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Community Living & Rental Assets Contact List 

   
Main Agency Telephone Number       (919) 877-5700 

Sandy Harris, Director Rental Programs, ssharris@nchfa.com   (919) 877-5649 

Susan Westbrook, Manager of Rental Assets, sewestbrook@nchfa.com  (919) 877-5647 

Thea Craft, Manager of Community Living Operations, tmcraft@nchfa.com  (919)875-3762 

Gianna Hargrove-Fletcher, Support Specialist, gmhargrovefletcher@nchfa.com (919) 578-3529 
 

Community Living & Rental Assets Teams: 
 

   

Louise Gardner, Team Leader   rlgardner@nchfa.com    (919) 877-5663 

Amy Barnes    aebarnes@nchfa.com   (919) 850-2869 

Heidi Holt     htholt@nchfa.com    (919) 480-2877 

Dorian Minters    dlminters@nchfa.com   (919) 981-4470 

 

Heather Dominique, Lead Prog. Admin. Spec.  hcmdominique@nchfa.com  (919) 877-5661 

      Mandi Gormas    mhgormas@nchfa.com  (919) 877-5695 

 

Dixie Cristea, Program Admin. Specialist        dlcristea@nchfa.com   (919) 578-3488 

 

Lamar Johnson, Sr. CL Prog. Op. Spec. lejohnson@nchfa.com               (919) 500-5245 

 

Fredrika Murrill, Sr. CL Prog. Op. Spec. fmurrill@nchfa.com (919) 981-5022 

       
If you have a question about Fair Housing Trainings, contact:     Fredrika Murrill     
 

If you have a questions about the Pilot Program contact:     Lamar Johnson  
 

If you have questions about HUD 811PRA contact:                    Dixie Cristea 
 

If you have a question about the KEY Program payments, contact:    Louise Gardner  
 

If you have questions about our training workshop registration, contact:    Gianna Fletcher  
 

If you have a question about Supportive Housing Development Properties, contact:  Susan Caulder 
 

If you have questions about Management Company Report Cards, contact    Chelsea Isaksen 

 

If you have a question about the online reporting system (RCRS), contact:   Tanya Clark 

 

Tanya Clark, Team Leader   tbclark@nchfa.com   (919) 877-5665 

Lisa Alston     lnalston@nchfa.com   (919) 877-5669 

Susan Caulder     sccaulder@nchfa.com   (919) 981-2641 

Melissa Keller    mdkeller@nchfa.com    (919) 480-8970 

Kim Scott     kascott@nchfa.com   (919) 578-3492 

 

Chelsea Isaksen, Team Leader   ckisaksen@nchfa.com    (919) 480-8786 

Chad Bixler    cebixler@nchfa.com   (919) 500-5242 

Tammy Douglas    tgdouglas@nchfa.com   (919) 877-5654 

Lisa Hernandez    lahernandez@nchfa.com  (919) 578-3472 

 

Randa McCauley, Team Leader  rjmccauley@nchfa.com  (919) 981-2691 

Steven James    spjames@nchfa.com   (919) 981-2654 

Amber Payne    alpayne@nchfa.com    (919) 578.3477 

Krista Zimmer     klzimmer@nchfa.com   (919) 480-8947 
 

Physical Address:      Web Site: 

3508 Bush Street      www.nchfa.com 

Raleigh, NC 27609-7509  
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Please be respectful of others…

• Silence your cell phones 
• To receive credit for the training computer devices may not be 

used during the training 
• Please limit use to breaks and lunch

When will I get my certificate?  

Certificate of Participation
Awarded to 
Amy Barnes

The above-named person has successfully completed the 
course denoted below and has qualified for six (6) classroom 

hours during the 2026 calendar year 

Susan Westbrook
Manager of Rental Assets 

2026 Targeting Program and 
Key Rental Assistance

In-Person Training  
North Carolina Housing Finance 

3506 Bush Street, Raleigh NC  27609
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Search the Targeting Program Manual

Whenever you see this 
location pin, search the exact 
title in the Targeting Program 
Manual for more information. 

2026 Reminders  
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Reporting 8823s to the IRS

Beginning 2026, a Final Report is final the moment it is published in RCRS
• The 15-day grace period for file reviews and physical inspections has ended
• Once a Final Report is released in RCRS, that review is closed
• Any outstanding items will have to be corrected using a Compliance Resolution 

Packet

15-day grace period has ended. 

Updated & New Fees – Effective 10.1.2025
Fee Name Description of Fee Current 

Amount
Proposed 
Amount

Change

Utility Allowance Fee Utility allowance processing fees for company estimate, Agency 
estimate, HUD utility schedule model, or energy consumption model

$150 $250 +$100

Ownership Change Fee Ownership change fee (Tax Credit property only) $250 $500 +$250

Ownership Change Fee Ownership change fee (property with Agency loan) $500 $1,500 +$1,000

Partnership Change Fee Partnership Change Request $0 $500 +$500

Management Company 
Change Fee

Management Company Change Request $0 $500 +$500

MF Loan Modification 
Fee

MF Loan Modification Request $0 $500 +$500
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Report Cards
If you are currently on the Approved Management Company list, the 2025 report cards 
have been sent to the individual listed as the Operations Contact in RCRS.

What are you graded on?
• Tax Credit Experience
• Registered with the NC Secretary of the State
• KEY Assistance and V&R Compliance
• RCRS Reporting
• Training Requirements
• Tax Credit Designation
• Uncorrected Noncompliance Items
• Rent Increase Compliance

Report Card 
Approved Management Company

Tax Credit Experience
• Management Company must have at least one 

similar project in their portfolio
• Example: to management a new LIHTC 

property, they must be currently management a 
property in the IRS Compliance Period (does not 
have to be in NC)

Registered with the NC Secretary of the State
• NCHFA Staff monitor the NC Secretary of the 

State website annually (and when new 
management companies request to do business 
in NC)
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Targeting Program Compliance
• Requesting KEY Assistance timely and accurately (if applicable)

• Timely Payments: Reviewed quarterly. Payment requests are 
anticipated monthly, and lapses between payments must be 
less than 90-days

• Requesting Vacancies: Random sampling quarterly to 
compare RCRS and V&R. The vacancy must be reported 
within 8 calendar days to V&R

• Reporting to V&R Timely: Periodic random sampling of 
vacancies/referrals provided

Report Card 
Approved Management Company

RCRS Reporting
• Allowable percentage: 85%
• Management must track – reports are available in RCRS

• Only calculated based on information entered into RCRS. So if you are not 
reporting, it might show a false number

Report Card 
Approved Management Company

Training Requirements
• At least one staff person in a supervisory capacity must attend at least 3 Agency-

sponsored trainings in the calendar year
• Compliance 101
• Advanced Compliance
• Targeting and KEY Training

• Reminder emails are sent annually in August/September if they are not meeting the 
requirement
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Tax Credit Designation
• At least one staff person in a supervisory capacity has been certified with 

one of the tax credit compliance designations recognized in Appendix C of 
the current QAP 
• Grandfathered if already on the Approved Management Company List. 

However, if removed must obtain to be added back

Uncorrected Noncompliance Items
• No project in the portfolio with material or uncorrected noncompliance 

beyond the cure period, unless there is an approved plan of action
• Management must complete Compliance Resolution Packet (CRP) in 

RCRS to address uncorrected noncompliance
• Management must track!!

Report Card 
Approved Management Company

Rent Increase Compliance
• Implementing a rent increase on an existing property without Agency approval, 

if required
• There is NO correction for this issue
• Rent increases implemented without approval as POST Approval via RCRS or findings 

on file reviews
• Note: There is a change in the rent increase policy in 2024 and 2025 for different 

funding types
• Not adhering to the policy on how much and when to pass approved increase 

to tenants

Report Card 
Approved Management Company
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Category Agency Staff Name Agency Staff Email Agency Staff Phone
Targeting Program 
Compliance

Louise Gardner rlgardner@nchfa.com (919) 877-5663

RCRS Reporting Compliance Help compliancehelp@nchfa.com
Training 
Requirements

Steven James spjames@nchfa.com (919) 981-2654

Rent Increase 
Compliance

Krista Zimmer klzimmer@nchfa.com (919) 480-8947

Report Card 
Approved Management Company

2026 Key Payment Standards
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2027 KEY Payment Standards

• 2027 KEY payment standards to be released
• RCRS will automatically pick up the new payment amount for 2027, 

management does NOT need to make any changes in RCRS
• Worksheets will be available on the NCHFA website
• There will be changes to some counties for 2027

If you have questions, please contact
Louise Gardner at (919) 877-5663 or rlgardner@nchfa.com

Forms Located: www.nchfa.com
Rental Housing Partners > Rental Owners & Managers > 

Policies, Resources & Forms > Resident Files > Targeting Program

Note: Make sure you are using the correct form for your county. If your county 
is not listed on a particular form, you will use Tier 1

RCRS Update – Property Upload

• As of 12/31/2025 NAHMA 6.0 and 7.0 have been retired
• ONLY NAHMA 8.0 is supported in RCRS

• What is it?
• NAHMA 8.0 is the latest technical data standard for the electronic transfer of 

LIHTC tenant data. This version was specifically updated to align with the 
requirements of HOTMA

If you have questions, please contact 
compliancehelp@nchfa.com
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HOME Policy Released

• NCHFA released the new HOME policy effective 1.1.2026
• BIG changes (covered in more detail in Compliance 101 & Advanced Compliance Training)

• Income Determinations
• Property Standards
• Rent/Income Limits
• Utility Allowances
• Rent Increases

Policy Located: www.nchfa.com
Rental Housing Partners > Rental Owners & Managers > 

Policies, Resources & Forms > Ownership/Management > HOME Policy 1.0

Forms Available @ nchfa.com

• The agency has forms available for 
download on our public website

• https://www.nchfa.com/rental-housing-
partners/rental-owners-
managers/policies-resources-
forms/resident-files

• Download the form to your computer, Print 
to PDF, Save, and Edit as needed. 

