HOUSING AUTHORITY OF THE CITY OF DECATUR, GA

RFTA PROCESSING

1. The Request for Tenancy Approval (RFTA) is completed and signed by the owner and
prospective tenant when the owner agrees to rent his/her unit to the HCV participant.

2. The RFTA is submitted to DHA by owner or participant.

3. Front desk staff should review the RFTA to ensure it is completed in its entirety and
correctly, including owner and tenant signatures. Unsigned, incorrect and/or incomplete
RFTAs should be returned to the owner or participant. The owner should include an
email address under his/her signature.

4. Front desk staff should check Tenmast to see if the owner is register with DHA. If not,
the owner must register.

5. If the owner is not registered, front desk staff should give the owner a new owner
packet. New owner forms may also be obtained from the DHA website,
www.decaturhousing.org .

6. If the owner is not registered with DHA at the time the RFTA is submitted, the
completed RFTA should not be accepted and should be returned to the owner. Once
the owner completes the new owner packet and is registered, the front desk staff
should accept the RFTA for processing.

7. If the owner is registered, the RFTA should be logged in and forward to the Housing
Specialist.

8. Within 5 days of receiving the RFTA, the Housing Specialist will determine if the
requested rent is reasonable and process the RFTA by entering the applicable unit
information into Tenmast.

9. If the rent is not reasonable, the Housing Specialist will apprise the tenant and the

owner of the amount DHA will pay for the unit. The owner may accept or refuse the
amount DHA has determined to be reasonable. If the owner refuses to accept the
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reasonable amount, the family must contact the Housing Specialist and request a new
RFTA in writing.

If the rent is reasonable, the RFTA is forwarded to the Housing Inspector and Contract
Specialist.

The Inspector contacts the owner within 3-10 days to schedule the initial HQS
inspection.

The unit is inspected on the scheduled date. If the unit fails, the owner will have 15 days
to make the repairs and notify the Inspector that the unit is ready for follow-up
inspection.

If the deficiencies are not corrected in 15 days, the RFTA is voided and a new RFTA is
issued to the family.

The landlord will receive a Notice of Passed HQS Inspection and Move-In Confirmation
form when the unit has passed the HQS inspection. If the family moves in prior to the
passed inspection, they are responsible for any payments until and including the day of
the passed inspection.

The Notice of Passed Inspection provides an estimate of the Housing Assistance
Payment (HAP) and tenant’s portion of rent. Owners should make the family aware of
their estimated portion. The family should pay the estimated rent until DHA completes
the final rent calculation and HAP contract. A letter will be sent to the landlord and
tenant notifying them of the final HAP and tenant rent amounts.

Once the unit passes the initial inspection, the owner must complete and submit to DHA
the Move-In Confirmation form and lease signed by the owner and tenant within 5 days
of the family moving into the unit. The HAP contract will be prepared upon receipt of
these documents. The owner will be notified when the contract is ready to be signed.

The effective date of the contract HAP contract cannot be earlier than the day after
the family’s move-out date indicated on the Notice to Vacate or move-out extension
from their previous unit.

DHA is not responsible for any payments on a unit until the following has been
completed/submitted:

e Unit passed HQS inspection.

e DHA has determined that the requested rent is reasonable.
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e The landlord and tenant have executed a lease and the landlord has signed the
HAP contract with DHA.

19. Housing assistance payments are deposited directly into the designated account during
the first week of each month. The family pays its portion of the rent to the owner.
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