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This publication is designed to provide accurate information in regard to WWHA’s Housing Choice Voucher Program.   
It is distributed with the understanding that the WWHA is not engaged in rendering legal, accounting, or other professional 
services.  If legal advice or other expert assistance is required, seek the services of a competent professional. 

Owner’s Guide to the  
Housing Choice Voucher Program 



WWHA’s Housing Choice Voucher Program 
Three-Way Partnership 

WWHA’s 
Responsibilities: 
 
 
 Determine family eligible for 

Housing Choice Voucher par-
ticipation. 

 Approve units and leases. 
 Review and approve rental 

amount for each unit. 
 Determine family eligibility an-

nually. 
 Inspect subsidized units annu-

ally. 
 Conduct special inspections. 
 Ensure landlords and families 

comply with program rules. 
 Provide families and landlords 

with prompt, professional ser-
vice. 

 Calculate family share of the 
rent and the Housing Assis-
tance Payment (HAP). 

 Issue Housing Assistance Pay-
ments (HAP) in a timely man-
ner. 

 Establish utility allowances. 

Owner 
Responsibilities: 
 
 
 Screen families who apply to 

determine suitability as renters. 
 Comply with Fair Housing laws. 
 Maintain the housing unit by 

making necessary repairs, in 
accordance with State law and 
Housing Quality Standards. 

 Comply with the terms of the 
HAP Contract. 

 Collect the rent due from the 
family. 

 Comply with and enforce the 
lease. 

Family  
Responsibilities to the 
Owner and WWHA: 
 
 Abide by the terms of the 

lease. 
 Pay rent on time. 
 Maintain and take care of the 

housing unit. 
 Provide utilities that are not 

furnished by the landlord. 
 Keep utility accounts current. 
 Be responsible for damages to 

the unit or premises beyond 
normal wear and tear. 

 Abide by WWHA Family Obli-
gations. 



CHAPTER 1: The Housing Choice Voucher Rental Assistance  
   Program Overview 

 The Housing Choice Voucher Program (HCVP) is the federal government’s major program 
for assisting very low-income families, the elderly, and the disabled to afford decent, safe, 
and sanitary housing in the private market. Housing assistance is provided on behalf of the 
family or the individual; participants are able to find their own housing including single-family 
homes, townhouses, and apartments.  The participant is free to choose any housing that 
meets the requirements of the program. 
 
Throughout this Guide, “voucher program” may be used to refer to the HCVP for simplifica-
tion.   
 
Housing Choice Vouchers are administered locally by public housing agencies (PHAs).  The 
PHAs receive federal funds from the U.S. Department of Housing and Urban Development 
(HUD) to administer the voucher program.  A family that is issued a housing voucher is re-
sponsible for finding a suitable housing unit of their choice where the owner agrees to rent 
under the program.  This unit may include the family’s present residence.  Rental units must 
meet minimum standards of health and safety as determined by the PHA.  A housing subsidy 
is paid directly to the landlord on behalf of the participating family.  The family is responsible 
for paying the difference between the actual rent charged by the landlord and the amount 
subsidized by the program. 
 

Housing Choice Voucher Program Landlords Help: 

  Maintain housing stock in the community. 
 

 Foster upward mobility for families of low income. 
 

 Foster stabilty in neighborhoods. 
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The PHA will Disapprove the Owner for the Following Reasons: 

  HUD has informed the PHA that the landlord has been debarred, suspended, or 
subject to a limited denial of participation under 24 CFR part 24. 

 

 HUD has informed the PHA that the federal government has instituted an 
administrative or judicial action against the landlord for violation of the Fair 
Housing Act or other Federal equal opportunity requirements and such action is 
pending. 

 

 HUD has informed the PHA that a court or administrative agency has determined 
that the landlord has violated the Fair Housing Act or other federal equal 
opportunity requirements and such action is pending. 

 
 Unless their lease was effective prior to June 17, 1998, the landlord may not be a 

parent, child, grandparent, grandchild, sister, or brother of any family member.  
The PHA will waive this restriction as a reasonable accommodation for a family 
member who is a person with a disability. 

 

 In cases where the landlord and tenant bear the same last name, the PHA may, at 
its discretion, require the family and/or landlord to certify whether they are related 
to each other in any way. 