12 



Do You See the Difference?

Construction Tracking

13 



1. QAP (Qualified 
Allocation Plan) Projects 

Awarded

2. Construction Status 
gets to (Framing) 

Management must reach 
out to Amy 

Barnes/Lamar Johnson

3. NCHFA email Property 
Profile Sheet (PPS) 

Management completes 
and returns to NCHFA

4. Amy Barnes 
completes review of 

Property Profile Sheet 
and sends to 

DHHS/Heidi Holt/Louise 
Gardner

5. OAP/TUA is sent to 
Management/Owner 
from NCHFA (Louise) 
when Property gets to 

Mechanical

6. Management reaches 
out to Heidi Holt to set 
up Pre-Lease Up Call 

120 days prior to 
expected CO’s (if 

needed)

If a new management company or management fails to meet the mark, NCHFA (Heidi Holt) 
will reach out within 120 day of expected CO’s.

Construction Tracking Process

Construction Tracking

• Track Construction with NCHFA development team.
o Monthly updates are required

• Owners Agreement to Participate (OAP) and Targeting Unit 
Agreement (TUA) sent to Management/Ownership entity for 
completion.

• Ultimately it is Owner/Management responsibility to comply 
with the OAP and TUA.

14 



DHHS Onboarding Documents

 OAP/TUA
 Proof of EIN (Employer Identification Number)
 W9 Form
 Key Direct Deposit Authorization (with voided 

check)
Must be completed in order to request payment

Requesting Payments
This property could 

not request payments until 
8/1/2022

Based on OAP/TUA approval Date 
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Construction Tracking Pre-Lease Up Calls

• NCHFA/DHHS/Management
• Conducted via phone call/Teams
• Get to know the partners and expectations of 

programs
• Management is encouraged to have site staff 

participate
• Opportunity to ask questions and make sure 

everyone is on the same page

Construction Tracking Pre-Lease Up Calls

 Targeting Program Requirements
 Required documents completed

• TUA/OAP
• ACH Forms
• TSP
• Utility Allowance
• Units set up in RCRS

 Rent/Income Set Asides
• Average Income, If applicable

 Reporting systems
• RCRS
• V&R

16 



Construction Tracking Property Profile
• Property Specific
• Family/Elderly

• Be sure you are familiar 
with the correct elderly 
definition

• Assistance Type
• Pet Policy
• Accessibility features in units
• Location Characteristics

• Nearest grocery store, 
public transportation, 
etc.

Elderly Definition History

USDA funded HUD funded LIHTC or HUD LIHTC HOPA LIHTC HOPA Targeting

HoH or CoH 62/Disabled 62/Disabled 62

55 (80%+) 55 (80%+)

Other age (20%-) Other Age (20%-)

*can opt up to 100% be 
55+

*Must allow a % of units to be 
less than 55 for 
Target/disabled.

Other members undefined undefined 62 Must be defined Must be defined

Minors may or may not May or may not Not Allowed Must be defined Must be defined

Regulatory 
Agreement

Regulatory 
Agreement

Regulatory Agreement if 
HUD

Deed Restrictions

Deed Restrictions

Deed Restrictions TUA

17 



Construction Tracking Elderly Definition 

•Options 1-3 (62+ communities) 
•Column A is the age limit for other household members other than the head of 
household. Please also provide the Regulatory Agreement or a similar document 
from either HUD, RD, City or County as backup documentation to support that 
selection being made.   The document must be uploaded behind the Property 
profile. 

•Option 4 (55+ communities)
•Column A-% of all units meets the age requirements listed in Column B, Column 
B-Age of Head of Household/Co-head (Targeting Program requires minimum 10% 
of units must allow households with members 45+yrs), Column C-Age of additional 
household members. 

Construction Tracking Elderly Definition 

•Housing for Older Persons Act (HOPA) allows up to 20% of units to not be age 
restricted, but NC requires at least 10% of the units to be available to disabled 
persons age 45. DHHS Targeting Program referrals are disabled. We suggest using 
this verbiage as opposed to the Targeting Program. It is acceptable to have a 
preference for disabled. Using the Targeting Program descriptor might prove 
problematic in a lawsuit.

•If children aren’t allowed in the units, you must specify on this form and in the TSP 
that all occupants must be 45 (or an age that you set). This is in accordance with the 
Housing for Older Persons Act. Otherwise, it is illegal to discriminate on the basis of 
familial status. There is a carve out for elderly properties, but you have to carefully 
set the requirements to avoid discrimination.

18 



Elderly Definition History
• Elderly (55) 

• Housing for Older Persons Act (HOPA) allows up to 20% of units to not be age restricted. 

• NC requires referrals from Targeting Program to be allowed at age 45, so at least 10% of the units must 
be for age 45, regardless of other restrictions imposed. If Management only allows 10% for disabled 
Target referrals and doesn't give an allowance for non-target referrals, management could potentially 
face a fair housing lawsuit.

• The referral counts in the age group of units that applies to their age .

• Management must define ages of other household members.

Example:

The owner indicates 80% of the units are for age 55 and older; and 20% of units defined by 
Management/Owner as age 45.

In this example, there is less risk of them facing a Fair Housing lawsuit. Contact your attorney 
before limiting the age of nonreferrals to 55+ .

Elderly Definition History

Percentage 
of Units

Head/Co-
Head Age

Other HH 
Member Age

80% 55 45

20% 45 45

Example

Elderly (55) 
• What does this look like? 
• In 80% of the units, at least 

one household member must be 
55 and older and other 
household members must be 45 or 
older .

• Owners must define the other 20% .
• Owners must define the age of other 

household members . 
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Property Profile Sheet (Elderly)

Property Profile Sheet (Elderly)
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Property Profile Sheet (Elderly)

Property Profile Sheet (Elderly)
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Property Profile Sheet 
Accuracy Matters

• Help ensure referral process is 
efficient.

• Allows property to be leased up 
faster-reduces vacancy loss.

• Most importantly-Provides a home 
to those we serve!

Targeting Program
DHHS Overview
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Targeting Program Purpose 

The program aims to connect eligible people to 
housing that is:

• Affordable 
• Decent 
• Permanent
• Integrated 
• Accessible 
• Independent 

Units

Targeting Program Overview 

• LIHTC and Bond Properties must set aside 10% of 
units for individuals with disabilities.

• Additionally, projects with federal project-based 
rental assistance must target at least five (5) units 
regardless of size.

• To lease Targeted Units, individuals must be 
referred by approved service providers through the 
DHHS referral process.

Units
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Targeting Unit Agreements 

This document lists:

• Number of Targeted Units 
• Targeted Population
• Rental Assistance (Key, PBRA, etc.)
• Roles and Responsibilities - MOU

Note:
Property Managers should have a copy of the Targeting Unit Agreement on site. 

Key Rental Assistance
is the most used  

subsidy

Wait, What’s The Difference?

Units

Targeting Program
is the Unit  
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Service Provider’s  Roles and Responsibilities 

• Refer eligible program individuals.

• Assist individuals in the application process 
including Reasonable Accommodations and 
Modifications.

• Provide ongoing supportive services to referred 
household.

• Coordinate reengagement or refer to supportive 
services.

• Sign up for Section 8

• Pay utility deposits

• Pay tenant portion of rent

• Pay for damages during tenancy

• Comply with lease (includes annual recertification) 

Tenant’s Roles and Responsibilities 

25 



Property Management Roles and Responsibilities 

• Develop relationship with DHHS and NCHFA to ensure 
partnership is successful.

• Screen applicants according to your Tenant Selection Policy.

• Ensure program eligibility and properly document files.

• Accurately and timely update of V&R .

Property Management Roles and Responsibilities 

•Contact DHHS regarding tenancy issues or concerns .

•Copy DHHS on correspondence to tenant .
 
•Process request for reasonable accommodations timely and    
according to tenant selection policy .

 
•Do not designate targeting units prior to receiving referral .
 
•Do not congregate Targeting Program units to one building .

26 



DHHS Service 
Providers 

1

Units

Unit 
Available 

Service
Providers

Service 
Providers 

2

Referral 
Packet 

Service Providers & Applicant 

3
Property 
Management 

DHHS

4

V&R Service
Provider 

The Referral Process 

Targeting Program
DHHS Staff
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Housing Assessor 

• Manages referral process

• Service provider liaison

• Reviews referral forms and 
create first in time waitlist using a 
statewide database

• Provides referrals to properties 
via Vacancy and Referral

Note:
Resources & Contacts section at the back of this book shows where to find up-to-date contacts 
on NCHFA’s website.  

V&R

Housing Stabilization Coordinator  

Note:
Resources & Contacts section at the back of this bookhas where to find up-to-date contacts on 
NCHFA’s website.  

