


What to expect…..
- This orientation will last approximately one and a half hours, depending on your
reading pace.

- There will be a required orientation questionnaire 
that will need to be returned before a voucher will be issued.

- We will be going over all documents. Please
follow along with hard copy mailed to you.



General Info
- HAYC hours: Monday-Thursday 8:00am to 5:00pm

Closed to the public on FRIDAYS. 

- Drop boxes (red one in outer lobby and by main door).

- Appointments with Housing Specialist needed:
* No walk ins/No same day appointments 
* It can usually be handled with a call/email.
* Submit your documents via Rent Café
* How to set up an appointment…

- Oscar/Victor will be your workers until you have found a place 
(more details later.)



- All adults (18 years +) are 
required to sign this form.

- The “do’s” and “don’ts” of the program.

- Will be re-signed at every annual.



- I did not know is not an excuse!

- Read the Family Obligations. 

- If in doubt, ask your Housing Specialist
and/or report the change in writing.



MANDATORY TERMINATION

HUD REQUIRES THE HAYC TO START THE TERMINATION PROCESS 
FOR THE FOLLOWING CIRCUMSTANCES:

- The family is court evicted from an assisted unit. (HAYC considers an eviction to be
a “sheriff lockout.”) Note: This definition of eviction could be different with another housing authority.

- The family fails to sign and submit any consent forms they are required to sign for 
reexamination.

- The family fails to submit any documentation required concerning any family member’s 
citizenship or immigration status.

- The family fails to provide required Social Security documentation.

- If students fail to meet on-going eligibility requirements.



The items listed below require mandatory terminations and lifetime denial of assistance

- If any member of the family has been convicted of 
manufacturing or producing methamphetamine.

- If any member of the family is required to register as a lifetime sex offender.



The tenant update sheet (TUS). This 
is also known as the “blue sheet.”

Used to report ALL changes.

Attach all proof of your change, if you have it.
i.e. separation letter, TANF award letter, etc.

Even if you do not have proof of your change
submit a tenant update sheet!

TUS can be found:
-In the lobby at the main office
-Online on our website in our “forms” tab
-One is included in your packet



Lets talk about two of the most 
common changes:



Income Decreases
Report if your income has decreased (has already happened).

The soonest the change can happen will be the first of the following month that 
the change was reported in. 

For example: Jim loses his job and reports this to his worker on May 4th. The
change will become effective on June 1st.  

If HAYC does not have verification, this will DELAY your change!

BUT…….

Even if you do not have the verification, report your income decrease!

NOTE: Until you have received official word from HAYC that your income 
decrease has been processed and your portion of the rent has changed, 
continue to pay your current portion of the rent!



Income Increases

Kim was at zero income, but now has started a full time job. She Reports this NEW
source of income to her worker on March 15th. The soonest the change will become 
effective is May 1st (HAYC has to give at least 30 days notice when increasing tenant 
portion).

The soonest the change can happen will be the first of the following month when 
at least 30 days notice has been given to the tenant. 

Examples….

Jose and Maria have a voucher. Jose is working and this income is on file with HAYC. 
Maria was not working. Maria then gets a job and starts working. This family needs to report 
Maria’s income as it is a NEW income. If the income is reported on February 20th

The soonest this income increase can be effective will be April 1st.



- Use the Tenant Update Sheet to report ALL changes.

- If in doubt report the change. 

- Until otherwise told by HAYC, continue to pay your current portion of the rent!

- When submitting documents make sure the head of household’s name is on it.

- Report in writing any change in family size or income within 10 business days of the change occurring.



Informal Hearings Procedure and 
Policies form

This two sided form is a part of an intent to 
terminate your assistance packet.

- Explains the process of the informal hearing or 
review

- As mentioned, part of a packet. Follow all 
instructions in packet if you are wanting to 
appeal decision to terminate your assistance.

Hint: Follow the family obligations  and 
you will never see this form.



- Be honest when answering questions on
packet. Answer ALL questions. Don’t leave
any questions blank. 

- Report all changes.

- If it is determined that HAYC has overpaid
do to not reporting or by omission, you will
have to pay this overpayment back.

- HAYC can refer cases to the Office of the
Inspector general for prosecution. 



Report Fraud

If you know of anyone who provided false information on a HUD housing assistance
application or recertification or if anyone tells you to provide false information, report that 
person to the HUD Office of Inspector General Hotline. You can call the Hotline toll-free 
Monday through Friday, from 10:00 a.m. to 4:30 p.m., Eastern Time, at 1-800-347-3735.

You can fax information to (202) 708-4829 or e-mail it to Hotline@hudoig.gov. 

