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HOUSING TRUST FUND CORPORATION 

 

SOLICITATION 

FOR 

LOCAL ADMINISTRATORS FOR NYS HOUSING ACCESS 

VOUCHER PILOT PROGRAM 
 

 

IMPORTANT NOTICE: A Restricted Period under the Lobbying Procurement Law is currently in 

effect for this procurement process and will remain in effect until approval of the Contract(s). 

Proposers/Bidders are prohibited from Lobbying Procurement Law Contacts related to this 

procurement process with any employee of the Housing Trust Fund Corporation (“HTFC” or 

“Agency”), or its Affiliates,1 other than the Designated Contact Officer listed below. 

 

Lobbying Procurement Law Designated Contact Officer:  

Kathryn Mazzeo 

New York State Homes and Community Renewal 

Housing Trust Fund Corporation 

38-40 State Street, Albany, New York 12207 

Email: Kathryn.Mazzeo@hcr.ny.gov 

 

If you have inquiries regarding this solicitation (“Solicitation”) or would like to contact HTFC 

regarding matters not relating to Lobbying Procurement Law Contacts, please contact 

Lisa.Pagnozzi@hcr.ny.gov or Vanessa.Lepe-Mora@hcr.ny.gov via email at 

contractunitinfo@hcr.ny.gov. 

 

Further information regarding the Agency’s Lobbying Procurement Law policies is available in the 

Agency’s Standard Clauses and Requirements for Solicitations, hyperlinked herein as Exhibit A. 

 

1. Introduction 
 

 

New York State Homes and Community Renewal  (“HCR”) consists of all the major housing and 

community renewal agencies of the State of New York (“State”) including the Housing Trust Fund 

Corporation (“HTFC” or the “Agency”).  HCR includes other agencies (“Affiliates”) not involved in 

this solicitation (“Solicitation”) process. HTFC is issuing this Solicitation seeking interest from 

vendors on its pre-qualified list (“PQL”) of Local Administrators (“LAs”), currently under Section 8 

LA contracts, for the purpose of administering State funded rental assistance across the State.    
  

 
1 Affiliates shall mean the New York State Housing Finance Agency, State of New York Mortgage Agency, New York 

State Affordable Housing Corporation, State of New York Municipal Finance Agency and Tobacco Settlement Financing 

Corporation. 

mailto:Kathryn.Mazzeo@hcr.ny.gov
mailto:Lisa.Pagnozzi@hcr.ny.gov
mailto:Vanessa.Lepe-Mora@hcr.ny.gov
mailto:contractunitinfo@hcr.ny.gov
http://www.nyshcr.org/AboutUs/Procurement/ExhibitA.pdf
http://www.nyshcr.org/AboutUs/Procurement/ExhibitA.pdf
https://hcr.ny.gov/?utm_medium=301&utm_source=www.nyshcr.org
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1.1 Housing Trust Fund Corporation 

 

The Housing Trust Fund Corporation was established as a subsidiary public benefit corporation of the 

New York State Housing Finance Agency.  HTFC’s mission is to further community development 

through the construction, development, revitalization and preservation of low-income housing, the 

development and preservation of businesses, the creation of job opportunities, and the development 

of public infrastructures and facilities. HTFC is a statewide Public Housing Authority (“PHA”). For 

further information regarding HTFC and its programs, visit HTFC’s website at 

https://hcr.ny.gov/housing-trust-fund-corporation. 

 

1.2     New York State Housing Access Voucher Pilot Program 

 
In 2025, Governor Kathy Hochul and the New York State Legislature adopted a State Budget that 

included $50 million in funding for the Housing Access Voucher Pilot Program (“HAVPP”). 

Pursuant to S. 3006–C PART HH Article 14-A, attached hereto as Exhibit B, HTFC is implementing 

this program in the State outside of New York City. HAVPP is a four-year pilot program designed 

to provide rental assistance to those who are homeless or facing imminent loss of housing, as defined 

in the statute.  

 

With certain exceptions, HAVPP is modeled from the federal Section 8 Housing Choice Voucher 

(“HCV”) program.  HAVPP will provide subsidy to families (referred to as participants or families, 

even in the case of single-person households), to assist them in renting housing in the private sector.  

HAVPP subsidy covers the difference between the family’s rent, and 30 percent of its adjusted 

income for an apartment charging reasonable rent within the federally-defined Fair Market Rent, as 

published by the U.S. Dept. of Housing and Urban Development (“HUD”). In addition to being 

homeless or at risk of homelessness, a family must have income that is no more than 50 percent of 

the area median income.  

 

Under HAVPP, HTFC will make monthly Housing Assistance Payments (“HAP”) to landlords. The 

2025 State Budget provided $50 million for the first year. Funding for the subsequent three years of 

the pilot are subject to appropriations and of the initial $50 million, it is anticipated that HTFC will 

receive approximately $17.5 million for counties outside of New York City.  The budget language 

requires that rental assistance provided through HAVPP be delivered by either a Public Housing 

Authority or LAs currently under contracts with HTFC to administer federal Section 8 HCV 

assistance.   

 

A copy of the HAVPP statute and NYPWA List of Local Department of Social Services 

(“DSS”) are attached. Proposers are strongly encouraged to review these documents in 

advance.  

 

  

https://hcr.ny.gov/housing-trust-fund-corporation
https://hcr.ny.gov/housing-trust-fund-corporation
https://hcr.ny.gov/


 

W:\Shared Procurement Project Folders\Solicitation\2025\HTFC Local Administrators HAVPP Mini-Bid\Solicitation\251023_LA mini bid_ HAVPP_new.docx 

4  
 

 

2. Purpose 
 

 

HTFC seeks interest from qualified vendors from its LA PQL to administer vouchers in HAVPP for 

one or more of the counties listed below. A previous Mini-Bid solicitation was issued on August 29, 

2025.  That Mini-Bid solicitation was subsequently cancelled on October 20, 2025.  

 

HTFC is now issuing this Solicitation to identify interested LAs to enter into competitive negotiations 

for the purpose of executing a contract to participate in HAVPP. In order to respond to this 

Solicitation, an LA must:  

 

i.  Have an existing contract with HTFC to administer the federal Section 8 HCV program; and 

ii. Be in good standing with HTFC with no current or recent monitoring findings or compliance 

issues, as determined at HTFC’s sole discretion.  

