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RFTA REVIEW

• Unit Type
• Bedroom Size
• Year Constructed
• Proposed Rent Amount
• Utilities-Who is responsible for what?
• Appliances
• Property Owner, Landlord
• Tax Information
• Owner Certification 
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Email the RFTA to 
rftasubmissionsnorth@dca.gov or 
rftasubmissionssouth@dca.ga.gov 
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RFTA

Georgia Department of Community Affairs

Request for Tenancy Approval Form
1.  For DCA Housing Authority use only.

2.  Enter:
• Complete address
• County name
• Unit square footage
• Select number of bedrooms and bathrooms
• Year built

3.  Select all relative amenities and services.

4.  Indicate the type of parking

5.  Indicate which exterior structure is attached (if any).

6. Indicate the quality of the unit and structure.

The RFTA is considered "received" once 
it is submitted completed and accurate.
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RFTA PAGE 1
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1. PHA Name: Georgia Department of Community Affairs

2.  Enter the address of the rental unit including city, state, zip

3-5. Enter the requested lease start date, number of bedrooms and year 
constructed.

6. Enter the proposed contract rent amount

7. Enter the amount of the security deposit. If none, enter "0"

8. The date the unit will be ready for initial HQS inspection. 
(utilities MUST be on, and the unit must be vacant for the unit to be inspected, unless 
leasing-in-place)

9. Indicate the type of structure – Single family, apartment, townhome, etc.

10. Indicate if the property receives any additional subsidy
 

11. Utilities and Appliances: ALL blocks MUST be filled in.
• Specify fuel type for heating, cooking and water heating by placing an 

X in the appropriate box.
• In the "Provided by" column, write an "O" for Owner provided or "T" for 

Tenant provided utilities.



RFTA PAGE 2
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12. Owner's Certifications:
A.  This section ONLY applies to structures with 4 units or more.
B.  Please read carefully. By signing the RFTA form, you agree that this statement is true.
C.  Please place an "X" on the line next to the appropriate lead-based paint statement for 
your property.
The RFTA form MUST be signed by both the Owner and Tenant. Missing signatures will 
delay processing of the RFTA and scheduling of the initial inspection.
• If a management company is submitting the RFTA, include the management 

company's name and contact information.
• The owner/management company must provide an email address.
• Please ensure the owner's/management company's address and phone number are 

current and correct.
If errors are made while completing the form, a line should be drawn through the error and 
initialed by the person completing the form. Do not use white out to correct errors.
Incomplete or incorrect RFTA forms will be returned to the tenant and will not be processed 
and scheduled for an initial inspection until the form has been completed and/or corrected.
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Rent Calculation

• A family pays 30% to 40% of adjusted  
monthly income for rent

• Deductions are granted for dependents, 
childcare, medical, and other eligible expenses.

• Family’s Portion=“TTP” or Total Tenant 
Payment

• Subsidy to owner=Housing Assistance Payment 
or “HAP”

• Utility expense is included when determining 
the “TTP.”

• Family may or may not pay utilities
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Affordability

At the time the PHA approves a tenancy for initial occupancy of  a 
dwelling unit by a family with tenant-based assistance under the 

program, and where the gross rent of  the unit exceeds the applicable 
payment standard for the family, the family share must not exceed 40% 

of  the adjusted monthly income.
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Rent 
Reasonableness

• The PHA may not approve a 
lease until it is determined that 
the initial rent to the owner is 
reasonable. This means it is 
comparable to other non-
assisted units in similar size, 
location, unit type and 
features. Rent Reasonable 
tests are also conducted before 
any future rental increases.
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Inspection

• Once the unit passes the affordability test, the unit is sent to the Inspections Department. 

• The Inspector will contact the owner within 2-3 business days to schedule the initial HQS inspection.  The unit must 
be vacant, and all utilities must be on for the unit to be inspected.

• If  the unit fails, the owner will have 15 days to make the repairs and notify inspectionsnorth@dca.ga.gov or 
inspectionssouth@dca.ga.gov that the unit is ready for a follow-up inspection.

• If  deficiencies are not corrected within 15 days, the owner may be given additional time to complete the repairs. If  the 
RFTA is voided, tolling days are issued to the family.

• The landlord will receive a Notice of  Passed HQS Inspection form when the unit has passed HQS inspection.
• Carbon monoxide detectors are required on each level of  the unit if  there are any gas burning appliances, an attached 
garage     or a fireplace. 
• Smoke detectors are required on each level of  the unit, inside each bedroom and in the immediate vicinity outside the 

bedrooms. The smoke detectors also needs to be hardwired or have a 10-year sealed battery. 
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Commonly Failed Items
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1. Smoke and Carbon monoxide detectors not working or not in the right locations. 
2. GFCI outlets not working properly or missing. 
3. Bedrooms must have a window and a door. The window must lead to the outside of  the unit. 
4. Burners: gas burners must light on their own without the use of  matches or lighters.
5. Double key locks are not allowed.
6. Broken or missing outlets and light switch covers.
7. Tripping hazards: inside and outside of  the unit. Uneven parts of  the driveway, bunched carpet, or torn/loose  

flooring. 
8. Windows must open and close properly and not slam shut when closing. Windows cannot be broken or be 

plexiglass. 
9. Missing globes on light fixtures.
10. Fire Extinguishers provided by the landlord cannot be out of  date.
11. Drain line must be present on pressure release valve for water heater. 



DCA is not responsible for any payments on a 
unit until the following has applies:

Georgia Department of Community Affairs 14

Unit passes HQS 
Inspection

DCA determined that 
the requested rent is 

reasonable

The landlord and 
tenant have executed 

a lease, and the 
landlord has signed 
the HAP with DCA



HAP Contract/Lease
• Once the unit passes the initial inspection, the owner must complete and submit to 

DCA the executed lease signed by the owner and tenant within 30 days of the 
family moving into the unit. 

• The HAP Contract will be prepared upon receipt of the lease.   The owner will be 
notified via email when the contract is ready to be signed. 

• The effective date of the HAP Contract cannot be earlier than the day after the 
family’s move-out date indicated on the Notice to Vacate or Move-out Extension 
from their previous unit. 

• If the family moves in before the passed inspection, they are responsible for any 
payments until and including the inspection day.

• The family should pay the estimated rent portion until DCA completes the final 
rent calculation and HAP Contract.

• A letter will be sent to the landlord and tenant notifying them of the final HAP and 
tenant rent amounts.

• Housing Assistance Payments are deposited directly into the owner’s designated 
account during the first week of each month.

• DCA may need up to 60 days to process families who are moving to new 
units.
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Questions?
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