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MARKETING - OUTREACH - REFERRAL

YES NO

OWNER
reviews and signs RAC.

Owner/Management Agent
will list Section 811 PRA Program

units on
WlHousingSearch.org

which is part of
Social Serve PAIR

DHS will inform the Owner/Management Agent
of applicant / unit match within 5 days.

t
Owner/Management Agent conducts their own
applicant screening, as well as finalverification

of income and assets per HUD Guidelinesto
determine the tenant portion of monthly rent
using Enterpr¡se lncome Verification (ElV), and

third party verifications.

Applicant
Approved

Approved
TSP, AFHMP,&
Environmental
Rev¡ew - RAC

issued to
Owner.

Applicant
Rejected

OWNER must notify Appl¡cant, DHS

and WHEDA of rej ed application

Applicant has the right to appeal the "rejected
application" decision in writing or request a meeting
within 14 days, and the right to request reasonable

accommodations to participate in the informal hearing
process

I

Y
Owner meets with Applicant(s) to discuss reject¡on

notice, and meeting must be conducted by a member of
the Owne/s staff who was not involved in the initial

decision to reject admission or assistance,

Within 5 business days of the owner response or
meeting, the Owner must advise the applicant in writing

of the final decision on eligibility.

Rejection
stands

Owner notifies WHEDA
& DHS of Appeal decision

ending in rejection.
STOP

Application

OWNER must notify Applicant, DHS and WHEDA of
approval

+

Owner/Management Agent schedule a Briefing sess¡on

and Lease signing with applicant, and review house rules.

Applicant/Tenant moves into the Section 811 PRA unit

OWNER must submit monthly HAP request and required
HUD Forms/Documents to WHEDA for HAP payment

WHEDA reviews and processes the HAP submission and
disburses monthly HAP payments

I

I

I

Approved



WHEDA

Rejection stands
Owner notifies WHEDA

& DHS of Appeal decision
ending in rejection.

END

OWNER. MANAGER

Owner lists available unit
on WlHousingSearch.org

at least 6 months in

advance for new units,
and for occupied units (at

least 2 months)

UNITTURN OVER PROCESS

TENANT

/
Tenant notifies property
manager & case manager

ofintenttovacate in
accordance with lease

agreement (30 - 60 days)

or for unexpected
vacancy

DHS

DHS receives notice of
intent to vacate from

tenant, and begins process

to fill upcoming vacant
unit.

+

Applicant has the right to appeal the "rejected
application" decision in writing or request a meet¡ng
within 14 days, and the right to request reasonable

accommodations to partic¡pate ¡n the informal hearing
process

I

+
Owner meets with Applicant(s) to discuss rejection

notice, and meeting must be conducted by a member of
the Owne/s staff who was not involved in the initial

decision to reject admission or ass¡stance.

Within 5 business days of the owner response or
meeting, the Owner must advise the applicant in writing

of the final decision on eligibility.

DHS will filter eligible applicants for matches with available
units, and notify Owner/Management of

applicant/unit match within 5 days.

OWNER must notify Applicant, DHS and WHEDA of
approved application

I
Owner/Management Agent schedule a Briefing session

and Lease sign¡ng with applicant, and review house rules.

Applicant/Tenant moves into the Section 811 PRA unit

OWNER must submit monthly HAP request and required
HUD Forms/Documents to WHEDA for HAP payment

WHEDA reviews and processes the HAP submission and
disburses monthly HAP payments

Owner/Management Agent conducts their own applicant screening, as well as final
verification of income and assets per HUD Guídelines to determine the tenant port¡on

of monthly rent using Enterprise lncome Verification (ElV), and third party verifications.

OWNER must notify Applicant, DHS

and WHEDA of rejected application

I

I

I

Application
Approved



TENANT ISSUE PROCESS

WHEDA

WHEDA receives copy of
action plan.

WHEDA
receives copy of notice

of intent to ev¡ct.

WHEDA
receives status update
from Guardian and/or

DHS Case Manager

WHEDA & DHS will be
notified of available unit.

OWNER-MANAGER

Management Agent identifies
serious lease violations that

must be resolved, and contacts
Tenant to discuss resolution.

Unresolved
lssues, and now tenant's

Guardian and/or
DHS Case Manager

is contacted..

Management Agent contacts
Guardian and/or

DHS Case Manager
within l week of

meeting with Tenant.

TENANT

Tenant must meet w¡th
Management Agent in an

attempt to resolve lease
violations.

DHS

---------)

lssue(s)
Resolved

END

Guardian andlo¡ DHS Case

Manager is to meet w¡th Tenant to
discuss issues, and establishes an

action plan to correct the lease
violations within 30 days.

+

Management Agent
receives copy of action plan

Tenant receives notice of
¡ntent to ev¡ct.

WHEDA & DHS Case Manager
will search the available units for alternative

housing that matches the tenants needs.

Management
Agent

receives status
update from

Guardian and/or
DHS Case

Manager

t
Management
Agent updates

WlHousingSearch.
org

with available unit

Guardian andlor DHS Case

Manager notifies Management
Agent & WHEDA of status witårn
3 doys of meet¡ng withTenont,
and shares the plan of action to

correct the lease violations.

Guardian andlor
DHS Case Manager

receives copy of notice of
ev¡ct.

Guardian and/or
DHS Case Manager

will continue working on
possible resolution of issue(s).

It
Guardian andlo¡

DHS Case Manager
will notify

WHEDA & Management Agent
of issue status w¡thin l week,

lf issue remains unresolved,
Management Agent will
proceed with eviction.

WHEDA & DHS will be notified
of available unit.

lssue(s)
Resolved

END

+

lssue(s) remøín
unresolved, ønd

tenqnt @nt¡nues to
disrupt the

community or unÍt,
Manøgement Agent

notífrestenonl
Guordìqn, DHS &

WHEDAoI¡ntentto
evíct.

PROCEED TO UNIT TURN OVER PROCESS