 

HTFC will seek to negotiate with each qualified LA that responds to this Solicitation. To encourage 

interest, HTFC has adjusted the parameters outlined in the previous Mini-Bid solicitation based on 

feedback received during the Bidders’ workshop, surveys, and questions submitted. The following 

changes have been made for this Solicitation: 

 

1. In the previous Mini Bid solicitation, HTFC required LAs to bid on one of four already defined 

regions across the State; HTFC is now permitting LAs to propose serving individual counties 

and/or to define their own region. However, HTFC may give preference to LAs who propose 

to serve four or more counties, particular where those counties are contiguous.   

2. HTFC is no longer requiring LAs to hire at least one full time employee to work exclusively 

on HAVPP. Shared staffing arrangements with Section 8 and other programs shall now be 

accepted, provided that the LA can document that no federal administrative resources will be 

used to pay State program costs.  

3. The Scope of Work in the previous Mini Bid did not include inspections. The revised SOW, 

attached hereto as Exhibit D, includes inspections as well as case management and the other 

functions previously listed.   

4. For the purposes of cost estimation, the LA should assume the same insurance requirements 

indicated in the LA’s current Section 8 contract.  

 

In the event that no LA expresses interest in one or more counties, HTFC reserves the right to enter 

into negotiations with any LA in good standing on the LA panel, including those that did not express 

interest. HTFC reserves the right to adjust the counties assigned, negotiate with an LA to add a county 

for which they did not express interest, subtract a county where another LA might be better qualified, 

or otherwise modify an LA’s contractual service area, either prior to contract execution or during the 

contract period, based on a variety of factors including, but not limited to, LA performance, utilization, 

funding availability, etc.  

 

HTFC estimates that it can support approximately 691 vouchers in the HAVPP for the first year with 

the funding authorized in the 2025-26 State Budget, excluding New York City. The precise number 

of vouchers allocated to each region and each county for the first year and in any subsequent year is 

subject to change at any time based on available funding, utilization and other factors, at HTFC’s 

discretion.   
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The number of HAVPP vouchers projected for each county is shown in parentheses.  

 
Albany (29); 

Allegany (2);  

Broome (16); 

Cattaraugus (3);  

Cayuga (4); 

Chautauqua (9);  

Chemung (7); 

Chenango (2); 

Clinton (6);  

Columbia (4);  

Cortland (3);  

Delaware (2);  

Dutchess (18); 

Erie (78);  

Essex (2); 

Franklin (2); 

Fulton (3);  

Genesee (3);  

Greene (2);  

Hamilton (0); 

Herkimer (3); 

Livingston (3);  

Jefferson (8);  

Lewis (1) 

Madison (3); 

Monroe (62);  

Montgomery (3); 

Nassau (47); 

Niagara (13);  

Onondaga (37);  

Oneida (14);  

Ontario (5); 

Orange (27); 

Orleans (2);  

Oswego (6);  

Otsego (2); 

Putnam (3);  

Rensselaer (10);  

Rockland (22); 

Schuyler (1);  

Seneca (2);  

Saratoga (11);  

Schenectady (14);  

Schoharie (1);  

Steuben (4);  

St. Lawrence (7);  

Suffolk (60); 

Sullivan (5); 

Tioga (2);  

Tompkins (14);  

Ulster (14);  

Warren (4);   

Washington (3);  

Wayne (3) 

Westchester (78); 

Wyoming (1);  

 Yates (1); 

New York City Transfers 

(To be Determined) 

 

TOTAL ESTIMATED NUMBER OF VOUCHERS: 691 

 

HTFC does not guarantee a minimum or maximum voucher allocation in any contract resulting 

from this Mini Bid process. All funding is subject to State appropriations.  
 

3. Instructions 
 

 

3.1 Submission of a Preliminary Proposal 

 

Bidders are asked to submit answers to the following questions in the order they appear as part 

of a Preliminary Proposal. Your response should not exceed two pages printed on 8.5x11 inch 
paper with standard margins and 12-point font.  

 

1. Would you be interested in negotiating a contract with HTFC to serve as an LA for 

HAVPP under the revised terms described above?  

2. If so, which counties would you be interested in serving? 

3. How would you go about developing the necessary relationships and partnerships to serve 

each county proposed, such as engagement of the local DSS, etc.? How would you ensure 

applicants and participants have sufficient access to their case manager, including in-

person visits where necessary? 

4. What price per voucher would you propose for the first year for each county you 

propose to serve?  Would you also require additional funds for start-up costs? If so, how 
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much and for what?2 

5. What staffing would be used to administer HAVPP? For part-time or shared staff, 

please delineate the number of hours per week each employee would work on HAVPP, 

what other program(s) that employee presently serves, and what steps will be taken to 

differentiate and define hours work on a federal program versus this State program. 

Provide an organizational chart that demonstrates lines of supervision.  

6. Proposers are subject to the requirements indicated in HTFC’s Standard Clauses and 

Requirements for Solicitations, hyperlinked herein as Exhibit A.  Such requirements 
include, but are not limited to, submission of the following information and forms: (a) 

Lobbying Procurement Law FORM 1 and Lobbying Procurement Law FORM 2 and (b) 

Non-Collusive Bidding Certification FORM. 

 

Proposals must be submitted by email to Nyhomes.proposal@hcr.ny.gov  in searchable 

portable document format (“PDF”) compatible with Adobe Reader XI by October 31, 2025, 

12pm, Eastern Daylight Time.  The subject line of the email should be titled “HAVPP 

Solicitation.”  HTFC will not accept discs, flash drives, or FTP file references that require HTFC 

to download information from the Proposer’s or a third party’s site.   