• Single point of contact for property management

• Liaison between property management and 
referral agency

• Protects program participants confidentiality

28 



Targeting Program
Eligibility  

Eligibility 

Targeting Program Letter of Referral 

o Includes: 
eligible bedroom size
Accessibility needs
assistance type
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Eligibility by Rental Assistance Type 

• Must have Letter of Referral from DHHS 

• Head of household must have income based on 
disability (SSI, SSDI, VA) 

• Total household income cannot exceed State-
mandated 50% AMI 

• Minimum gross income of $300/month 

• Meets household size per bedroom size standard 

Key Rental Assistance Other Rental Assistance

• Must have Letter of Referral from DHHS 

• Verification of disability  or homeless status 
according to rent assistance program rules 

• Household income requirements according 
to rent assistance program rules  

Reporting Systems

Vacancy and Referral 
V&R

Rental Compliance Reporting System
RCRS

30 



V&R: Reporting Units 
• All Vacancies must be reported-even if the property targeting requirement has been 

met.
• Management must report the unit as soon as they are aware a vacancy will be 

occurring.
• The property manager must hold the vacancy open for referrals for a period of 30 

days starting from the date the unit was reported. 
• If no referral is received by day 30, management should request release and 

proceed to the waitlist.
• *Lease Up: report unit prior to Certificate of Occupancy and hold unit 90 day from 

date of CO*

Management cannot rent the unit until the HA has released the unit.

V&R: Reporting Units 

• The vacant unit is assigned the status of “New” and can be edited until the 
Housing Assessor (HA) reviews the vacancy.

• Can immediately request release if Targeting has been met OR if unit is needed 
for in-house transfer.

• In house transfer: 
• For approved in-house transfers, the transfer-out unit must be entered in V&R at 

the same time as the vacancy; otherwise, DHHS will not release the initial unit.

Management cannot rent the unit until the HA has released the unit.
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V&R: Add Vacancy

• The RCRS Management Company Account 
Administrator must provide the person who is 
working in V&R access as an RCRS Vacancy 
Reporter.

• This individual needs to report the unit as 
soon as it is known there will be a vacancy. 

• Click “Add Vacancy” along the top ribbon of 
the page.

• If the person has multiple properties, they 
must select the property for which they are 
entering the vacancy.

• The “Add Vacancy” screen will open.

• The “Date Available for Occupancy” is the date 
management thinks the unit will be ready for move 
in. 

• “Bedroom Count” is how many bedrooms are in the 
unit.

• “Smoking” describes the smoking policy in place at 
the property.

• “Subsidy” is the kind of subsidy the referral will 
need to use.
• If using PBRA, additional questions will appear

• “Unit Number/Description” is the actual unit number 
that is available, OR for Lease up describes the 
unit style that was agreed upon for initial unit 
reservations.

V&R: Unit Information 
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• Unit has a roll-in shower:
• “Fully Accessible”- Yes
• Step in shower- No
• Step in bathtub- No

• Unit has wider doors and grab bars:
• “Handicap unit”- Yes
• Not adaptive unit- No

• Unit has Assistive technology:
• Visual/Audio Accessible unit- Yes
• Not adaptive unit- No

• Unit has more than one floor:
• Stairs INSIDE unit- Yes
• No stairs inside unit- No

• Exterior Stairs:
• Stairs OUTSIDE to get in unit- Yes
• No stairs outside unit- No

• Elevator Access:
• Building has elevator- Yes
• Building doesn’t have elevator- No

V&R: Unit Accessibility 

• Targeted Unit Tenant Moving Out:
• If the current tenant IS NOT a 

target referral-No
• If the current tenant IS a target 

referral-Yes
• Transitioning to Section 8**:

• If they are- Yes
• If they are not –No

• Tenant Name:
• Expected Move Out or 

Transition Date:
• Move Out Reason:

• Select reason from Drop 
down

Double check data entry and click the 
blue OK button at the bottom left of 
the screen to save.
**This question is specific to properties with 
unit-based PBRA i.e. RAD, etc.

V&R: Add Vacancy
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V&R: Vacancy Comments

• Sometimes it is necessary to communicate additional information about a unit:
• Unit reported is Eviction that might be cancelled.
• Unit has substantial damage and might not be ready as planned.
• Unit is needed for in-house transfer.
• Property has HUD/RD Funding; minimum household standards must be met. 
• Other:

• Making a comment in V&R is not a substitute for direct communication with the Housing 
Assessor; it is meant to be a reference tool. Email the Housing Assessor and then document 
with a comment. To make a comment, click the green Add button, add the notation, click the 
green Save button.

V&R: Vacancy Status

• Pending Vacancy Review: The vacant unit is assigned the status of “New” and can 
be edited until the HA reviews the vacancy.

• When the HA Completes Vacancy Review the status will change to “Open”.

• If management requests release because of Targeting being met OR unit is needed 
for an in-house transfer, when the HA releases the unit, the status will change to 
“Released”.  Note:  Management cannot otherwise rent the unit until the HA has 
released the unit.

• If the property receives a referral the status will change to "Reserved", and once the 
move-in process is fully completed the unit status will change to “Closed”. 
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V&R: Vacancy Status-Pop Quiz
1. Failure to report units, or failure to report timely can negatively impact

2.  Once a unit is reported, the HA has access to the unit for 

3.  If a referral is made, the vacancy must continue to be held open

4.  If a referral is denied, the unit must continue to be held open

5. If a referral is denied, but does not appeal, and the vacancy status is still within the initial  
30-day timeline, the unit

.

.

.

Note: 
Management CANNOT rent a unit to any outside applicants until the HA has released the unit.
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Targeting Program
Referrals 

Referral Reminders

Approved Referrals do not pay their 
Security Deposit at Lease Signing.

Referred Applicants and their 
household members at time of initial 

application cannot be charged an 
application fee.
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RCRS (Vacancies/Referrals) Action Required
A Referral Requires Your Attention

V&R: Referral Comments
• Throughout the referral 

process, management should 
make notations in the 
Comments section, in 
addition to communicating 
directly with the applicant and 
emailing the HA.  This will 
serve as a timeline and 
reference point for everyone 
who might review what 
occurred.

• To make a comment, click 
the green Add button, add 
the notation, click the green 
Save button.
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V&R: Referral Pending Contact
1. When the HA has entered a referral into V&R, management will get an email 

notification telling them to log in to the system.  The HA will upload the Targeting 
Program Letter of Referral.

2. Management should log in, review the letter for pertinent details and ensure the unit 
meets the needs of the referred household.  

3. The referral should contact the property within 5 business days.

Review this letter carefully to 
see what subsidy the referral 
applicant will use; might not be 
the subsidy listed on vacancy.
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Referral Pending Contact: No Contact

If the referral makes no contact within 5 days OR is a no call/no show, management 
needs to Request Contact Status Follow-up. 

Revive or Close

The HA will follow up with the referral to see if they are still interested and either Revive 
or Close.

If so, they “revive” the referral 
(tells property referral is still 

interested in unit).

If not, they close the referral 
(tells property no longer 
interested but does not 

release unit). 

39 



Submit Application
• The day the applicant comes in to apply, management needs to complete the Submit 

Application steps in V&R. 

• Management should contact the Housing Assessor by email and provide comments 
outlining any needed documentation or relevant concerns.

1. 
2. 

Approve Application
Once the verifications are obtained and the application is fully approved by 
management, the status needs to be updated in V&R.
• Income Qualifies (if using Key, meets those requirements)
• Income Qualifies (under the property set aside)
• Student Qualifies
• Background Screening Accepted

1. 2. 

40 



Reserve Vacancy 

Once the applicant receives final approval, they must be assigned to the 
vacant unit along with the expected move-in date. Click the blue OK to save.

1. 2. 

Confirm Move-In 

1. The day the household moves in, management needs to log into V&R and Confirm 
Move-In.

2. Be careful to accurately note the Move-In date, and extra careful to select the 
correct unit number.

3. Click the blue OK to save.
4. Completion of this step does not complete the move-in process in RCRS.  Please 

ensure that a move in event has been created in RCRS for this unit.
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Confirm Move-In

After this step, the Referral 
Status will change to “Pending 
Move-in Review”.  

The Move-In needs to be 
reported in RCRS. 

RCRS: Move-In Data Entry 

• Management is required to report the move in event in RCRS within 30 days of 
effective date. 

• Management must upload the documents during that same timeline.
• The sooner the event is reported, the sooner management will get paid.
• Management must designate the tenant’s subsidy type in RCRS. 

• By selecting “Key Rental Assistance”, RCRS automatically designates the 
household as a “DHHS Targeting” Unit.

• If the household has a subsidy other than Key Rental Assistance, management 
must designate the unit as a “DHHS Targeting” Unit. 
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RCRS: Add Unit Event

RCRS: Pending RCRS Move-In Verification
Once the referral is at “Pending Move-in Review” status in V&R , and after the Move-In 
event is reported in RCRS and submitted for NCHFA review, management can 
complete the Pending RCRS Move-In Verification from the red- dot worklist in RCRS.  
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Click the blue OK to save.

That Was Easy!
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V&R: Referral Issues 

Just because management gets a referral 
for the property, it doesn’t mean that the 
person is going to be eligible to reside at the 
property.  There are times that a person gets 
denied for tenancy.

