online is the quickest and easiest way
to complete your annual recertification!

Requesting
a paper annual
recertification packet

You canrequest a paper version as a
reasonable accommodation.

Call the NYCHA Customer Contact
Center (CCC) at (718) 707-7771
to make the request.

To complete your annual recertification,
you will need to:

e Submitall required forms and
documentsto NYCHA inatimely
manner.

« Respondto any requests from
NYCHA for additional information.
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What to Expect
Each Year

Annual Recertification
REQUIRED EVERY YEAR.

NYCHA notifies you by mail
around five months before your
recertification due date.

You submit your household's
income, assets, expenses, and
supporting documents.

NYCHA reviews and verifies
your submission.

NYCHA sends a \Voucher
Payment Change Notice (VCN)
confirming your share of the
rent and subsidy amount.*

Interim Recertification

REQUIRED WHEN SOMETHING
CHANGES BEFORE YOUR ANNUAL
RECERTIFICATION IS DUE.

You have changes in household
composition, income, assets, or
expenses during the year.

You submit updated information
with supporting documents.

NYCHA reviews and verifies
your submission.

NYCHA sends a \Voucher
Payment Change Notice (VCN)
confirming your share of the
rent and subsidy amount.*

* |f you disagree with your tenant-share rent calculation,
follow the instructions on the VCN to request an informal
conference or hearing.



Types of
recertification

Annual Recertification (Required Every Year)

Once ayear, NYCHA will notify you by mail approximately five months before it is time to
complete your recertification. You will be asked to submit your household composition,
income, assets, expenses, and required documents.

NYCHA will review and verify all submitted information and provide both you and the
owner with a Voucher Payment Change Notice (VCN) that shows the amount of your
share and the NYCHA share (subsidy) of the rent.*

Interim Recertification (When Something Changes)

If something changes in your household during the year, you are required to report it
within 30 days of the date of such change. Do not wait for your annual recertification.

You can request an interim recertification if there are changes to:

*  Yourincome
+ Your assets or expenses
* Your household members (someone moves in or out)

Make sure your annual recertification is up to date so changes can be processed
properly. You can request an interim recertification quickly through the Self-Service
Portal on any device with internet access.

You can ask for a paper form (Voucher Holder’s Request for Interim Change form) by
calling the NYCHA Customer Contact Center (CCC) at (718) 707-7771.

NYCHA will review and verify all information you submit and will provide both you and
your PACT partner with a Voucher Payment Change Notification (VCN) which indicates
the contract rent amount, your share of the rent, and the NYCHA subsidy amount.*

* If you disagree with your tenant-share rent calculation, follow the instructions on the VCN to request an informal
conference or hearing.



How to complete your
annual recertification

Onthe NYCHA Self-Service Portal

Doing the recertification online is the easiest and fastest choice for most residents. You
will answer fewer questions, fill out forms more easily, and you can check your status and
case information anytime. Future annual recertifications will also be quicker.

NYCHA Self-Service Portal

selfserve.nycha.info

The portalis:

* Available 24/7
« Accessible on acomputer, tablet, or smartphone
« Equipped with Google Translate to support various languages

How to register your account on the NYCHA Self-Service Portal

1. Before starting your online recertification, you need to register your account if you
haven't done so already.

a. Register: Enter your information. Follow the instructions on the NYCHA Self-
Service Portal.

b. Confirm your account: NYCHA will send you an email with a link to confirm your
account.

c. Login: Enter the username and password provided by NYCHA at the login page.
2. IfNYCHA provided you with a username and temporary password in a notice mailed

to your apartment, you can use that info to log in (and you don’t need to register or
confirm your account).

3. Ifyouhave already registered on the NYCHA Self-Service Portal before PACT
conversion, use the same username and password tologin.

Need help with your account?

If you forgot your username or password, or need help logging in,
call the NYCHA Customer Contact Center (CCC) at (718) 707-7771.
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By Mail

You can request a paper recertification packet as a reasonable accommodation by calling
the NYCHA Customer Contact Center (CCC) at (718) 707-7771.

