
Moving in Allentown

Navigating the Move Process
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Presenter Notes
Presentation Notes
Introduction of Presenter and Staff. Approximate length of briefing.




Overview
Move Timeline
Giving Notice

Voucher Issuance
Looking for a Unit

Request for Tenancy Approval Paperwork
HQS Inspections

Moving Into Your Unit
Contact Information

Q & A
Individual Interviews 2

Presenter Notes
Presentation Notes
What we’ll cover.



Unit Search 
by Tenant

Move Timeline

BRIEFING RFTA RFTA 
REVIEW

HQS 
INSPECTION MOVE IN

Owner Corrects 
Incomplete 
Documents

Two fails = 
Unit rejected

AVG: 4-6 Weeks
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Presenter Notes
Presentation Notes
Explanation of the timeline of events for moving. Issuance of voucher at the briefing, searching for a unit, submitting the RTA and its review, missing docs requests, HQS inspection, and move in procedures. Common pitfalls are if the landlord does not return all necessary documents, if the unit fails its HQS inspections.



Notice to Vacate

CERTIFIED
4

AHA

Presenter Notes
Presentation Notes
Explanation of providing notice. Tenant must give 60 days notice. If tenant cannot contact the landlord, tenant may send notice via certified mail.

60 days prior to end of lease
	Landlord – must be in writing
	AHA – must be submitted in writing
	          must be approved by AHA



Voucher Issuance

EXTENSION POLICY:

1. Reasonable 
attempts to find 
apartment

2. RFTA submitted

3. Extenuating 
circumstances

4. Family emergency

5. Disability

**IN WRITING 
PRIOR TO 

THE 
EXPIRATION 

DATE ON 
YOUR 

VOUCHER
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Presenter Notes
Presentation Notes
Voucher issuance and extension policies.



Voucher Size

2 PERSONS PER 
ROOM, BY GENDER

EXCEPTION:

< 10 years old
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Presenter Notes
Presentation Notes
Explanation of how we issue voucher sizing. Explain that AHA voucher standards do not apply, the receiving PHA’s payment standards can be used.



Payment Standards

0 1 2 3 4 5 6

$1,243 $1,475 $1,797 $2,295 $2,414 $2,776 $3,138

RENT + UTILITIES LIMITS

**PLEASE NOTE: Payment standards include estimated monthly utility costs. 
Actual maximum rent to owner may be less than the payment standard listed.

Approval is dependent on:
 Affordability for the tenant based on income
 Rent Reasonableness report based on location and rents of similar

units
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Presenter Notes
Presentation Notes
Explanation of payment standards.



Looking for a Unit

Consider:
   - Size
   - Location/Neighborhood
   - Transportation
   - Schools
   - Shopping

ALWAYS 
VISIT TWICE!
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Presenter Notes
Presentation Notes
Explanation of locations.



Portability
• Allows voucher holder to move to a rental unit of their 

choice outside of the jurisdiction as long as there is a 
PHA administering a program where the unit is located 

• Receiving HA has the choice of billing the initial HA or 
absorbing the family into the program

• Portability may be restricted for up to one year
• Must be in good standing (exceptions Violence Against 

Women Act)
• Limited exceptions for budgetary constraints (shortfall 

designation)
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Finding Apartments
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www.pahousingsearch.com

Link to Site:
www.allentownhousing.org

Presenter Notes
Presentation Notes
Explanation of PA Housing Search.



Census Tracts of Allentown

East 
Side

South 
Side

Center City

West End

11

Presenter Notes
Presentation Notes
Explanation of payment standards.



Lehigh County



Request for Tenancy 
Approval (RFTA)

This can be a tripping point for many 
people in the move process. Please 
listen carefully to all directions.
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Instructions for the property owner/agent:
• You must return the RFTA packet with all of the required materials to the AHA, including the cover sheet.
• The AHA will not process your request until you submit all of the required documents listed below.
• Please refer to the website for additional information about the program.

Presenter Notes
Presentation Notes
Please turn to the packet given to you.



RFTA – Tenant Section
RFTA – Page 2 Lead-Based Paint Disclosure

Initial Section II and sign
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123 First Street, Allentown, PA 18102

(555)

(555)

Presenter Notes
Presentation Notes
Explanation of the tenant portion of the RFTA.




