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Agenda

Occupancy 
Overview

Intake
(RTAs)

Leasing/Contracting Q&AIntroduction
to CGI



cgi.com

Insights you can
act on

Founded in 1976, CGI is among the largest IT and business consulting services firms in the world.

We are insights-driven and outcomes-based to help accelerate returns on your investments. 
Across hundreds of locations worldwide, we provide comprehensive, scalable and sustainable IT 
and business consulting services that are informed globally and delivered locally.
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CGI blends our broad affordable housing industry 
expertise with our IT systems development and support 
heritage to enable federal, state and local housing 
agencies to continuously improve their services and 
comply with regulatory requirements.

We take pride in our strong partnerships with HUD and 
various PHA’s to advance affordable housing programs 
and help to improve lives of the nearly 5 million US 
households that receive housing assistance.
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Eligibility Occupancy Continued 
Assistance

Inspections 

• First step for new 

program participants

• Evaluates applications 

to determine eligibility 

and issue vouchers 

according to program

• Includes the 

Portability department 

• Receive and process 

RTA’s 

• Approval for Initial 

Inspection

• Submission of signed 

leases and initial 

contract execution

• Oversees processing 

of rent increases

• Conducts Annual 

Recertifications

• Completes Interim 

Recertifications

• Maintains current 

contracts

• MIPs for tenants 

moving within the 

program

• Conducts Initial 

Inspections for 

leasing

• Conducts annual 

inspections per 

HUD

• Follows up on 

tenant concerns 

Department Divisions
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Connecting with CGI

By phone:

833-378-2220

In Person:

107 S High Street 
Columbus Ohio 43215
2nd Floor

*Temporarily on 4th Floor

By email:

cmha.hcv@housing.systems
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Occupancy focuses on the process of a 
tenant utilizing an issued voucher to 
lease a unit and complete a contract. 

There are two key components to 
occupancy:

Intake
Leasing/Contracting

Each component plays a key part in 
ensuring that tenants are housed safely 
and swiftly in affordable and reasonable 
units. 

What is 
Occupancy?
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RTA Submission and Review
What it means to be Reasonable
Putting the Rent Burden to Work
Ownership
Approval and Rejections
HQS Inspections

Intake
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RTA Submission
As of 3/1/2023, there are only two ways 
that RTA’s can be received:

1) Dropped Off In-Person at the 
107 S High Street Office 

2) By email to one of the following 
addresses based on the type of 
voucher the unit is being submitted 
for:

Project Based Voucher-RAD Project Based Vouchers: 
cmha.pbvreferrals@housing.systems

FUP-VASH-EHV: cmha.applications@housing.systems
All other programs: leasing_contracting@housing.systems
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Required Documents for 
RTA Submission

- Completed RTA Packet

- Valid Voucher, Signed by the Tenant

- Rent Burden Calculation Sheet

- Copy of the Unsigned Lease
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RTA Packet Table of Contents
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-Serves as our guide in determining affordability for 
the tenant

-Serves as the tenant and landlords guide in 
determining affordability for the tenant

Payment Standard per bedroom + MAI x 10% = 
Maximum Gross Rent 

Contract Rent + Utility Allowance = Gross Rent 

Gross Rent MUST BE LOWER OR EQUAL TO the 
Maximum Gross Rent to be affordable for the tenant

Rent Burden Test- Affordability
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When considering the cost of housing, HUD 
acknowledges that the cost of housing is just the 
building- it’s utilities too.

Utility Allowance is determined by the utilities a 
tenant is listed as responsible for on the RTA 
and in the lease.

*As of April 1st, 2023, there is an additional 
amount allotted to any tenant paying for electric 
and/or gas utilities

- If both fuel sources are utilized in utilities paid 
by the tenant, they are eligible to receive both 
allowances

Utility Allowance
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What does it mean to be Rent Reasonable?
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In short, it is our means of ensuring that the tenant is getting their money’s worth

Rent Reasonableness utilizes the RTA form and the Rent Reasonableness Addendum to 
determine what features a property contains and determines how much a property is able to 
charge. 

Things that impact Rent Reasonableness: 

1) Property Details: Bedroom Size, Number of Bathrooms, Build or Renovation 
Date, Square Footage, whether or not laundry is in unit, the presence of a balcony 
or patio, off street parking, etc

2) Utilities Included in the Rent Amount
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As part of the RTA process, we utilize 
the forms in the RTA packet and plug 
them in to a software called 
Novogradac. 