Paper annual recertification packets must be mailed to NYCHA at the address below OR
dropped off at a NYCHA Walk-In Center.

Mailing address:

New York City Housing Authority
Leased Housing Department
PO Box 19201

Long Island City, NY 11101

In Person ata NYCHA Walk-In Center

If you want to visit a NYCHA Walk-In Center for your recertification, call (718) 707-
7771 or visit on.nyc.gov/nycha-ccc-appt to make an appointment. Appointments are
available from Monday to Friday, 8amto 5 pm.

NYCHA Walk-In Center Locations:
Bronx/Manhattan/Queens

478 E. Fordham Rd (1 Fordham Plaza), 2nd F.
Bronx, NY 10458

Remember,
Brooklyn/Staten Island/Queens helpis available!
787 Atlantic Ave., 2nd FI. Your PACT property manager or
Brooklyn, NY 11238 social service provider can assist

you with your recertification.
See page 4 for more details.

Not sure which method to choose?

Online is your easiest option. Your records carry over -
fromyear to year,documents can be uploaded directly,
and you can check your recertification status anytime.
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Bestpractices

when completing

a paper annual
recertification packet

Follow these steps to make sure NYCHA can process
your annual recertification without delays.

I

> <

Make sure you sign and return all forms. If your recertification packet has a Debts Owed to
Public Housing Agencies and Third-Party Verification form, make sure to sign and return these
too. Unsigned forms are one of the most common reasons annual recertifications are delayed.

Complete the entire annual recertification packet.

Include all supporting documents.

Supporting documents prove your household's income, assets, and expenses. See pages 21-
22 and pages 65-69 to learn more about supporting documents.

Return every page of the packet — even blank ones!

NYCHA needs the complete packet to process your recertification. Missing pages can delay
your recertification, even if they don’t apply to your household.

Keep a copy for yourself.

Before you mail your packet, make a copy of all completed forms and supporting documents
for your own records. If any questions come up later, you'll have proof of exactly what you
submitted and when.

Mail your completed packet back to NYCHA or
bringittoa NYCHA Walk-In Center.

Return your annual recertification packet via regular mail to the PO Box listed in the
recertification packet, or bring it to a NYCHA Walk-In Center. The mailing address, as well as
the addresses of the Walk-In Center can also be found on page 15 of this guidebook.



Sample: Debts Owed to Public Housing Agencies. View the full version of the form on pages 71-73.

Sample: Third-Party Verification form. View the full version of the form on pages 75-77.
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Step 1

Receive your notice from NYCHA

Look for a letter from NYCHA in your mailbox. NYCHA notifies you
approximately five months before your annual recertification is due.

The notice will tell you:

+  Whenyour annual recertificationis due >/\
«  What to submit (List of Supporting Documents)

« Howtoaccess the Self-Service Portal

« How to get help with the Self-Service Portal

Sample: Online Recertifcation Notifcation Letter. View the full version of the letter on pages 61-63. /
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Step 2

Gather your documents

Once you get your recertification letter, start gathering all the documents you'll need
to complete the process.

The letterincludes the “List of Supporting Documents” form to help you determine
which type of documentation to submit. All documentation must be up to date.

View the Annual and Interim Recertification Checklist here:
nyc.gov/assets/nycha/downloads/pdf/airecertchecklist-english.pdf

Required documents:

1. Affidavit of Income for all individual household members
2. Third Party Verification form for household members 18 years of age or older
3. Supporting documentation, such as:

a. Proofofincome
b. Student status
c. Expenses for allhousehold members

4. Debts Owed to Public Housing Agencies for all household members 18 years of
age or older, if this form is not already on file with NYCHA

If you want to add a new person(s) to your household
You must submit the following documents along with proof of income for each person:

« Birthcertificate

« Social Security card

» Proof of citizenship or an alien registration card

« Marriage license or domestic partnership certificate, if applicable

« Ifany household member and/or new person has any income, assets, or
expenses, you must provide current documentation as proof

IMPORTANT NOTE: 3 b

Be sure to submit all your required forms and documents
together with your annual recertification. If you wait to | __\-
send them, your recertification process will be delayed. .


https://www.nyc.gov/assets/nycha/downloads/pdf/airecertchecklist-english.pdf

Step 2 Gather your documents (continued)

Sample: List of Sample Supporting Documents. View the full version of the document on pages 65-69.
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Step 3

Submit your information

01. Access NYCHA’s Self-Service Portal at selfserve.nycha.info.

Need a paper copy of the annual recertification form?

