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Getting Started 
Congratulations!  You have been selected to participate in the 
Housing Choice Voucher Program.  That means that when you 
find housing that qualifies for our program, possibly including the 
housing you currently occupy, we can help you pay your rent if 
your eligibility status has not changed.   
 
Sound like a good deal?  It is! 
 
Included with this New Admission Packet are a letter, associated 
paperwork, and a return envelope.  It is important that you 
complete and sign this paperwork, make copies of requested 
documents, and send it all to our office by the due date stated in 
the letter.   

If we do not receive your paperwork by the due date it will be 
assumed that you are no longer interested in obtaining rental 
assistance and the opening reserved for you will be assigned 
to someone else.  Your name will be removed from the waiting 
list and your request for rental assistance will be given no 
further consideration.   

Next Steps 
Once we get your paperwork, we can begin the process of 
certifying that you are eligible for the Housing Choice Voucher 
Program.   
 
If you are determined to be eligible, we will call you to provide a 
telephone briefing explaining the program, our responsibilities 
and your responsibilities. 
 
Before the telephone briefing, this New Admission Packet will 
help you understand the Housing Choice Voucher program so 
you can qualify for the funding we have reserved for your family.  
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Please take the time to read and understand everything in this 
document, including the sample forms. 
 
If you do not understand something, or have any questions, 
you can review them with your program manager during the 
telephone briefing. 

A Voucher is Your Ticket 
Once we complete the certification and determine you are 
eligible, we will mail you a Voucher, guaranteeing that we have 
reserved funding for your family.  That Voucher is your ticket to 
the Housing Choice Voucher Program.   
 
Although subject to change if the information you have provided 
to date changes, we are anticipating issuing a Voucher for a 
dwelling unit that fits your family composition.   

Term of the Voucher 
When your Voucher is issued, you will have 60 days to find 
housing that meets our standards.  If you want to start a 
preliminary search now or evaluate the dwelling you currently 
occupy, that's not a bad idea so please talk to your program 
manager first.   
 
If you need an extension on the term of your Voucher, we will 
grant an extension of 60 additional days, as long as you are 
serious about finding housing and you call us to request that 
extension. If your family has a disabled member your Voucher 
will be automatically extended for 60 days. 
 
If you have not found suitable housing at the expiration of your 
60-day extension, we will terminate your Voucher and the 
funding reserved for your family will be used to assist another 
family.   
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Where to Look for Housing 
You can live anywhere in the community we serve as long as the 
housing you choose meets program standards. 
 
Below is the list of the communities we cover: 
 
Villages    Towns 
Fort Plain    Amsterdam (Outside of city limits) 
Fonda     Charleston 
Fultonville    Glen 
Fort Johnson    Mayfield 
Mayfield    Minden 
Palatine Bridge   Mohawk 
Tribes Hill    Palatine 
 

What Size Unit Can You Rent? 
After reviewing the composition of your family we will make a 
preliminary determination for the unit size you qualify for. If the 
information you have provided on your family's composition 
changes, the size of the unit you qualify for may also change. 
 
This is important, because it also determines the maximum we 
can pay toward rent and utilities known as the Payment Standard.  
We make our determination using the following guidelines: 
 

• Adults not in a relationship are not placed in the same bedroom.   
 

• Minors of different sex are not placed in the same bedroom. 
 

• Two minors of same sex are placed in same bedroom. 
 

• Persons securing documented legal physical custody of a minor or 
minors are provided with additional bedrooms to house the minor or 
minors. 
 



HCV New Admission Packet – V1 
© Joseph E. Mastrianni, Inc.  Page 5   

• Bedrooms are provided for required care persons. 
 

• Elderly or non-elderly couples with medical documentation are 
allowed to occupy two-bedroom units. 
 

• Single persons who are neither age 62 or older, nor disabled are 
always assigned one-bedroom or smaller units. 

 
In determining a family's dwelling unit size we do make 
exceptions if justified by the age, sex, health, disability, or 
relationship of family members or other personal circumstances, 
except for a single person who is not disabled or elderly. 
 
If you think you qualify for an exception, discuss it with your 
program manager. 
 

How Much Rent Can You Pay? 
There are some limits on how much you can pay toward rent and 
how much we can pay in the Housing Choice Voucher Program.   
 
Included is a sample of the Voucher you will be receiving when it 
is determined you are eligible for assistance.  Please refer to Part 
1, B to get an idea of how the payments may be calculated. 
 
In addition to that calculation, you cannot pay more than 40% of 
your monthly adjusted income toward rent.  Your program 
manager will review that with you on your phone briefing. 
 

