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Welcome 
 
Welcome to the Randolph County Housing Authority (RCHA) Section 8 Housing Choice 
Voucher Rental Assistance Program!  We hope this handbook will be helpful to you in 
providing a summary of our program.  This is a small sample of the HUD rules and 
regulations that govern our work.  While we tried to fit in most important information, 
there simply is no way to include everything.  So we encourage you, as owners of 
assisted units, prospective landlords for the program, or interested members of the 
community to ask questions.  While we are bound by the rules in large part, we are open 
to ideas and suggestions on how to improve.  Our staff is committed to providing 
professional, friendly service to all participants of the program.  If we don’t know the 
answer, we’ll research the issue to find out. We appreciate your participation in this 
program.  We believe it is working to make the communities we serve stronger and 
healthier.   
 

Program Overview 
 
The Section 8 Housing Choice Voucher (HCV) Program is a rental assistance program 
designed to help low income households afford safe, sanitary, decent housing.  Because 
the subsidy in this program is attached to the household rather than to a specific 
apartment, the family has flexibility in choosing a unit that best suits their household.  
Within program guidelines, we can assist families at single-family homes, duplexes, 
apartments, townhouses, and mobile homes. 
 
At Randolph County Housing Authority, we administer vouchers to families in five West 
Virginia counties including Randolph, Barbour, Tucker, Lewis and Pendleton.   
 
Eligibility for the HCV program is based on total gross income of the family and family 
size in comparison with median income for the jurisdiction.  Eligibility is limited to U.S. 
citizens and certain categories of eligible non-citizens.  Those with certain criminal 
histories may not be eligible. 
 

Landlord Benefits of HCV Program Participation 
 
Participation in the Section 8 HCV Program can be a winning situation for landlords on 
many levels: 
• As a landlord, you are guaranteed the Housing Assistance Payment (HAP), or 

housing authority portion of the rent, as long as the tenant family is a participant in 
the program.  RCHA direct deposits this portion of rent to your account the third 
working day of each month. (You can find a blank direct deposit sign-up form in the 
appendix of this handbook.) 

• As a member of the community, you can be confident that you are assisting to build 
healthy, diversified neighborhoods by providing safe, well-maintained rental units to 
those who may not otherwise have access to such housing opportunities while still 
receiving market rents for those units. 



 2 

• RCHA will inspect your unit prior to beginning assistance and at least once a year 
thereafter to ensure compliance with HUD’s prescribed Housing Quality Standards 
(HQS).  It is a terrific tool for the landlord to have an extra set of eyes assessing the 
safety, and therefore liability, issues for the unit, as well as the housekeeping and 
upkeep by the tenant.  Because your unit is consistently maintained, the resale value 
is protected and subsequent lease-ups are quicker. 

• Because your tenant has a responsibility under the program to comply with the lease 
(i.e. pay their portion of the rent), the rental assistance they receive is often an added 
incentive over that of a non-assisted tenant to pay their rent, follow the lease, etc.  

• Depending on how long the tenant has participated in the program, RCHA can often 
give you information on a tenant’s rental history and housekeeping habits, which is a 
real help during your tenant screening process.   

 
Responsibilities within the Section 8 HCV Program 

 
The Section 8 HCV Program forms a triangle of interrelated connections between the 
tenant, landlord and RCHA.   
 
 
 
                                                                     
                                                                      TENANT 
 
 
 
                                                     
 
 
 
                                           Lease                                                                              Voucher 
                                            
 
 
 
 
 
 
 
 
 
 
    OWNER/LANDLORD                                                                                       RCHA 
                                                                            HAP 
                                                                                                               Contract 
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Housing Authority Responsibilities 
 
Our goal is to ensure that our responsibilities are being met in the most prompt, 
professional, friendly manner possible.  The responsibilities of RCHA include, but are 
not limited to: 
• Process applicants to ensure they are eligible for the program, educated about 

responsibilities under the program, and provide information about how to search for 
a unit. 

• Review the information submitted on the RTFA to ensure that the unit is affordable 
for the family.  (The tenant portion of rent must be no less than 30% and no more 
than 40% of the family’s adjusted monthly income). 

• Inspect the rental unit prior to beginning assistance to ensure it meets Housing 
Quality Standards (HQS). 

• Ensure the owner is eligible under the rules of the program. 
• Make housing assistance payments to landlords in a timely manner. 
• Ensure through annual reviews and HQS inspections that the family and unit 

continue to qualify under the program guidelines. 
• Ensure that both the family and the owner continuously comply with program rules. 

 
Owner/Landlord Responsibilities 

 
The main role of the landlord in the voucher program is to provide decent, safe and 
sanitary housing to tenants at a reasonable rent.  For this to work effectively, the owner 
must: 
• Screen all applicants (both HCV participants and private) equally to determine if 

they will be good tenants.  You can evaluate them on many criteria, including 
o Payment of rent and utilities; 
o Housekeeping/upkeep habits; 
o History of being a good neighbor or disturbing the neighborhood; 
o Criminal history of activity that is a threat to others’ safety, property, or right 

to peaceful enjoyment of the neighborhood, etc. 
 
• Comply with all applicable Federal, State, and Local Regulations, Fair Housing 

Laws, and Landlord-Tenant Laws.  A few links that might assist you are: 
o Federal Laws - http://www.civilrights.org/fairhousing/laws/federal.html 
o WV State Code – http://www.legis.state.wv.us/WVCODE/Code.cfm 

 
• Enforce the Lease between yourself and your tenant.   

o Ensure the tenant pays their portion of rent.  Many landlords, in an effort to 
be kind, allow tenants to fall behind.  However, to let a low-income tenant 
build a large balance is not kind in the end, when the balance is so large they 
have no way to pay it.  It is one of the tenant’s obligations to pay their portion 
of the rent in full every month. 

http://www.civilrights.org/fairhousing/laws/federal.html�
http://www.legis.state.wv.us/WVCODE/Code.cfm�
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o RCHA suggests that you perform periodic landlord inspections at your units 
to check on the tenant’s housekeeping habits and/or identify necessary 
preventative repairs that may be necessary.  This keeps you from being 
surprised during an annual RCHA HQS inspection. 