V&R: Referral Issues: Subsidy
• For a household to be eligible for Key Assistance there are certain requirements 

they must meet:
1. Head of household must have a federal disability income (SSI, SSDA, VA).  If the 

disability benefit is pending or the source is workers compensation, the 
household is not eligible for Key Rental Assistance.

2. The total gross income of a household cannot exceed the 50% AMI of the North 
Carolina State-mandated Income Limits at move-in.

3. The household must have a monthly income of at least $300, of which at least $1 
is the disability income.

• For other forms of Rental Assistance (HUD/RD), the head of household must meet 
the rental assistance program definition of disabled.

The Housing Assessor will ensure the referral meets the Target definition of 
disabled, but management must verify they otherwise qualify.
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V&R: Referral Issues: Credit

The Tenant Selection Plan sets the standard for credit criteria; however, exceptions must 
be made for Target referrals:
1. The TSP must state that the credit screening criteria will be waived for applicants 

including additional household members who are participating in a program or 
receiving assistance which provides the landlord with the ability to recover any 
economic losses related to tenancy.

2. If good standing with the local utility company is a requirement, this must be stated in 
the TSP.  This requirement must be waived if the applicant is participating in a 
program that pays the utility deposit.  Additionally, applicants need to be re-considered 
if they can provide evidence the debt has been paid, and the utility company will 
provide service.

V&R: Referral Issues: Landlord 

The Tenant Selection Plan sets the standard for 
landlord criteria; however, exceptions must be 
made for Targeting referrals:

• To the extent that the landlord reference is 
negative due to unpaid rent or money owed, 
the TSP must state that this screening criteria 
will not be held against applicants including 
additional household members who are 
participating in a program or receiving 
assistance which provides the landlord with the 
ability to recover any economic losses related 
to tenancy.
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V&R: Referral Issues: Criminal 

When the management company conducts an individualized assessment of the criminal 
record and its impact on the household’s suitability for admission, the assessment should 
include consideration of the following factors in determining whether to admit or deny the 
individual: 

1. The seriousness of the criminal offense. 
2. The relationship between the criminal offense and the safety and security of 

residents, staff, or property. 
3. The length of time since the offense, with particular weight being given to 

significant periods of good behavior. 

V&R: Referral Issues: Criminal 

4. The age of the household member at the time of the offense. 

5.  The number and nature of any other criminal convictions. 
6. Evidence of rehabilitation, such as employment, participation in a job training program,                         

education, participation in a drug or alcohol treatment program or recommendations from a   
parole or probation officer, employer, teacher, social worker or community leader. 

7. Tenancy supports or other risk mitigation services the applicant will be receiving or have 
access to during tenancy.
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V&R: Referral Issues: Other 

Sometimes households aren’t eligible for tenancy because of other programming 
requirements:

• Student 
• Age (Elderly properties with age requirements with no exception for disability)
• Household size 
• Other: 

V&R: Referral Issue: Reporting Application Denials 

• When a Target Referral gets denied for tenancy, management needs to promptly 
notify the applicant in writing of the denial, the denial reason, and the right to appeal 
the decision or request a reasonable accommodation.

• Management must update V&R with denial and upload a copy of the denial letter.

• Management should email the HA of the denial and make a comment.
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V&R Referral Issue: Reporting Application Denials

From the date management reports the denial 
and uploads the documentation in V&R , the 
applicant has at least 8 business days to request 
a reasonable accommodation.

1. 2. 

V&R: Referral Issue: Appealing Application Denials 
with Reasonable Accommodation Request

1. The applicant may submit a reasonable accommodation, or the HA may upload their 
request in V&R directly.  

2. When management receives the request, they must log into V&R and perform the 
steps necessary based upon the denial status: Pending Denial or Pending Appeal 
Contact.

3. Management should then forward this packet of information up their chain of 
command to the person responsible for reviewing the reasonable accommodations 
and making decisions.
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V&R: Referral Issue: Appealing Application Denials 
with Reasonable Accommodation Request
Pending Denial Pending Appeal Contact

If in this status, HA has not yet reviewed the denial.
<Revive and Comment>

There is no place to upload the RA in V&R; 
management must email it to the HA.

If in this status, the HA has reviewed the denial.
<Submit Appeal>

Upload the RA, and Comment>
Notify the HA.

V&R: Referral Issue: Reporting RA Denials

• If the reasonable accommodation is approved, management should proceed with the 
application process.

• If the reasonable accommodation is denied, management needs to promptly notify 
the applicant in writing of the denial, the denial reason, and the right to appeal the 
decision.

• Management must update V&R with the denial and upload a copy of the denial letter.

• Management should notify the HA of the RA denial and make a comment.

IS THIS THE END OF THE PROCESS?
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V&R: Referral Issue: Reporting RA Denials

No...

• From the date management reports the RA denial and uploads 
the documentation in V&R , the applicant has at least 8 more business days to 
appeal the RA denial.

• If the RA appeal is approved, management will proceed with the application 
process.

• If the RA appeal is denied, then the Denial process is fully completed. The unit 
is now released.

• NCHFA reviews all reasonable accommodation denials and reports to 
Department of Justice.

Targeting Program
Waivers

51 



Key Rental Assistance Waivers

• Bedroom Unit Size Waiver

• Disability Income Waiver

• Income Adjustment Waiver

• Older Person's Waiver

• NC Transitions Program Waiver

Note:
Management is responsible to verify program eligibility for purposes of LIHTC or other loan 
requirements.  

If a household receives a waiver from DHHS, 
the waiver, or an updated waiver, must be included in the uploads for recertification.

Waiver Reminder  
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NC Transitions Program Waiver
(Usually) Two Events Created 

• Amount used on TIC at move in (only one TIC is completed). 

• Letter indicates amount used to calculate subsidy/tenant portion for first 90 days. 

1. Move-in unit event entered in RCRS using this information .

2. Income override ($1) required in RCRS .

Upload all documents as you would any other move-in unit event, including 
NC Transitions Waiver letter.

Note:
At move in, all documents are completed and entered into RCRS. 

First 90 
Days 

NC Transitions Program Waiver 

• Letter indicates amount used to calculate subsidy/tenant portion after first 90 days 
(update unit event entered in RCRS using this information) .

• Upload Key Lease Addendum, Key Calculation Worksheet, NC Transitions Waiver. 

• The amounts on these forms should reflect the amounts referenced in the Waiver 
letter and will be entered in RCRS .

• No income override required.

After
First 90 

Days 

Note:
At move in, all documents are completed and entered into RCRS. 
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Example

Example
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LOR provided 2/7/24. Based on dates above, management did not get notified regarding the 
waiver until 6/4/24 -- 4 months later. The household moved in 6/7/2024…So 2 days prior to 
move in. 

This is why we encourage you to look in V&R the day BEFORE you move them in.  

Documents Found In V&R 

Targeting Program
Hold Fees
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Hold Fees

• Hold fees are available for units held by DHHS 
longer than 30 days.

• If DHHS sends a referral during initial 30 days and 
processing of application extends past the 30 
days, hold fees are not applicable.

• Hold fees allowed only on approved applicants.

• Hold fees do not get paid during rent up.

Hold Fees

• Processed through RCRS – DHHS provides requisition (in V & R) 
to management to upload for payment. 

• Management and DHHS negotiate applicable hold fees for units. 

• Management should be doing timely request to release units. 

• Hold fees will not be paid during periods of appeal and/or request 
for a reasonable accommodation.
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Hold Fees in RCRS

Hold Fees in RCRS
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Hold Fees in RCRS

Hold Fees in RCRS
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Targeting Program
Live-in Aide

Live-in Aides

• Management will screen for criminal history.

• Verification of need will be obtained by management.

• A spouse can never be your live-in-aide.

• Additional live-in-aide family members are not allowed 
to reside in the unit (without prior approval from DHHS).

• Anytime after move in, if request for live-in aide is 
submitted, please reach out to your HSC.

• Household member is not allowed to become the live-in 
aide.
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Live in aide no longer qualifies as a live in aide:

• Brings other family members to reside in the unit without 
DHHS prior approval

• When there is no longer a need for live in aide, they are no 
longer entitled to live in the unit

• Marries the household member

• Moves Out

Live-in Aides
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Uncommon Situations

Household Size Changed
Decrease in household size –
DHHS will determine if 
household would move 
to appropriately-sized unit or 
provide waiver.

Tenant Out of the Targeted Unit for 
90+ Days with No Plan for Return
Failure to reside in a Targeted Unit for a 
period exceeding 90 consecutive days is 
a program policy violation that may lead 
to termination of Key Rental Assistance if 
there is no plan for the tenant to return to 
the unit in a reasonable amount of time. 

DHHS will terminate assistance after 90 
days.

Deceased Head of 
Household During Tenancy
DHHS may offer remaining 
household members 30-90 
days assistance.

Household Size Decrease Example 

What if a three person Targeted 
household moves into a three 
bedroom unit (with a waiver) and 
the household size decreases 
leaving only two persons? 

Property must contact DHHS. 
DHHS will then make the determination 
whether to:
• provide an additional waiver
• request the household be moved to a 

smaller unit
• provide a waiver if no 2 bedroom 

available, but request they be moved 
when one is vacated 

DHHS will indicate the percentage to be 
paid by household on the waiver.
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Household Size Decrease Example 

What if household size decreases 
again, leaving only one person? 