 

Late responses will not be considered. HTFC reserves the right to amend this Solicitation. 

 

3.2 Timeline and Next Steps 

 

Following the deadline, HTFC will review all complete and eligible Preliminary Proposals 

based on the following factors:  

1. Completeness and current LA compliance status; 

2. Costs reasonableness; 

3. Sufficiency of staffing, partnerships, etc.; and  

4. Geographic coverage 

 

HTFC anticipates contacting each LA in good standing that responds to this Solicitation and 

scheduling interviews within one to two weeks.  

 

All parts of your organization’s preliminary proposal will be considered tentative and are not 

binding for either HTFC or the LA.   Final contract terms may vary from your organization’s 

Solicitation response based on a variety of factors including, but not limited to, the service area 

ultimately agreed upon, adjustment of staffing and service expectations, clarification of the 

Scope of Work, etc. 

 

HTFC anticipates executing contracts by no later than December 1, 2025.  

 

 
2 For Question #4, the LA shall provide one price per leased voucher for the first year only.  HTFC shall provide for 

increases in subsequent years based on cost increases, LA performances, etc. Fixed pricing proposed by the LA in 

response to this Solicitation for subsequent years will be disregarded. In addition, the LA may propose a single start-up 

cost to cover expenses during the first year only to cover costs incurred prior to lease up. Where a start-up cost is 

proposed, the LA shall provide an explanation of the costs to be covered. 

https://hcr.ny.gov/system/files/documents/2022/10/220926_exhibit-a_clauses_requirements_september-2022_2.pdf
https://hcr.ny.gov/system/files/documents/2022/10/220926_exhibit-a_clauses_requirements_september-2022_2.pdf
https://hcr.ny.gov/system/files/documents/2019/02/lobbyinglawform1.pdf
https://hcr.ny.gov/system/files/documents/2019/02/lobbyinglawform2.pdf
https://hcr.ny.gov/system/files/documents/2019/02/non-collusive-bidding-certification-form.pdf
mailto:Nyhomes.proposal@hcr.ny.gov
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Proposal Checklist 

 
CHECKLIST FOR VARIOUS REQUIRED FORM RELATED ITEMS TO BE COMPLETED 

AND RETURNED: 
 

 

 

□ Bid Proposal 

 

□ Administrative Proposal 

 

□ Lobbying Reform Law Form 1 

□ Lobbying Reform Law Form 2 

□ Non-Collusive Bidding Certification Form 

 

 

-REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY- 

  

https://hcr.ny.gov/system/files/documents/2019/02/vendor-information-form.pdf
https://hcr.ny.gov/system/files/documents/2019/02/vendor-information-form.pdf
https://hcr.ny.gov/system/files/documents/2019/02/lobbyinglawform1.pdf
https://hcr.ny.gov/system/files/documents/2019/02/lobbyinglawform1.pdf
https://hcr.ny.gov/system/files/documents/2019/02/lobbyinglawform2.pdf
https://hcr.ny.gov/system/files/documents/2019/02/lobbyinglawform2.pdf
https://hcr.ny.gov/system/files/documents/2019/02/non-collusive-bidding-certification-form.pdf
https://hcr.ny.gov/system/files/documents/2019/02/non-collusive-bidding-certification-form.pdf
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EXHIBIT A 
 

HTFC’s Standard Clauses and Requirements for Solicitations 

 

(hyperlinked above)  

  

https://hcr.ny.gov/system/files/documents/2022/10/220926_exhibit-a_clauses_requirements_september-2022_2.pdf
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EXHIBIT B 
 

S. 3006–C PART HH Article 14-A 

Statute – Housing Access Voucher Pilot Program 

(click the above hyperlink to download a copy of the statute) 
 
 

  

https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
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EXHIBIT C 
 
 

 NYPWA List of Local DSS Commissioners 
August 4

th
, 2025 

 

Notes3 

 County Name Address 

1. Albany Erin Stachewicz 162 Washington Avenue 

Albany, NY 12210 

2. Albany CYF Moira Manning 

 

112 State Street, Room 300 

Albany, NY 12207 

3. Allegany Donald Horan 7 Court Street 

Belmont, NY 14813 

4. Broome Nancy J. Williams 36-42 Main Street 

Binghamton, NY 13905 

5. Cattaraugus Erin Whitcomb One Leo Moss Drive, 

Suite 6010 

Olean, NY 14760 

6. Cayuga Christine Bianco 160 Genesee Street 

Auburn, NY 13021 

7. Chautauqua Carmelo Hernandez H.R. Clothier Building, 7 North 

Erie Street 

Mayville, NY 14757 

8. Chemung Mindy Banfield Human Resource Center, 

425 Pennsylvania Ave 

P.O. Box 588 

Elmira, NY 

9. Chenango Daniel Auwarter PO Box 590; 5 Court Street 

Norwich, NY 13815 

10. Clinton (interim) Gretchen 

Crowningshield 

13 Durkee Street 

Plattsburgh, NY 12901 

11. Columbia Robert Gibson PO Box 458; 25 Railroad Avenue 

Hudson, NY 12534 

12. Cortland Kristen Monroe 60 Central Avenue 

Cortland, NY 13045 

 
3 Alphabetical ordering by county. For more information on our local districts, please visit our website for complete 

district information.  

https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nypwa.org/page/local-districts-4.html
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13. Delaware  Keith Weaver 111 Main Street 