 
• Maintain the rental unit to minimum HQS throughout the tenancy by making 

repairs or performing routine maintenance as necessary.   
o Comply with periodic inspections of assisted units by RCHA staff.  These 

will be performed at least annually. 
o Promptly make repairs to correct deficiencies reported by your tenant or 

RCHA staff in a timely fashion.   
o Make emergency repairs (i.e. no heat during cold weather, gas leak, water 

leak, etc.) within 24 hours of notification. 
 
• Comply with the HAP Contract between yourself and RCHA.  See information on 

HAP contracts beginning on page 11 of this handbook. 
• Keep RCHA updated on your contact information so that we may notify you 

either by phone or mail about scheduled inspections, inspection reports, or any 
interim issues that may arise. 

 
Tenant Family Responsibilities 

 
• Provide RCHA and the owner with complete and accurate information. 
• Find a unit that is eligible under the program and that is suitable for the family. 
• Comply with all family obligations under the HCV program, including but not 

limited to: 
o Attend all appointments scheduled by RCHA, 
o Comply with terms of the lease with the landlord, 
o Pay tenant portion of rent in a timely fashion, 
o Meet minimum housekeeping standards, and 
o Promptly notify owners of deficiencies at or damages to the rental unit. 

 
Becoming a Landlord 

 
 
• Required Paperwork 

o  If you have never dealt with the Section 8 HCV program, RCHA will ask 
you for certain information including legal proof of ownership, taxpayer 
identification information, direct deposit information, etc.  This is necessary 
to ensure we have everything necessary to properly and promptly process 
HAP according to program guidelines.   

• Property Managers Acting on Behalf of Owners 
o If you are the owner of the rental unit, but you plan on having someone else 

act on your behalf as property manager, you will need to give written 
permission to RCHA allowing that person to conduct rental business on your 
behalf. 
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• Ineligible Landlords 

o Under certain rare conditions, the Housing Authority must deny a Landlord 
participation in the HCV program.  Reasons for this would include: 
 The PHA has been notified by HUD that the owner has been debarred, 

suspended, or is subject to a limited denial of participation by HUD. 
 The government has instituted an administrative or judicial action 

against the owner for violation of the Fair Housing Act or other equal 
opportunity requirements. 

 The owner is the parent, child, grandparent, grandchild, sister or 
brother of any member of the tenant family.  An exception to this rule 
can be made as a reasonable accommodation for a family member 
with disabilities. 

 
The Lease-up Process 

 
The following steps are necessary to lease up a unit under the HCV program: 
• STEP 1:  Find a Tenant/Submit RFTA Paperwork   

o You will know if a prospective tenant has a voucher, because they will bring 
you Request for Tenancy Approval (RFTA) paperwork to complete.  Before 
completing the paperwork, you should: 
 Ask the tenant if they have submitted rent and utility information to 

RCHA to ensure the unit is affordable for them at the rent you are 
charging. 

 Screen the tenant as you would any other to determine they meet your 
standards. 

          See the sample RFTA in the appendix of this handbook for RFTA completion tips. 
 
• STEP 2:  Housing Authority Approves Unit and Tenancy 

o RCHA will review the RFTA to ensure the unit is affordable for the family 
o Within 15 days of RFTA receipt, RCHA will perform an initial inspection at 

the unit to ensure it meets HQS.  If it does not pass, a reasonable time will be 
given to make repairs.  (See more on HQS requirements on beginning on 
page 7 of this handbook.) 

o RCHA will review the unit and rent information to ensure the rent charged is 
reasonable in comparison to similar unassisted units in the area. 

 
• STEP 3:  HAP Contract and Lease Signed 

o Once the unit passes inspection, RCHA will draw up a HAP contract 
between itself and the Landlord.   
 The beginning date of the contract will be determined by when the 

unit passed inspection.  
 If the unit passed on or before the 20th of the month, the assistance 

will generally begin the same day.  If the unit passed after the 20th of 
the month, it will generally begin on the first day of the following 
month.   
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 RCHA will send the HAP Contract to you for your signature  
 RCHA will also send you notification of how much rent you should 

collect from the tenant and how much will be paid by the Housing 
Authority. 

o This is also the time the tenant and landlord will enter into a lease for the 
unit.  
 As a landlord, you may choose to use your own lease form, or 

RCHA’s model lease.   
 If you use your own lease form, it must include: 

• The name of the tenant family living in the unit, 
• The name of the landlord/owner, 
• The address of the unit rented, including apartment number, 
• The term of the lease, 
• The amount of monthly rent, 
• Which utilities are supplied and paid by the landlord, 
• Which utilities are supplied and paid by the tenant, and 
• Which appliances are supplied by the tenant or landlord. 

 No matter which lease form you choose, the dates on the lease must 
match the HAP Contract dates exactly. 

 No matter which lease form you choose, the HUD Tenancy 
Addendum must be attached.  You can find a copy of the HUD 
Tenancy Addendum in the appendix portion of this handbook. 

 Please note that when there is a difference between a landlord lease 
and the tenancy addendum, the tenancy addendum will control. 

 The initial lease for the unit must be one year. 
 As part of your lease negotiations, you will need to decide whether 

you will automatically continue the lease on a month-to-month basis 
after the first year, or if you will require the tenant to renew the lease 
for another year.   

 
• STEP 4:  Housing Assistance Payments Begin! 

o After you have signed and submitted the HAP Contract and lease, RCHA can 
begin paying HAP to the owner.  These payments will continue as long as the 
family remains eligible for the program and the unit qualifies under the 
program.  (See more information on terminations beginning on page 12 of 
this handbook). 

o RCHA direct deposits all recurring HAP payments on the third working day 
of each month.  In order for payment to be released on the third working day, 
new lease and contracts must be received by RCHA on or before the 20th of 
the previous month. 

o Payments for new contracts that miss the deadline for the third working day 
payments may receive initial payments on the 15th of the month (or first 
working day thereafter if the 15th is not a working day.)  In order for funds to 
be released on the 15th, the new lease and contract must be received by 
RCHA on or before the 10th of the month. 
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Housing Quality Standards (HQS) 
 
Housing Quality Standards (HQS) are not about beautification, but rather safety of your 
unit.  People deserve to live in safe, decent housing, and HQS helps to ensure that for 
program participants. 
 
It is especially nice all around for a rental unit to pass on the first inspection.  To help you 
prepare for the inspection, we have provided a room-by-room summary of what the 
inspector will be looking for, below.  Please note that the rules governing HQS are 
extensive, so this is only an overview HQS, and not an all inclusive list.   
 