 

 The landlord has violated obligations under a housing assistance payments con-
tract under Section 8 of the 1937 Act (42 U.S.C. 1437f). 

 

 The landlord has committed fraud, bribery, or any other corrupt act in connection 
with any Federal housing program. 

 

 The landlord has engaged in drug-related criminal activity or any violent criminal 
activity. 

 

 The landlord has a history or practice of non-compliance with the Housing Quality 
Standards (HQS) for units leased under the tenant-based programs, or with 
applicable housing standards for units leased with project-based Section 8 
assistance, or leased under any other Federal housing program. 

 

 The landlord has a history or practice of renting units that fail to meet State or local 
housing codes. 
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CHAPTER 2: Five Easy Steps to Becoming a Housing Choice
   Voucher Program Landlord 

As a participating landlord in the Housing Choice Voucher Program, you are required to maintain your 
rental unit in compliance with local housing codes, as well as HUD-established Housing Quality Standards 
(HQS) guidelines.  It is the landlord’s responsibility to screen and select a tenant, execute the lease, exe-
cute the Housing Assistance Payment (HAP) Contract, collect a security deposit, and collect the family’s 
portion of the rent. 
 
 
Become a Housing Choice Voucher Program Landlord in 5 Easy Steps: 

Housing  
Assistance 
Payment 

(HAP)  
Contract and 

Lease are 
Signed 

 

Housing  
Assistance  

Payment Sent to 
Owner/Landlord 

WWHA Approves  
Request for Tenancy and 
Unit Passes Housing 
Quality Standards (HQS) 
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Owner/Landlord 
Screens and  
Approves  Tenant 

Owner/Landlord Finds 
Section 8 Voucher 
Program Tenant 



Step 1:  Find a Housing Choice Voucher Program Tenant 

 A family must locate a housing unit that meets the program guidelines.  A family may 
choose to move anywhere within Walla Walla or Columbia Counties, provided the unit 
meets Housing Quality Standards and the rent is deemed “reasonable” by WWHA and 
acceptable to the owner. 
 
 

WWHA will issue the participating family a voucher.  The owner is responsible to check 
the expiration date on the voucher.  In addition, the owner should consider the size of the 
unit in relation to the applying family. 
 

For a unit to be approved, it must meet the following requirements: 
 

 The rent for the unit must be appropriate for the type, size, condition, and location of 
the unit. 

 The unit must pass Housing Quality Standards (HQS) Inspection. 
 The landlord must be willing to enter into a contract with WWHA and comply with 

program rules. 
 

 The owner is responsible for screening and selecting a suitable family for tenancy.  
WWHA certifies that the family is eligible to receive Housing Choice Voucher assis-
tance. 
 

The owner should use the same screening procedures used for non-subsidized tenants.  
The owner is under no obligation to lease to a family with a Housing Choice Voucher.  
However, the owner may not discriminate against any prospective tenant on the basis of 
age, race, creed, color, sex, religion, disability, national origin, family status or source of 
income.  With written consent from the tenant, WWHA will provide prospective landlords 
with names and phone numbers of current and previous landlords. 
 

The owner should review the family’s voucher for expiration date and bedroom size ap-
proval.  Note:  if the unit is larger or smaller than the family’s approved voucher size, it 
does not necessarily mean the unit will not qualify. 
 

It is the family’s responsibility to complete the Request for Tenancy Approval (RTA) form 
and submit it along with a blank copy of the lease agreement for WWHA approval.  The 
HUD Tenancy Addendum must be signed and attached to all leases submitted by own-
ers.  An inspection will be scheduled once the RTA has been submitted and approved. 
 

According to Washington State Law, (Chapter 59.18 RCW, Residential Landlord-Tenant 
Act), a landlord shall permit, upon request, at the expense of the person with disability, 
reasonable modifications necessary to afford the person with a disability full enjoyment of 
the housing accommodations. 

Step 2:  Owner/Landlord Approves Tenant 
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STEP 3:  WWHA APPROVES REQUEST FOR TENANCY AND UNIT PASSES HQS 

 Actions Before Lease Term 
The following must always be completed prior to the beginning of the initial 
term of the lease for a unit: 
 

 The PHA has inspected the unit and determined it satisfactory to HQS guidelines. 
 

 The PHA has determined the landlord has established a reasonable rent. 
 

 The PHA has approved leasing the unit in accordance with program requirements. 
 