CallNYCHA's Customer Contact Center (CCC) at (718)
707-7771torequest one. See page 13 for more information.

Do you need a translation?

Click onthe Translate icon at the top right of the screen /

to select languages other than English. You must read the Q‘
disclaimer first, then click “Translate” again. After doing

this, you can select your preferred language.



https://selfserve.nycha.info/

Step 3 Submit your information (continued)

02. Access your account

Loginto your Portal account.
Learn how to register your account at NYCHA Self-Service Portal on page 14.

Select “Manage Your Account” at the bottom of the “Your Section 8 Account” section.
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Step 3 Submit your information (continued)

03. Access the Annual Recertification page

1. Select the “Annual Recertification” tile at the top of the page.
2. Select the annual recertification you would like to complete.

O

You will see this page after clicking “Manage Your Account” under the “Your Section 8 Account” card.
@ Ontheleft, you can check your case information, including your Section 8 case number, rent, and recertification date.
@ Ontheright, you can navigate to annual recertification, interim recertification, or more.

Click the “Annual Recertification” tile to continue. {j
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Step 3 Submit your information (continued)

© This page will show your recertification that is due.

O Ifitis your first ime using the NYCHA Self-Service Portal for
your annual recertification, a pop-up will appear asking if you
want to opt in to online recertification.

Click “Opt In" to finish your recertification online.
Click “Ok, I understand” if you have requested paper forms as a
reasonable accommodation and will mail in your documents.

© Sign and submit your consent formto optin.

You're ready to begin your annual recertification!

26/82



Step 3 Submit your information (continued)
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Step 3 Submit your information (continued)

04. Confirmyour household members

1. View thelist of your household members. It will show the “Active” members in your Section 8
household.



Step 3 Submit your information (continued)

2. Toremove an active household member:

a. Click “Remove” under each member’s information card.
b. Confirm that you want to remove a household member by clicking the “Yes, remove” button.

The household member’s card will display “Pending Deletion” until NYCHA approves the change.
If you want to cancel the deletion, click “Restore” and confirm.
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Step 3 Submit your information (continued)

04. Confirm your household members (continued)
3. Toadd anew household member:

a. Click “Add New Member” to follow the steps to enter all of their information.

O

You must submit the most accurate, current information for
anew household member. NYCHA will ask you to upload:

Proof of identification

Relationship to head of household
Citizenship status

Contactinformation

Disability and functional needs information
Student information

After adding a person, the new member’s card will display “Pendig Addition”
until NYCHA approves the change.

30/82



Step 3 Submit your information (continued)

05.

Have your documents ready!

You will be able to upload all required supporting
documents at the end of this process.

Update each household member’s information

Check what information is missing from each member’s card.

Click the “Enter Finances” button.

You must answer all questions and complete the following entries:

Basic details

Earnings/Asset related information

Affidavit of student status

Additional information

Emergency contact information

Third Party Verification Consent to Release Information
Declaration of Citizenship

Debts Owed to Public Housing Authorities

Expand each section to answer questions.

Forincome, assets, and expenses, enter the source/type of income, name, address, amount,
start date, and frequency.

If the member does not have income, enter “$0” in the income field.

Once entries are completed, select “Continue.”

The system will provide an estimate of the total income. NYCHA will verify the income after your
submission.

Once finished, click “This looks good” or “Ok, | understand.”
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Step 3 Submit your information (continued)



Step 3 Submit your information (continued)

06. Review the summary of what you entered

1. Make sure that there are nomembers withanicon ! intheir card. If thereisanicon !,
then select “Update” to complete all questions related to the member.