Delhi, NY 13753 

14. Dutchess Sabrina Jaar Marzouka 60 Market Street 

Poughkeepsie, NY 12601 

15. Erie Karen Rybicki 95 Franklin Street 

Buffalo, NY 14202 

16. Essex Angie Allen 7551 Court Street; PO Box 217 

Elizabethtown, NY 12932 

17. Franklin Michele Mulverhill 184 Finney Blvd., Suite 123 

Malone, NY 12953 

18. Fulton Anne Solar PO Box 549; 4 Daisy Lane 

Johnstown, NY 12095 

19. Genesee Carla Mindler 5130 East Main Street; Suite 3 

Batavia, NY 14020 

20. Greene Kira Pospesel 411 Main Street, Suite 238 

Catskill, NY 12414 

21. Hamilton Roberta Bly PO Box 725, White Birch Lane 

Indian Lake, NY 12842 

22. Herkimer Timothy Seymour 301 N. Washington Street; 

Suite 2110 

Herkimer, NY 13350 

23. Jefferson Karen Marcum 250 Arsenal Street 

Watertown, NY 13601 

24. Lewis Jennifer Jones PO Box 193 

5274 Outer Stowe Street 

Lowville, NY 13367 

25.  Livingston Tracy McCaughey 1 Murray Hill Drive 

Mt. Morris, NY 14510 

26. Madison Jesica Prievo Madison County Complex 

Building 

PO Box 637 

1 North Court Street 

Wampsville, NY 13163 

27. Monroe Thalia Wright 111 Westfall Road 

Rochester, NY 14620 

28. Montgomery Matthew Beck County Office Building 

PO Box 745 

Fonda, NY 12068 

https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A
https://www.nysenate.gov/legislation/laws/PBG/A14-A


 

W:\Shared Procurement Project Folders\Solicitation\2025\HTFC Local Administrators HAVPP Mini-Bid\Solicitation\251023_LA mini bid_ HAVPP_new.docx 

12  
 

29. Nassau Jose Lopez 60 Charles Lindbergh Boulevard, 

Suite 160 

Uniondale, NY 11553 

30. NYC – ACS Jess Dannhauser 150 William Street 

New York, NY 10013 

31. NYC – HRA/DSS Molly Wasow Park 33 Beaver Street, 17th Floor 

New York, NY 10004 

32. Niagara Meghan Lutz PO Box 506 

20 East Avenue 

Lockport, NY 14095 

33. Oneida Colleen Fahy-Box 800 Park Avenue 

Utica, NY 13501 

34. Onondaga – CFS Amy Cunningham 421 Montgomery Street 

6th Floor Civic Center 

Syracuse, NY 13202 

35. Onondaga – DSS/ES Sarah G. Merrick 421 Montgomery Street 

Civic Center 

Syracuse, NY 13202 

36. Ontario Philip Personale 3010 County Complex Drive 

Canandaigua, NY 14424 

37. Orange Lacie Trimble P.O. Box Z  

11 Quarry Road 

Goshen, NY 10924 

38. Orleans Holli Nenni 14016 Route 31 West 

Albion, NY 14411 

39. Oswego Lee Sullivan 100 Spring Street 

PO Box 1320 

Mexico, NY 13114 

40. Otsego Lisa Winne 197 Main Street 

Cooperstown, NY 13326 

41. Putnam Sara Servadio 110 Old Route Six Center 

Carmel, NY 10512 

42. Rensselaer Michael McMahon 127 Bloomingrove Drive 

Troy, NY 12180 

43. Rockland Joan M. Silvestri Building L 

Sanatorium Road 

Pomona, NY 10970 

44. St. Lawrence Joseph Seeber 6 Judson Street 

Canton, NY 13617 
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45. St. Regis Mohawk Jade White 412 State Route 37 

Akwesasne, NY 13655 

46. Saratoga Patrick Maxwell 152 West High Street 

Ballston Spa, NY 12020 

47. Schenectady Brandy Hillard-Bouldin 797 Broadway 

Schenectady, NY 12308 

48. Schoharie Donna Becker PO Box 687  

Schoharie, NY 12157 

49. Schuyler JoAnn Fratarcangelo Human Services Complex 

323 Owego Street, Unit 3 

Montour Falls, NY 14865 

50. Seneca Michael Whirtley PO Box 690 

1 DiPronio Drive 

Waterloo, NY 13165 

51. Steuben Kathryn Muller 3 East Pulteney Square 

Bath, NY 14810 

52. Suffolk John E. Imhof 3085 Veterans Memorial 

Highway 

Ronkonkoma, NY 11779 

53. Sullivan John R. Liddle P.O. Box 231 

16 Community Lane 

Liberty, NY 12754 

54. Tioga Shawn Yetter P.O. Box 240 

Owego, NY 13827 

55. Tompkins Brittanie Earle 320 W Martin Luther King/State 

Street 

Ithaca, NY 14850 

56. Ulster Michael Iapoce 1061 Development Court 

Kingston, NY 12401 

57. Warren Christina Mastrianni Warren County Municipal Center 

Annex 

1340 State Route 9 

Lake George, NY 12845 

58. Washington Tammy DeLorme Washington Municipal Center 

383 Broadway 

Fort Edward, NY 12828 

59. Wayne Lisa Graf P.O. Box 10  

77 Water Street 

Lyons, NY 14489 
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60. Westchester Leonard Townes County Office Building #2 

112 East Post Road 

White Plains, NY 10601 

61. Wyoming Ben Dennis P.O. Box 231 

Warsaw, NY 14569 

62. Yates Amy Miller 417 Liberty Street, Suite 2122 

Penn Yan, New York 14527 

 

FOR PHONE NUMBERS AND MORE INFORMATION: 
 
Local Districts- NYPWA - New York Public Welfare Association 
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            EXHIBIT D 

 

Scope of Services (“Scope of Work”) 
 

 

 

The scope of services for this Project involves administration for the New York State Housing 

Access Voucher Pilot Program (“HAVPP”) on behalf of HTFC. The selected LA shall ensure 

compliance with the statutory and regulatory requirements, as articulated in the State Statute, the 

HAVPP Administrative Plan and any other regulations or guidance issued by HTFC. It is the 

responsibility of the Bidder to adequately perform all aspects outlined in the scope for the duration 

of the contract term. HTFC reserves the right to supplement this SOW in the future with notices 

and clarifying guidance as necessary.  