 The landlord and tenant have executed the lease, including the HUD-prescribed 
tenancy addendum. 

 

 When the gross rent exceeds the applicable payment standard for the family, the 
PHA must determine that the family share (total family contribution) will not be more 
than 40% of the family’s monthly adjusted income. 

 
Lease Review 
WWHA will review the lease, particularly noting the qualifications of optional charges 
and compliance with regulations and state and local law.  Responsibility for utilities, ap-
pliances, and optional services must correspond to those provided on the Request for 
Tenancy Approval.  The HUD-prescribed tenancy addendum must be included in the 
lease word-for-word before the lease is executed. 
 
The Lease Must Specify: 
 Owner and tenants’ names that will reside in the unit. 
 

 The address of the rental unit (including apartment number, if applicable). 
 

 The amount of the monthly rent due to the owner. 
 

 The utilities and appliances to be supplied by the owner. 
 

 The utilities and appliances to be supplied by the family. 
 
Unit Approval 
All units must pass a Housing Quality Standards (HQS) Inspection prior to the execu-
tion of the Housing Assistance Payment Contract.  The unit must also pass an annual 
HQS Inspection. 
 

WWHA encourages owner participation in the HQS Inspection.  When the unit passes 
the HQS Inspection, WWHA will approve the unit for assistance at the rent WWHA de-
termines reasonable.  Payments cannot cover a time period prior to both the unit pass-
ing an inspection and the tenant having keys.  If the unit fails to pass inspection within 
the prescribed timeframe (not usually more than 30 days), WWHA will void the Request 
for Tenancy and the family may select another unit.  An HQS Inspection Checklist is 
provided in the back of this Guide. 
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STEP 4:  HAP CONTRACT AND LEASE ARE SIGNED 

 If the unit passes the HQS Inspection and the rent is deemed reasonable by WWHA 
and acceptable to the owner, then WWHA will offer the owner a Housing Assis-
tance Payment Contract (HAP Contract).  
 
The “Rent to Owner” is the complete monthly rent payable to the owner under the 
terms of the lease including HAP payment and tenant rent: 
 
HOUSING ASSISTANCE PAYMENT is the monthly assistance payment by the 
WWHA to the owner for rent under the terms of the lease. 
 
FAMILY RENT TO OWNER is the amount payable by the family as rent to the own-
er.  Generally, the family pays approximately 30% of adjusted gross income.  Howev-
er, this amount will vary based on the family’s responsibility for utility payments. 
 

To determine if the rent proposed by the owner is reasonable, WWHA is required to 
compare the proposed rent to the rent charged for comparable “unassisted” or un-
subsidized units in the area.  WWHA will compare size, location, quality, amenities, 
housing services, age of the unit, unit type, maintenance and utilities with comparable 
rental units in the same neighborhood. 
 
HUD TERMS USED FOR RENT DETERMINATION: 
 

Utility Allowance 
A utility allowance is the estimate of the average monthly utilities expenditure neces-
sary for a household.  If utilities are included in the rent, there will not be an allow-
ance.  Allowances vary by unit size and type of utility.  The landlord is responsible for 
utility payments for properties with two or more units that are not separately metered. 
 
Fair Market Rent (FMR) 
Figures are determined by HUD and represent the mid-range value for rents in the 
area according to bedroom size. 
 
Payment Standards 
The maximum Housing Choice Voucher assistance payment for a family based on 
established payment standards for the bedroom size of the unit for which the family 
has qualified.  Payment standards are determined by the WWHA Board of Commis-
sioners. 
 
HOW THE RENT IS DETERMINED: 
 The owner requests what he or she charges for rent for the unit when no subsidy 

is involved. 
 WWHA compares that figure to similar units in the same neighborhood to deter-

mine whether the requested rent is “reasonable”.  All rents are adjusted to reflect 
utilities paid by the tenant. 

 This figure is compared against the “payment standard,” or the maximum amount 
the WWHA can pay for a family according to bedroom size for which the family 
has qualified. 

Housing Assistance  
Payment (HAP) 

(portion paid by WWHA) 

Family Rent to Owner 
(portion paid by The Family) 

 

RENT TO OWNER 
(Paid monthly under HAP Contract) 
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  The tenant pays approximately 30% of the household income toward rent in the 
first contract year; WWHA pays the balance. 

