PROPERTY OWNERS AND MANAGERS LEARNING EXCHANGE
4/20/2023  CGI FOLLOW UP QUESTIONS AND FAQS


1. Is it best to schedule an appointment if going to the CGI Columbus office? 
Yes! We aim to see and serve as many participants as we can, which means somedays it is hard to accommodate walk ins. While we expect to be able to see everyone who visits, having an appointment makes it easier to ensure you are assigned with the Housing Specialist best suited for your needs.  
2. What is the best way to schedule an appointment with the CGI Columbus office? 
As we move into our permanent space at 107 S High Street Columbus Ohio on the 2nd Floor, we are changing how we schedule appointments so that we can accommodate more appointments. I will provide an update once this information is finalized. 
3. When contacting CGI by phone or email, what is the expected response time? 
We currently aim to respond with 24-48 hours. We do acknowledge that the volume of calls can lead to delay, but we constantly strive to meet this goal. We want to connect and assist any and every tenant and landlord we can. 
4. How does a property owner/manager know what type of voucher a client has? 
The type of voucher a client has can be found on the tenant’s voucher. The Voucher Number will indicate the type of voucher issued. 
5. Please briefly explain the different types of vouchers. 
There are two broad types of vouchers within the Housing Choice Voucher Program. The first are standard Housing Choice Vouchers, and the second are Project Based Vouchers. Standard HCV are tenant-based vouchers that can be used by the tenant at any property of their choosing. These vouchers include Mainstream, TP-Based, NED vouchers as well. 
Project Based vouchers are issued to a property, and once a tenant meets the eligibility criteria, they receive a voucher specific to this program to use. These would be the PBV or RAD PBV vouchers. There are other programs such as the Emergency Housing Voucher program that are guided by the program and issued accordingly. These vouchers are often referred to as Special Programs within the CGI world. 
6. Please explain the rent burden process. 
A rent burden is completed upon voucher issuance. It includes the following information:
Tenant Name
Client Number
Unit Size of Voucher Issued
MAI (Monthly Adjusted Income)- Income after any eligible deductions or allowances
TTP (Total Tenant Portion)- 30% of Client income, the HUD requirement for tenants to contribute to rent

HUD has an excellent video on payment standards that can break down the function of the rent burden easier than I can via text: https://youtu.be/S8dW04Cba9U

7. Is there a contact list with email addresses and physical address?
 Yes, I will provide these below in the question regarding escalations as well.  

This is going to be broken down by department:
Waitlist/Eligibility:  Fawn Hinklin   fawn.hinklin@cgifederal.com
Portability: Fawn Hinklin   fawn.hinklin@cgifederal.com
Occupancy (RTA and Leasing/Contracting): Catherine Aponte  catherine.aponte@cgifederal.com
Annual Recertifications, Interim Recertifications: Christina Miller   christina.miller@cgifederal.com
Inspections: Kristen Poe kristen.poe@cgifederal.com
Special Programs: Nakia Dublin nakia.dublin@cgifederal.com
Rent Increases: Mindi Waller  mindi.waller@cgifederal.com
Payments: Matt Szezch   matthew.szezch@cgifederal.com
Program Concerns: Les Pierce   Leslie.pierce@cgifederal.com

8. Does CMHA have any security deposit funds? 
Currently, there are no funds available for security deposits.

9. Can a client move with their voucher before the end of their lease term if the landlord agrees to and signs a mutual rescission form? 
Yes, this is a part of the MIP (Move In Program) Process. A tenant can choose to complete an MIP two ways. They can move anytime within a lease by completing the Mutual Recission. They can move after a year when they provide a 30-60 day move out notice. Both documents must be appropriately notarized. 

10. How should a landlord show flat rate utility costs properly in a lease agreement?
In the lease, the landlord should list flat utility costs as listed below, and show how they contribute to the asking contract rent

EXAMPLE:
Flat Rate Water/Sewer $50
Flat Rate Trash $20
Contract rent including flat rates: $1200

11. When doing bulk rental increases for a property, what paperwork is required for each individual unit?

The Rent Review Request Form which includes the rent reasonableness addendum, a copy of the 60-day notice provided to the tenant, and a copy of the rent roll.  

If there is a need for Set Rents you will also need to request a Set Rent Letter. 

For large projects with more than 10 of the same unit types and PBV we prefer to obtain an excel spreadsheet containing the following information:   Project Name, Landlord ID Number, Address, Tenant Name, CMHA Case Number, CMHA Unit ID Number, Requested Rent Amount, Number of Bedrooms, Number of Bathrooms, Unit Type, Sq Footage of Unit, Electric Payment Responsibility, Heat Type and Heat Payment Responsibility, Cooking Type and Cooking Payment Responsibility, Water Heating Type and Water Heating Payment Responsibility, AC Provided by, Refrigerator Provided by, Stove Provided by, Water Paid by, Sewer Paid by, Trash Pickup Paid by.


12. Is the TTP already completed on the voucher? 
The TTP will not be found on the voucher, however it is located on the rent burden. I have included a sample rent burden with the TTP circled for reference. 

13. Are there any instances where CGI will pay a late fee on rent? 
No. 

14. After an RTA is submitted, what is the average time to review and respond? 
24-48 hours within receipt of a packet

15. How does a landlord know when an inspection is scheduled? 
Once a RTA has been approved, an approval notice will be provided. Upon approval, the unit will be sent to inspections. An Inspection Coordinator will reach out to the number provided on the RTA packet to schedule the inspection. They will also give a call approximately 30 minutes before arrival on the day of the inspection. 
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16. If there are concerns that need elevated, what is the best contact? 
This is going to be broken down by department:
Waitlist/Eligibility:  Fawn Hinklin   fawn.hinklin@cgifederal.com
Portability: Fawn Hinklin   fawn.hinklin@cgifederal.com
Occupancy (RTA and Leasing/Contracting): Catherine Aponte  catherine.aponte@cgifederal.com
Annual Recertifications, Interim Recertifications: Christina Miller   christina.miller@cgifederal.com
Inspections: Kristen Poe kristen.poe@cgifederal.com
Special Programs: Nakia Dublin nakia.dublin@cgifederal.com
Rent Increases: Mindi Waller  mindi.waller@cgifederal.com
Payments: Matt Szezch   matthew.szezch@cgifederal.com
Program Concerns: Les Pierce   Leslie.pierce@cgifederal.com

17. When are payments scheduled each month? 
Payments are released at the beginning of the month as well as the 15th of each month 


