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Leased Housing – Request For Tenancy Approval:

Overview

The BHA’s Leased Housing Department is currently processing approximately 300 – 400 Boston unit RTAs per month and 200 –300 “portable”
(units located out of the city limits) RTAs per month.  This process is a multiple step process with hand-offs to inspections, leasing officers,
aides, supervisors, and outside agencies.  Multiple outcomes require multiple actions/decisions to be made; all of which are manually maintained
and tracked.  The proposed system specifications would have the various combinations of outcomes mapped and would respond appropriately to
each with a minimum of manual intervention.
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� Sys tem shou ld  au tomat i ca l l y  ad jus t  exp i ra t i on  da te  based  on  the  t ime  l ags
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C H E C K I N G  U N I T  &  V O U C H E R  S T A T U S  /  L A N D L O R D  I N F O :

§ Sys tem shou ld  no t i f y  ve r i f i e r  o f  mu l t i p le  l eases  fo r  one  un i t  ( sha red  hous ing )

§ Sys tem shou ld  l i nk  a l l  pa r t i c ipan ts  toge the r  fo r  the  pu rpose  o f  ren t  ca lcu la t i on

§ Sys tem shou ld  ma in ta i n  r en ta l  amoun t  r eques ted  by  l and lo rd  ( sha red  hous ing )

§ Sys tem shou ld  no t  a l l ow  comb ined  ren t  f o r  sha red  un i t s  t o  exceed  to ta l  ren t  a l l owed  fo r  one  pa r t i c i pan t  ( sha red  hous ing )

§ Sys tem shou ld  ma in ta in  s t ruc tu re  t ype

§ Sys tem shou ld  ma in ta in  in fo rmat ion  re la ted  to  u t i l i t i es  in  the  un i t  and  who  pays  fo r  u t i l i t i es  (ex :  gas  hea t  pa id  by  res iden t )

§ Sys tem shou ld  ma in ta in  l and lo rd  i n fo rma t i on

§ Sys tem shou ld  ma in ta i n  a  m in imum o f  t h ree  l and lo rd  add resses

§ Sys tem shou ld  ma in ta in  agen t  i n fo rma t ion  fo r  l and lo rds

§ Sys tem shou ld  ma in ta in  Hous ing  Au tho r i t y  i n fo rma t ion  fo r  po r tab i l i t y  pu rposes

§ Sys tem shou ld   ma in ta in  cu r ren t  and  h i s to r i ca l  1099  i n fo rma t i on

§ Sys tem shou ld  a l l ow  scanned  deed  and  tax  b i l l  t o  be  a t t ached  to  un i t  r eco rd

§ S y s t e m  s h o u l d  m a i n t a i n  b o o k  a n d  p a g e  n u m b e r s  f o r  d e e d s

§ Sys tem shou ld  ma in ta i n  max imum vouche r  s i ze  f o r  each  c l i en t

§ Sys tem shou ld  ma in ta i n  scanned  documen t  i n fo rma t i on  a t t ached  t o  t he  c l i en t  r eco rd

§ Sys tem shou ld  a l l ow  scanned  documen ts  a t t ached  t o  t he  l and lo rd  r eco rd

§ Sys tem shou ld  ma in ta in  Leas ing  O f f i ce r  i n fo rma t ion  by  un i t ,  c l i en t  and  l and lo rd

§ Sys tem shou ld  f l ag  Leas ing  O f f i ce r  wheneve r  changes  occu r  i n  s ta tus  (un i t  ,  l ease ,  vouche r  and  i nspec t i on )

§ Sys tem shou ld  ma in ta i n  a  t empo ra ry  vendo r

§ Sys tem shou ld  ma in ta in  a  t empora ry  un i t

§ Sys tem shou ld  t rans fe r  a l l  h i s to r i ca l  i n fo rmat ion  f rom temporary  record  to  l i ve  record  i f  l ease  i s  approved

§ Sys tem shou ld  t rack  i ncoming  o r  ou tgo ing  po r tab i l i t y

§ Sys tem shou ld  ma in ta in  h i s to ry  o f  ownersh ip  by  un i t  and  by  l and lo rd

§ Sys tem shou ld  ma in ta in  h i s to ry  o f  t enanc ies  by  un i t  and  by  c l i en t

§ Sys tem shou ld  t rans fe r  o r  l i nk  a l l  i n fo rma t ion  f rom app l i can t  reco rd   t o  voucher  /  pa r t i c i pan t  reco rd

§ Sys tem shou ld  ma in ta in  a  h i s to ry  o f  a l l  RTA resu l t s  (ex :  became a  lease ,  i nspec t ion  fa i l ed ,  e tc )