Novogradac uses the information we 
take from these forms to not only 
determine whether the rent a landlord is 
asking for is appropriate, it uses data 
such as proximity to resources and 
comparable properties to determine the 
maximum amount that can be charged 
for each unit. 

Determining Rent 
Reasonableness

24



© 04/20/2023 CGI Inc. Internal

Verifying Ownership
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The final step before we can approve a unit and send it to inspection is verifying the 
ownership of a unit. We run into three different scenarios at this point:

IF a landlord is an established landlord AND the unit is already in our system, we are able to 
use the Franklin County Auditor 

IF a landlord is an established landlord BUT the unit is new, we need to verify ownership 
with a more substantial document such as a deed

IF a landlord is a NEW LANDLORD, then we both need to complete the new vendor set up 
process and verify ownership with a more substantial document 

(Per CMHA Admin Plan)
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Once an RTA is approved and entered 
into the system, it transmits to OnCue, 
CGI’s inspection software. 

Once transmitted to Oncue, Inspection 
Coordinators will call the Landlord and 
verify the inspection time and date

Inspections occur within 7-10 days of 
RTA  Approval

HQS Inspection
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- If the unit passes the initial 
inspection, we can proceed with 
contracting

- If no one is there for the inspection to 
occur, a reinspection will be 
scheduled. 

- If the unit fails the initial inspection, a 
fail report will be issued. A 
reinspection will be scheduled for 3 
weeks from initial to allow time for 
repairs. 

- If a unit receives two inconclusives
OR two fails, the RTA will be 
rejected. 

HQS Inspections (Cont)
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CGI OnCue Inspections Portal 
and CGI Landlord Portal
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Ready Notifications
Lease Requirements
Leasing Up/Executing the HAP

Leasing/Contracting
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A bit of a HCV Program Vocabulary Lesson

HAP vs UAP

HAP refers to the Housing Assistance 
Payments Contract, which is the official 

document that completes a contract 
between a landlord and HUD

UAP refers to the Utility Allowance 
Payment, which is a sum that is sometimes 

received by a tenant to assist with utility 
payments (dependent on income)

TTP vs Tenant Rent

TTP (Total Tenant Portion) is 30% of the 
tenants income, and the HUD expectation 
for what the tenant will be responsible for 

paying

Tenant Rent refers to the TTP (including 
the 10% MAI if it is included) MINUS the 

Utility Allowance
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Following a passed inspection, we issue a 
ready notification and the HAP Contract 
and Tenancy Addendum to provide to the 
landlord.

The ready notification outlines the following 
things:

Effective Date:
Contract Rent: 
Tenant Portion:
CMHA’s Portion: (AKA HAP Portion)

Leasing/Contracting 

31

It provides guidance for submission of a 
signed lease with the appropriate dates 
and to ensure we are in agreeance of 
these amounts prior to the HAP Contract 
being executed 

A signed lease should start the day after 
the inspection passes (or a reasonable 
time after in which the tenant moves in) 
and should end the last day of the month 
before the lease starts

Example: 3/15/2023-2/28/2024
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Lease 
Requirements
- Dates must be for one year
- Lease must end on the last day of the 

month prior in the following year
- Must confirm responsibility of the 

utilities on the lease 
- Must not contain any automatic 

renewal fees
- No automatic rent increases
- Must contain all required addendums
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Once the lease is received with the 
corrected dates, we are able to proceed 
with the HAP contract. 

We do a final check to ensure all info is 
correct in Scyphus and on the returned and 
signed contract, we are then able to 
execute the contract. 

Once we upload the signed documents and 
sign the leasing checklist in Scyphus, the 
contract dates will generate in the 
contracting screen. Payments will begin 
according to the next pay schedule.

Lease- agreement between the tenant and 
landlord

HAP/IRD- agreement between HUD and the 
landlord

Leasing Up/Executing the HAP Contract

33

In order to remain HUD compliant, all contracts
must be executed within 60 days of a passed

Inspection.
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- Currently, we operate off of two 
check runs: The first of the month 
check run and the mid month check 
run

- Initial payments will be issued 
depending on when the contract is 
completed. 

- After initial payment, all payments 
will be issued at the first of the month

Payments
Schedule
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