• Living Room 

o Is there a living room? 
o Are there at least two working outlets  
                   Or 
      One working outlet and one working light fixture? 
o Is the room free of electrical hazards? 
o Can the windows and doors that are accessible from the outside be locked? 
o Is there at least one window, and are all windows free of signs of sever 

deterioration or missing or broken windowpanes? 
o Are the walls, ceilings, and floors in good condition and free of hazardous 

defects? 
• Kitchen 

o Is there a kitchen? 
o Are there at least one working outlet AND one working, permanently 

installed light fixture? 
o Is the kitchen free of electrical hazards? 
o Can the windows and doors that are accessible from the outside be locked? 
o Are all windows free of signs of deterioration or missing or broken 

windowpanes? 
o Are the walls, ceilings, and floors in good condition and free of hazardous 

defects? 
o Is there a working refrigerator that maintains a temperature low enough so 

that food does not spoil over a reasonable period of time? 
o Is there a working kitchen sink with hot and cold running water? 
o Does the sink have a functioning stopper? 
o Is there space to store, prepare, and serve food? 
o Is there a working oven and a stove (or range) with working burners? 

 If not, is there a microwave oven? 
 If there is a microwave oven, and it is owner-supplied, do other 

tenants have microwaves instead of ovens and stoves (or ranges)? 
 
• Bathroom 

o Is there a bathroom? 
o Is there at least one permanently installed light fixture? 
o Is the bathroom free of electrical hazards? 
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o Is there a window that can be opened or a working vent system? 
o Can the windows and doors that are accessible from the outside be locked? 
o Are all windows free of signs of deterioration or missing or broken 

windowpanes? 
o Are the walls, ceilings, and floors in good condition and free of hazardous 

defects? 
o Is there a working toilet in the unit, and is that toilet area private (i.e. 

separated from other areas with a door or curtain)? 
o Is there a working, permanently installed wash basin with hot and cold 

running water in the unit? 
o Is there a working tub or shower with hot and cold running water in the unit? 
o Do all sinks have a functioning stopper? 

 
• Other Rooms Used for Living and Halls 

o If the room is used as a bedroom, are there at least two working outlets or one 
working outlet and one working, permanently installed light fixture? 
 If the room is not used for sleeping, is there a means of illumination? 

o Is the room free of electrical hazards? 
o If the room is used as a bedroom, is there at least one window? 

 Are all windows free of signs of severe deterioration or missing or 
broken windowpanes? 

 Can the windows and doors that are accessible from the outside be 
locked? 

o Are walls, ceilings, and floors in good condition and free of hazardous 
defects? 

o Is there a working smoke detector on each level? 
 Do the smoke detectors meet the requirements of the Fire 

Administration Authorization Act of 1992? 
 In units occupied by the hearing impaired, is there an alarm system 

connected to the smoke detector? 
 
• All Secondary Rooms (not used for living, such as a laundry room) 

o Can the windows and doors that are accessible from the outside be locked? 
o Are all rooms free of electrical hazards? 

 
• Building exterior 

o Is the foundation sound and free of hazards? 
o Are all the exterior stairs, rails and porches sound and free of hazards? 
o Are the roof, gutters, and downspouts sound and free of hazards? 
o Are exterior surfaces sound and free of hazards? 
o Is the chimney sound and free of hazards? 
o If the unit is a manufactured home, is it properly placed and tied down? 

 RCHA will require written owner certification that manufactured 
homes are properly tied down when the inspector is unable to visually 
verify. 
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• Heating and Plumbing 

o Is the heating equipment capable of providing adequate heat to all rooms used 
for living? 

o Is the unit free of unvented fuel-burning space heaters and other unsafe 
heating conditions? 

o Do the windows allow for adequate ventilation and cooling, or is there a 
working cooling system? 

o Is the water heater safely located, equipped and installed? 
o Is the unit served by an approved public or private sanitary water supply? 

 RCHA will require units at which water is supplied from a well to 
have a well water test performed, at the cost of the owner, by the 
county Health Department or a professional water testing company to 
determine if the water is safe.  

 Written test results must be provided to RCHA within 60 days of the 
initial inspection, and before assistance at the unit can begin. 

o Is the plumbing free of major leaks or corrosion that causes serious and 
persistent levels of rust or contamination in the drinking water? 

o Is the plumbing connected to an approved public or private disposal system, 
and is it free of sewer back-up? 
 At units served by a septic system, RCHA will require written owner 

verification that the septic system is properly installed, adequate for 
the unit, and functioning properly.   

 
 

• General Heath and Safety  
o Can the unit be entered without having to go through another unit? 
o Is there an alternative fire exit from the building that is not blocked and that 

meets local or state regulations as an acceptable exit? 
o Is the unit free of rats and severe infestations of mice or vermin? 
o Is the unit free of heavy accumulation of garbage or debris inside and 

outside? 
o Are there adequate covered facilities for temporary storage and disposal of 

food wastes, and are they approved by a local agency? 
o Are interior stairs and common halls free of hazards (i.e., inadequate lighting, 

missing or insecure railings, and loose, broken or missing steps?) 
o Do all elevators have a current inspection certificate?  Are they working and 

safe? 
o Is the unit free of abnormally high levels of air pollution from vehicular 

exhaust? 
o Are the site and immediate neighborhood free of conditions that would 

seriously and continuously endanger the health or safety of the residents? 
o Whatever is present in the unit, whether required under HQS or not, must 

work. 
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 For example, the unit is not required to have a dishwasher.  However, 
if a dishwasher is present, it must work properly.   

o All windows that are designed to be openable must open, and stay open 
without props. 

o All openable windows must have screens. 
o Is there a working smoke detector on each level? 

 Do the smoke detectors meet the requirements of the Fire 
Administration Authorization Act of 1992? 

 In units occupied by the hearing impaired, is there an alarm system 
connected to the smoke detector? 

o Are painted surfaces free of defective paint or adequately treated? 
 Of special concern is potential lead poisoning of children under six 

years of age. 
 If the unit was constructed before 1978 AND there is more than a 

certain square footage of chipped/peeling paint,  the following rules 
will apply: 

• If you own a pre-1978 unit that requires paint stabilization, 
you must hire a certified lead-based paint inspector or risk 
assessor to determine if the paint in question is lead based. 

• If it is determined the paint is not lead based, your normal 
workmen may complete the work. 