§ Sys tem shou ld  ma in ta in  cu r ren t  s ta tus  fo r  a l l  RTA 's  i n  the  p rocess

§ S y s t e m  s h o u l d  m a i n t a i n  n u m b e r  o f  d a y s  R T A  h a s  b e e n  p e n d i n g

§ Sys tem shou ld  au tomat i ca l l y  genera te  app rop r ia te  no t i f i ca t i on  to  l and lo rds  and  tenan ts  rega rd ing  l ease  nego t i a t i ons  and  i nspec t i ons

§ Sys tem shou ld  au toma t i ca l l y  f ax  a l l  documen ta t i on  requ i red  f o r  ou tgo ing  po r tab les  t o  t he  app roved  Agency

§ Sys tem shou ld  au toma t i ca l l y  gene ra te  a  f axed  reques t  f o r  m iss ing  documen ta t i on  to  Agenc ies  w i th  i ncoming  po r tab les

§ Sys tem au tomat i ca l l y  genera tes  l e t t e r  o r  f ax   t o  c l i en t  o r  l and lo rd  o r  Hous ing  Au tho r i t y  when  in fo rma t ion  i s  m iss ing

§ Sys tem shou ld  au toma t i ca l l y  f l ag  f am i l i es  o f  t h ree  o r  more  members  as  ha rd  t o  house

§ Sys tem shou ld  ma in ta in  " s tand ing "  f o r  each  pa r t i c i pan t  and  fo rmer  pa r t i c i pan t  i n  t he  p rog ram (ex :  good ,  owes  money ,  e t c )

§ Sys tem shou ld  no t  a l l ow  a  vouche r  t o  be  i ssued  to  a  pa r t i c i pan t  who  i s  no t  i n  good  s tand ing

§ Sys tem shou ld  a l l ow  a  supe rv i so r  t o  ove r r i de  t he  " s tand ing "  and  i ssue  a  vouche r

I N S P E C T I O N S  &  R E N T  C A L C U L A T I O N S :

� Sys tem shou ld  ma in ta in  u t i l i t y  t ab les  by  bu i l d ing  t ype

� Sys tem shou ld  ma in ta in  h i s to r i ca l  u t i l i t y  t ab les  and  paymen t  s tanda rds

� Sys tem shou ld  au tomat i ca l l y  f l ag  Inspec t i ons  Depar tmen t  when  i nspec t i on  i s  requ i red

� Sys tem shou ld  rou te  i nspec t i on  resu l t s  to  app rop r ia te  i ndv idua ls

� Sys tem shou ld  ad jus t  max imum ren t  based  on  use r -de f i ned  c r i t e r i a

� Sys tem shou ld  f l ag  changes  to  t he  u t i l i t y  s tanda rd

� Sys tem shou ld  ma in ta i n  comapa rab le  marke t  r en t s  f o r  r en t  r easonab leness  by  z i p  code ,  by

census  t rack ,  and  w i th in  the  bu i l d ing

� Sys tem shou ld  au toma t i ca l l y  ca l cu la te  max imum a l l owab le  ren t  based  on  ava i l ab le  marke t  da ta

� Sys tem shou ld  compare  max imum ren t  a l l owed  to  reques t  r en t  and  no t i f y  Leas ing  O f f i ce r  i f

r eques ted  ren t  exceeds  max imum ren t  a l l owed
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1. Checking unit / Voucher status /
Landlord info:

System should notify verifier of multiple leases for one unit
(shared housing) 2

2. Checking unit / Voucher status /
Landlord info:

System should link all participants together for the purpose
of rent calculation 1

3. Checking unit / Voucher status /
Landlord info:

System should maintain rental amount requested by
landlord (shared housing) 3

4. 
Checking unit / Voucher status /
Landlord info:

System should not allow combined rent for shared units to
exceed total rent allowed for one participant (shared
housing)

1

5. Checking unit / Voucher status /
Landlord info:

System should maintain structure type 1

6. 
Checking unit / Voucher status /
Landlord info:

System should maintain information related to utilities in the
unit and who pays for utilities (ex: gas heat paid by
resident)

1

7. Checking unit / Voucher status /
Landlord info:

System should maintain landlord information 1

8. Checking unit / Voucher status /
Landlord info:

System should maintain a minimum of three landlord
addresses 1

9. Checking unit / Voucher status /
Landlord info:

System should maintain agent information for landlords 1

10. Checking unit / Voucher status /
Landlord info:

System should maintain Housing Authority information for
portability purposes 1

11. Checking unit / Voucher status /
Landlord info:

System should maintain current and historical 1099
information 1

12. Checking unit / Voucher status /
Landlord info:

System should allow scanned deed and tax bill to be
attached to unit record 3

13. Checking unit / Voucher status /
Landlord info:

System should maintain book and page numbers for deeds 3

14. Checking unit / Voucher status /
Landlord info:

System should maintain maximum voucher size for each
client 1

15. Checking unit / Voucher status /
Landlord info:

System should maintain scanned document information
attached to the client record 3