 Tenants cannot pay more than 40% of their adjusted income toward rent in the 
first year.  If the rent for the unit and the tenant’s income are such that the tenant 
would be paying more than 40%, the tenant must find another unit that charges a 
lower rent. 

 
The lease is executed between the owner and the family and it runs concurrently with 
the HAP Contract.  The HAP Contract is executed between WWHA and the property 
owner.  When the HAP Contract ends, so does the lease (and vice versa). 
 

The initial term of the lease must be for six months or one year. 
 

The lease may provide for automatic renewal after the initial term on a month-to-
month basis. 
 

WWHA will not authorize the family to move during the first term without written re-
lease from the landlord.  After the first year of the lease, the family may terminate the 
tenancy in accordance with the terms of the lease.  All new and revised leases are 
subject to WWHA approval. 
 
SECURITY DEPOSITS 
Families are responsible for payment of security deposits, if charged by the owner.  
In the WWHA Housing Choice Voucher Program, the security deposit may not ex-
ceed deposit amounts charged in the private market practice and may not exceed 
deposit amounts charged to unassisted tenants. 
 

 Once the HAP Contract and the lease are signed, WWHA will make the initial pay-
ment and will continue to make monthly payments to the owner, as long as the family 
continues to meet eligibility criteria and the unit qualifies under the program. 
 
WWHA will make Housing Assistance Payments directly to the owner by automatic 
direct deposit.  The owner is responsible for collecting the family’s portion of the rent. 

Step 5:  Housing Assistance Payment (HAP) to Owners 
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CHAPTER 3: Annual Requirements of the Housing Choice  
   Voucher Program 

HUD requires that the following events take place annually: 

 1)  Annual Re-certification 
The family must be re-certified annually to determine continued eligibility for the 
program and the correct level of assistance based on household income and family 
composition.  The owner will receive notice of any change in the Tenant Rent or 
Housing Assistance Payment. 
 

2)  Annual Housing Quality Standards Inspection 
Housing Quality Standards (HQS) represent the minimum nationwide standards 
established by HUD.  The unit must be inspected and meet Housing Quality 
Standards at least every two (2) years.  However, an inspection may occur more 
frequently if a life-threatening violation is reported or a municipality or other party 
requests a special inspection. 
 

If the unit fails an HQS inspection, the owner must take corrective action within the 
specified period of time, unless WWHA approves an extension.  If corrective action is 
not taken, WWHA will abate (stop) the HAP payment.  If an HQS violation is life 
threatening, the owner must correct the defect within 24 hours.  If repairs are not 
made on the 24-hour emergency items, WWHA will abate the HAP payment and 
terminate the HAP Contract effective the end of the following month. 
 

If it is determined the family caused the HQS deficiencies, corrective action by the 
family must be taken within 30 days, unless WWHA approves an extension.  If 
corrective action is not taken, WWHA may terminate the family’s assistance. 
 

If it is determined the HQS deficiencies are the owner’s responsibility, corrective 
action must be taken within 30 days, unless WWHA approves an extension.  If 
corrective action is not taken, WWHA may terminate the HAP Contract. 
 
Special Inspections 
Tenants can request a special inspection after requesting work to be done by the 
owner, if the work is not completed in a timely manner.  However, owners may 
request a special inspection for damages. 
 

Abatement Means “STOP PAYMENT” of All Landlord Checks 
If at any time it is determined that the unit does not meet HQS, WWHA will notify the 
owner in writing and provide a reasonable period of time in which to make repairs.  If 
repairs are not made within the specified time period, WWHA is required to abate 
(stop) HAP payments.  If a payment is abated, the family is still responsible for their 
portion of the rent only.  WWHA will not make the HAP payment. 
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 If the unit does not meet HQS, HAP payments will not resume until repairs are 
made.  Furthermore, there will be no retroactive payments for the period of time 
for which the unit has been under abatement for non-compliance with HQS.   
 
Local Housing Codes 
If WWHA receives notice from a municipality that a unit is in serious violation of a 
housing code, WWHA will proceed with a Special Inspection.  If documented de-
ficiencies are not corrected within the time allotted by WWHA (usually 30 days), 
the unit will be abated.  If an HQS breach is life threatening, the owner must cor-
rect the defect within 24 hours. 
 