You can
write the Hotline at:
HUD OIG Hotline, GFI
451 7th Street, SW
Washington, DC 20410



Notice of Occupancy Rights under The Violence Against Women Act (VAWA)

These forms can also be found at:

(HUD form 5380)
https://www.hud.gov/sites/documents/5380.docx

(HUD form 5382):
https://www.hud.gov/sites/documents/5382.docx

Please note that men can also request protection under VAWA.

https://www.hud.gov/sites/documents/5380.docx
https://www.hud.gov/sites/documents/5382.docx


 

Section 8 Subsidy Standards 
 
This document serves as a guide to Voucher issuance or revisions. Please note: The voucher size 
does not dictate the size of unit the family must actually lease, nor does it determine who within a 
household will share a bedroom/sleeping room.  
 
The subsidy standards must provide the smallest number of bedrooms needed to house a family 
without overcrowding. 
 

Family Size 
Regardless of sex and age 

Subsidy Standard for 
Voucher Size 

1-2 people 1 bedroom 
3-4 people 2 bedroom 
5-6 people 3 bedroom 
7-8 people 4 bedroom 

9-10 people 5 bedroom 
 
If a situation not covered by this policy occurs, it will be reviewed by a caseworker or 
supervisor depending on the specific circumstances and the verification provided. 
 
HAYC may grant exceptions to this policy if the family requests, and HAYC determines, that 
the exception is justified by the health or disability of family members or other individual 
circumstance. The family must provide written documentation justifying the exception before it 
will be considered. 
 
In addition, the following will apply when determining voucher size: 

• A child who is temporaily (less than six months) away from home  because of 
placement in foster care is considered a member of the family in determining 
family unit size. 

• Foster children will be included in determining unit size only if they will be in the unit 
for more than 6 months.    

• Space will not be provided for a family member who will be absent most of the time, 
such as a member who is away in the military, 

• A family that consists of a pregnant women (with no other persons in the household) 
must be treated as a two person family. 

Please note: The voucher size does not 
dictate the size of unit the family must 
actually lease, nor does it determine who 
within a household will share a 
bedroom/sleeping room. 

- You decide who sleeps in the same room.

- HAYC does not look at age/sex of persons
to determine voucher size.

- HAYC follows HUD’s calculation of two people
to each room.

Subsidy Standards

Current HAYC policy states that you 
can request to add people to your voucher,
However….. 
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Section 8 Subsidy Standards


This document serves as a guide to Voucher issuance or revisions. Please note: The voucher size does not dictate the size of unit the family must actually lease, nor does it determine who within a household will share a bedroom/sleeping room. 


The subsidy standards must provide the smallest number of bedrooms needed to house a family without overcrowding.


		Family Size


Regardless of sex and age

		Subsidy Standard for Voucher Size



		1-2 people

		1 bedroom



		3-4 people

		2 bedroom



		5-6 people

		3 bedroom



		7-8 people

		4 bedroom



		9-10 people

		5 bedroom





If a situation not covered by this policy occurs, it will be reviewed by a caseworker or supervisor depending on the specific circumstances and the verification provided.


HAYC may grant exceptions to this policy if the family requests, and HAYC determines, that the exception is justified by the health or disability of family members or other individual circumstance. The family must provide written documentation justifying the exception before it will be considered.


In addition, the following will apply when determining voucher size:


· A child who is temporaily (less than six months) away from home  because of placement in foster care is considered a member of the family in determining family unit size.

· Foster children will be included in determining unit size only if they will be in the unit for more than 6 months.   


· Space will not be provided for a family member who will be absent most of the time, such as a member who is away in the military,

· A family that consists of a pregnant women (with no other persons in the household) must be treated as a two person family.

Maximum Occupancy


The Housing Quality Standards (HQS) for Section 8 require that units not be overcrowded. The maximum occupancy for assisted units is no more than two people for each bedroom/sleeping room.  The actual number of bedrooms/sleeping rooms in a unit will be determined by an HQS Inspector.

		Bedroom/Sleeping Rooms in Unit

		

		

		Maximum # of Persons


in Household



		1 

		

		

		2



		2 

		

		

		4



		3 

		

		

		6



		4

		

		

		8



		5 

		

		

		10



		6

		

		

		12





Accessible Units


If your family includes a disabled person, you may request a current listing of accessible units known to HAYC that may be available.

Release of Tenant Information/Landlord Screening


The landlord is responsible for screening and selection of the family to occupy the rental unit. 


HUD requires HAYC  to provide prospective landlords with the family's current and prior address (as shown in HAYC records) and the name and address (if known) of the owner at the family's current and prior addresses. 


It is the policy of HAYC to provide owners/landlords documented information in tenant files as it relates to tenancy history of family members. This information may include the number and dollar amount of claims paid, termination notices, or drug trafficking.