16. Checking unit / Voucher status /
Landlord info:

System should allow scanned documents attached to the
landlord record 3
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17. Checking unit / Voucher status /
Landlord info:

System should maintain Leasing Officer information by unit,
client and landlord 1

18. Checking unit / Voucher status /
Landlord info:

System should flag Leasing Officer whenever changes occur
in status (unit , lease, voucher and inspection) 2

19. Checking unit / Voucher status /
Landlord info:

System should maintain a temporary vendor 1

20. Checking unit / Voucher status /
Landlord info:

System should maintain a temporary unit 1

21. Checking unit / Voucher status /
Landlord info:

System should transfer all historical information from
temporary record to live record if lease is approved 1

22. Checking unit / Voucher status /
Landlord info:

System should track incoming or outgoing portability 1

23. Checking unit / Voucher status /
Landlord info:

System should maintain history of ownership by unit and by
landlord 1

24. Checking unit / Voucher status /
Landlord info:

System should maintain history of tenancies by unit and by
client 1

25. Checking unit / Voucher status /
Landlord info:

System should transfer or link all information from applicant
record to voucher / participant record 1

26. Checking unit / Voucher status /
Landlord info:

System should maintain a history of all RTA results (ex:
became a lease, inspection failed, etc) 3

27. Checking unit / Voucher status /
Landlord info:

System should maintain current status for all RTA's in the
process 3

28. Checking unit / Voucher status /
Landlord info:

System should maintain number of days RTA has been
pending 3

29. 
Checking unit / Voucher status /
Landlord info:

System should automatically generate appropriate
notification to landlords and tenants regarding lease
negotiations and inspections

2

30. Checking unit / Voucher status /
Landlord info:

System should automatically fax all documentation required
for outgoing portables to the approved Agency 3

31. Checking unit / Voucher status /
Landlord info:

System should automatically generate a faxed request for
missing documentation to Agencies with incoming portables 3

32. Checking unit / Voucher status /
Landlord info:

System automatically generates letter or fax to client or
landlord or Housing Authority when information is missing 3
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33. Checking unit / Voucher status /
Landlord info:

System should automatically flag families of three or more
members as hard to house 1

34. 
Checking unit / Voucher status /
Landlord info:

System should maintain “standing” for each participant and
former participant in the program (ex: good, owes money,
etc)

1

35. Checking unit / Voucher status /
Landlord info:

System should not allow a voucher to be issued to a
participant who is not in good standing 1

36. Checking unit / Voucher status /
Landlord info:

System should allow a supervisor to override the “standing”
and issue a voucher 1

37. Inspections & Rent Calculations: System should maintain utility tables by building type 1

38. Inspections & Rent Calculations:
System should maintain historical utility tables and payment
standards 1

39. Inspections & Rent Calculations:
System should automatically flag Inspections Department
when inspection is required 1

40. Inspections & Rent Calculations:
System should route inspection results to appropriate
individuals 2

41. Inspections & Rent Calculations:
System should adjust maximum rent based on user-defined
criteria 2

42. Inspections & Rent Calculations: System should flag changes to the utility standard 2

43. Inspections & Rent Calculations:
System should maintain comparable market rents for rent
reasonableness by zip code, by census track, and within the
building

2

44. Inspections & Rent Calculations:
System should automatically calculate maximum allowable
rent based on available market data 2

45. Inspections & Rent Calculations:
System should compare maximum rent allowed to request
rent and notify Leasing Officer if requested rent exceeds
maximum rent allowed

3

46. Results:
System should identify RTA's where Inspections could not
be scheduled 3

47. Results:
System should identify RTA's where Inspection passed and
landlord accepted rent 3
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48. Results:
System should identify RTA's where inspection passed but
landlord's rent request is too high 3

49. Results:
System should identify RTA's where inspect failed but
landlord accepted the rent 3

50. Results:
System should identify RTA's where inspection failed and
landlord's rent request is too high 3

51. Results:
System should identify RTA's where re-inspection is
scheduled but rent is acceptable 3

52. Results:
System should identity RTA's where re-inspection is
scheduled and landlord's rent request is too high 3

53. Results:
System should automatically adjust expiration date based on
the time lags related to the inspection results and rent
negotiation

3

54. Results:
System should automatically flag cases where inspection
results or rent negotiations have delayed the process past a
user-defined amount of time

3