Rent Adjustments 
1.   The owner may not increase the rent during the first term of the lease.  After 
the first lease term, the owner may request an rent adjustment by submitting a 
minimum 60-day notice to the tenant AND to WWHA. 
 
2.   Requests for rent adjustments must be made to the WWHA in writing.  Re-
quests must be submitted at least 60 days prior to the contract anniversary date.   
 
3.   All increases in rent must be deemed “reasonable”. 
 
4.   WWHA will provide written notice to both the landlord and the family of any 
adjustments to HAP payments or the family’s contribution. 
 

13 



CHAPTER 4: Lease and HAP Contract Termination 

The HAP Contract Terminates IF: 

  

THE OWNER EVICTS THE FAMILY 
The owner may evict the family only by instituting a court action.  The owner must give 
the family written notice of grounds for eviction at or before commencement of the 
eviction action.  The owner must give WWHA a copy of any eviction notice or lease 
termination given to the family. 
 
THE FAMILY TERMINATES THE TENANCY 
The family may terminate the tenancy at any time after the first term of the lease with 
proper notice to the owner.  Proper notice is defined in the lease. 
 
THE FAMILY MOVES FROM THE UNIT 
A family is required to give the owner notice in accordance with the lease terms before 
moving from a unit.  Washington State law requires that at least a 20-day written notice 
is given.  After the first term of the lease, WWHA will allow a family to move if they have 
not already entered into a new lease.  Upon request, a family will be issued a new 
voucher to move within 60 days of issuance.  Housing assistance payments will only be 
paid while the family is living in the contract unit. 
 
WWHA TERMINATES THE FAMILY’S ASSISTANCE 
WWHA will provide both the owner and the family with advance written notice if the 
family is being terminated from the program. 
 
When the family is terminated from the Housing Choice Voucher Program, the HAP 
Contract automatically terminates and the tenancy then becomes “unassisted”. 
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CHAPTER 5: Lead-Based Paint Regulations 

Lead-based paint rules apply to all housing constructed before 1978 

 ALL tenants must be provided with a copy of the HUD/EPA pamphlet, “Protect Your 
Family from Lead in Your Home”.  This document, EPA747-K-9401 is available 
through the Government Printing Office.  (Photocopies are permissable.)  (See below 
for Lead-Based Paint Regulations.) 
 

The owner and the family must complete and sign a “Disclosure of Information 
on Lead-Based Paint and/or Lead-Based Paint Hazards” form.  This form must 
be kept on file by the landlord for at least three (3) years.  The owner is required to 
disclose any known lead-based paint hazards to the family. 
 
Conditions Requiring Clearance Testing 
Testing for lead is required if all three of the following conditions exist: 
 

 Unit was constructed before 1978. 
 

 A child under the age of 6 is living in the unit or routinely at the unit, or there is a 
pregnant occupant. 

 

 Defective paint, e.g. chipping, peeling, chalking, flaking paint or clear finish. 
 

For more information on project-based requirements and/or lead paint in general, visit 
the HUD website at www.hud.gov. 
 
During inspections, all units with deteriorated or damaged paint, meeting the above 
conditions, will be assumed to have lead-based paint (LBP) unless the paint has 
been tested and deemed free by a licensed Lead Inspector or Risk Assessor.  All 
deteriorated paint must be stablized by properly trained persons.  Stabilization must 
be completed before the unit is occupaied, or within the time allotted by WWHA. 
 

Only properly trained individuals may work on LBP or paint assumed to be LBP.  
Clearance testing is required after repairing LBP.  After completion of work involving 
LBP (or what is assumed to be LBP), the owner must have lead wipe samples se-
cured by a Risk Assessor and the dust levels must be below HUD defined levels.   
 

If there is a child with an Elevated Blood Level (EBL) under the age of six (6) living in 
the unit, a Lead Risk Assessment of the unit and its common areas must be complet-
ed within 15 days of notification.  (A child demonstrating Elevated Blood Levels is one 
determined to have excess lead levels in the bloodstream.)  The assessment may be 
performed by the Health Department or a licensed contractor. 
 

For more information, contact the local Health Department at 509-527-3290 or the 
National Lead Information Center at 1-800-LEAD-FYI.  Owners may also contract 
with Environmental Consultants to assist with compliance with LBP regulations.  You 
will find consultants listed in the local Yellow Pages. 
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CHAPTER 6: Avoid These Common Owner Violations 

In order to avoid the most common program violations, an owner should: 

  Always maintain the unit in accordance with HQS standards. 
 