 

I. Summary 

 

HCR shall contract with a subset of its existing panel of LAs presently administering federal Section 

8 Housing Choice Vouchers (“HCVs”). The rules articulated for HAVPP in many ways mirror 

federal Section 8 regulations and HCR’s existing Administrative Plan for federal HCV assistance. 

However, certain rules have been modified, either because: 1. The State statute stipulated a 

requirement that deviates from the federal program; or 2. HCR is seeking to expedite or streamline 

a process to ensure homeless households can comply and access assistance in a timely manner.  

 

HCR shall execute a Memorandum of Understanding (“MOU”) with the New York State Office of 

Temporary and Disability Assistance (“OTDA”) to identify Points of Contact at County Departments 

of Social Services for the purposes of generating qualified referrals and accessing data for the purpose 

of determining a family’s initial eligibility for assistance from HAVPP.  HCR shall also execute an 

MOU with the New York State Department of Labor (“DOL”) to share data for the purposes of 

verifying a family’s employment income.  

 

The LA may assign staff currently employed to work on federal Section 8 programs to also 

work on HAVPP; however, for shared staff, the LA shall take steps to carefully track time 

spent on each program and shall ensure that no federal funds are used to pay for 

administration of the state program. The LA shall furnish documentation that demonstrates 

there were no overlapping expenses between/amongst federal and state programs upon 

request.  

 

HAVPP employes shall sign a Confidentiality Pledge in a format provided by HTFC. The LA shall 

keep the signed documents on file and shall make them available upon request by HTFC.  

 

HTFC reserves the right to require submission of recent audited financial statements for the LA or 

other acceptable financial documentation at HTFC’s discretion.  

 

Upon contract execution, Contractors will be held accountable for achieving the following Key 
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Performance Indicators.  

 

I. SEMAP Score – HTFC anticipates implementing a modified version of the federal Section 

8 Management Assessment Program audit annually. An LA will be subject to termination or 

administrative penalties if it receives a score below 50. Any findings may also result in a 

corrective action plan. 

 

II. Compliance – The LA is expected to complete all required tasks in compliance with all 

applicable rules. Quality control reviews by the State, its auditors, or other control entities 

should not reveal measurable, significant, systemic or repetitive discrepancies or findings.  

 

III. Utilization – The utilization rate for each LA must be at or above 95% for the region served.  

 

IV. Accurate and Secure data – The LA must update Emphasys Elite and ensure any other 

databases are accurately updated in a timely manner. Access to any state data, including data 

from NYS OTDA or DOL shall be restricted, and proper procedures and protocols should be 

in place and readily made available upon request. Both digital and paper records should be 

secure, with Personally Identifiable Information carefully guarded and protected. 

 

V. Affordability – Voucher families served by the LA must be in housing they can afford. . The 

LA should recommend changes as required to payment standards based on timely and 

accurate data.   

 

VI. Customer Service –Families must have reasonable access to their assigned case manager 

and be provided with the necessary information at their family briefing, Homeless families, 

or families residing in shelters, may require a greater level of contact, which may require the 

case manager to travel for in person meetings as well as additional follow up and coordination 

working with local DSS staff.  

 
VII. Responsiveness – The LA must respond to inquiries from HTFC and from constituents as 

prescribed in HTFC’s HAVPP Administrative Plan. Inquiries from applicants, voucher 

participants and landlords should be responded to within 48 hours.  

 

VIII. Housing Quality – Properties that pass inspections by the LA must be in good working 

condition and not pose a threat to the health and safety of families; lead-based paint and 

instances of EBLL should be reported and addressed per federal rules.  Inspection results 

should made immediately available and clearly communicated to families and owners; the 

required deadlines for making any repairs and/or abatement should be enforced with proper 

follow up. 

 

IX. Post Move Follow-up – In addition to conducting annual certifications, the LA shall be 

responsible for ongoing contact with families and landlords to prevent eviction and ensure 

continued housing stability. LAs shall be evaluated not just on utilization but also on turnover 

and the extent to which families remain successfully housed after lease-up.  
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II. Tasks and duties – LAs 

 

For each voucher assigned, the selected LA will complete all tasks listed below and their 

associated duties (collectively, the “Required Tasks”) in accordance with the applicable rules. 

 

HTFC will provide a centralized data solution, Emphasys Elite, for LAs to utilize in the 

performance of these tasks. The LA is required to learn and follow instructions for the use of the 

data solution provided by HTFC. HTFC reserves the right to periodically update its current data 

solution, or to replace part or all of its data solution as necessary. HTFC will provide adequate 

notice and training to the LAs in advance of any changes.  

 

LAs may be required to attend trainings for Emphasys Elite as necessary.  It is the LA’s 

responsibility to ensure that all data is entered into Emphasys Elite accurately and securely. Use 

of any other software product or data solution to store or manage HTFC’s HAVPP data must be 

approved in advance in writing by HTFC. Unless otherwise approved, the LA shall be responsible 

for any costs incurred to integrate systems and to securely transfer data. The LA shall also be 

solely responsible for the security of any data stored outside of Emphasys Elite, or any system 

designated by HTFC. If corrupted code or data is uploaded into Emphasys Elite, or the system 

designated by HTFC, either intentionally or unintentionally, from a software product or data 

solution used by the LA, the LA shall be solely responsible for covering any costs incurred 

necessary to correct HTFC’s data, to repair any damages to the data solution or system, and to 

comply with any regulatory or court-mandated requirements to compensate families for any 

resulting security breaches.    