HAYC will give the same types of information to all families. and to all owners. 
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Subsidy Standards continued

- Adding adults to your voucher gives them legal interest in the voucher. So if something 
happens and the there is a break up they now have as much right to the voucher as
you do.

- HAYC prefers you decide who keeps the voucher in the case of a break up, but will 
determine who to give the voucher to if needed.



Maximum Occupancy 
 
The Housing Quality Standards (HQS) for Section 8 require that units not be overcrowded. The 
maximum occupancy for assisted units is no more than two people for each bedroom/sleeping 
room.  The actual number of bedrooms/sleeping rooms in a unit will be determined by an HQS 
Inspector. 
 

Bedroom/Sleeping 
Rooms in Unit 

  Maximum # of Persons 
in Household 

1    2 
2    4 
3    6 
4   8 
5    10 
6   12 

 
  

Accessible Units 
 
If your family includes a disabled person, you may request a current listing of accessible 
units known to HAYC that may be available. 

Release of Tenant Information/Landlord Screening 
 
The landlord is responsible for screening and selection of the family to occupy the rental unit.  
HUD requires HAYC  to provide prospective landlords with the family's current and prior 
address (as shown in HAYC records) and the name and address (if known) of the owner at the 
family's current and prior addresses.  
 
It is the policy of HAYC to provide owners/landlords documented information in tenant files as 
it relates to tenancy history of family members. This information may include the number and 
dollar amount of claims paid, termination notices, or drug trafficking. 
 
HAYC will give the same types of information to all families. and to all owners.  
 
 

Maximum Occupancy

- States the max number of people
who can live in a place with 
“x” number of bedrooms.

Although HAYC can release this information
to perspective landlords, we usually don’t
have this information. 


Maximum Occupancy


The Housing Quality Standards (HQS) for Section 8 require that units not be overcrowded. The maximum occupancy for assisted units is no more than two people for each bedroom/sleeping room.  The actual number of bedrooms/sleeping rooms in a unit will be determined by an HQS Inspector.
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in Household



		1 

		

		

		2



		2 

		

		

		4



		3 

		

		

		6



		4

		

		

		8



		5 

		

		

		10



		6

		

		

		12





Accessible Units


If your family includes a disabled person, you may request a current listing of accessible units known to HAYC that may be available.

Release of Tenant Information/Landlord Screening


The landlord is responsible for screening and selection of the family to occupy the rental unit. 


HUD requires HAYC  to provide prospective landlords with the family's current and prior address (as shown in HAYC records) and the name and address (if known) of the owner at the family's current and prior addresses. 


It is the policy of HAYC to provide owners/landlords documented information in tenant files as it relates to tenancy history of family members. This information may include the number and dollar amount of claims paid, termination notices, or drug trafficking.


HAYC will give the same types of information to all families. and to all owners. 
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SECTION 8 PAYMENT STANDARDS 
 
 

0 Bedroom 1 Bedroom 2 Bedroom 3 Bedroom 4 Bedroom 
$1425 $1530 $1747 $2445 $2845 

 
 

 

RENT CALCULATION 
 
Under Section 8, a family’s portion of rent is based on the household’s income and will vary 
depending on the number of bedrooms in the unit, total contract rent for the unit, and the cost of the 
tenant paid utilities for the unit (utility allowance). The Housing Authority of Yamhill County (HAYC) 
calculates rent assistance amounts based on the following formulas: 
 
PAYMENT STANDARD (based on family or unit size) 
Minus 30% of household’s monthly adjusted income 
Equals Housing Authority rent assistance amount 
 
- OR - 
 
GROSS RENT (rent charged by owner plus the utility allowance)  
Minus 30% of household’s monthly adjusted income 
Equals Housing Authority rent assistance amount 
 
In either case, the family is required to pay at least 30% of the household’s monthly adjusted income 
towards their portion of the rent and tenant paid utilities (or 10% of the household’s monthly unadjusted 
income if that amount is greater). 
 
The Housing Authority will use the formula that results in the lesser amount for the Housing 
Authority’s portion. The family will be responsible to pay the landlord the difference between the 
Housing Authority rent assistance amount and the contract rent charged by the owner. For example, if 
the rent amount is $650 and the Housing Authority’s portion is $500. The family would pay the landlord 
$150 for their portion. 
 
The Housing Authority cannot allow the family to enter into a new Section 8 assistance contract, if 
the families portion for rent and utilities is more than 40% of the household’s monthly adjusted 
income if the gross rent is higher than the payment standard. 
 
The rent for the unit you locate must be RENT REASONABLE. This means that the rent charged for 
the unit you find cannot be more than rents currently charged by the same owner for a similar unit. The 
rent also needs to reasonable when compared to rents charged by other owners for similar units. 