 Never accept HAP payments from WWHA for vacant units. 
 
 Never demand or accept “side” payments from a family. 
A side payment is any money paid by the tenant to the owner for rent that is not in 
the approved contract rent.  This includes payments for utilities not specified as a 
tenant responsibility.  Utilities must be paid in accordance with the contract terms. 
 
WWHA is committed to providing excellent service to participating Housing Choice 
Voucher Program families and property owners.  The success of this program relies 
on WWHA being able to contract with property owners and managers who offer 
quality, affordable housing. 
 
If you have questions regarding the Housing Choice Voucher Program, contact our 
Rental Assistance Department via email at Rental_Assistance@wallawallaha.org. 
 
Visit our website at www.wallawallaha.org.  You will find additional program 
information, such as commonly used forms and links to other important housing 
resources. 
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CHAPTER 7: Glossary of Housing Choice Voucher Terms 

ABATEMENT 
The period of time when Housing Assistance Pay-
ments are not made to the property owner because 
the assisted unit does not meet Housing Quality 
Standards.  Retroactive payments are not paid for the 
time the unit is in non-compliance.  If the housing as-
sistance payment is abated, the family is still responsi-
ble for their share of the rent. 
 
DRUG-RELATED CRIMINAL ACTIVITY   
The illegal manufacture, sale, distribution, use, or the 
possession with intent to manufacture, sell, distribute 
or use, of a controlled substance as defined in Section 
102 of the Controlled Substance Act).  [21 U.S.C. 802] 
 
DRUG TRAFFICKING   
The illegal manufacture, sale, or possession with in-
tent to manufacture, sell, or distribute a controlled sub-
stance. 
 
EXCEPTION RENT   
An amount that exceeds the published Fair Market 
Rent. 
 
FAIR MARKET RENT 
The rent including the cost of utilities (except tele-
phone) as established by HUD for units of varying siz-
es as compared to similar privately owned units in the 
housing market area.  All Housing Choice Voucher 
units, while modest, must be decent, safe, and sani-
tary with suitable amenities. 
 
FAMILY/PARTICIPANT   
A family that has been admitted to the Housing Choice 
Voucher program and is currently assisted in the pro-
gram. 
 
FAMILY RENT TO OWNER   
The portion of rent paid by the tenant to the property 
owner. 

GROSS RENT   
The sum of the “Rent to Owner” plus any utility 
allowance.  If there are no tenant-paid utilities, the 
“Rent to Owner” becomes the “Gross Rent”. 
 
HOUSING AGENCY (HA) PUBLIC HOUSING 
AGENCY (PHA)   
Any state, county, municipality, or other governmental 
entity or public body authorized to engage in or assist 
in the development or operation of housing for low-
income families. 
 
HOUSING ASSISTANCE PAYMENT (HAP)   
The monthly assistance payment by a Public Housing 
Authority including: 
1. A payment to the property owner for rent due 

under the family’s lease. 
2. An additional payment to the family if the total 

assistance payment exceeds the “Rent to Owner”.  
This additional payment is known as a “Utility 
Reimbursement Payment”. 

 
HOUSING ASSISTANCE PAYMENT (HAP) 
CONTRACT   
A written contract between the PHA and the owner for 
the purpose of providing housing assistance payment 
to the property owner on behalf of an eligibile family.  
It defines property owner and PHA responsibilities. 
 
HOUSING QUALITY STANDARDS (HQS)   
HUD minimum quality standards for housing assisted 
under the Housing Choice Voucher Program. 
 
HUD   
The U.S. Department of Housing and Urban 
Development. 
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LANDLORD   
The legal property owner, the owner’s 
respresentative, or the managing agent, as 
designated by the owner. 
 

LEASE 
A written agreement between an owner and a tenant 
for lease of a dwelling unit to the tenant.  The lease of 
a unit establishes the conditions for occupancy of the 
dwelling unit by a family with Housing Assistance Pay-
ments under a HAP Contract between the property 
owner and the PHA.  In cooperative housing, a written 
agreement between a member’s family with Housing 
Assistance Payments to the cooperative under a HAP 
Contract between the cooperative and the PHA. 
 