Finding a Dwelling Unit 
In order for you to receive assistance, the unit you chose has to 
pass Housing Quality Standards.  The unit must be safe, sanitary, 
and decent in order for us to enter into a contact with the landlord. 
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Below is a list of common problems you should avoid to help you 
evaluate the unit you select, even if it is the one you currently 
occupy. 
 

• Missing or non-working smoke detectors on each occupied floor, 
including basement and in each bedroom. 
 

• Broken, cracked, or missing windows. 
 

• Broken or missing outlet and switch-plate covers. 
 

• Non-working stoves or refrigerators.             
 

• Missing locks on windows on the first floor and entry doors. 
 

• Non-operative autos, discarded tires, or appliances on premises. 
           

• Window or vent fan not present in bathroom. 
 

• Leaking or inadequate plumbing. 
 

• Floor or ceiling tiles broken or missing. 
 

• Handrails missing or broken on stairs or decks. 
 

• Discharge line missing on hot water heater pressure relief valve. 
 

• Interior or exterior chipped, flaking, or peeling paint in unit built 
before 1978 occupied by child under age 6. 
 

• Removal of paint chips after painting. 
 

• Mold and/or mildew on refrigerator and freezer door gaskets, 
windows and bathtub. 

 
If your family has children under the age of six and your dwelling 
unit was built before 1978, we will forward the booklet Protect 
Your Family From Lead In Your Home and the Disclosure of 
Information on Lead-Based Paint and Lead-Based Paint Hazards 
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form with your lease-up documents. Please read these documents 
carefully, as it is important for the health of your children. 
 

Are You a Victim of Housing Discrimination?   
If you believe you are a victim of housing discrimination, please 
contact your program manager for a copy of HUD Form 903.1 
Are you a victim of Housing Discrimination?    
 

Negotiating a Lease 
When you find a dwelling unit you will have to get the owner to 
agree to a lease and the Tenancy Addendum required by the 
Housing Choice Voucher Program.  As the tenant, this is your 
job.   
 
Samples of the Request for Tenancy Approval and the Tenancy 
Addendum are included later in this document.   
 
The Request for Tenancy Approval is important because it tells us 
what the proposed rent will be and who will be responsible for 
paying for utilities.  It will also tell us other things that we must 
know such as the year the dwelling was constructed, number of 
bedrooms, and information on lead-based paint. 
 
Owners may use their own lease or one that we provide.  In either 
case, the Tenancy Addendum must be attached to the lease. 
 
If owners call to ask us what kind of tenant you will be, we won't 
tell them because we don't know what kind of a tenant you will 
be.  We will tell owners your current and prior address, and the 
name and address of your current and prior owners, if we have 
that information on file.  It is the responsibility of owners to 
contact your previous owners to determine what kind of tenant 
you will be. 
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If you need help locating owners who are willing to lease to 
Housing Choice Voucher families, or if your family includes a 
person who is disabled and you need information on the 
availability of accessible dwellings, call your program manager 
for assistance. 

Your Family's Obligations 
There is no such thing as a free lunch.  If you accept the Housing 
Choice Voucher program you and the members of your family are 
obligated to be good tenants and to cooperate with our office in 
supplying information that is accurate, truthful, and current.  If 
you are not good tenants or fail to cooperate with our office, we 
can terminate your assistance and bar you from the program in 
the future. 
 
Family obligations are listed on the Voucher. There is a sample 
included with this document and you will receive your official 
Voucher from us.  Read the entire document carefully and be 
prepared to meet your family's obligations.  If you don't, it could 
be the end of your rental assistance. 

Fraud 
If you sign a form knowing that you provided false or misleading 
information, or have withheld information, you are committing 
fraud.   If you commit fraud you could be: terminated from the 
program; evicted from your apartment; required to make 
repayments; fined up to $10,000; imprisoned for up to five years; 
prohibited from receiving future assistance; subject to State and 
local government penalties; and listed with online computerized 
database registries.  If you are aware of anyone who has 
committed fraud, please contact your program manager.   
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Informal Hearings 
If you think we made a mistake in determining your income, unit 
size, utility allowance, or in terminating your assistance, call your 
program manager immediately and ask about an informal hearing.  
Your program manager will tell you how to request an informal 
hearing and establish a date and time for the hearing.

 
Sample Forms 
The following pages contain a sample Voucher, Request for 
Tenancy Approval, and the Tenancy Addendum for your review.  
 
 
 



  

 



 

 
 
 

 

 
 
 
 



 

 
 
 
 

 

 
 
 



 

 
 
 

 

  



 

 
 
 
 


