
The Lease Up Process



When a Section 8 Program participant or 

applicant is in the process of moving or looking 

for a unit they are given the following: 

 A Housing Choice Voucher (which displays 

the bedroom size they are qualified for, the 

expiration of the voucher and the family’s 

obligation for the Housing Choice Voucher 

Program).  This is a sample of a voucher. 



 A Notice To Family Seeking Housing 

Form.   This form provides them with their 

Total Tenant Payment (TTP) and their 

Maximum Rental Burden (MRB) along 

with a suggested range they should stay 

within.  

They are instructed to pay their TTP as 

their rental portion until they receive 

notification from their housing specialist 

of their exact tenant rent.  This is an 

example of the form:  



 Request for Tenancy Approval (RTA).   This is the form that needs to be 

completed by the prospective landlord…YOU.  This is not a binding 

contract.  By completing and returning the form it expresses your desire to 

rent to the tenant and be a part of our program.   It can be cancelled or 

voided at any time.  Nothing is binding until a lease is signed by you and the 

tenant.  In the next few slides we will go over a few key areas of the RTA. 



The Request for Tenancy Approval (RTA)

2. Enter the complete 
address of the unit that you 
wish to lease. 

4. # of bedrooms in 
the unit.

6. The requested 
contract rent.

7. The requested 
Security deposit 
(tenant responsible 
for Security 
deposits. 

9.   What type of unit is           
it? 11.  

- We need to know the fuel type of 
utilities in the unit. 

- Who is responsible for the payment 
of those utilities.  (T-Tenant; O-
Owner)

- Who administers the utiltiles.

These are all important in determining 
whether the tenant is eligible. 



To be completed 
by the 
prospective 
tenant.  By signing 

they are in 
agreement

12.   We are required to do 
“rent comparability” with 
other unassisted units to 
determine that your asking 
rent is reasonable and 
comparable with the 

market.  IF YOU have 
property with more than 4 
units, we ask that you 
complete  this section. 

To be completed by 
you, the landlord.  If 

you are an agent for 
the owner, PLEASE 
PUT THE OWNER’S 

NAME in this section.  
Contact info vital.  

This email address is 
what we will use to 
contact you for an

inspection. 



How the process begins….  Rent Eligibility

 Once an RTA is submitted to our department it is reviewed by the assigned 

housing specialist to determine eligibility. 

 Based on this eligibility determination, if it is determined that the tenant you 

choose does not qualify for your asking rent the housing specialist will contact 

you to ask if you will be willing to reduce your rent to the amount that this specific 

tenant would qualify for.  This does not mean your unit is not worth the asking 

price, just that this particular tenant cannot afford it.   The rent comparability will 

be done later through the inspections dept. 

 It is your choice to accept or deny the request.  If you deny the request the RTA 

will be voided and we will ask the tenant look for another unit within their range.  

If you accept the requested reduction, the RTA will be submitted to the landlord 

liaison dept. 



The next step….  

Landlord Liaison Dept

 Once it is determined that the tenant qualifies 
for your asking rent, the RTA is then sent to the 
landlord liaison to determine ownership.  This is 
done by viewing the Hillsborough County 
Property Appraiser’s site, and to also make sure 
that landlord/owner, is in our system as an 
approved owner. 

 If you are not in our system, we will send an 
email to the address listed on the RTA requesting 
that you go to our portal to register and create 
an online application.  The portal address is 
https://portal.thafl.com/ or you can click on the 
link via our website as shown to the right. 

 The application can be completed at any time, 
but it is not approved or accepted until you 
have a prospective tenant.  

https://portal.thafl.com/


 Instructions for how to 
register and apply via the 
online landlord portal are 
also provided in the 
Owner/Landlord 
information link section. 

 This Section also has links to

-the Landlord Guidebook     
-The Landlord dept email      
-requesting rent increases

As well as Workshop 
registration, CGI portal info, 
etc. Check it out.    



The next step……. Inspections 

 Once the landlord liaison has everything it needs from you, the RTA is then 
sent to the Inspections dept.   The inspections dept will email you (at the 
address listed on the RTA) with a date and range of time to expect the 
inspector.  They will not proceed without your “confirmation”.    

 Most our initial inspections are done by our “in house” inspector so please 
do not contact CGI with questions regarding your inspection as they would 
not be able to assist you. 

 During this time the inspections dept will contact a Rent Comparability 
study to make sure your request contract rent amount is comparable with 
other unassisted units in the same area.  They will look at unit type, 
bedroom size, square footage, utilities, amenities, etc.  If the comparable 
comes back lower then your asking rent, we will ask you to reduce the 
contract rent or this tenant will not be able to rent your unit.

PLEASE NOTE:  the tenant is not allowed to make a side payment to pay for 
any difference in the amount you requested.  This is considered fraud and 
could be cause for termination for the tenant and a program ban for the 
landlord.  



The Next Step……… Move in Approval
 Once the unit passes inspection and rent comparability the RTA/Inspection 

will be returned to the Housing Specialist.  Usually this would be the next 

day or two following the inspection.  The Housing Specialist will contact you 

and the tenant and give the approval to move into the unit.  

 We do not recommend that the tenant move into the unit prior to it passing 

inspection as we do not pay the rent until it passes inspection.  If the tenant 

is in the unit prior to it passing they will be responsible for that portion of the 

rent.  

 Once the approval to move in is given, the Housing Specialist will ask for a 

copy of the lease and the HAP contract.  The lease needs to contain:

- the address of the unit, the contract rent amount, the owner name, the 

tenant name, the names (or the number) of other household members and 

the utility responsibilities broken down (i.e.  Tenant pays electric, Landlord pays 

water, sewer, trash). 

 Just a note, the Tampa Housing Authority is not a party to the lease so we 

should not be mentioned in it’s contents. 



The Final Step…………the HAP 

Contract and Payment

 The Housing Assistance Payment Contract (HAP Contract) is between THA 

and the landlord.  It needs to mirror the lease in regards to dates, contract 

rent and utilities.  The next slide is an example of the Contract.  

 Once we receive the lease and the HAP Contract the Housing Specialist 

will process the file and initiate the payments.  

 Payments are made on or around the 1st and the 15th of the month. 

 Estimated time frames:  

 RTA to inspections:  around 1-7 days 

 Inspections scheduling email:  24-48 hrs from receipt of RTA

 Inspection:  between 1 day to 2 weeks out depending upon location and 

availability of inspectors.  If necessary, we will send inspections to CGI.  



The HAP Contract
The Housing 
Assistance 
Payment 

Contract is 
generated by 
the Housing 

Specialist once 
we receive 

confirmation of 
the unit passing 

inspection and 
rent 

comparability.  
It needs to be 

signed within 60 
days of the 

effective date 
and it needs to 
mirror the lease. 

Payments will 
not be released 
without it and 

the lease. 