 

The LA is responsible for properly safeguarding any data provided to or obtained by the LA in 

the administration of rental assistance vouchers on behalf of HTFC. The LA is also responsible 

for ensuring the accuracy of all data entered into Emphasys Elite, or the system designated by 

HTFC, by its employees. This data shall include, but not limited to, applicant data, participant 

data, landlord data, and bank account information. All changes made by the LA to payee bank 

accounts in Emphasys Elite, or the system designated by HTFC, must be verified by the LA 

through a direct phone call to the recipient of the funds using the phone number on file and not 

one that may be included in the email or paper request. This is in addition to the standard 

verification procedures, including obtaining a W-9 form, completing the direct deposit form, and 

obtaining a cancelled check or certified bank letter. Verification should be documented by the 

LA in the files to ensure a clear record of the process. HTFC reserves the right to reduce the LA’s 

administrative fee to recoup any payment(s) issued to an incorrect or fraudulent bank account.  

HTFC may also change or update payment verification procedures as necessary to properly 

protect HAVPP data and state funds.  

 

The LA will comply with all applicable state standards to ensure the security of any Personal 
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Identification Information collected or stored (see https://its.ny.gov/eiso/policies/security for a 

sample of rules published by ITS). The LA is responsible for any actions taken by its employees 

using the HTFC data solution, and for ensuring that only authorized staff access data in a secure 

environment. LAs will be required to participate in an annual contract evaluation. This may 

include but is not limited to: 

• SEMAP review 

• Surveys from HTFC to participants and landlords to improve responsiveness 

• Submission of an updated Operations Plan 

 

The LA’s tasks for the administration of HAVPP include but shall not be limited to the following 

tasks. These tasks are subject to modification based on future guidance or requirements issued 

by HTFC and/or changes required to comply with State law.  

 

Task A. Establishing and Maintaining the Referral List 

 

Unlike HCV, potential applicants to HAVPP must be referred by the county Department of Social 

Services (“DSS”) in the county where the applicant resides or is most commonly, currently 

sheltering. The referring entity shall designate a Point of Contact (“POC”), who shall enter a Referral 

and Initial Eligibility Form (“RIEF”) using the designated on-line Referral Portal during the specified 

referral period only. No RIEFs will be accepted unless entered by the POC or other designated entity 

unless otherwise stipulated by HCR.  

 

HCR shall inform the LA via written guidance as to when the referral period will commence and 

close for each County.  HCR reserves the right to open the referral list either for each preference 

category individually, or for two or all three preferences simultaneously (see the Administrative Plan 

for draft preferences). Once the referral period closes, the LA shall not accept RIEFs unless instructed 

by HCR to re-open the referral list. No paper applications will be accepted; all RIEFs shall be entered 

in the HCR Referral Portal.  

 

It is anticipated that the referral list will be opened at least twice during the four-year pilot, for four 

weeks at a time. However, HCR may authorize the LA, in consultation with OTDA, to open the 

referral list more often, extend the open period, or to leave the portal open on an ongoing basis where 

insufficient referrals exist to fully utilize the voucher allocate for that county. The LA shall notify 

the POC in writing whenever the referral list is being opened or closed.  

 

If the LA does not receive sufficient RIEFs from the POC, then HCR may designate other entities 

serving that County to provide referrals. These other entities may include the local Continuum of 

Care or another government or nonprofit entity recommended by either the LA, HCR or the Office 

Temporary Disability Assistance (“OTDA”). 

  

 

 Task B. Maintaining the Referral List 

 Duties 

1. Accept referrals from the POC and review for completeness using the Emphasys Elite 

https://its.ny.gov/eiso/policies/security
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Referral Portal.   

2. Maintain all aspects of the referral list for the region assigned, including opening, closing, 

purging, denial and acceptance.  

3. Conduct the lottery for the Referral List in accordance with the preferences and 

requirements in the HAVPP Administrative Plan and establish the order of applicants. 

4. Project utilization and recommend a date to open/re-open a waiting list. 

5. Provide staff to accept applications and enter data into the agency database in a timely 

and accurate manner.  

6. Provide staff to accept information changes submitted by applicants and enter those 

changes in the HTFC database solution in a timely and accurate manner. 

1. Purge the waiting list per HAVPP Administrative Plan requirements. 

7. Allow for HTFC staff to be present at the wait list opening upon written or email request.  

8. Select families from the waiting list as vouchers become available, recognizing the 

applicable preferences.  

 

 Task B: Outreach  

Duties 

1. Implement and adhere to a Communications Plan, as defined below, that is acceptable to 

HTFC.  

2. Remain knowledgeable on other available housing and social services and make referrals 

to voucher families as appropriate.  

2. Educate landlords on the benefits of accepting HAVPP tenants, and be prepared to answer 

questions regarding payment, inspections, etc.  

3. Recruit landlords to participate in the program. 

3. Develop and provide informational materials and distribute to landlords and tenants and 

encourage mobility for families. collaborate with organizations providing Mobility 

Counseling Services as required by HTFC.  

4. Utilize NYHousingSearch.gov, and other available resources, to help families identify 

affordable housing.  

5. Establish and maintain local partnerships necessary to assist homeless households, 

including the DSS POC, local Continuums of Care, Domestic Violence providers, 

homeless shelters, etc.   

6. Respond to inquiries from applicants, landlords, voucher families, other housing and 

social service providers, and government officials regarding the HAVPP  program.Report 

to HTFC any inquiries received from a member or employee of the U.S. Congress, HUD, 

the HUD Inspector General, the Federal or State Attorneys General, a member of the 

NYS Assembly or Senate, or the news media within 24 hours of receipt. HTFC will 

determine which party will provide the official responses to these inquiries.  The LA 

should consult with HTFC on any other inquiries received from government agencies not 

listed above prior to responding.  The LA must retain a log of all inquiries for at least a 

two-year period. 
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Task C: Case Management  

Duties 

1. Utilize all forms provided and/or approved by HTFC.  

2. Collect and review referral documentation provided by the DSS POC, including budget 

sheets, to determine initial eligibility, calculate subsidy and issues vouchers; verify 

income using DOL data or other documentation.  

3. Collect and review documentation directly from families for re-certifications and interim 

certifications; verify income using DOL data.  