Payment Standards
- Voucher size is determined by 

number of people in household.

- Payment standards change and can
go up or down. 

- The payments standard is the “max”
HAYC can pay on a unit.

You can choose a unit bigger or smaller
Than the voucher size issued but:

- You must abide by max occupancy rules.

- Per HUD, HAYC has to use the payment
standard of the lower of the actual 
unit size or the voucher size. 

- If trying to get assistance on a unit more 
expensive than your voucher size, you will pay 
dollar per dollar above what the assistance does 
not cover but cannot exceed 40% of your 
adjusted income. If  it exceeds this 40%, the unit
is not affordable and HAYC will deny the unit. 
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SECTION 8 PAYMENT STANDARDS


		0 Bedroom

		1 Bedroom

		2 Bedroom

		3 Bedroom

		4 Bedroom



		$1425

		$1530

		$1747

		$2445

		$2845





RENT CALCULATION


Under Section 8, a family’s portion of rent is based on the household’s income and will vary depending on the number of bedrooms in the unit, total contract rent for the unit, and the cost of the tenant paid utilities for the unit (utility allowance). The Housing Authority of Yamhill County (HAYC) calculates rent assistance amounts based on the following formulas:


PAYMENT STANDARD (based on family or unit size)


Minus 30% of household’s monthly adjusted income
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- OR -


GROSS RENT (rent charged by owner plus the utility allowance) 


Minus 30% of household’s monthly adjusted income

[image: image2.jpg]Equals Housing Authority rent assistance amount


In either case, the family is required to pay at least 30% of the household’s monthly adjusted income towards their portion of the rent and tenant paid utilities (or 10% of the household’s monthly unadjusted income if that amount is greater).


The Housing Authority will use the formula that results in the lesser amount for the Housing Authority’s portion. The family will be responsible to pay the landlord the difference between the Housing Authority rent assistance amount and the contract rent charged by the owner. For example, if the rent amount is $650 and the Housing Authority’s portion is $500. The family would pay the landlord $150 for their portion.


The Housing Authority cannot allow the family to enter into a new Section 8 assistance contract, if the families portion for rent and utilities is more than 40% of the household’s monthly adjusted income if the gross rent is higher than the payment standard.


The rent for the unit you locate must be RENT REASONABLE. This means that the rent charged for the unit you find cannot be more than rents currently charged by the same owner for a similar unit. The rent also needs to reasonable when compared to rents charged by other owners for similar units.


RENT CALCULATION


Under Section 8, a family’s portion of rent is based on the household’s income and will vary depending on the number of bedrooms in the unit, total contract rent for the unit, and the cost of the tenant paid utilities for the unit (utility allowance). The Housing Authority of Yamhill County (HAYC) calculates rent assistance amounts based on the following formulas:


PAYMENT STANDARD (based on family or unit size)


Minus 30% of household’s monthly adjusted income

Equals Housing Authority rent assistance amount


- OR -


GROSS RENT (rent charged by owner plus the utility allowance) 


Minus 30% of household’s monthly adjusted income

Equals Housing Authority rent assistance amount


In either case, the family is required to pay at least 30% of the household’s monthly adjusted income towards their portion of the rent and tenant paid utilities (or 10% of the household’s monthly unadjusted income if that amount is greater).


The Housing Authority will use the formula that results in the lesser amount for the Housing Authority’s portion. The family will be responsible to pay the landlord the difference between the Housing Authority rent assistance amount and the contract rent charged by the owner. For example, if the rent amount is $650 and the Housing Authority’s portion is $500. The family would pay the landlord $150 for their portion.
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The rent for the unit you locate must be RENT REASONABLE. This means that the rent charged for the unit you find cannot be more than rents currently charged by the same owner for a similar unit. The rent also needs to reasonable when compared to rents charged by other owners for similar units.
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Utility Allowance

- The UA changes. Numbers are 
not set and are updated.

- It is an ESTIMATE of how much
it costs to heat, cook, run
fan, etc. in a unit. Some
people may spend way over
the estimate while others may
spend a lot less.

- If unit address is within the city
limits of McMinnville, then 
the McMinnville Water & Light
UA is used.

- If the unit address is outside of 
McMinnville city limits, then 
Portland General Electric UA
is used. 

- Also known as the “UA.”

- Like with payment standard, HAYC has to use the UA
of the lower of the actual unit size or the voucher size. 



Utility Allowance Continued

The back of the UA form

- These numbers can 
also change.

- This makes up the TOTAL
UA.

- Water/sewer/garbage rates
broken down by town.

- These are average rates
given by the companies.