LOW-INCOME FAMILY 
A family whose annual income does not exceed 80% 
of the median income for the area as determined by 
HUD. 
 

OWNER 
Any person or entity with the legal right to lease a unit 
to a participating family. 
 

PARTICIPANT/FAMILY 
A family that has been admitted to the Housing 
Choice Voucher Program and is currently assisted 
under the program. 
 

PAYMENT STANDARD 
The maximum monthly assistance payment for a fami-
ly assisted in the voucher program (before deducting 
the total tenant payment by the family). 
 

PORTABILITY 
The ability of a family to move to a dwelling unit with 
Housing Choice Voucher assistance outside of the 
jurisdiction of the housing authority that initially issued 
the voucher. 
 

REASONABLE MODIFICATION OF RENTAL UNIT 
The Fair Housing laws allow persons with disabilities 
to make adjustments to their rental units at their own 
expense. 
 

REASONABLE RENT 
Rent to owner that is not more than either: 
1. The rent charged for comparable units in the pri-

vate, “unassisted” market. 
2. The rent charged by the owner for comparable 

unassisted units in the same building or premises. 

RECERTIFICATION 
(Also known as annual re-examination.)  The process 
of securing documentation of the family’s total income, 
used to determine the rent the tenant will pay for the 
12-month contract (assuming no interim changes are 
reported by the family). 
 

RENT ADJUSTMENT 
In accordance with HUD regulation a property owner 
may request a rent increase or decrease in the “Rent 
to Owner”.  Requests for rent adjustments may be 
made annually and must be made 60 days prior to the 
contract anniversary date.  When an adjustment is 
made, the PHA will determine whether the rent is 
reasonable. 
 

RENT TO OWNER 
The monthly rent payable to the property owner under 
the terms of the lease.  Rent to Owner includes 
payment for any services, maintenance, and utilities to 
be provided by the owner in accordance with the 
lease. 
 

REQUEST FOR TENANCY APPROVAL (RTA) 
A form provided by the PHA, to be completed by the 
owner and the family, used by the PHA to determine if 
the unit is compatible with requirements and eligible 
for the program. 
 

SECURITY DEPOSIT 
A dollar amount, which can be applied to unpaid rent, 
damages, or other amounts to the owner under the 
lease. 
 

SUBSIDY STANDARDS 
Standards are established by a PHA to determine the 
appropriate number of bedrooms and the amount of 
subsidy for families of varying size and composition. 
 

TENANCY ADDENDUM 
A HUD-designed addition to an owner’s lease that 
includes (word for word) all HUD-required language. 
 

TENANT 
The person or persons who execute a lease as lessee 
of a dwelling unit. 
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TENANT RENT 
The rent amount payable monthly to the owner by the 
family participating in the Housing Choice Voucher 
Program. 
 
TOTAL TENANT PAYMENT 
The total amount the HUD rent formula requires the 
tenant to pay toward rent and utilities. 
 
UNIT/HOUSING 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 utilities 
needed for an energy conscious household.  If all utili-
ties are included in the cost of rent, there will be no 
utility allowance.  The utility allowance will vary by unit 
size and type of utility. 
 
VERY-LOW INCOME FAMILY 
A low-income family whose annual income does not 
exceed 50% of the median income for the area in 
which they reside. 
 
VIOLENT CRIMINAL ACTIVITY 
Any illegal criminal activity that includes use, attempt-
ed use, or threatened use of physical force against the 
person or property of another individual. 
 
VOUCHER (RENTAL VOUCHER) 
A document issued by the PHA to a family selected 
for admission to the Housing Choice Voucher Pro-
gram.  The voucher contains the terms of the voucher, 
bedroom size authorized for the family, and family 
obligations.  The voucher also details procedures for 
PHA approval of a unit. 
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CHAPTER 8: HQS Inspection Checklist 

Listed below are the most common reasons that units fail Housing Quality Standards 
(HQS) Inspections.  Please pre-inspect your unit carefully before the scheduled in-
spection date.  WWHA will not enter into a HAP Contract with you until the unit 
passes an HQS Inspection.  

   
The 9 areas that wil be reviewed for HQS are: 
1. Living Room 
2. Kitchen 
3. Bathroom 
4. Other Rooms Used for Living 
5. Secondary Rooms (not used for living) 
6. Building Exterior 
7. Heating and Plumbing 
8. General Health and Safety 
9. Paint Condition  
 
 

_____ 
 
_____ 
 
 
 
_____ 
 
 
 
_____ 
 
 
 
_____ 
 
_____ 
 
_____ 
 
_____ 

All ceilings, walls, and floors must be strong, sturdy, and in their permanent position. 
 
