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HOUSING CHOICE VOUCHER PROGRAM 

NEW TENANT LEASE-UP PROCESS FLOWCHART 

 

 

 

 

 

 

 

The completed Request for Tenancy Approval (RFTA) 

and proposed lease is submitted and is consistent 

Inspection date 

set.  Inspection 

letter mailed, 

faxed, or e-mailed 

Inspection conducted.  Inspection 

Result letter is mailed. 

Unit “PASSed” 

No further action needed 

Unit “FAILed” 

Deficiencies Noted, repairs 

needed.   

Tenant can select a new unit. 

 

Repairs are made – written 

request for re-inspection 

received 

Rent Reasonableness (RR) 

comparison conducted 

Unit Rent is 

Not Rent 

Reasonable 

Unit Rent is 

Rent 

Reasonable 

Inspection 

and RR 

returned.  

Caseworker 

assigned 

The owner 

must lower 

the rent, or 

applicant 

must find 

new unit 

 

Rent 

lowered.  

Unit is RR. 

Re-inspection set within five 

business days after re-

inspection request is received 

Contract is prepared.  Effective date = the 

passed inspection date, the RR date, or the 

lease/access date, whichever is the latest. 

Unit Approval 

Tenant and Owner 

notified unit is RR 

via phone or e-

mail.  Tenant can 

move-in. HAP and 

Tenant portion of 

rent provided. 

Inspection Completed. 

 

Unit Passes – Follow Unit “PASSed” 

flowchart. 

 

Unit Fails – Follow Unit “FAILed” 

flowchart.   

*NOTE* There is no limit on the number 

of re-inspections as long as the tenants 

voucher is still valid.   However, the 

tenant can turn down the unit at 

anytime after the first fail, and request 

inspection on a different unit (landlord 

does not have to be the same). 

HAP Payment Starts 

Contract returned signed by all parties by the 20th of the current month, 

payment will be on the next check run.   

Contract returned after the 20th of the current month, payment will be on 

the check run after next.  

Contract and letter mailed to the owner.  

Letter is Cc: to the tenant.  Signatures 

needed from owner and tenant 