Property must contact DHHS. 
DHHS will then make the determination 
whether to:
• provide an additional waiver
• request the household be moved to a 

smaller unit
• provide a waiver if no 2 bedroom 

available, but request they be moved 
when one is vacated 

DHHS will indicate the percentage to be 
paid by household on the waiver.

Targeting Program
NCHFA Reporting   
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How to Enter a Move-in into RCRS

On a daily basis:
1. Log into RCRS.
2. Go to the Property List, Select the Property, Click on 

“Buildings” in the menu.
3. Select the appropriate building/unit.
4. Click “Add Unit Event.”
5. Enter Tenants, Income and Assets.
6. Key Assistance and Tenant Rent will calculate 

automatically.
7. Before marking “complete”, upload tenant file documents 

by clicking on “Documents inside the unit event.

Move-in 
Required Documents 

Targeting Program Letter of Referral 
Waiver letter (if applicable)
Rental Application
All verification forms and file documentation
Tenant Income Certification
Rent and Subsidy Calculation Worksheet
HOME Calculation Worksheet (if applicable)
All pages of lease
Key Lease Addendum
Supplemental Information Form
Tax Credit Lease Addendum
HOME/NHTF Lease Addendum (if applicable)
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Verification Forms  
&  File Documentation 

Verification of income such as SS/SSI, employment.

Verification of income from DSS such as TANF 
(temporary assistance for needy families), Work 
First, etc., 

Verification of Special Assistance/In Home (SA/IH) -
This is excluded income

If applicant/resident indicates CLA funds in addition 
to SS/SSI, you must reach out to DHHS for further 
guidance 

Verification of assets, such as property, home, 
checking account, savings accounts, retirement 
accounts, etc.

File Documentation
Social Security Verification 

Is this acceptable?
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File Documentation
Social Security Verification 

Is this acceptable?
NO

File Documentation
Social Security Verification 

Is this acceptable?
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File Documentation
Social Security Verification 

Is this acceptable?
Getting closer…

File Documentation
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File Documentation
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File Documentation

File Documentation: Group Discussion

Amy Barnes, a Target Referral with Key subsidy has applied to live at Cat’s Haven Acres.  She 
receives SSI.  Her verification letter indicates that she is only receiving $894.60 because there is 
an overpayment occurring; $99.40 is being withheld. What steps must management take in order 
to determine her anticipated income? 

What should we do?
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Option A Option B
Take the amount received of  
$894.60 x 12 = $10735.20

Add the overpayment of $99.40 to 
the amount received of $894.60 x 12 
= $11928.00

Group Discussion Follow Up

SSI overpayment is the only time management will use “net” over “gross” rates.  
In all other cases, always use the amount before deductions.

Targeting Program
Average Income
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Average Income
 

• First properties with income averaging came online in 2021  

• Requirements are found in the Qualified Allocation Plan (QAP) 

• Projects cannot have more than four (4) income bands consisting of 20%, 30%, 40%, 
50%, 60%, 70%, 80% area median income 

• Monitored annually 

 

Average Income
Scenario

Question:
If I have not met my targeting requirement and a 1 
bdrm. 30% unit comes open, how much rent can I 
charge?

Unit Size Set Aside Rent Limit Key Payment
Standard 

1 Bedroom 30% $400 $545 

2 Bedroom 80% $1050 $645 

Question:
If I have not met my targeting requirement and a 2 
bdrm. 80% unit comes open, how much rent can I 
charge?

Answer:

Answer:
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Targeting Program
Tips for Compliance 

Maximum rent 
for NHTF units 

is 30% AMI. 

HOME/NHTF
Basics 

Maximum rent 
for HOME 

units is 80% 
AMI.

Unit 
designations 
must float.

Annual 
recertifications 

must be 
completed.

If property If property has 
NHTF, it will follow the new 
HOME guidance.
has NHTF, it will follow the 
new HOME guidance.

HUD will publish 
the HOME/NHTF 

rent limits annually 
based on 
number of 
bedrooms.
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HOME 
Key Subsidy Basics 

After initial lease up, any unit that 
becomes vacant must be listed in 
Vacancy and Referral regardless 

of the set aside/designation.

If property is 100% HOME, you  
must use HOME calculation 

worksheet when calculating AGI 
(adjusted gross Income).

If property is not 100% HOME, 
you cannot use targeting 
referrals to meet HOME 

requirements.
Float the designation to another 

unit.

HOME 
Final Rule 2026

If a property that has 
HOME/NHTF is layered 

with LIHTC, HOTMA 
can be followed.

NCHFA Compliance 101 
and Advanced 

Compliance classes 
provides detailed training 
regarding HOME/NHTF.

If a property that has 
HOME/NHTF is NOT 

layered with LIHTC, then 
HOME/NHTF Income and 

Asset verification 
standards must be 

followed.

If property has NHTF, it will follow the new HOME guidance.
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100% HOME no 
additional funding on 
property=2 months of 

source documentation for 
employment income.

100% HOME with no 
additional funding on 

property=Assets must be 
third-party verified at move 
in. Disposed of assets must 

be addressed.

HOME layered with LIHC= 2 
current consecutive 
paystubs and YTD

HOME layered with LIHC= 
Asset Self-Certification form 

can used at move-in and 
recertifications as long as 

household is under the 
threshold.

HOME/NHTF
Income/Assets Example

If property has NHTF, it will follow the new HOME guidance.

Move-in Files
What do I do? 
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Scenario 1

A targeted applicant, eligible for key assistance (1 person) is moving into a 2 bedroom unit, 
per letter of referral. The property has 1, 2, and 3 bedrooms….

1. Do you need a bedroom size waiver for this event?

2. What does it look like in V & R?

What else should we have in V&R 
with the Letter of Referral?
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Yes! 
A Unit Size Waiver letter
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Scenario 2
A Targeting applicant, eligible for Key Assistance (2-person household) is moving 
into A 2-bedroom unit (per LOR) - (property has 1, 2 and 3 bedrooms).

During the application process, the Targeting 
applicant indicates on the application that they 
want a three-bedroom unit and lists additional 
family members.
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Move-in File

• Once you have entered the households information 
for your move in look at the calculations.

• Does RCRS match your calculation worksheet?

o If not, determine if a bedroom size override is 
needed.

• Is the utility allowance information showing in 
RCRS?

• If all the information is correct and you are still not 
showing same rent/subsidy – Reach out! 
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Are We Matchy-Matchy? A Case Study

The purpose of this assignment is to show the relationship between the required 
forms of documentation when using Key subsidy

Dorian, a Target referral using Key subsidy, has disability based income of $994 a 
month.  She resides by herself in a Tier 1 property, in a 2 bedroom unit (property 

was built with no 1 bedroom units).  She moved in on 5/1/2026.

Fill in the Key Calculation Worksheet on the next slide.
What is her annualized income?
What is her unit Rent Standard?
What is her portion of the rent?

What is the unit subsidy?
What is the effective date? 

28,800
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For the Key Lease Addendum, using the Data from the prior slides: 
• What is the Beginning Date?
• What is the Total Rent?
• What is the Tenant Portion?
• What is the Subsidy Portion?
• What is the End Date of the subsidy?

Tenant Income Certification Page 2

95

0

X

Using the information from the prior slides:
• What is the Tenant Rent?
• What is the Rental Assistance?
• What is the Gross Rent?
• Is the source of Rental Assistance Federal?
• If no, what is the source? 
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Rental Lease:

What is the Rent Rate?

What is the Security Deposit Rate? 

What is the Lease Start Date?

What is the Lease End date? 

Do you see a 
problem? 
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Returned Files
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Top 12 Reasons Files Get Returned 
1. Bedroom Override missing in RCRS or wrong override was selected. 

2. Security deposit is not correct on lease (1 month of payment standard)     
should not be a different amount at the time of Recertification than the  
amount listed on the MI lease. 

Top 12 Reasons Files Get Returned 
3. TIC pg. 2 the Question Is Rental Assistance Federal? Check NO and write Key 

Assistance on the line next to the question. Do Not check any of the boxes  
below the question. 

4. Using two methods for Asset Verification: 3rd party verification and Asset  
Self-certification. Only one method of verification must be submitted.

5. Forms not signed by either residents or landlord. 

6. Missing documents. 
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Top 12 Reasons Files Get Returned 
7. Utility allowance not updated.

8. Not getting the appropriate waiver at recertification if a new one is needed. (Income or     
Bedroom size waiver) 

9. Income Transition Waiver: steps were not followed per waiver (usually 2 events must   
be entered). 

10. Transfer In missing the second unit event (update or recertification) once the    
Transfer In was entered 

11. Files not submitted/resubmitted timely. 

12. Using the wrong Tier Key Calculation worksheet. 

Key Rental Assistance 
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Key Rental Assistance
State-funded rental assistance to subsidize rent of tenants referred by DHHS through the Targeting 
Program.

• Limited to households headed by persons with disabilities, verified by income based upon disability 
(SSI, SSDI, etc.)  

• Payment Tiers set by NCHFA and DHHS
• NCHFA rent increase approval process does not increase the Key Payment Standard.
• Owner must sign Agreement of Participation
• Property Management responsible for:

• Verifying Key Subsidy eligibility (Target Referral Letter, $300 minimum income, $1 disability source 
income, < 50% AMI, unit size)

• Verifying Property and Program eligibility (Age, Student, LIHC, HOME, etc.)
• Sending NCHFA monthly Key requisitions
• Reporting Transition to Housing Choice Voucher (Section 8) or PBRA, if applicable

Key Rental Assistance pays the difference between the tenant rent share and the payment standard.