Flat rate for water and Sewer Flat rate water, sewer, AND garbage

NOTE: For flat fees, HAYC uses 
these numbers, NOT what the 
landlord charges for flat fee.



Portability
Porting your voucher is the process of transferring
(porting out) Your voucher from HAYC jurisdiction to another 
jurisdiction.

At intake, one can request to port out to any place
in the United States that has a Housing Choice
Voucher program, however….. 

HUD allows housing authorities to set up their 
local restrictions to port out at intake. These restrictions at 
HAYC are the following…



Portability Continued

- If you lived (your address was in Yamhill County) at the time you applied for rental 
assistance, you may request to port your voucher any Housing Agency in the United States 
that administers a Housing Choice Voucher program.

- If you did not live (your address was NOT in Yamhill County) at the time you applied for 
rental assistance you may request to port out after you have lived in Yamhill County for ONE 
year. (If you have a disability, you may ask for an exception to this policy by requesting a 
reasonable accommodation).



Portability Continued

- If you are wanting to port out, submit your request (in writing) to HAYC as soon as possible. 
Include where you are wanting to port out to. Remember some places may have several 
housing authorities in that area (for example Marion County Housing Authority and Salem 
Housing Authority). If you don’t put down a housing authority, HAYC will send your file to the 
housing authority your Housing Specialist thinks you want to port out to.

- Other Housing Agencies may have different voucher payment standards, 
subsidy standards, income limits and screening criteria . They will provide this 
information to you.



Term of the voucher

- The initial term of the voucher is 120 days.

- Once all required documents have                  
been returned to HAYC, you will be 
mailed your signed voucher.

- Should you need an extension, 
submit (IN WRITING), a request for an 
extension BEFORE your voucher 
expires. DO NOT CALL ASKING FOR AN 
EXTENSION. 

- It is recommended that a voucher 
extension request be submitted (in writing) 
at least 14 days before the voucher expires 
to allowing for processing.



What you should consider in locating a place to live

(This document is found on back side of Term of Voucher document)

 

WHAT YOU SHOULD CONSIDER IN LOCATING A PLACE TO LIVE 
 
1. The condition of the unit. Would you be willing to live there for the next three or five years? How old is 

the unit? How does it look from both the outside and inside? 
 
2. Whether the rent is reasonable. Does the rent for this unit compare to the rents charged for similar 

units in the neighborhood? 
 
3. The cost of any tenant paid utilities and whether the unit is energy efficient. Are there 

storm windows installed? What utilities are you responsible for paying? What appliances are 
provided for you? 

 
4. Where is the unit located? What schools will your children be attending? Is it near shopping? How far 

to medical facilities? Is the unit close to public transportation? Is it close to work? 
 
5. How safe is the home for your family? Does there appear to be crime related activities in the 

area? Will you and your family feel safe here? Is the general appearance of the neighborhood good or 
run down? 

 
6. What about the size of the unit - size of kitchen, bathrooms, and bedrooms - are they adequate to meet 

the needs of your family? 
 
7. We encourage you to consider looking for a unit outside of areas with a high concentration of 

poverty with increased opportunities. 
 
 
WHERE YOU CAN LIVE 
 
You may live in Yamhill County. Yamhill County includes the following cities/zip codes. 
 
AMITY 97101         **GRAND RONDE  97347  SHERIDAN  97378 
 
CARLTON 97111  LAFAYETTE 97127          **WILLANIINA 97396 
 
DAYTON  97114  MCMINNVILLE  97128  YAMHILL  97148 
                                                                                                                 
DUNDEE  97115  NEWBERG  97132          **GASTON    97119  
 
**HILLSBORO  97124                 
                                                                                                           
You may also qualify to use your assistance in another location. Please read the PORTABILITY page of 
your packet if you are interested in transferring your rental assistance. 
 
**Gaston, Grand Ronde, Hillsboro & Willamina – Only some of the addresses in these areas are 
considered within Yamhill     County boundaries. Please contact your Section 8 Caseworker for further 
clairification. 
 

HAYC suggests that you:

- Find a place you see yourself staying long term.

- Drive by a unit several times (during the day then 
during the night/on a weekday then on a 
weekend. This way you see the culture of the 
neighborhood). 

- If possible, lease up in place (where you currently
live). This way you don’t have to worry about 
deposits or moving!

Question: Where can you use the 
voucher? 
Answer: Anywhere in Yamhill 
County!! 