S
IMPORTANT NOTE:
Your annual recertification will not be completed /
until NYCHA receives all required documentation. \
= ol
\
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Step 3 Submit your information (continued)

06. Review the summary of what you entered (continued)

2. After updating members’ information, you will see “Acknowledgements” displayed. Click
“Continue.”

3. Provide additional information:
- Ifany member is currently in the military or dependent on someone in the military;
- Ifany household member is a lifetime sex offender.

4. Confirm the head of household’s contact information and emergency contact.

5. View and sign the following forms for each household member:
- Third Party Verification: Consent to Release Information
- Declaration of Citizenship

- Reason Being Eligible Non-Citizen, if amember is a non-citizen
- Debts Owed to Public Housing Agencies and Terminations
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Step 3 Submit your information (continued)

6. Once you complete the Acknowledgments, you will see a summary of your annual recertification.

7. Review the Summary. Select “Go Back” if you want to make changes, or “Save & Continue” to
submit your annual recertification.

8. Youwill see the last page of the recertification. Confirm your submission by clicking “Submit” or
update the information by selecting “I need to make changes.”
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Step 3 Submit your information (continued)

07. If youclicked “Submit,” the system will show you what happens next

If you did not submit all the required documentation, your annual recertification will not be
complete. The Portal will show you what information you missed.

After you submit

Your recertification may still require
additional information or documents.
Make sure to respond to any
requests from NYCHA. NYCHA will
send you a letter in the mail letting
you know what is missing. %
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Step 4

Check the status of your recertification

After your annual recertification has been submitted, you can come back to NYCHA's Self-Service
Portal to check the status of your recertification and view, print, or upload your documents.

Received
atermination notice?

If you receive atermination
notice from NYCHA, you have
the right to request aninformal
® conference/hearing. Check the
box and follow the instructions
on the termination notice.

Your annual recertification status could be one of the following:

e Under Review Once submitted, you will receive a confirmation number. NYCHA staff
will review your household information to ensure the information you
provided is complete, up to date, and accurate.

Additional If the information you provided is incomplete, NYCHA will reach out to you
Information Required directly to request more information and/or additional documentation.

0 Approval When we have all the information necessary to complete your
annual recertification, NYCHA will calculate your rent based on
your adjusted household income. Upon approval, a notice that
includes your adjusted rent will be mailed to you.

e Avoid Termination Incompliance with NYCHA policy, it is necessary to recertify
your income at least once a year. If you fail to complete your
annual recertification or do not provide additional documents
as requested, before your due date, NYCHA may begin the
termination process and prepare legal action.
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Step 5

Receive a Voucher Payment Change Notification (VCN)

NYCHA's Leased Housing Department will review and verify allinformation submitted and will
provide you and your PACT partner with a Voucher Payment Change Notification (VCN) that
indicates the contract rent amount, the tenant-share of the rent, and the NYCHA subsidy amount.

By receiving a VCN with the annual recertification box checked, you know your annual
recertification is complete.

Sample: Voucher Payment Change Notiftation (VCN). View the full version of this notice on pages 79-81.
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Step 1

Access your account in NYCHA's Self-Service Portal

NYCHA'’s Self-Service Portal: selfserve.nycha.info.

Need a paper copy of the interim recertification form?

CallNYCHA's Customer Contact Center (CCC) at (718)
707-7771torequest one. See page 13 for more information.

Do you need a translation?

Click onthe Translate icon at the top right of the screen /

to select languages other than English. You must read the Q‘
disclaimer first, then click “Translate” again. After doing

this, you can select your preferred language.
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Step 2

Get started

01. Access the Interim Recertification page

Select the “Interim Change” tile at the top of the landing page.

You will see this page after clicking “Manage Your Account” under the “Your Section 8 Account” card.

@ Onthe left, you can check your case information, including your Section 8 case number, rent, and recertification date.

@ On the right, you can navigate to annual recertification, interim recertification, or more.