4. Determine eligibility and select families in the appropriate order to ensure maximum 

voucher utilization.  

5. Be available to conduct recertifications either by phone, mail, or in person as necessary 

to conduct certifications in a timely manner; travel across the region to meet families in 

person where necessary to ensure compliance; establish partnerships with homeless 

shelters and other providers to obtain available private meeting space.   

4. Assist families in utilizing the applicant/participant portal where they have sufficient access 

to on-line/Internet service; enter data and documents into the applicant/participant portal on 

the family’s behalf where necessary.  

6. For certifications, the LA shall not require a family to travel, mail forms, or utilize the 

on-line portal directly if the family lacks reasonable access to transportation, a post office, 

computer, etc. In these instances, the LA is required to send staff in person to assist in 

uploading the required forms and data into Elite.   (note: it is anticipated that for the initial 

certification, most if not all of the required documents and data will be provided by the 

DSS POC).  

7. Assist landlords in utilizing the landlord portal and in submitting documentation for ACH 

payment. No paper checks shall be issued to landlords.  

5. Issue denial notices for applicant families determined to be ineligible. 

8. Conduct all family briefings as required.  

9. Determine and confirm a family’s annual income, Total Tenant Payment (TTP) and 

Housing Assistance Payment (HAP).  

10. Complete forms required in Elite (likely a variation of federal Form 50058) to determine 

the eligibility.  

11. Issue Vouchers on HTFC’s behalf and make determinations (and redeterminations) as 

necessary related to subsidy standards, extensions, expirations, suspensions, moves, and 

transfers.  

12. Administer any tenant or landlord incentives provided by HTFC, including but not limited 

to landlord guarantees.  

13. Accept and review Requests for Tenancy Approval and assess rent reasonableness.  

6. Execute Housing Assistance Payment contracts with the landlord and provide the HAVPP 

Tenancy Addendum for the lease.  

14. Accurately enter family and landlord data into Elite.  

15. Adhere to HAVPP Administrative Plan processes for reporting all transfer cases.  
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16. Maintain files for each family receiving voucher assistance and securely store those files 

in accordance with state requirements.   

17. Conduct all annual and interim re-certifications in a timely manner. 

18. Enforce occupancy policies regarding family, bedroom size, guests, aides, and family 

absences. 

19. Enter into, monitor and enforce repayment agreements as necessary.  

20. Terminate voucher families who are no longer eligible as per State statutory requirements.  

21. Respond to and review requests for Reasonable Accommodations and ensure compliance 

with any federal fair housing rules being applied to this program, including the Violence 

Against Women Act (VAWA), Section 504, Lead Based Paint, etc., per the 

Administrative Plan. 

22. Appropriately respond to all complaint sources not specifically prohibited in this Scope 

of Work. 

 

Task D. Inspections  

Duties 

1. Conduct physical inspections of units in accordance with the National Standards for the 

Physical Inspection of Real Estate (NSPIRE) and/or any other standards approved by HTFC.  

2. Conduct inspections of new units prior to providing housing assistance payments and, where 

the unit fails initial inspection, ensure deficiencies are addressed as required.  

3. Ensure timely annual inspections of all housing units occupied by voucher families.  

4. Maintain a log of failed inspections and make the log available for review by HTFC.  

5. Issue correspondence to the landlords and tenants as necessary regarding the status of 

inspections.  

6. Conduct re-inspections as necessary to confirm repairs are made for units that fail 

initial/annual inspections. 

7. Conduct emergency inspections to respond to complaints within 24 hours.  

8. Establish a system to schedule inspections, provide appropriate and courteous notifications 

and reminders to families and landlords, and ensure that inspection staff arrive to 

appointments on time.  

9. For multi-family properties, inspect common areas and mechanical systems as required. 

10. Accurately transfer inspection data to HTFC’s data solution. 

11. Identify health and safety hazards and point them out to the tenant and landlord as necessary. 

educate tenants and landlords regarding building safety as appropriate. 

12. Provide a process for families and landlords to report inappropriate behavior by inspectors.  

13. Conduct Quality Control inspections on at least 5 percent of the total inspections performed 

(for LAs with 20 or more vouchers only).  

14. For units owned by the LA, coordinate with other Local Administrator or third parties, as 

required by HTFC, for inspections.  

15. Take all necessary actions on HTFC’s behalf to apply requirements regarding HUD’s Lead 

Safe Housing Rule pertaining to elevated blood levels to this program, as per Federal law 24 
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CFR Part 35, Subpart M, and, in particular, the amendments to the Final Rule published 

January 13, 2017.   This includes, but is not limited to: 

• Compliance with data collection and matching requirements of 35.1225(g) to retrieve and use 

data to identify children with EBLLS.  

• Compliance with federal and state law to ensure compliance with notification, reporting, 

environmental investigation, and follow-up. in addition to educating landlords and tenants on 

requirements as necessary. 

• The establishment of any local partnerships, including with the County Department of Health, 

to facilitate compliance with notification requirements.   

16. Ensure all failed inspections are handled in accordance with HTFC’s Administrative Plan. 

17. Take all necessary actions on HTFC’s behalf to comply with any other applicable rules 

regarding property conditions, health and safety.  

18. Implement a system for accepting landlord-submitted verifications of repair when fail items 

do not necessitate an in-person follow-up inspection.  Submitted verifications of repair must 

be signed and dated by both the landlord and tenant, with a clear listing of the failed item(s) 

for which the verification of repair is being submitted. 

19. Implement and carry out an abatement process for landlords that do not make needed repairs 

within established timeframes.  Such a process must include timely notifications, with 

abatements placed in accordance with HAVPP Administrative Plan..  

20. Develop a process for evaluating and making determinations pertaining to landlord extension 

requests. 

 

 

Task E. Administration/Program Management  

Duties 

7. Maintain the security of all paper and digital files (it is anticipated that all files will be 

stored digitally in Elite). 