Key Assistance Payment Standard
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RCRS Payments

All files receiving Key 
Assistance must be 
submitted within 30 
days of unit event.

RCRS Payment
Reminders 

Returned files delay 
process and starts the 

clock over.

Files will be processed 
within 30 days of receipt.
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Requesting Payments in RCRS

On a monthly basis:
1. Log into RCRS.

2. Click on “Rental Assistance” .
3. Click the green “Create New Payment” button.

4. Review for accuracy before clicking “Submit.”

5. Requests will be approved and submitted for 
payment every Wednesday for payment the 
following Tuesday but no later than thirty (30) days 
from request.

Requesting Payments
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Key Subsidy Reminders

Pay attention to the red (overdue) and yellow (due soon) tenants 
listed at the top of the screen

RCRS Payments: Key Subsidy
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RCRS Payments: Other

12-Month Window to Request 
Key Rental Assistance Payment 

Example: 

If the requisition is submitted January 2026 for 
14 months of Key Payments (from November 
2024 – December 2025), the Management 
Company will not receive payment for 
November and December 2024 because these 
months are outside of the 12 month payment 
window.  
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Undercharged or Overcharged Tenant Rent Share

If the property has undercharged the tenant for tenants rent share, management 
must give 30 day notice prior to increasing the tenant rent share going forward. 

Management companies cannot charge tenants retroactive payments. If 
management has overcharged the tenant for tenant rent share, management 

must adjust the tenant rent share and credit the tenants account for any amount 
overpaid. The tenant should never pay $0 toward tenant rent share. The overage 

should be prorated in equal parts.

Do you see an issue?
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Request Submitted February 2025

Security Deposits 
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Security Deposit Payment 

• DHHS will pay security deposits for all Target households effective 5/1/2014.

• The system will issue the security deposit automatically with all new move ins 
when you request payment.

• Security deposits are sent to the same account all other payments are deposited.  
Management must ensure that they are transferred to the applicable escrow 
accounts as required by NC Real Estate Law.

• Key Subsidy: Security deposits are equal to one months’ payment standard 
regardless of your typical security deposit.

• Other Subsidy: Lesser of key payment standard or typical security deposit

• At move out, security deposits must be applied to balance 
owed by resident, if applicable, and remaining amount 
refunded to the resident.

• Amount of security deposit on lease must be amount of 
payment standard or we will return for correction.

• If a household transfers units, contact NCHFA prior to 
transfer to ensure deposit is handled correctly.

• Wait, what about the old unit?

Security Deposit Payment 
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• Management should do a walkthrough with resident notating any damages on the move 
out inspection form.

• Both management and resident should sign the move out inspection form. 

• Resident should be provided with a list of charges for previous unit and a payment plan 
agreement (must be signed by mgmt./resident).

• Please be mindful when setting up payment plans of households monthly income.

Security Deposit Payment 

Recertifications
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Recertification

• Management must annually recertify 
Targeting households regardless of 
any other requirements for the 
property (with or without subsidy).

• Management must  provide notices 
to household AND DHHS. 

Start your recertifications 120 days prior to effective date

• 120 day notice - Make sure you send a copy of notice to resident 
and DHHS. 

• What is your management companies process/policy for 
recertification? 

• Does management provide the recertification package at the same 
time they provided notice? If so, indicate when package should be 
returned. 

• Provide a date/time to meet the resident to complete.

Recertification
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Provide 30 day Notice to 
Vacate unit. You will send 
this to both resident and 
DHHS.

Recertification

At 90 
Days 

Have you received everything 
you need to process this 
recertification? If not, provide 
resident/DHHS with the 90-day 
notice.

At 60 
Days 

At 30 
Days 

Have you received everything 
you need to process this 
recertification? If not, provide 
resident/DHHS with the 60-day 
notice.

Recertification/Tenancy Issues

• If a Targeted household does not comply with your lease, management must 
proceed with their company’s policy.

• Management must take an additional step while following their policies:
oSend copy of notices/violations provided to resident to DHHS.

• Notices must be sent to DHHS in order for management to be eligible for 
Special Claims.
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Household Income Increased 

Tenant income and rent share must be 
calculated annually. The resulting amount 
will be included in the lease or Key Lease 
Addendum. Income increases above 50% 
AMI at recert does not impact eligibility. 
Tenants rent share simply increases 
proportionate to the increase in income.

Note:
See       Household Income Has Changed in the Targeting Policy and Procedure Manual for 
other scenarios. 

Exceeding Key Payment Standards

If increase results in tenant share exceeding Key payment standards, 
property management will continue to calculate tenant rent share using 
the Key formula (Key Calculation Worksheet) until household is at the 
standard rent associated with the Housing Credit income targeting level 
for the particular unit. 

Note:
Adhere to any additional funding rules as it pertains to Housing Credit income limits. 
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• Key Payment Standard for 1 bedroom is $600.

• Property rent for 1 bedroom is $800.

• Using the Key Calculation Worksheet (as households income increases) you will continue 
to take rents up until the households income brings their rent payment to the properties 
rent at $800.

• Is this household still considered Targeted Household?

Example

• Yes, the household is still considered a targeted household.

• If the households income exceeds the payment standard, you will change 
the assistance type to no assistance, enter rent amount, upload 
documents and submit the file.

• The household is still Targeted and you will continue to report any issues 
to DHHS, including late rents and lease violations. 

• Failure to report household issues to DHHS will result in loss of ability to 
make a Special Claim request.

Example Continued
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Enter correct amount here

• If the households circumstances change (decrease/loss of employment) you will 
complete a new update/recertification event. 

• If the head of household is still receiving disability, they are eligible to return to Key 
Rental Assistance. If no longer receiving, reach out to DHHS for further guidance.

• DHHS will make the determination whether the household is still eligible for  Key 
Rental Assistance or not and will provide additional guidance.

• Management will continue to annually recertify all targeted households.

Example Continued
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• If a targeted household, during tenancy receives a Section 8 Voucher, or other assistance 
becomes available on the property, management will enter an event in RCRS based on 
HAP/other agreement start date.

• An update event must be entered in RCRS changing assistance type to Section 8 
Voucher (or other assistance type). Management will enter rent/subsidy amounts, upload 
HAP in documents, and check unit event complete in RCRS.

Transitioning from Key Rental Assistance to Section 8
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Tenant Transfers  
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Tenant Transfers 

• Transfer out/Transfer in - is now processed/approved.

• The system does not recognize the transfer as an actual event  
**Another event must be created**.

• Depending on management/property requirements, you can continue to use the old 
date of recertification from previous unit (may cause issues).

• If management intends to treat this as move in, or full recertification,  a 
recertification event will have to be completed for the same day in RCRS.

103 



Transfer Out

Transfer In

Must create 2 events in 
RCRS

104 



Unit Transfer 
• If management is going to still use the original (initial) move in date for 

recertifications, they will complete the transfer event,  create an update
event, on the same day as transfer event. Upload documentation in the 
update event only.  Make sure income, etc., is correct in RCRS and 
submit both events.

• If management is going to treat this as a new move in or a full 
recertification, they will complete transfer event , create recertification
event on the same day as transfer event. Upload documentation into the 
recertification event only and submit both events.

Unit Transfer 

• Scenario 1 : If management is treating this as 
only a transfer event, the key lease addendum 
will end when the previous recertification was 
due to end. The Key Lease Addendum must
reflect this original end date.

• Scenario 2: If management is treating as full 
recertification/new move in, the Key Lease 
Addendums end date should reflect ending 
based on transfer date.
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Unit Transfer Example Scenario 1
• Treating as transfer only (no changes to household composition).

• Household moved in 6/01/2021.

• Transfer was done on 12/13/2024.

• Update event created for 12/13/2024 (only time system will allow 2 
events with same date) Documents uploaded in 2nd event only.

• **Key Lease addendum provided with this transfer should reflect 
ending on 5/31/2025 (matching the previous addendum done with 
the 6/1/24 recert).

Must create 2 events in 
RCRS

If management chooses 
this method there may be 
issues...

Why you ask –
the system will not track
next recertification due
based on old unit

So in this scenario – you
will track, as system will
notify you September 
2025 is due…very late for 
the June 2025 that was 
due
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Key Payments

Unit Transfer Example Scenario 2

• Treating as recertification/move in:

• Household Moved in 1/01/2021.

• Transfer completed as of 6/1/2025.

• A second event must be created listed as a recertification, for the same 
day as the transfer (only time system will allow 2 events with same date) 
Documents uploaded in 2nd event only.

• **Key Lease Addendum should reflect new ending date of 5/31/2026.
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Transfer In

Must create 2 events in 
RCRS

Print your Property 
Activity Report Monthly.

Update Vacancy and 
Referral in real time 
(per guidelines)

Entering events timely –
Move ins, recerts, 
updates, etc., in RCRS 
per requirement.

Transfers Reminders  

Use your Resources:
• Targeting Program Manual
• Asset Management Compliance Manual 
• Property Activity Reports

When in doubt….REACH OUT! 
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Tenancy
Issues  

Tenancy Issues

• Housing Stabilization Coordinator will contact service provider to 
assist tenant.

• HIPPA laws prevent HSC from discussing plan of action.