Click the “Interim Change” tile to continue. @
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Step 2 Get Started (continued)

02. Startthe Interim Recertification process

1. Click “Start/Finish my Interim Recertification.”
2. Read the steps for completing the interim recertification. Click “Get Started.”
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Step 3

Submit your information

How to begin

1. Review the list of active household members under ® “Member Information.”
2. Below your case number and name @, you will see the fields such as the following:

- Arequest toremove head of household

- Select new head of household

- Arequesttoadd new head of household

- Arequest to add family member(s)

- Arequest to remove family member(s)

- Change of income request

- Do you want to update any profile information?

3. Select “Yes” or “No” for each field’s dropdown.
You must make selections one for the fields with ared star %.

4. Click “Save & Continue” and follow the steps to enter all required information.
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Step 3 Submit your information (continued)

Scenario 1: You want to add a new member.

1. Select “Yes” under “A request to add Family Member(s).” Click “Save & Continue.”

2. Enterallthe required information section by section.

- Basic Details

- Earnings/Asset related information

- Affidavit of student status

- Additional information

- Emergency contact information

- Declaration of citizenship

- Debts Owed to Public Housing Authorities
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Step 3 Submit your information (continued)

3. Provide allinformation regarding the new person’'sincome, assets, or expenses in each section.
Click “Continue.”

4. |If youwant to add more household members, click “Add More Member.”
Otherwise, click “Continue.”

O
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Step 3 Submit your information (continued)

Scenario 1: You want to add a new member. (Continued)

5. Review the summary of your household information.
6. Fillout the Completion Details section and sign the Acknowledgement form.

7. A pop-up message will appear. Make sure allinformation is current and accurate and then
click “OK.”



Step 3 Submit your information (continued)

8. Ifthe new person has any income, assets, or expenses, you must provide current
documentation as proof. Click “Continue to Document Upload(s).” See the List of Supporting
Documents on pages 65-69.

9. Youwill see each of the new member’s required documents under “Pending documents.”
Upload documents by clicking “Click Here to Upload Document.” You can review the uploaded
documents under “Documents Received by NYCHA.”

10. After adding all documents, click “Continue.”
11. Click “Finish.”
12. See page 56 to learn how to check the status of your interim recertification.
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Step 3 Submit your information (continued)

Scenario 2: You want to remove a household member.
Or you want to remove the head of household and add a new one.

1. If you want to remove a household member, select “Yes” under “A request to remove Family
Member(s).”
2. If you want to remove your Head of Household and add a new one, you need to:
- Select “Yes” under “A request to Remove Head of Household.”
- Click “Select New Head of Household.” A pop-up will appear and you will be able to
select the new head of household household. Select one and click “OK.”
3. Click “Save & Continue.”

4. Under “Members Available for Removal,” check the “| confirm” box and add the person’s
initials at the “Initialed By” field. Click “Remove Selected.”

5. A confirmation pop-up will appear. Click “OK” to proceed.

O
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Step 3 Submit your information (continued)

6. Review the summary of your household information.
7. Fillout the Completion Details section and sign the Acknowledgement form.
8. Apop-up message willappear. Make sure allinformation is current and accurate and click “OK.”
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Step 3 Submit your information (continued)

Scenario 2: You want to remove a household member.
Or you want to remove the head of household and add a new one.
(Continued)

9. You must provide current proof of income, assets, or expenses. Click “Continue to Document
Upload(s).” See the List of Supporting Documents on pages 65-69.

10. You will see each member’s required documents under “Pending documents.” Upload
documents by clicking “Click Here to Upload Document.” You can review the uploaded
documents under “Documents Received by NYCHA.”

11. After adding all documents, click “Continue.”
12. Click “Finish.”
13. See page 56 to learn how to check the status of your interim recertification.
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Step 3 Submit your information (continued)

Scenario 3: Your household income has changed.

1. Select “Yes” under “Change of Income, Asset, or Expense Request.”

2. Under the “Member Information” section, check the “Select” box for the member(s) for whom
you want to report the change of income.