WHAT YOU SHOULD CONSIDER IN LOCATING A PLACE TO LIVE



1.	The condition of the unit. Would you be willing to live there for the next three or five years? How old is the unit? How does it look from both the outside and inside?
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WHERE YOU CAN LIVE
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A Good Place to Live
You have a hard copy of this form, but can also be found here:
https://www.hud.gov/sites/documents/DOC_11735.PDF

Use this form as a template to see what the inspector looks for if you are trying to lease
up in place.

https://www.hud.gov/sites/documents/DOC_11735.PDF


Protect Your Family From Lead in Your Home

You have a hard copy of this form, but can also be found here:
https://www.epa.gov/sites/production/files/2020-02/documents/lead-in-your-home-brochure-book-bw-2020-508.pdf

https://www.epa.gov/sites/production/files/2020-02/documents/lead-in-your-home-brochure-book-bw-2020-508.pdf


Are You a Victim of Housing Discrimination?

You have a hard copy of this form, but can also be found here:
https://www.hud.gov/sites/documents/DOC_12150.PDF

HAYC can not help with legal questions!

Other resources that may be able to help you:

Fair Housing Council of Oregon:
http://fhco.org/

Oregon Law Center:
McMinnville office- 503-472-9561
Hillsboro (main office)- 503-640-4115

https://www.hud.gov/sites/documents/DOC_12150.PDF
http://fhco.org/


Housing Assistance Payments 
Contract

You have a hard copy (tenant section) of this form, but the complete contract can be found here:
https://www.hud.gov/sites/documents/52641.PDF

Once you find a place and all contracts have been signed. You will get 
complete/signed copies.

https://www.hud.gov/sites/documents/52641.PDF


HAYC & Subsidized Apartments
You do NOT need to rent from anyone on this list. It 
is for your reference only.

The dark or “grayed out” places are HAYC owned 
properties. Reach out the property landlord to apply
for any of these units.

This is NOT a complete list of 
agents/landlords/apartments in our area. 



Calculation Worksheet
Name of head of household and any special
Program. Also family type (elderly/disabled/family)

Any assets you have and any income counted from those assets

All household income counted. Income was calculated 
based on what YOU provided. 

Any deductions go here.

This will be completed once a unit is found

Gross income –Deductions = Adjusted Monthly Income (AMI)Adjusted Income / 12 = AMI 

AMI * 30% = Total Tenant Payment (TTP)



HAPPY Estimator

-This form is an ESTIMATE of the max
rent you should be looking for.

-This form is only an estimation. It is
not exact. 

-Monthly Adjusted Income = AMI (They 
are the same thing).

-Payment standard= Based off the voucher
size issued to you.

-TTP= your Total Tenant Payment per the calculation 
worksheet from previous slide.

-Utility Allowance= Is a best estimate based on
your address at intake (In McMinnville or outside
of city limits) and number of bedrooms of the
voucher. This number is an estimate

Try to find a place at or below the Max Rent to Owner. Remember that this is an ESTIMATE ONLY



If you need an Estimate
Your worker needs the following information:

- Unit size (number of bedrooms)
- Unit location (and addressed if known)
- Requested rent amount
- Type of unit (Apartment/Duplex/House)
- What utilities (and energy source they are) you are 

responsible for.
- Any flat fees charged for utilities and what it covers.

**It is preferred you email this information to your Housing 
Specialist**



Voucher
(only page one is shown)

1= Your unit size (number of bedrooms) issued.

2= Date voucher issued (this date will be 
filled in once HAYC signs and mails your
voucher back to you).

3= Date your voucher expires (This date will
be 120 calendar days from issue date).

4= Extension date. This will be completed
If a voucher extension is approved.

5= Name of the head of household.

6= Signature/date line. 

7= Public Housing Agency (PHA).  It is HAYC. 

8= Name of PHA  official.

9= Signature/date line of PHA official.

Sign/date and return your voucher to HAYC



How Do I Calculate My Portion of the Rent?

Example 1: 
Mark has a two-bedroom voucher. He finds a one bedroom he would like to rent. The unit is 
In Newberg. The requested rent is $1475. Let’s assume the unit is an apartment and
the utility allowance is $102.  Mark’s TTP is calculated at $300. Let’s calculate portions now:

1475 (Requested rent)
+         102 (UA)
____________________

$1577 (Gross rent)

Payment standard= $1530

(Remember that although Mark has a two
bedroom voucher, HAYC has to use the lower
of the actual unit size and the voucher bedroom 
size.)

So which number do we use? $1530 or $1577?..... 
Per program policy the lower of the GROSS RENT and the PAYMENT STANDARD 
has to be used to calculate portions. 