• If it is determined the paint is lead based, workmen certified in 
lead based paint abatement must perform the work.  They must 
use safe work practices to protect the occupants. 

• The owner must obtain a certificate from the certified workers 
that the lead based paint was successfully abated before 
assistance can begin at that unit.   

 
• Most Common Fail Conditions include: 

o Nonfunctional Smoke Detectors (usually the battery) 
o Missing or cracked electrical outlet cover plates 
o Chipping/peeling paint 
o Inoperable stove burners  
o Improperly installed hot water tank discharge lines 
o Missing window screens 
o Failure of windows to stay open without props 
o Missing or inoperable sink stoppers 

 
• Violations of HQS 

o HQS Regulations must be met prior to approving a unit for the program and 
throughout participation in the program. 

o If a unit is found to be in violation of HQS at any time during participation in 
the program, the owner will be notified and given a reasonable time to correct 
the deficiencies. 
 Life Threatening or Emergency deficiencies (i.e. no heat during cold 

weather) must be corrected within 24 hours. 
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 Non-emergency Deficiencies usually must be corrected within 30 
days.  Extensions are given rarely, and then only for very specific (i.e. 
weather related) issues. 

o Failure to complete repairs by the deadline will result in abatement of HAP.   
 During the period of abatement, RCHA will make no HAP to the 

landlord. 
 During the period of abatement, the tenant is still responsible ONLY 

for their portion of the rent. 
 HAP can resume effective the date the unit passes the reinspection.   
 Abatements are necessary because tenants deserve to live in a safe, 

decent, sanitary conditions ensured by HQS, and failure to provide 
such conditions is in violation of HUD’s regulations. 

o Since prolonged deficiencies can cost landlords rent money, it is important to 
make repairs in a timely fashion. 

 
The Housing Assistance Payments Contract 

 
The Housing Assistance Payments Contract is the contract between the owner and 
RCHA.  There is a sample HAP Contract in the appendix section of this handbook for 
your review.  As always, we encourage you to read all documents thoroughly.  However, 
here are some especially important highlights: 
 
• Security Deposit 

o The HCV program is unable to assist tenants with their security deposits. 
o RCHA encourages owners to collect security deposits from their tenants. 
o The HAP contract states that the Landlord may collect security deposits from 

their tenants. 
o The owner/landlord may not collect a security deposit in excess of what they 

would collect from unassisted tenants. 
• Side Payments 

o The owner must collect only the contract rent agreed to in the HAP Contract 
and associated Lease. 

o Owners are not permitted to collect side payment from the tenant or anyone 
on the tenant’s behalf. 

• Rent Increases 
o No rent increase is available during the first year of tenancy. 
o After the first year, a rent increase requires proper written notice from the 

landlord delivered to both the tenant and RCHA on or before the first of a 
month to be effective at least 60 days thereafter. (i.e.  Written notice 
delivered to the tenant and RCHA on or before April 1 to be effective June 1) 

• Lease Renewals 
o Please note that if you make the choice to have your tenant resign a lease 

each year (rather than go month-to-month after the initial one year term), you 
could be required to enter into a new HAP contract as well.  In this case, you 
will be unable to raise rent until the effective date of the lease renewal. (This 
will still require a proper 60 day notice.) 
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• Changes in the lease terms 
o Changes in the lease, such as who is responsible for a utility or what kind of 

stove (gas or electric), require prior approval by RCHA AND will require a 
new one year lease and contract commitment from both the tenant and 
landlord. 

• Tenant Move-Out 
o The owner must notify RCHA if the tenant moves out of the unit.  

• Evictions  
o The owner must provide RCHA copies of all eviction notices and associated 

correspondence with the tenant 
o During the first year of any HAP contract, the owner may only evict the 

tenant through magistrate court.   
o See the Termination of Tenancy/HAP Contract section of this handbook, 

below, for more information. 
 

Termination of Tenancy / HAP Contract 
  
• Termination of Tenancy by the Tenant Family 

o The family may terminate their tenancy in accordance with the lease and 
tenancy addendum.   

o The family may not terminate their tenancy during the first year or during the 
term of a lease/contract except in cases where they can provide written 
documentation from a treating professional that it is medically necessary for 
them to move. 

o Tenant may give proper notice to move by providing that notice in writing to 
the landlord and RCHA on or before the first of a month to be effective at the 
end of that month.   
 When in a lease, the effective date of this notice must correspond with 

the expiration date of the lease.   
 When the tenant is on a month-to-month basis, this 30 day notice can 

be effective at the end of any month.   
 

• Landlord termination of tenancy/contract 
During the term of the lease, the owner may terminate the tenancy only for: 
o Serious or repeated violations of the lease. 
o Violations of federal, state, or local law that impose obligations on the tenant 

in connection with the use or occupancy of the unit or premises. 
o Other good cause, including: 

 Failure of the family to accept the offer of a new lease or revision; 
 Tenant family history of disturbance of neighbors, destruction of 

property, or housekeeping habits resulting in damage to the property; 
 The owner’s desire to use the unit for personal or family use, or a 

purpose other than residential; 
 Business or economic reasons, such as the sale of the property or 

renovation of the unit; and/or 
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 Involvement in any criminal or illegal activity that threatens the safety 
or right to peaceful enjoyment of the premises by other residents in 
the immediate vicinity or any drug-related or violent criminal activity 
on or near the premises. 

o Owner must give the tenant and RCHA written notice of grounds for 
termination of tenancy at or before the commencement of eviction 
proceedings.   

o The owner must give RCHA a copy of any eviction notice to the family. 
o During the initial one year lease term, or a subsequent one year lease/contract 

term, the owner may only evict the tenant through court action. 
o If the tenant is month-to-month or the effective date of the eviction coincides 

with the renewal date of the lease, the owner may choose to give a proper 30 
day eviction notice to the family on or before the first of a month to be 
effective at the end of that month. In this case, the eviction would not require 
court action. 

 
• RCHA Termination of Housing Assistance 

o If RCHA terminates rental assistance for the family, the HAP contract 
automatically terminates.   

o RCHA will always provide the owner with written notice of the termination 
of assistance.   

o Rental assistance can be terminated for failure to comply with family 
obligations under the program as well as for serious and repeated violations 
of the lease.   