3. Click “Save & Continue.”
4. Provide each member’s employment history and asset information. Click “Save & Continue.”
5. Addthereason forincome change, income source information, total income, and start date.
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Step 3 Submit your information (continued)

Scenario 3: Your income has changed. (Continued)

6. Review the summary of your household information.
7. Fillout the Completion Details section and sign the Acknowledgement form.

8. Apop-up message willappear. Make sure allinformation is current and accurate and then
click “OK.”
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Step 3 Submit your information (continued)

9. You must provide current proof of income, assets, or expenses. Click “Continue to Document
Upload(s).” See the List of Supporting Documents on pages 65-69.

10. You will see each member’s required documents under “Pending documents.” Upload
documents by clicking “Click Here to Upload Document.” You can review the uploaded
documents under “Documents Received by NYCHA.”

11. After adding all documents, click “Continue.”
12. Click “Finish.”
13. See page 56 to learn how to check the status of your interim recertification.
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Step 4

Check the status of your recertification

After your interim recertification has been submitted, you can come back to NYCHA's Self-Service
Portal to check the status of your recertification and view, print, or upload your documents.
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Step 4 Check the status of your recertification (continued)

Check the status by clicking the “Interim Change” tile on
the “Manage Your Account” page.

If the sub-status shows “Additional Information Required,”
upload any outstanding documents as soon as possible.

; ) IMPORTANT NOTE:
\ Your interim recertification will not be completed
J until NYCHA receives all required documentation.
T3
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Step 5

Receive a Voucher Payment Change Notification (VCN)

NYCHA's Leased Housing Department will review and verify allinformation submitted and will
provide you and your PACT partner with a Voucher Payment Change Notification (VCN) by mail
that indicates the contract rent amount, the tenant-share of the rent, and the NYCHA subsidy
amount.

By receiving a VCN with the annual recertification box checked, you know your annual
recertificationis complete.

Sample: Voucher Payment Change Notifcation (VCN). View the full version of this notice on pages 79-81.
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Appendix

Appendix A
Appendix B
Appendix C
Appendix D
Appendix E
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List of Sample Supporting Documents

Debts Owed to Public Housing Agencies and Terminations
Third Party Verification - Consent to Release Information

Voucher Payment Change Notification (VCN)
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Appendix A
Online Recertification Notification Letter

This letter notifies residents of the due date of the upcoming annual recertification.
NYCHA sends this letter approximately five months before the annual recertification isdue.
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Appendix A Online Recertification Notification Letter (Page 1)
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Appendix A Online Recertification Notification Letter (Page 2)
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Appendix B
List of Sample Supporting Documents

This document lists the acceptable documents for proof of income, assets, and expenses.
This document is sent attached to the Opting in Online Recertification Notification Letter.
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Appendix B List of Sample Supporting Documents (Page 1)
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Appendix B List of Sample Supporting Documents (Page 2)
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Appendix B List of Sample Supporting Documents (Page 3)
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Appendix B List of Sample Supporting Documents (Page 4)
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Appendix C

Debts Owed to Public Housing Agencies and Terminations

This U.S. Department of Housing and Urban Development (HUD) notice explains how housing
agencies report and use information about debts owed and past program terminations. Every
household member whois 18 years of age or older must sign it to confirm they receivediit.
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Appendix C Debts Owed to Public Housing Agencies and Terminations (Page 1)
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Appendix C Debts Owed to Public Housing Agencies and Terminations (Page 2)







Appendix D

Third Party Verification - Consent to Release Information

This form gives NYCHA and the U.S. Department of Housing and Urban Development (HUD)
permission to verify your household’s income directly with sources like employers, banks, and
government agencies. It must be signed by every household member who is 18 years of age or older.
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Appendix D Third Party Verification - Consent to Release Information (Page 1)




Appendix D Third Party Verification - Consent to Release Information (Page 2)
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Appendix E
Voucher Payment Change Notification (VCN)

This notice confirms the annual recertification is complete and specifies the total amount
of rent (a.k.a. total contract rent), the NYCHA portion (subsidy), and the tenant portion.
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Appendix E Voucher Payment Change Notification (Page 1)
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Appendix E Voucher Payment Change Notification (Page 2)
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