• HSC will communicate with management the issue has been 
reported.

• Consider request for reasonable accommodations.

• Create payment plan to address household damages during 
tenancy.

Note:
Call the Housing Stabilization Coordinator at first sign of any tenancy issue. 
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Property Management (What do I do now?)

• Ensure tenancy issues are addressed timely and according to the lease:

• Notify resident in writing of violation(s). 

• Provide a copy to your Housing Stabilization Coordinator.

• Notice requirements per lease.

• Termination (how many notices are required before your lease allows termination).

• Follow your company policies consistently.

Special Claims
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Special Claims Eligibility

Did I notify Housing Stabilization Coordinator regarding issues during tenancy?

Did I provide recertification notices, violations, and any correspondence related to 
this household to the Housing Stabilization Coordinator?

Did I give DHHS the opportunity to salvage this tenancy?

Risk Mitigation Claims

DHHS Approval Process  

Management 
emails the 
completed 

Special 
Worksheet to 

DHHS (only the 
worksheet).

DHHS verifies if 
management 

gave tenant the 
opportunity to 

salvage tenancy 
(if applicable).

DHHS signs 
Special Claims 
Worksheet and 

returns it 
management.

Management 
uploads signed 

approved 
Worksheet and 

supporting 
documentation 

into RCRS. 

New & Improved!  Special Claims worksheet is now fillable and will auto-calculate
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Special Claims

• Damage reimbursement minus security deposit (maximum of $3,500). 
• Damage for replacements is prorated based on life-expectancy of item and 

date of prior installation.

• Reimbursement of any uncollected tenant portion of rent during the period of 
occupancy (less security deposit) not to exceed 3 months of tenant portion of 
rent.

Special Claims

• Reimbursement of full Key payment standard for the rent obligation 
during the remaining lease period after tenant abandonment (or until the 
unit is re-rented, whichever is sooner) not to exceed 2 months rent, 
minus paid security deposit.  
• Death, eviction, or fulfilled Notice of Intent to Vacate is not 

abandonment.

• Reimbursement for Successful Eviction Cost when following guidelines 
from Risk Mitigation Tools. 
• Claims for eviction cost may not exceed $1000.
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Special Claims

• Completed Special Claims Worksheet

• Security Deposit Disposition

• Damages:

• Invoices, life-expectancy detail

• Rent & Fees: 

• Tenant Rent Ledger (minus subsidy ledger if possible)

• Abandonment: 

• Current Tenant Lease 

• Eviction:

• Bills/Receipts for fees paid (court, sheriff, legal), Judgement for Possession/Writ.

Required Forms / Documents:

Special Claims

unpaid tenant damages 
+ unpaid tenant portion of rent 

=total deductions from the security deposit

Check your calculations!

Note:  If the numbers entered in RCRS don’t match the claim, your claim will be returned. 

113 



Special Claims

Special Claims
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$
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Special Claims

Special Claims
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Special Claims

Special Claims
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Special Claims

• Once the Special Claim has been approved, the payment will be 
requested through the same method as Subsidy, Hold Fees, and 
Security Deposits

• Payment will be deposited in one lump sum  - not broken down 
by damages, unpaid rent, etc.

Special Claims Processing
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Many major items in a unit have a predictable life span. Management should 
have policies and procedures in place to define life expectancy of major items 
such as carpet and vinyl. If these items were new/in good condition at the time 
of move-in, and it can be shown the damage, above normal wear and tear has 
been sustained, then you may charge against the resident’s security deposit.

Special Claims - Prorating Expenses

Special Claims –
Prorating Expenses Example

• Examples of normal wear and tear:
• Carpet faded or worn thin from walking
• Nail holes or pin holes in walls
• Fading, peeling, or cracked paint

• Examples of tenant damage:
• Crayon markings on walls
• Missing fixtures
• Holes, stains or burns in carpet
• Gaping holes in walls or plaster
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Special Claims – Prorating  Expenses
Example (HUD Sample Chart)

Special Claims – Prorating  Expenses
Example (HUD Chart) Cont’d
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Prorated Example
• At the time resident moved in carpets were new.

• Resident lived on the property for 3 years.

• Based on life expectancy chart, carpet should last 5 years (what’s your 
policy?)

• Carpet replacement is $2500
• $2500 divided by 5 years = $500
• $500 times 2 years remaining = $1000

• Resident can be charged $1000 toward carpet replacement (management 
must document actual replacement and actual cost).

Top 6 Mistakes On Special Claims

1. All required documents not uploaded in RCRS.
2. Calculation errors.
3. Failure to prorate costs based on life expectancy.
4. Providing quote instead of actual invoice.
5. Missing Management/DHHS signatures on submitted form.
6. Request submitted prior to end of two months vacancy, resulting in loss of eligible 
abandonment amount reimbursement.
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Special Claims Case Study 

Heidi Holt (Targeted Program Participant) moved into your new
property on 6/1/2024. She moved into a 2-bedroom unit. A 

$645 Security Deposit was paid. During her tenancy
she failed to make rent payments and was evicted on 6/30/2026 . Using the documents 

provided 
complete the Special Claims form for this household. 

*Management prorated paint based on life expectancy policy:
• 5-year paint

* This unit re-rented on 8/9/2026* 

Happy Gardens Apartments (new property) 
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Rent Card Heidi Holt Unit: 200

Date Rent/Charges Summary Pymt. Received Balance Notices

6/30/2026 key returned 0 0 658 see final bill/mo costs
6/6/2026 10 late fee 0 658
6/1/2026 645 Rent/Subsidy 404 648 eviction - Resident/DHHS

5/15/2026 156 eviction cost 0 407 NTV-RES./DHHS
5/6/2026 10 late fee 0 251 LR/LF - Resident/DHHS
5/1/2026 645 subsidy 404 241
4/1/2026 645 Rent/Subsidy 241/404 0
3/1/2026 645 Rent/Subsidy 241/404 0
2/1/2026 645 Rent/Subsidy 241/404 0
1/1/2026 645 Rent/Subsidy 241/404 0

12/1/2025 645 Rent/Subsidy 241/404 0
11/8/2025 645 Rent/Subsidy 241/404 0
11/1/2025 645 Rent/Subsidy 241/404 0
10/1/2025 645 Rent/Subsidy 241/404 0

9/1/2025 645 Rent/Subsidy 241/404 0
8/1/2025 645 Rent/Subsidy 241/404 0
7/1/2025 645 Rent/Subsidy 241/404 0
6/2/2025 645 Rent/Subsidy 241/404 0
5/1/2025 645 Rent/Subsidy 241/404 0
4/5/2025 Rent/Subsidy 241/404 0
4/1/2025 645 0 645
3/1/2025 645 Rent/Subsidy 241/404 0
2/1/2025 645 Rent/Subsidy 241/404 0
1/5/2025 241 0

1-Jan 645 subsidy 404 241
12/5/2024 241/404 0
12/1/2024 645 - - 645
11/8/2024 - - 404 0
11/1/2024 645 241 404
10/1/2024 645 404/241 0
9/12/2024 subsidy 404 0

9/1/2024 645 Res. Portion 241 404
8/1/2024 645 Res. Portion/subs. 241/404 0
7/8/2024 subsidy 404 0
7/1/2024 645 Res. Portion 241 404

6/10/2024 - subsidy 404 0
6/10/2024 - Security Deposit 645 404

6/1/2024 645sd/645 R Resident Portion 241 1049



Happy Town Court Systems: Eviction Procedures Receipt for Heidi Holt – Unit 200 

(FAKE RECEIPT) 

 

 

 



InvoiceHAPPY Cleaning,LLC
2 Cleaning AVE,
Happytown, NC 27000
888 777 5555 Office & Fax

Bill To
Happy Garden Apts.
229 Happy Lane
HappytownNC 27000

CLEANING

Invoice No. P.O. Number Terms Project
00006 30 DAYS

Item
Vacant Apt. (200)

Description
2 Bedroom Apt. Cleaning

Quantity Rate Amount
110.00 110.00

Cleaning
TRASH-OUT (200) TRASH-OUT 130.00 130.00
Extra Cleaning (200) We did extra cleaning, all unit 130.00 130.00
Extra Cleaning (200) We did extra cleaning, stove and 2 25.00 50.00

refrigerator

Subtotal $420.00

Sales Tax $0.00

Total $420.00

Date
08/10/26

DONE:  07-10-26



Happy Day Painting
30 Lazy Circle,
Happytown, NC, 27217
800) 001-0005

happydaypainting@gmail.com

BILL TO

Happy Garden Apts.

229 Happy Lane , Happytown , NC 27000

RATE QTY AMOUNT

2908-200 2 bed $575.00

Sheetrock repair $50.00

1  575.00

2  $100.00

Payment Info SUBTOTAL $675.00

PAYMENT INSTRUCTIONS TAX (0%)

Payments due 30 calendar days after invoice
date. Invoices more than 14 days past payment TOTAL

due date will accrue a *15% late fee, monthly,
until payment is received. BALANCE DUE

$0.00

$675.00

USD  $675.00

* 15% of the value of the original invoice

 

  

 

 

 

INVOICE

INV0003

DATE  July 8,  2026

DUE  DATE

July 30,  2026

USD  $675.00
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Prorating Items (Paint)

• Painting $575 divided by 5(yrs)= $115.00

• 115.00 x 3(yrs)= $345.00 for paint

• $345.00 + $100.00= $445.00

• Amount listed on Special Claim 
Worksheet = $445.00
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200

5/31/2025 – Louisa 
Gardner
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Case Study

200
5/31/2025 – Louisa Gardner
$1253
$452

$1270

Case Study
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Report Cards
Key Rental Assistance
Timely Payments and V&R 
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Report Card: Targeting Requirements

• What to do after receiving report:

• Review information related to properties. (Ask Questions)
• Did you have late recertifications due to resident not cooperating?
• Late submission due to Eviction?
• Change in management company?