 
• The Violence Against Women Act (VAWA) 

o Under VAWA, landlords may not consider actual or threatened domestic 
violence, dating violence, or stalking as a cause for terminating the tenancy or 
occupancy of the victim.   

o The owner may still terminate the tenancy of the victim if they do so for a 
lease violation unrelated to the domestic violence or the victim’s presence in 
the unit causes an imminent threat to others due to the situation. 

o VAWA provides the same protections to male victims of domestic violence 
as to female victims. 

o The landlord may bifurcate a lease, or divide the lease to remove the 
perpetrator from the lease (whether or not they are a signatory to the lease) 
while allowing the victim to remain at the unit without being penalized.   

 
Thank You! 

 
We hope this summary of the Section 8 Housing Choice Voucher Rental Assistance 
Program has been helpful to you as a current or prospective landlord.  We welcome you 
to contact us with any questions, comments, or suggestions you may have.  On the 
following page is a list of contact information and staff members associated with the 
program 
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Randolph County Housing Authority 
304-636-6495 

www.rchawv.org  
 
 
 

Angela White      Lisa Shaffer 
Occupancy Specialist     Occupancy Specialist 
x21       x20 
awhite@rchawv.org     lshaffer@rchawv.org  
 

 
Laura Chenoweth     Michelle Phares 
Section 8 Inspector     FSS Coordinator 
x14       x36 
lchenoweth@rchawv.org    mphares@rchawv.org 
 
 
Karen Jacobson     Laura Ward 
Executive Director     Section 8 Program Manager 
x16       x22 
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SECTION 8 LANDLORD HANDBOOK 
GLOSSARY 

 
A 
ACCESSIBLE:  The facility or portion of the facility can be approached, entered, and used by 
individuals with physical handicaps. 
 
ADJUSTED ANNUAL INCOME: The total of gross annual income minus allowable expenses.   
 
ADJUSTED MONTHLY INCOME: Monthly income, less allowable HUD deductions.   
 
ADJUSTED INCOME: Annual income, less allowable HUD deductions. 
 
ANNUAL INCOME: The anticipated total income of an eligible family from all sources for the 12-
month period following the date of determination of income.   
 
APPLICANT: A family that has applied for admission to a program but is not yet 
a participant in the program. 
 
 
B 
BIFURCATE: To divide a lease as a matter of law such that certain tenants can be evicted or 
removed while the remaining family members’ lease and occupancy rights are allowed to remain 
intact.   
 
BLIGHTED STRUCTURE: A structure is blighted when it exhibits objectively determinable signs 
of deterioration sufficient to constitute a threat to human health, safety, and public welfare. 
 
BUILDING CODE: A set of building construction requirements developed and administered by 
national and local bodies to ensure that buildings meet certain minimum standards for structural 
integrity, safety, design, and durability.  
 
 
C 
CERTIFICATION: The documentation and verification process required of HUD managers in order 
to determine initial and continued income and eligibility under Section 8 guidelines. Recertification is 
required at least once each year.  
See also Recertification.   
 
CODE OF FEDERAL REGULATIONS (CFR): The Code of Federal Regulations (CFR) is the 
codification of the general and permanent rules published in the Federal Register by the executive 
departments and agencies of the federal government. It is divided into 50 titles that represent broad 
areas subject to federal regulation. Each volume of the CFR is updated once each calendar year and is 
issued on a quarterly basis. 
 
COHEAD: An individual in a household who is equally responsible for the lease with the head of 
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household.  A family may have a cohead or spouse but not both.  A cohead never qualifies as a 
dependent.  
 
CONTRACT RENT:  See Rent to Owner.   
 
 
D 
DATING VIOLENCE:  Violence committed by a person who is or has been in a social relationship 
of a romantic or intimate nature with the victim; and where the existence of such a relationship shall 
be determined based on a consideration of the following factors: the length of the relationship, the 
type of relationship, and the frequency of interaction between the persons involved in the relationship. 
 
DEPENDENT: a member of a family (excluding the family head, spouse, and any foster children) 
who is under 18 years of age, is a disabled person, or is a full-time student.   
 
DISABILITY: A physical or mental impairment that substantially limits one or more of the major life 
activities of such for an individual. 
 
DISABLED FAMILY A family whose head, spouse, or sole member is a person with disabilities; or 
two or more persons with disabilities living together, or one or more persons with disabilities living 
with one or more live-in aides. 
 
DOMESTIC VIOLENCE: Felony or misdemeanor crimes of violence committed by a current or 
former spouse of the victim, by a person with whom the victim shares a child in common, by a person 
who is cohabitating with or has cohabitated with the victim as a spouse, by a person similarly situated 
to a spouse of the victim under the domestic or family violence laws of the jurisdiction receiving grant 
monies, or by any other person against an adult or youth victim who is protected from that person’s 
acts under the domestic or family violence laws of the jurisdiction. 
 
DRUG-RELATED CRIMINAL ACTIVITY: Drug trafficking or the illegal use of or possession of 
a controlled substance or the possession of such substance with an intent to manufacture, sell, or 
distribute it.   
 
DRUG TRAFFICKING:  The illegal manufacture, sale, or distribution, or the possession with intent 
to manufacture, sell, or distribute, of a controlled substance as defined in section 102 of the Controlled 
Substances Act (21 U.S.C. 802). 
 
 
E 
ELDERLY FAMILY: a family whose head, spouse, or sole member is a person who is at least 62 
years of age; or two or more persons who are at least 62 years of age living together; or one or more 
persons who are at least 62 years of age living with one or more live-in aids. 
 
EXTREMELY LOW-INCOME FAMILIES: Families whose incomes are no higher than 30% of 
the area median income – the QWHRA Act of 1998 (implemented in April 2000) requires that no less 
than 40% of new Section 8 assisted unit leases each year are to be targeted to extremely low income 
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families. 
 
 
F 
FAIR HOUSING ACT: 1968 act (amended in 1974 and 1988) providing the HUD Secretary with 
fair housing enforcement and investigation responsibilities. A law that prohibits discrimination in all 
facets of housing on the basis of race, color, national origin, religion, sex, familial status, or disability. 
 
FAIR MARKET RENT (FMR): The amount that must be paid in a given area to rent existing, 
privately owned housing of a modest nature, with suitable amenities, and in decent, safe, and sanitary 
conditions.  FMRs are established by HUD.  They vary by unit size as well as by housing market area 
and include the cost of all utilities expect phone.   
 
FAMILY RENT TO OWNER: The rent to the owner minus the housing assistance payment. 
 