1. Receive, process and properly document requested updates/corrections to 1099 forms 

previously submitted by owners. respond to notifications from HTFC concerning 

landlords with b-notices issued by the IRS, and correct database information as 

appropriate. 

2. Collect and analyze data regarding the affordability of the local rental market; make 

timely recommendations to adjust the payment standard and/or the utility allowance.  

3. Identify well-resourced areas within each county in the region and educate families on 

the benefits of locating there.  

4. Report incidents of unlawful Source of Income Discrimination and violations of other 

federal and state fair housing and housing discrimination laws to the New York State 

Division of Human Rights as required.  

5. Handle all aspects of enforcing the payment and utility allowance standards; ensure utility 

allowance is enforced, applied, and calculated accurately.  

6. Utilize HTFC provided income limits, annually. 
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7. Track utilization of the voucher initially allocated per the statute in each county within 

the region; recommend reallocation of vouchers following the initial lease-up to ensure 

maximum utilization.  

8. Utilize HTFC’s approved payment standards as prescribed in the HAVPP Administrative 

Plan. 

8. Ensure that voucher allocations are maintained under the correct funding increment 

numbers in Elite and that participants are properly identified at all times. 

9. Adhere to processes for reporting and administering transfers from LA to LA, as prescribed 

in the HAVPP Administrative Plan.  

10. Conduct Informal Reviews as prescribed in the HAVPP Administrative Plan. 

11. Conduct Informal Hearings as prescribed in the HAVPP Administrative Plan. 

9. Maintain program files, adhering to document retention policies, and secure tenant 

records to assure client confidentiality. 

12. Per document retention policies, destroy paper files in a timely manner that are no longer 

required to be stored; HTFC is striving to eliminate paper files and store all documents 

digitally.  

10. Ensure that all current HTFC forms are maintained and utilized; discontinue use of 

obsolete forms, where applicable.  

11. Submit monthly HAP requests and other required reports.  

12. Ensure LA staff has working knowledge of HTFC’s approved computer database 

management software including, but not limited to, data entry and updates, software 

updates, etc., as appropriate to their assigned duties.  

13. Understand and adhere to all provisions of the HTFC’s HAVPP Administrative Plan 

including any policies, notices and/or directives disseminated by mail or electronically. 

13. Offer recommendations for revisions to the Administrative Plan upon request.  

14. Understand and adhere to all related applicable federal provisions being applied to the 

state program, including, but not limited to: Fair Housing and equal opportunity, non-

discrimination, VAWA, lead-based paint, and Section 504. 

15. Attend regional meetings conducted by HTFC and other meetings as required.  

16. Ensure all staff are appropriately trained and certified as required by HTFC. 

14. Adhere to all NYS HCR-mandated lockbox processes, including the generation of payment 

slips for the identification of direct submissions of participant repayments, landlord HAP 

overpayments, and portability payments to the NYS HCR-designated lockbox. 

15. Any other task required to successfully administer HAVPP vouchers in the counties served. 

17.  Notify HCR within five (5) business days of a staffing change, including the HAVPP 

case manager and any supervisors.  

26. . Notify HTFC of any staff who are participants or immediate family of participants or    

any other relationships which could result in a conflict of interest. 

27. . Notify HTFC in writing if the LA or an employee of the LA owns property with HAVPP 

assistance which outside entity is conducting income certifications and rent reasonableness. 
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 Task F. Quality Control 

Duties 

1. Utilize the quality assurance system provided by the HTFC’s technological vendor.  

2. Implement and adhere to a Quality Control Plan acceptable to HTFC.  

3. Conduct quality control reviews for no less than 10 percent of certifications and re-

certifications, including all income, eligibility, and subsidy calculations.  

4. Comply with the SEMAP review, as modified for HAVPP, and conducted by HTFC. 

Each LA will be reviewed for compliance with these requirements and will receive a 

score for each county they serve. HTFC will provide at least thirty (30) calendar days’ 

notice of its SEMAP review.  

5. NYS HCR reserves the right to conduct additional audits, quality control reviews and/or 

implement corrective action plans as necessary. The reviews will be scheduled at HTFC’s 

discretion and will cover any period of time as deemed appropriate.  

6. Make appropriate staff available for the SEMAP review. 

7. Produce files available within specified timeframe.  

  

Task G: Post Move Services 

 

In addition to standard case management for the annual certification, the LA shall provide post-move 

services to participants to aid in their transition to permanent housing and promote greater stability 

through self-sufficiency. The LA shall oversee the provision of supportive services to participants 

through direct case management and referrals to health care providers, mental health providers, 

substance use disorder providers, legal services, childcare agencies, and any other applicable services 

needed by program participants. It is expected that services will be provided for up to nine months 

after lease-up. The case manager should go beyond making referrals, and may also set up meetings 

with new providers virtually or in person, following up to see if and how the services are working, 

and helping the client adjust their plan to changing circumstances. The LA shall have discretion to 

develop a service work plan that is tailored to the unique needs and resources available for its region 

and for each family. Tasks include: 

 

1. Meet with each family, either in person, by phone, or video, no less than once per month for 

the first nine months following lease-up; schedule additional check-ins as issues arise.  

2. Make arrangements with the landlord to track payment of the tenant’s rent share, and to report 

when a payment is missed or late; follow up with families who are identified as late.    

3. Be available within 48 hours to families who report (or are reported by their landlord) that 

they are in jeopardy of eviction; schedule emergency meetings with the landlord to mediate 

issues and connect the family to other services to address the cause.  

4. Perform a client assessment, analyzing current needs and establishing short-term and long-

term goals; create a family plan for achieving self-sufficiency and long-term housing 

stability.  

5. Develop a database of potential service providers for social service needs, including but not 

limited to: mental health counseling, food and nutrition assistance, day care, low cost health 

care options, job training, education, transportation, etc.  

6. Facilitate connections among service providers and families; follow up to track utilization of 

available services (as permitted per applicable privacy rules).   