A working smoke detector must be installed on every level of the unit, including the basement and 
outside of sleeping rooms.  If any family member has hearing loss, a smoke detector for the hearing
-impaired must be installed. 
 
The entire unit -- inside and out, including window frames -- must be free from cracking, scaling, 
peeling, chipping, and loose paint.  THIS HELPS PREVENT EXPOSURE TO POSSIBLE LEAD-
BASED PAINT HAZARDS. 
 
Every room used for living must have either two working outlets or one working outlet and a 
permanently installed light fixture.  At minimum, each bathroom must have a permanently installed 
light fixture. 
 
All light switches and outlets must have secured plate covers installed. 
 
All windows and doors must be weather-tight and secured when closed. 
 
All operable windows must have a mechanism to secure them when open and lock them when shut. 
 
Every bedroom must have at least one operable window for ventilation. 
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_____ 
 
 
 
_____ 
 
_____ 
 
 
_____ 
 
 
 
_____ 
 
 
 
_____ 
 
_____ 
 
 
 
_____ 
 
 
 
 
 
 

If there is a toilet that is not hooked up to water or sewer lines, it must be repaired prior to 
occupancy.  If the toilet is removed, the drain must be sealed to prevent rodent and sewer gases 
from escaping into the unit. 
 
The bathroom must have either an operable window or exhaust fan for ventilation. 
 
The hot water tank’s pressure release valve must have a discharge line extending down to within 
six inches from the floor. 
 
The flue pipes leading from the furnace and hot water tank must be sealed where they enter the 
chimney.  Also, check to ensure that the flue pipes connected to the furnace and hot water tank are 
properly installed. 
 
Every room used for living must have an adequate heat source.  If the source is gas, it must be 
vented to the outside; if the source is electric, it must be permanently installed and controlled by a 
separate thermostat. 
 
The unit must be free from any accumulation of garbage and debris, both inside and outside. 
 
The owner must provide “refuse disposal”.  These facilities include trashcans with covers, garbage 
chutes, dumpsters with lids, or trash bags -- provided they are approved by the local Health and 
Sanitation Department. 
 
Unit must be free of peeling, cracking, chipping, or chalking paint on interior or exterior surfaces. 
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CHAPTER 9: Sample HUD and Housing Choice Voucher 
   Program Forms 

Special Note: 

  
DO NOT USE THE FORMS DIRECTLY FROM THIS GUIDEBOOK 
 
The forms included within this document are provided for reference only.  
WWHA will provide you with original, updated documents.  Forms are 
subject to change. 
 
 
Payments via Direct Deposit 
 
All new Housing Choice Voucher landlords are engouraged to use direct 
deposit to receive the housing assitance payment.  Using direct deposit 
allows for timely payments and decreases the odds of paper checks 
being lost in the mail.  WWHA automatically emails the statement of your 
deposit every month for your financial records. 
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VOUCHER - sample 
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REQUEST FOR TENANCEY APPROVAL  - sample 
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34 



35 



36 
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HOUSING ASSISTANCE PAYMENTS CONTRACT - sample 
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32 43 



32 44 



32 45 



32 46 



32 47 



32 48 
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WWHA’s Housing Choice Voucher Program 
Three-Way Partnership 

Family/Participant 

WWHA OWNER 

FAMILY/PARTICIPANT + WWHA = HOUSING CHOICE VOUCHER 
Family/Participant complies with family obligations of the voucher to be eligible for 
program assistance 
 
OWNER + FAMILY/PARTICIPANT = LEASE 
Owner enforces the lease agreement, which clearly spells out the responsibilities of 
both  the owner and the tenant 
 
OWNER + WWHA = HAP CONTRACT 
Owner complies with obligations of the Housing Assistance Payments Contract to 
receive housing assistance payment for applicable tenant 
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501 Cayuse Street 
Walla Walla  Washington  99362 

509-527-4542  |  Fax 509-527-4574 
Hearing-impaired, please use statewide  
relay service number 1-800-833-6384  

www.walllawallaha.org 
wwha@wallawallaha.org 