FAMILY SELF-SUFFICIENCY: A program developed by a PHA to promote self-sufficiency of 
assisted families including the provision of supportive services.   
 
FAMILY SHARE: The portion of rent and utilities paid by a family.   
 
FAMILY UNIT SIZE: The appropriate number of bedrooms for a family, as determined by the PHA 
under the PHA subsidy standards. 
 
FEDERAL REGISTER: Published by the Office of the Federal Register, National Archives and 
Records Administration (NARA), the Federal Register is the official daily publication for rules, 
proposed rules, and notices of federal agencies and organizations, as well as executive orders and 
other presidential documents. www.gpoaccess.gov/fr 
 
 
G 
GROSS RENT: The sum of the rent to owner plus any utility allowance.  If there are no tenant-paid 
utilities, the rent to owner equals the gross rent. 
 
 
H 
HEAD OF HOUSEHOLD: The person who assumes legal and financial responsibility for a 
household and is listed on a housing application as its head.   
 
HOUSING ASSISTANCE PAYMENT (HAP): The monthly assistance payment a PHA makes to 
the owner for the rent to owner under the family’s lease.  This may include an additional payment to 
the family if the total assistance payment exceeds the rent to owner.   
 
HOUSING ASSISTANCE PAYMENT (HAP) CONTRACT:  A written agreement between a 
PHA and a housing owner for the purpose of providing housing assistance payments to the owner on 
behalf of an eligible family.  A HAP contract defines the responsibility of both the PHA and the 
owner.   

http://www.gpoaccess.gov/fr�
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HOUSING CHOICE VOUCHER (HCV): a document issued by a PHA to a family selected for 
admission to the Section 8 Housing Choice Voucher Program.  The voucher describes the program 
and the procedures for PHA approval of a unit selected by the family.  At RCHA vouchers are issued 
for 120 days.  Extensions are rarely given and generally only in cases where a reasonable 
accommodation for a person with disabilities is necessary.  See also Voucher.   
 
HOUSING CHOICE VOUCHER PROGRAM: The Section 8 tenant-based rental assistance 
program in which a family selects a privately owned rental unit, and the family, the PHA and the 
owner of the unit enter into a legal agreement with one another.  Sometimes called voucher program.   
 
HOUSING QUALITY STANDARDS: The HUD minimum quality standards for housing assisted 
under the Section 8 Program.   
 
HOMELESS: An individual who lacks a fixed, regular, and adequate nighttime residence; as well an 
individual who has a primary nighttime residence that is a supervised publicly or privately operated 
shelter designed to provide temporary living accommodations, an institution that provides a temporary 
residence for individuals intended to be institutionalized; or a public or private place not designed for, 
or ordinarily used as, a regular sleeping accommodation for human beings. 
 
HOUSEHOLD: All the people who occupy a housing unit. A household includes the related family 
members and all the unrelated people, if any, such as lodgers, foster children, wards, or employees 
who share the housing unit. A person living alone in a housing unit, or a group of unrelated people 
sharing a housing unit such as partners or roomers, is also counted as a household. 
 
HOUSING MARKET AREA: A geographic region from which it is likely that renters/purchasers 
would be drawn for a given housing project. A housing market area most often corresponds to a 
Metropolitan Statistical Area (MSA). 
 
HUD: The Department of Housing and Urban Development or its designee.   
 
HUD USER: An information resource from HUD's Office of Policy Development and Research 
offering a wide range of low- and no-cost content of interest to housing and community development 
researchers, government officials, academics, policymakers, and the American public. HUD USER is 
the primary source for federal government reports and information on housing policy and programs, 
building technology, economic development, urban planning, and other housing-related topics.  
www.huduser.org 
 
 
I 
INCOME:  Income from all sources of each member of the household, as determined in accordance 
with criteria established by HUD.  
 
INCOME INFORMATION:  means information relating to an individual's income, including: 

- All employment income information known to current or previous employers or other income 
sources 

http://www.huduser.org/portal/glossary/glossary_o.html#pdr�
http://www.huduser.org/�
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- All information about wages, as defined in the State's unemployment compensation law, 
including any Social Security Number; name of the employee; quarterly wages of the 
employee; and the name, full address, telephone number, and, when known, Employer 
Identification Number of an employer reporting wages under a State unemployment 
compensation law 

- Whether an individual is receiving, has received, or has applied for unemployment 
compensation, and the amount and the period received 

- Unearned IRS income and self-employment, wages and retirement income 
- Wage, social security, and supplemental security income data obtained from the Social 

Security Administration. 
 

INCOME LIMIT: Determines the eligibility of applicants for HUD's assisted housing programs.  
 
 
J 
 
K 
 
 
L 
LANDLORD: Either the legal owner of a property or the owner’s designated representative or 
managing agent.  
 
LEAD-BASED PAINT: Paint or other surface coatings that contain lead equal to or exceeding 1.0 
milligram per square centimeter or 0.5 percent by weight or 5,000 parts per million (ppm) by weight. 
 
LEASE: A written agreement between an owner and an eligible family for the leasing of a housing 
unit.   
 
LOW-INCOME HOUSEHOLD: A household whose income does not exceed 80 percent of the 
median income for the area, as determined by HUD, with adjustments for smaller or larger families. 
HUD may establish income ceilings higher or lower than 80 percent of the median for the area median 
on the basis of HUD's findings that such variations are necessary because of prevailing levels of 
construction costs or fair market rents, or unusually high or low family incomes. 
 
LOW-INCOME RENTAL ASSISTANCE (Section 8 Vouchers):  HUD assists low- and very low-
income families in obtaining decent, safe, and sanitary housing in private accommodations by making 
up the difference between what they can afford and the approved rent for an adequate housing unit. 
 
 
M 
MANUFACTURED HOME: A manufactured structure that is built on a permanent chassis, is 
designed for use as a principal place of residence, and meets the HQS. A special housing type: see 
§982.620 and §982.621. 
 
MANUFACTURED HOME SPACE: In manufactured home space rental: A space leased by an 
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owner to a family. A manufactured home owned and occupied by the family is located on the space. 
See §982.622 to §982.624. 
 
MINIMUM RENT: In 1995, legislation was passed requiring residents of HUD housing to pay a 
minimum amount. The current minimum rent for RCHA’s HCV program is currently $50 per month.   
 
