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RTAs and HAP Contract Execution [24 CFR 982.305]

When the family finds a unit of interest, the family and the owner will complete and sign
the Request for Tenancy Approval form. The family must submit the completed RTA form
to Pensacola Housing during the term of the voucher. Pensacola Housing will review the
RTA, perform an affordability analysis, and make an initial determination regarding
approval of the tenancy. Pensacola Housing may assist the family in negotiating changes
that are required, if any, for the tenancy to be approvable.
Once it appears the tenancy may be approvable, the owner must contact Pensacola Housing
to schedule an inspection. Whenever possible, Pensacola Housing will schedule the
inspection appointment for no later than 15 business days after the owner’s request, unless
the owner indicates the unit will not be ready within 15 business days, in which case
Pensacola Housing will work with the owner to find an appropriate inspection date.
During the initial stage of qualifying the unit, Pensacola Housing will provide the owner
with information regarding the program, including Pensacola Housing and owner
responsibilities for screening, and other essential program elements. Upon request by the
prospective owner, Pensacola Housing will provide any factual information or third party
written information it has relevant to a voucher holder’s history of, or ability to comply
with, standard material lease terms. Additional screening is the responsibility of the owner.
12.1 Approval to Lease a Unit
Pensacola Housing will approve a family’s tenancy, authorize the family and owner to
execute a lease, and enter into a HAP contract with the owner of the unit if all the following
conditions are met:
1. The unit is eligible;
2. The unit is inspected by Pensacola Housing and passes HQS;
3. The lease is approvable and includes the following:
a) The names of the owner and the tenant;
b) The address of the unit rented;
c) The term of the lease (initial lease term and the provisions for renewal);
d) The amount of the monthly rent to owner;
e) A specification of what utilities and appliances are to be supplied by the owner,
and what utilities and appliances are to be supplied by the family; and
f) The HUD-required tenancy addendum.
4. The rent to owner is reasonable, as defined by the rent reasonableness standard;
5. The family’s share of rent does not exceed 40% of their monthly adjusted income if
the gross rent exceeds the applicable payment standard;
6. The owner has not been found to be debarred, suspended, or subject to a limited
denial of participation by HUD or by Pensacola Housing, and does not have any state
or local delinquent taxes owing on the rental property;
7. The family continues to meet all eligibility and screening criteria.
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If the RTA is denied, Pensacola Housing will advise the owner and the family of any actions
they could take that would enable Pensacola Housing to approve the tenancy.
12.2 Lease Start Dates
The lease term may begin only after all of the following conditions are met:
1. Pensacola Housing approves the family’s leasing of the unit;
2. The unit passes Pensacola Housing’s HQS inspection;
3. The family’s share of rent does not exceed 40% of their monthly adjusted income if
the gross rent exceeds the applicable payment standard;
4. Pensacola Housing has determined that the contract rent is Rent Reasonable;
5. All applicable tenant utilities are on in the head of household’s name; and the
security deposit, if applicable, has been addressed;
6. The landlord and tenant sign a lease that includes the HUD-required tenancy
addendum.
12.3 Execution of the HAP Contract [24 CFR 982.305 (c)]
Upon receipt of the executed lease, including the HUD-required tenancy addendum, signed
by both the tenant and the owner, Pensacola Housing will produce the Housing Assistant
Payment (HAP) contract and execute the contract with the owner. Pensacola Housing will
not pay any housing assistance to the owner until the contract is fully executed.
The HAP contact will have the same start date as the lease. In addition, the HAP contract
must be executed within 60 days of the start of the lease term. Any contract that is not
executed within 60 days of the lease start date will be void. In such cases, Pensacola
Housing will not make any HAP payments to the owner and will contact the family to offer
them the opportunity to select a different unit.
12.4 Eligible and Ineligible Housing Types
The following types of housing cannot be assisted under the HCV program:
1. A public housing or Indian housing unit;
2. Nursing homes, board and care homes, or facilities providing continual psychiatric,
medical or nursing services;
3. College or other school dormitories;
4. Units on the grounds of penal, reformatory, medical, mental, and similar public or
private institutions;
5. A unit occupied by its owner; or
6. A unit receiving any duplicative federal, state, or local housing subsidy. This does
not prohibit renting a unit that has a reduced rent because of a low-income housing
tax credit (LIHTC).
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In addition, a family holding a tenant-based voucher may not use that voucher in a unit
receiving project-based assistance under a Section 8 Program.
Pensacola Housing will approve leases for the following housing types:
1.
2.
3.
4.
5.
6.

Single family dwellings
Apartments
Manufactured housing
Duplexes, triplexes and fourplexes
Townhouses
Condominiums

Pensacola Housing will also approve leases for the following special housing types:
1.
2.
3.
4.
5.
6.

Congregate housing, including assisted living facilities
Shared housing
Single-room occupancy housing
Group homes
Cooperative housing
Manufactured home space rental

When reviewing and approving special housing types, Pensacola Housing will use guidance
from the “Special Housing Types” chapter of HUD’s Housing Choice Voucher Program
Guidebook in addition to other applicable federal and local program regulations and
guidelines.
12.5 Security Deposits [24 CFR 982.313, Florida Statutes 83.49]
The owner may collect a security deposit from the tenant in an amount not in excess of
market practice and not in excess of amounts charged by the owner to unassisted tenants.
When the tenant moves out of the dwelling unit, the owner, subject to state and local law,
may use the security deposit, including any interest on the deposit, in accordance with the
lease, as reimbursement for any unpaid rent owed by the tenant or for damages to the unit.
In accordance with state law, the owner must give the tenant a written list of all items
charged against the security deposit and the amount of each item. After deducting the
amount, if any, used to reimburse the owner, the owner must refund promptly the full
amount of the unused balance to the tenant.
If the security deposit is not sufficient to cover amounts the tenant owes under the lease,
the owner may seek to collect the balance from the tenant.
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