
Special Purpose Vouchers Meet Housing Choice Voucher 
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Waycross
500 Alice Street 
serves as our 
Southern Regional 
Customer Service and 
Operations center.  

Atlanta Main
60 Executive Park 
serves as the 
Northern Regional 
Customer Service 
center

Atlanta Temp
1800 Century Blvd 
serves as the 
Northern Regional 
Operations center

(no public access)

Current Operations
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• To initiate the referral process, your agency will:

• Identify an eligible family

• Complete the referral form 

• Have the family complete the application and submit verifications

• Email referral, application, and supporting documents to zendesk

Referral Process
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• Application:

The DCA HCV Application must be 
complete. All adults must disclose 
all relative information and sign the 
application where indicated.

• Supporting Documents

Be sure all household members 
have unaltered and legible social 
security cards, photo ID (18+), 
and birth certificates.

(alternative forms of verification may be accepted)

• Income Verification

Recent and consecutive pay stubs 
or verification for earned income. 
Recent, up to date, legible and 
unaltered verification of unearned 
income (SSI, Child 
Support, Retirement, etc.)

• Assets

Most recent statements or 
verification of assets. This includes 
401k, real property, 
checking/savings, land, etc.

• Accompanying Forms

All forms that accompany the 
application must be completed and 
signed by all adults unless 
otherwise stated.

(HUD and DCA forms are required in order to 
verify eligibility)

• Referral Form:

Be sure the referral form is 
complete, has accurate contact 
information, is dated and signed 
where needed.

A Successful and Expedited Referral
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Accompanying the Application
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• The application is designed to capture all necessary information to determine eligibility. All 
questions should be answered on the application. "Yes" or "No"

• Questions that are answered with "yes" generally require verification.

• "yes" to employment = check stubs

• "yes" to disability = verification of disability

• "yes" to checking account = account statements

• HCV staff cannot assume the answer is "no" because it was left blank. Incomplete 
applications must be completed before eligibility can be determined

• The most common delay in voucher issuance is incomplete applications

Application Completion
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Again, every part of the application serves a purpose. It is a best practice to complete the 
application in its entirety even if it does not apply to the family. This includes the 
accompanying forms.

Please follow along in the application review:

Accompanying Forms
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•Before moving forward, are there any 
questions or concerns?
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Application 
Submitted

Day 1

Eligibility Team 
Determination

Day 3

Missing Info?

(this may add up to 
10 days depending 

on applicant 

responsiveness)

Family will 
attend Briefing

Day 5

(unless info was 

missing)

Voucher 
Issuance

Day 7

Target Process Overview
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From here, the applicant will have a Voucher and Request for Tenancy Approval (RFTA). 
The applicant may begin to search for safe, suitable and affordable housing.

Once a unit is identified, the applicant will provide the landlord with a copy of the RFTA. The 
landlord will complete the RFTA and submit it to DCA for processing. Processing times take 
approximately 14 days from submission to move-in. 

During the family's New Admission Briefing, the process will be discussed in more detail.

What's Next?

RFTA Submission
RFTA 

Review
Affordability 

Test
Rent Comp 

Test Inspection
Lease Sign 
and HAP 
Execution

Move-In
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DCA’s HCV Jurisdiction:

149 Counties
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• How many referrals can 
be submitted for this 
program?

• How long does an 
applicant have to locate 
housing?

• Can the applicant add 
family members?

• What happens when 
there is an income 
change?

• When is the rent paid? 

• Who does the housing 
assistance payment go 
to?

• How long can someone 
remain on the program?

• What happens when a 
voucher expires?

• Can the voucher be used 
outside of DCA's 
jurisidiction?

• How much is the voucher 
worth?

• How many bedrooms are 
on the voucher?

FAQs
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Georgia Department of Community 
Affairs
Housing Choice Voucher Program
Customer Service Call Center: 470-802-4707

Waquele Holley

Division Director

Dacia Dickey

Deputy Division Director

Ryan Smith

Director, Program Governance and Client 
Relations

Khalid Battle

Director, Housing Programs Operations
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Questions?
Comments?

Thank you!
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