MINOR: A member of a family under 18 years of age who is not the head, spouse, live-in aide, or 
foster child/adult.     
 
MONTHLY INCOME: One twelfth of annual income before allowances. 
 
 
N 
NET FAMILY ASSETS:  The value of equity in savings, checking, IRA, and Keogh accounts, real 
property, stocks, bonds, and other forms of capital investment.   

 
NONPROFIT HOUSING ORGANIZATION: Any private organization that is organized under 
state or local laws; has no part of its net earnings inuring to the benefit of any member, founder, 
contributor, or individual; and has a long-term record of service in providing or financing quality 
affordable housing for low-income families through relationships with public entities. 
 
 
O 
OWNER: Any private person or entity, including a cooperative, an agency of the federal government, 
or a public housing agency, having the legal right to lease or sublease dwelling units. 
 
 
P 
PARTICIPANT:  A family that has been admitted to the PHA program and is currently assisted in 
the program. The family becomes a participant on the effective date of the first HAP contract executed 
by the PHA for the family (first day of initial lease term). 
 
PAYMENT STANDARD: The maximum monthly assistance payment for a family assisted in the 
voucher program.  The PHA sets a payment standard between 90% and 110% of the current HUD 
published fair market rent (FMR).   
 
PERSON WITH DISABILITIES: For the purposes of program eligibility, a person who has a 
disability as defined in federal law [42 U.S.C. 423 or 42 U.S.C. 6001] or a person who has a physical 
or mental impairment expected to be of long and indefinite duration and whose ability to live 
independently is substantially impeded by that impairment but could be improved by more suitable 
housing conditions.  This includes persons with AIDS or conditions arising from AIDS but excludes 
persons whose disability is based solely on drug or alcohol dependence.  For the purpose of 
reasonable accommodation, a person with disabilities is a person with a physical or mental 
impairment that substantially limits one or more major life activities, a person regarded as having such 
impairment, or a person with a record of such impairment.   
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PORTABILITY:  The ability of a family to move with its HCV tenant-based assistance from the 
jurisdiction of one PHA to that of another. 
 
PREMISES:  The building or complex in which a dwelling unit is located, including common areas 
and grounds. 
 
PUBLIC HOUSING AGENCY (PHA): Any state, county, municipality, or other governmental 
entity or public body, or agency or instrumentality of these entities that is authorized to engage or 
assist in the development or operation of low-income housing under the U.S. Housing Act of 1937. 
 
PUBLIC ASSISTANCE: Welfare or other payments to families or individuals, based on need, which 
are made under programs funded, separately or jointly, by Federal, state, or local governments. 
 
 
Q 
 
 
R 
REASONABLE ACCOMODATION: Under the Fair Housing Act, a reasonable accommodation is 
a change, exception, or adjustment to a rule, policy, practice, or service.  Persons with disabilities may 
need either a reasonable accommodation or a reasonable modification, or both, in order to have an 
equal opportunity to use and enjoy a dwelling.   
 
REASONABLE MODIFICATION: A structural change made to the premises or a tenant’s unit.  
Federal fair housing laws allow persons with disabilities to make adjustments to their rental units at 
their expense.  Persons with disabilities may need either a reasonable accommodation or a reasonable 
modification, or both, in order to have an equal opportunity to use and enjoy a dwelling.   
 
RECERTIFICATION:  The documentation and verification process required to be 
performed by HUD managers at least once each year. The “annual recertification” begins 
approximately 90 -120 days prior to each resident’s anniversary date. “Interim recertifications” take 
place when a resident informs management of a significant change in income during the course of the 
rental contract year.  
 
RENTAL SUBSIDY: Housing assistance payment usually equal to the difference 
between the tenants share of the rent and the rent charged by the owner.  The tenant rent contribution 
is generally the highest of: a) 30% of adjusted monthly income; b) 10% of the person’s monthly 
income; or c) the welfare assistance payment adjusted for or designated as housing cost 
 
RENT INCREASE:  
 
RENT REASONABLENESS: A rent to owner that is not more than either the rent charged for 
comparable units in the private unassisted market or the rent charged by the owner for a comparable 
unassisted unit in the building or on the premises.  Sometimes called reasonable rent.   
 
RENT TO OWNER: The monthly rent payable to the owner under the lease.  Rent to owner includes 
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payment for any services, maintenance, and utilities to be provided by the owner in accordance with 
the lease.   
 
REQUEST FOR TENANCY APPROVAL (RFTA): A PHA form completed by an owner and 
family and used by the PHA to determine whether a unit is eligible and a lease complies with program 
requirements.   
 
 
S 
SECTION 8: Section 8 is a rental assistance subsidy. The subsidy may be paid either directly to the 
owners as a project-based rental assistance subsidy or to the program participant/tenant as a tenant-
based rental assistance subsidy.  RCHA operates a tenant-based rental assistance subsidy in the form 
of the Housing Choice Voucher Program.   
 
SECTION 8 HOMEOWNERSHIP PROGRAM: Allows low-income families who qualify for 
Section 8 rental assistance to use their vouchers to pay for homeownership costs under a mortgage. 
 
SECURITY DEPOSIT: A dollar amount (maximum set according to the regulations) which can be 
used for unpaid rent or damages to the owner upon termination of the lease. 
 
SINGLE FAMILY PROPERTY: A single-unit family residence, detached or attached to other 
housing structures. 
 
SPOUSE:  The marriage partner of a head of household.   
 
STALKING: To follow, pursue, or repeatedly commit acts with the intent to kill, injure, harass, or 
intimidate; or to place under surveillance with the intent to kill, injure, harass, or intimidate another 
person; and in the course of, or as a result of, such following, pursuit, surveillance, or repeatedly 
committed acts, to place a person in reasonable fear of the death of, or serious bodily injury to, or to 
cause substantial emotional harm to that person, a member of the immediate family of that person, or 
the spouse or intimate partner of that person. 
 
SUBSIDY STANDARDS: Standards established by a PHA to determine the appropriate number of 
bedrooms and amount of subsidy for families of different sizes and compositions. 
 
T  
TENACY ADDENDUM: A HUD-designed addition to an owner’s lease that includes, word for 
word, all HUD-required language.   
 
TENANT:  The person or persons (other than a live-in aide) who executes the lease as lessee of the 
dwelling unit. 
 
