
• Applicants complete application on 
RENTCafé and provide necessary 
verification(s)

• BHA analyzes the complete 
application and determines if 
applicant is eligible for program

• Applicants now wait until their 
name nears the top of the list 
(length of wait time varies)

• Once they’ve reached the top, 
“Name Up” letters and emails 
are generated and sent out

• Once an applicant is approved, 
they must attend orientation

• Their voucher, Affordability 
Estimate Worksheet, RFTA 
packet, Family Handbook and 
other important info is 
covered 

• Inspection 
scheduled upon 
receipt of 
completed RFTA

• Possible re-
inspection if needed

Step 7: 
Inspection

• Drafted after inspection 
passes

• HAP Contract processed 
after reviewed, approved 
and signed
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After HAP contract  
is executed, 
payment is sent to 
landlord on next 
payment cycle (1st & 
15th of each month)

Step 9:
HAP Payment Processed

• Once approved for a unit, the 
landlord and applicant complete 
an RFTA packet, then submit to 
BHA

• BHA will review for completeness 
before forwarding to Inspectors

Step 2: 
Waitlist Wait Period, 

Selection & Name Up Letters

• Everyone who applies is 
placed on pre-waiting list

• Those selected from 
lottery are then placed on 
waitlist

Step 4: 
Orientation

Step 5:
Housing Search

• Applicant starts to search 
for suitable unit

• Search time is 120 days 
(with possible 90-day 
extension if requested, 
before due date, and in 
writing)

Step 8: 
HAP Contract (Housing 

Assistance Payment Contract) 

Step 6: 
RFTA Packet (Request for Tenancy Approval Packet)

Step 1: 
Open the Waitlist, 

Pre-Application & Lotterization
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Lifecycle of a 
New Admission

Step 3: 
Determining 

Eligibility
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