In this case we will use the PAYMENT STANDARD of $1530



How Do I Calculate My  Portion of the 
Rent continued…

Mark has a two-bedroom voucher. He finds a one bedroom he would like to rent. The unit is 
In Newberg. The requested rent is $1475. Let’s assume the unit is an apartment and
the utility allowance is $102.  Mark’s TTP is calculated at $300. Let’s calculate portions now:

$1530 (Payment standard)
- 300 (TTP)
____________________

$1230 (Housing Assistance Payment ((HAP))

Now let’s calculate Mark’s portion…

$1475 (Request rent)
- $1230 (HAP)
____________________

$245 (Mark’s Portion)

$1230= HAP
+

$245= Mark’s portion
__________________

$1475= Requested rent



How Do I Calculate My  Portion of the 
Rent continued…

Mark has a two-bedroom voucher. He finds a one bedroom he would like to rent. The unit is 
In Newberg. The requested rent is $1475. Let’s assume the unit is an apartment and
the utility allowance is $102.  Mark’s monthly adjusted income is $1000 Mark’s. TTP is calculated at $300. 

Question: What are we missing still? 

Answer: We need to account for the utility allowance.

We do this by adding the utility allowance with tenants' portion of the rent:

Mark’s Portion:                                          $245
Utility Allowance:                                      $102
Total family contribution:                        $347

Lastly, we need to see if this unit is affordable



How Do I Calculate My  Portion of the 
Rent continued…

Mark has a two-bedroom voucher. He finds a one bedroom he would like to rent. The unit is 
In Newberg. The requested rent is $1475. Let’s assume the unit is an apartment and
the utility allowance is $102.  Mark’s monthly adjusted income is $1000 Mark’s. TTP is calculated at $300. 

For HAYC: A family’s total family contribution (their portion of the rent plus the utility 
allowance) cannot exceed 40% of the monthly adjusted income. 

40% of $1000: $400   

Total family contribution: $347

Since the total family contribution of $347 
is less than $400, this unit is affordable to tenant



How Do I Calculate My  Portion of the Rent?

Example 2: 
Riley has a three-bedroom voucher. She finds a three bedroom HOUSE she would like to rent. The unit is 
in Newberg. The requested rent is $1875. Let’s assume the utility allowance is $430.  Riley’s TTP is calculated 
at $600. Let’s calculate portions now:

1875 (Requested rent)
+         430 (UA)

____________________
$2305 (Gross rent)

Payment standard= $2445

So which number do we use? $2445 or $2305?..... 
Per program policy the lower of the GROSS RENT and the PAYMENT STANDARD 
has to be used to calculate portions. 

In this case we will use the GROSS RENT of $2305



How Do I Calculate My  Portion of the 
Rent continued…

Riley has a three-bedroom voucher. She finds a three bedroom HOUSE she would like to rent. The unit is 
in Newberg. The requested rent is $1875. Let’s assume the utility allowance is $430.  Riley’s TTP is calculated 
at $600. Let’s calculate portions now:

$2305 (Gross rent)
- 600 (TTP)
____________________

$1705 (Housing Assistance Payment ((HAP))

Now let’s calculate Riley’s portion…

$1875 (Request rent)
- $1705 (HAP)
____________________

$170 (Riley’s Portion)

$1705= HAP
+

$170= Riley’s portion
__________________

$1875= Request rent



How Do I Calculate My  Portion of the 
Rent continued…

Riley has a three-bedroom voucher. She finds a three bedroom HOUSE she would like to rent. The unit is 
in Newberg. The requested rent is $1875. Let’s assume the utility allowance is $430. Riley’s monthly 
adjusted income is $2000. Riley’s TTP is calculated at $600. Let’s calculate portions now:

Question: What are we missing still? 

Answer: We need to account for the utility allowance.

We do this by adding the utility allowance with tenants' portion of the rent:

Riley’s Portion:                                          $170
Utility Allowance:                                      $430
Total family contribution:                        $600

Lastly, we need to see if this unit is affordable



How Do I Calculate My  Portion of the 
Rent continued…

Riley has a three-bedroom voucher. She finds a three bedroom HOUSE she would like to rent. The unit is 
in Newberg. The requested rent is $1875. Let’s assume the utility allowance is $430. Riley’s monthly 
adjusted income is $2000. Riley’s TTP is calculated at $600. Let’s calculate portions now:

For HAYC: A family’s total family contribution (their portion of the rent plus the utility 
allowance) cannot exceed 40% of the monthly adjusted income. 

40% of $2000: $800   

Total family contribution: $600

Since the total family contribution of $600 
is less than $800, this unit is affordable to tenant



Request for Lease Approval form
Also known as the “green sheet”

Once you have been APPROVED for a unit, both 
you and your landlord will complete this form.

The potential landlord will complete the front
part of the green sheet. NOTE: Make sure 
that the landlord completes the front of the
form in its entirety and that they sign/date it!

Do not complete or have a landlord complete
this form until you have been APPROVED for 
the unit.

IMPORTANT: You will receive a green sheet once
all required documents have been returned to 
HAYC. This will come with your signed (by HAYC)
voucher.