TENANT-BASED RENTAL ASSISTANCE 
Payments made to qualified low- and very-low income persons which is not tied to a facility, but is 
portable (stays with the qualified person) in the form of a Section 8 voucher. 
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TOTAL TENANT PAYMENT (TTP): The total amount the HUD rent formula requires a tenant to 
pay toward rent and utilities.   
 
U 
U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT (HUD): Established in 
1965, HUD's mission is to increase homeownership, support community development, and increase 
access to affordable housing free from discrimination. To fulfill this mission, HUD will embrace high 
standards of ethics, management and accountability and forge new partnerships — particularly with 
faith-based and community organizations — that leverage resources and improve HUD's ability to be 
effective on the community level.  
 
UNIT:  Residential space for the private use of a family. The size of a unit is based on the number of 
bedrooms contained within the unit.   
 
UTILITY ALLOWANCE:  The PHA’s estimate of the average monthly amount needed to pay for 
utilities by an energy-conscious household.  If all utilities are included in the household’s rent, there’s 
no utility allowance.  A utility allowance varies by unit size and type of utilities.   
 
UTILITY REIMBURSEMENT:  In the voucher program, the portion of the housing assistance 
payment which exceeds the amount of rent to owner, and is given to the family to assist with utilities.   
 
UTILITY HOOK-UP CHARGE:  In a manufactured home space rental: Costs payable by a family 
for connecting the manufactured home to utilities such as water, gas, electrical and sewer lines. 
 
V 
VIOLENCE AGAINST WOMEN ACT (VAWA): Signed into law in 2006, this federal law 
protects victims of domestic violence, dating violence, sexual assault, and stalking who live in public, 
assisted and other types of housing and endures that such victims have meaningful access to the 
criminal justice system without jeopardizing their housing.   
 
VIOLENT CRIMINAL ACTIVITY:  Any illegal criminal activity that has as one of its elements 
the use, attempted use, or threatened use of physical force against the person or property of another. 
 
VOUCHER: See Housing Choice Voucher (HCV). 
 
VOUCHER PROGRAM: See Housing Choice Voucher (HCV) Program. 
 
 
W 
 
X 
 
Y  
 
Z 
 



Request for Tenancy Approval (RFTA) Completion Tips 
 
The RFTA is an important document.  It is your notification to Randolph County 
Housing Authority that you will rent your rental unit to a specific program participant. It 
gets the ball rolling on the lease-up.   As such, it is important that you fill the form out 
correctly and completely.   
 
We thought we would share a few tips with you about proper completion of the form, 
based on our experiences with incomplete/inaccurate responses in the past.  Remember, 
you can always call to ask questions. 
 
Please remember that it can take up to 15 days from the date we receive the properly 
completed RFTA form to perform an inspection, and that assistance cannot begin until a 
unit passes inspection. 
 

Field Tip 
2 – Address of unit Please be sure to include ALL address information, 

including city.  We serve 5 counties, and there are lots of 
Main Streets. 
If the unit is in a rural area or especially hard to find, please 
attach a sheet with directions to the unit. 

3 – Requested Beginning 
date of Lease 

This is the date you would like the lease to begin.  
Remember, the unit must pass inspection before the lease 
and contract can begin. 

4 – Number of Bedrooms Please list all bedrooms, even if the tenant will be using one 
of the bedrooms for a different purpose 

5 – Year Constructed This is very important, especially for purposes of evaluating 
the unit for possible lead paint hazards.  If you are unsure of 
the specific date, and cannot find the answer with a bit of 
research, please at least let us know if it is pre-1978 or post-
1978. 

6 – Proposed Rent This is the rent that you and the tenant have agreed to.  If we 
process the unit lease-up at this rent, you may not collect 
any additional amounts from the tenant. 

7 – Security Deposit  This is the total amount of security deposit you will charge 
the tenant.  Remember, you can charge the tenant only what 
you charge or would charge unassisted tenants at the same 
or similar unit. 

8 – Date unit available for 
Inspection 

This is the date you will have the unit available for 
inspection.  Except under certain rare circumstances, this 
date should be no more than 15 days from the date you 
complete the form.   
Remember that the clock is ticking on the tenant’s voucher, 
so be sure the unit is ready or can be ready in a reasonable 
amount of time before completing the paperwork. 

9 – Housing Type Choose type of housing.  Duplexes are semi-detached.  



Walk-ups are 4 stories or less.  High-rises are 5 stories or 
more. 

10 – Type of Subsidy Complete this section only if you receive subsidy for the 
property other than from the RCHA HCV program 

11 – Utilities and 
Appliances 

This is REALLY important, and where most mistakes are 
made.   

1. Please choose the heating utility for unit heat, cook 
stove and water heater by marking the appropriate 
box. 

2. In the provided by column, please mark who has 
provided the utility or appliance by placing a T for 
tenant or O for landlord in the box.  This will nearly 
always be the owner, because the owner has made the 
utilities accessible at that unit.  The only items that 
are normally marked as tenant provided are the 
refrigerator and/or stove, and then only if those items 
actually belong to the tenant. 

3. In the paid by column, please mark who is 
responsible for paying the associated utility bill by 
marking T for tenant or O for Landlord.  If the tenant 
is providing their own refrigerator and/or stove, these 
items will be marked with a T.  If the stove and/or 
refrigerator belong to the owner, they will be marked 
with an O.   

          Please remember, it is a violation of program rules to 
          list that an owner will pay the utility, but have it in the 
          name of the tenant OR to list that the tenant will pay  
          the utility and have it in the name of the owner.  

12a – Owner Certification 
        Comparable rents 
       to private tenants 

If your property consists of 4 or more units, please complete 
according to the instructions.   
If your property consists of 3 or less units, please mark n/a. 

12b  - Owner Certification 
           Renting from a  
           Relative 

No completion needed. 
This is reminding you that no one in the owner’s household 
can be related in certain ways to anyone in the tenant’s 
household. 

12c – Owner Certification 
        Age of Unit  

Please mark the appropriate statement regarding the age of 
your unit in reference to lead paint hazards. 

13, 14 & 15 – Tenant 
Screening, Tenancy 
Addendum, and Unit 
Inspection 

No completion needed. 
These remind you of landlord and PHA obligations 
associated with the program. 
 

Signature Area Please ensure that the owner has completed the area on the 
left hand side and that the tenant has completed the area on 
the right hand side.  We will not consider this form 
complete or schedule an inspection until all parties have 
signed. 
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