RFTA – 
Common Mistakes

RFTA – Page 1
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Presenter Notes
Presentation Notes
LLs don’t fill these sections out completely

Make sure all of the information is filled out correctly



RFTA Assistance

Please instruct them to direct their questions 
to HCVP Mobility Coordinator:

E-mail: dcampo@allentownhousing.org 

or Telephone: (610) 439-8678 ex. 2086

Does your landlord need help completing 
the RFTA packet?
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Presenter Notes
Presentation Notes
For Landlords only.



HQS Inspections

 Scheduled once the RFTA packet is
complete
 Inspections can take up to 10 days to

schedule
 Unit must pass prior to move in
 Units that fail two inspections

will be rejected
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Presenter Notes
Presentation Notes
If you move into the unit prior to the HQS inspection you will be responsible for the rent.



Move In Approval

 Once your unit passes the HQS inspection, the
AHA will contact you within 3 days to inform you
of your move in approval date. It is important
that you provide the AHA with up to date contact
information.

 You may not move into the unit until you receive
approval from the AHA.

When can you move into your new unit?
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Presenter Notes
Presentation Notes
The landlord submits this form to complete the process.

Do Not give the landlord a security deposit until the AHA approves the move.



Tenant Portion & HAP

 HAP contracts must be
signed and returned by
the owner before
payments are released

 The AHA will notify you
of your tenant portion
shortly after you submit
your executed lease.
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Presenter Notes
Presentation Notes
HAP usually begins being paid ~1 month after the move in date.



Unit Search 
by Tenant

Summary

BRIEFING RFTA RFTA 
REVIEW

HQS 
INSPECTION MOVE IN

Owner Corrects 
Incomplete 
Documents

Two fails = 
Unit rejected

AVG: 4-6 Weeks
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Presenter Notes
Presentation Notes
Recap of what we have covered.



Doryan Campo
T: (610) 439-8678 x 2089

dcampo@allentownhousing.org

Contact Information
1339 Allen Street

Allentown, PA 18102
Fax: (610) 969-7575
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Presenter Notes
Presentation Notes
Contact information.



Change In Family Composition
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Changes after Move – In  must be reported to 
the HA promptly in writing
 Any change in income that is expected to last

longer than 30 days
 Any change in family composition
Reported changes that do not result in an interim 
will be considered at the next annual  

Presenter Notes
Presentation Notes
Contact information.



Questions?
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Presenter Notes
Presentation Notes
For General Questions Only.




Family Self-Sufficiency 
Program

Becoming a Participant
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Presenter Notes
Presentation Notes
Introduction of FSS program.




FSS Services

 Personal Counseling
 Career Counseling
 Educational Counseling
 Job Preparation Assistance
 GED Preparation
 Assistance with Credit Repair
 Referral Services

GOAL: To help residents of section 8 housing choice voucher program 
become self-sufficient through education, training, case management, and 
other supportive services.
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Program Objectives
We encourage participants to reduce 
their dependence on federal, state, 
and local subsidies by helping them:

 Obtain a high school diploma or
further degree

 Complete a vocational training
program

 Find employment or advance in
their current job

 Establish economic independence

 Achieve set goals
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FSS Guidelines

Participants must:
 Sign a five (5) year Contract of

Participation (COP)
 Contact the FSS Coordinator on a monthly

or bi-monthly basis
 Set goals they wish to achieve over the 5

years
e.g. set a budget, improve credit score, get

GED or higher degree, get a new job
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Escrow Account
 The AHA establishes an escrow account when a 

participant’s earned income increases

New TTP – Old TTP = Monthly Escrow Deposit

Adjusts with changes 
in earned income.

The adjustment is not necessarily dollar 
for dollar. It is also dependent on whether 
the participant is considered very-low or 
low income.
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Escrow Example
 “IMA TENANT” signed C.O.P. on 1/1/2016

 She is employed at the time she enters into the C.O.P.

 Current TTP at time of C.O.P. = $90

 MS. TENANT receives increase in pay on 6/1/2016

 Due to the increase in earned income, TTP rises to $190

Sample Escrow Calculation
  New TTP       $190.00

  Old TTP                  - $  90.00

  Escrow Monthly Deposit     $100.00
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Success with FSS!

You can attain stability, steady employment, 
honors and more through the completion of 
set goals.

 G.E.D. PREPARATION
 JOB TRAINING
 EMPLOYMENT
 FINANCIAL WELL-BEING
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Melissa Aclo
T: (610) 439-8678 x 2057

MAclo@allentownhousing.org

Contact Information

1339 Allen Street
Allentown, PA 18012

F: (610) 439-8678
www.allentownhousing.org
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