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1 - Waiting List

Client added to waiting

list by SAWC or HAWC

2 - Pull/Verification

Packet

Client with help from the

caseworker completes

Packet

3 - Approval/Briefing

RPI Reviews and Invites to

Briefing

4 - Housing

Search/Landlord

Packet

Client starts looking for

housing, completes

Landlord Packet with

property owner/manager

5 - Inspection/Move-

In

RPI Inspects unit and

Client signs lease and

gets keys

OVERVIEW OF THE HCV PROCESS
From Waiting List to Lease Up



HCV Packet

Initial Request Letter
lists everything
needed for the

packet.

Key Point: Returning Complete
Packets by the requested date

speeds up the process



ROI and
Privacy
Notice
Sign and Date



Household,
Income, Asset 

and Expense
Declaration

Fill all demographic information
for all household members 

Check Every Box 
Sign and Date



Key Point: Must Provide Back Up Documents
for all forms of Income



Debts Owed 
Sign and Date

Key Point: Any Debts owed to a
HUD funded Projects need to be

paid before the client will qualify. 



Supplemental and Optional
Contact

Allows the MSHDA Partner to Contact the
Caseworker

Fill out as much information as possible
Select Reason for Contact

Sign and Date



Citizen Declaration
Complete Information for All

Household Members
Sign and Date

Key Point: Adults sign for themselves, a
parent/guardian signs for children



Zero Income
Questionaire

Key Point: Only for

Households with Zero

Income

Answer all questions,
sign and date



Certification of Zero Income

Answer Point 4
Sign and Date



Documentation to
Send with the Packet

Copies of: Social Security Card and Birth Certificates for all household members
Copy of Income Paperwork: SSI/SSDI/SS Letter, 2 Most Recent Paystubs,
Verification of Income from Contrubutions, Child Support Print Out, Cash

Assistance Letter etc.  
Copy of Driver‘s License or State ID with a Letter from Agency Verifying Residnecy 

Proof of Disability (If applicable) 



Example of Verification of
Residency Letter

Key Point: Needs to include the client’s full name and
that they were in the county on the day they were

pulled off the waiting list



Next Steps
Send Completed Packet with all supporting documents to the MSHDA

Provider (Either CMA or RPI) - Email is recommended

RPI - mail@rpimanagement.org
CMA - staff@cma-inc.org

Once approved the Client will be invited to a Breifing and given their
Housing Choice Voucher.

Once the Client has been approved for house they will complete the
Landlord Packet with their new Landlord



Contact Information

Have more questions or need help?
Contact Elizabeth Fink at SOS Community Services

elizabethf@soscs.org