Request for Lease Approval form

- You will complete this side (the back side).

- Make sure you complete and sign!!!

Once BOTH sides of the green sheet have been
completed, return the green sheet to HAYC. 

Note: Until further notice, you can return the green
sheet via email/fax/mailed/dropped off at the 
drop box.

What to expect once you have submitted the 
green sheet….



Request for Lease Approval form continued

Once the completed green sheet has been RECEIVED by HAYC it takes 2-5 business days to process it.

It can take up to 14 calendar days to get the unit inspected. 

While the green sheet is being processed by HAYC, your voucher expiration date is in suspension
or “frozen.” If HAYC has to deny your green sheet, you will get this time back (more on this in
a couple of slides).

NOTE: When the unit is available for inspection and landlord follow up with HAYC’s request for an 
inspection factor into when the unit will be inspected.



Request for Lease Approval form continued

HAYC needs to make sure that green sheet passes three “tests.” These “tests” are: The unit is
affordable, the unit is rent reasonable, and the unit passes inspection.

In order to move forward, the unit must “pass” all of the above “tests.”

Lets take a look at these 
tests…



Request for Lease Approval form continued

• Affordability : If the tenant portion is more than 40% of monthly adjusted income, then the 
unit is NOT affordable and HAYC can not assist on the unit.

• Rent Reasonableness : This ensures that rents charged by owners to program participants are 
reasonable. HAYC will compare the requested rent for the unit to rents for similar unassisted 
units in the marketplace.

• Inspection: Used to ensure that a property meets HUD's Housing Quality Standards (HQS).

What happens if one of the above does not pass? Then what? 

Per program policy, HAYC has to deny this green sheet and re-issue you another one
as for you to search for another unit.



Request for Lease Approval form continued

Assistance can begin the LATER of:
• When the unit passes inspection
• When you take possession of the unit
or
• Assistance from another agency has ended

Remember assistance can begin the LATER of the above three.

So my unit is affordable, rent reasonable, and it passed inspection! Now what?



Request for Lease Approval form continued

If HAYC has to deny the green sheet and re-issue you another one, program policy 
states that HAYC has to give you the time back. This time is called tolling.

Along with another green sheet, you will get a letter letting you know 
of this action and a revised voucher with tolling added back to your expiration date.

Some final words on green sheets and the process….



Request for Lease Approval form continued

• Once the final test (inspection) has passed. All calculations will be confirmed and your file will 
be forwarded to your long term Housing Specialist.

• Reach out to HAYC once you have taken possession of the unit.

• HAYC does not assist with any kinds of move in costs or deposits. Any monies asked to take 
possession of the unit are considered move in costs.

• It is strongly recommended that you do NOT pay any deposits or move in fees until HAYC has 
approved the unit. If you move in to a unit prior to it passing all three of the tests, you are 
responsible for all monies owed until assistance can start.

• Should you lose your green sheet or it is destroyed, let HAYC know you need another green 
sheet. Remember that reporting this needs to be done in writing (email/fax also works).



Request for Lease Approval form continued

REMEMBER…

COMPLETE the back side of the form!!!

IF HAYC receives this form and you have NOT completed the back of the form, this process may 
be delayed until you complete this side.



Lead Based Paint Disclosure form

- This form is stapled to the green sheet.

- Required to be completed and returned
if the unit you are trying to be assisted
in was built prior to 1978.

- General rule of thumb: If the landlord
completes and signs the form (even if
the unit was built after 1978), you also
sign/date and return the form.



Family Self-
Sufficiency 
Program

- This optional program that is available to all voucher 
holders helps individuals and families' support 
themselves so they no longer need public assistance.

- The program provides support and assistance to participants for up to five years
as they work toward mutually set goals.

- When enrolled participant's rent portion increases due to higher earnings, a percentage
of the increase may be placed in a saving or escrow account.  This money can be used to reach goals
such as debt reduction, reliable transportation, or home ownership!

This program is completely voluntary! When ready to sign up return the complete
interest form to HAYC. 

Watch the FSS program video here:

https://vimeo.com/338260366

https://vimeo.com/338260366


Next Steps
• Complete the enclosed Orientation Knowledge Check. 
• Initial/Sign/Date the enclosed Orientation Certification Checklist. 
• Sign/date your voucher.
• Return ALL of the above to HAYC in the postage paid envelope.
• Your documents will be reviewed and a signed voucher and Request for 

Lease Approval (RLA) will be mailed to you.
• Once you find a place to rent, return the RLA to our office.  This can be 

done by mail, using our drop box, email or fax.
• We will contact you or the landlord to complete the inspection.
• Remember- You are responsible for all rent charges until the unit has 

passed inspection.
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