• Reach out with any related follow up questions/ information.

• Do not wait until year end to run and or respond to these reports.

Report Card: Failure to Update V&R

Failure to update V&R timely will result in the management company being removed 
from the approved management company list and noncompliance for the project.
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Report Card: V&R Vacancy Reporting

• Management has up to 8 calendar days to report units that have been vacated
• Avoid missing that deadline; report early!

• All units that become vacant must be reported into V&R, regardless of other property 
obligations.
• If unit has another obligation, report and then request release.

Report Card: Targeting Program Requirements
for V&R

• What to do after reviewing report:

• Review information related to properties (Ask Questions)
• Change in management company?
• Who is responsible for entering these events?
• Make a plan if property is not meeting mark.
• Consider adding this to the move out process checklist.
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ISHP Integrated Supportive Housing Program
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ISHP: Transitions to Community Living Voucher
• ISHP was an alternative program to Targeting, made available during certain 

year allocations.

• Although ISHP is no longer available to new allocations, existing properties must 
continue to participate.

• TCLV funds are used as the subsidy for the ISHP referrals.
• Be aware, non-referral tenants may also use TCLV funds.

ISHP: Transitions to Community Living Voucher

• ISHP follows same reporting and application requirements as Targeting.
• SD will be paid via the TCLV Provider
• Provide a copy of the contract at move in along with move in documents.
• Annual recertifications are required.
• Communication with DHHS for tenancy issues is required.
• ISHP has its own special claims process.
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Section 811 PRA

NCHFA & Section 811 PRA

• The Agency has been awarded FY19 and FY23 grant funding from HUD under its 
Section 811 Supportive Housing for Persons with Disabilities program. 

• 811 PRA is project-based rental assistance that will subsidize Targeting Program units 
in select LIHTC developments. 

• FY19 Award = 210 units 
• FY23 Award = 195 units
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What is Section 811 PRA?

• Federal program providing project-based rental assistance for persons with 
disabilities.

• Authorized under the Frank Melville Supportive Housing Investment Act of 2010.

• Targets non-elderly adults (aged 18–61) with disabilities and extremely low 
income at or below 30% AMI of HUD Section 8 Income Limits.

• Offers permanent, integrated supportive housing with no more than 25% of total 
units set aside for people with disabilities.

811 PRA Partnerships & Structure

 Administered by NCHFA in partnership with NCDHHS.
 811 PRA units are Targeted Units set aside in:

o New construction project with LIHTC award from NCHFA
o Family development - no age restrictions
o Located in high demand counties as defined by DHHS
o Developments with one-bedroom units

 811 PRA applicants are referred to the property by NCDHHS under a formal Interagency 
Partnership Agreement.

 811 PRA provides rental operating subsidy only—no construction or development 
funding.
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811 PRA Basic Eligibility Rules 

• At the time of move in, household income must not exceed the Extremely Low 
Income (ELI) limit as established by HUD. 

• At least one person must be an individual with a disability and between 18 and 
61 years of age at the time of admission into the property. The person with the 
disability must be eligible for community-based, long-term services. Once 
admitted, the qualifying member cannot “age out” of the program.

• .

• Tenants pay 30% of adjusted income for rent plus utilities.
• .

• There is no minimum rent requirement (e.g., no minimum $25 TTP).
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If a targeting program participant living on your property does not pay their 
rent by the 5th of the month or when rent is due by should you

A. Send notice to DHHS and resident
B. Send notice to resident
C. Send notice to DHHS

During the lease up of a new property, how long does DHHS have units for  
in each building that gets it’s CO (Certificate of Occupancy)?

A. 365 days
B. 90 days
C. 30 days
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Who should management contact regarding targeting application/verification 
questions?

A. DHHS - HSC  (Housing Stabilization Coordinator)
B. NCHFA  (North Carolina Housing Finance Agency)
C. DHHS - HA  (Housing Assessor)

Who should management contact regarding in house residents issues?

A. DHHS - HSC  (Housing Stabilization Coordinator)
B. NCHFA  (North Carolina Housing Finance Agency)
C. DHHS - HA  (Housing Assessor)
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Who should management contact if they have questions about Vacancy and 
Referral System?

A. Co-workers 
B. NCHFA  
C. DHHS

Who should management contact about Key Payment issues or questions?

A. Susan Westbrook
B. Marco Polo
C. Heidi Holt
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Who should management call if they have questions about returned files? 

A. Co-workers
B. The person who returned the file
C. Ghostbusters

Resources& Contacts
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Acronyms

ARA Approved Referral Agency
CO Certificate of Occupancy 
DHHS Department of Health and Human Services 
HA Housing Assessor 
HSC Housing Stabilization Coordinator 
LOR Letter of Referral 
PM Property Manager 
RCRS Rental Compliance Reporting System
SM Site Manager
SSDI Social Security Disability Income
SSI Supplemental Security Income 
LME/MCO Local Management Entities/Managed Care Organization
V&R Vacancy and Referral 
VA Veteran’s Benefits 

Acronyms
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1. Go to www.nchfa.com
2. Click Rental Housing Partners 
3. Click Rental Owners & Managers 
4. Click Policies, Resources and Forms 
5. Compliance Manual Training Resources 

Manuals 

1. Go to www.nchfa.com
2. Click Rental Housing Partners 
3. Click Rental Owners & Managers 
4. Click Policies, Resources and Forms 

Targeting Program Manual

Compliance Manual

DHHS Targeting Program Contacts   
Find the following documents:

Housing Assessor County Coverage List & Map

Housing Stabilization Coverage Area List & Map

Statewide Targeting Program Contact Information 

1. Go to www.nchfa.com
2. Click Rental Housing Partners 
3. Click Rental Owners & Managers 
4. Click Policies, Resources and Forms 
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Answers
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V&R: Vacancy Status-Pop Quiz
1. Failure to report units, or failure to report timely can negatively impact

2.  Once a unit is reported, the HA has access to the unit for 

3.  If a referral is made, the vacancy must continue to be held open

4.  If a referral is denied, the unit must continue to be held open

5. If a referral is denied, but does not appeal, and the vacancy status is still within the initial  
30-day timeline, the unit

the property report card.

30 days to provide the property with
a referral.

until the referral process is
complete.

until the grievance and appeal
process is complete.

must continue to be held in case the HA sends a new referral.

Note: 
Management CANNOT rent a unit to any outside applicants until the HA has released the unit.

Average Income
Scenario

Question:
If I have not met my targeting requirement and a 1 
bdrm. 30% unit comes open, how much rent can I 
charge?

Unit Size Set Aside Rent Limit Key Payment
Standard 

1 Bedroom 30% $400 $545 

2 Bedroom 80% $1050 $645 

Question:
If I have not met my targeting requirement and a 2 
bdrm. 80% unit comes open, how much rent can I 
charge?

Answer:
$545  Gain $145 monthly YAY! 
145x 12 months = $1740 yearly gain

Answer:
$645   Lose $405 monthly…uh oh! 
$405 x 12 months = $4860 yearly loss 

Note:
Dive deeper into income averaging with NCHFA’s Advanced Training! 
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What is the Rent Rate? 665

What is the Security Deposit Rate? 665

What is the Lease Start Date? 5/1/2026

What is the Lease End date? 4/30/2027

147 



TARGETING PROGRAM SPECIAL CLAIMS WORKSHEET

Property Name Property Email

Res ident Name Res ident Address

Move Out Date

Inst ruct ions and notes:

• RCRS must be up to date prio r to spec ial c laims submiss ion inc luding move out of the household above and move in of the next

household except when the unit remains unrented for more than 2 months. (Ear ly c laim submiss ion will limit the vacancy c laim.)

• Start wi th Line 1 and complete each sect ion in order regardless of what type of c laim you are filing .

• Request NC Dept, of Health and Human Services (DHHS) certi fy and sign thi s form prior to c laim submiss ion. C laim approval i s

subject to ce rt i fi cat ion by DHHS that property management gave DHHS opportunity (as spec i fied for each type of c laim) to
mit i gate tenancy i s sues to preserve housing for the res ident/household and that the property i s e li gible for re imbursement.

• Upload in RCRS thi s completed form, a copy of the completed secur ity deposit dispos i t ion form and all required support ing

documentat ion referenced in thi s worksheet for each type of c laim.

• F inal approved amounts are subject to maximum amounts allowable under program guidelines.

• Fo r quest ions regarding thi s fo rm or c laim submiss ion, contact Loui se Gardner at r lgardner@nchfa.com or Sandy Harr is at

sshar r is@nchfa. com.

• Send forms to Det ra Purcell at Det ra.l.purcell@dhhs.nc .gov for DHHS cert i fi cation.

1) Security Depos it Collected $

2) Reimbursement for Unpaid Tenant Damages minus the paid secur ity deposit and/or payments made by tenant, not to exceed

$3,500 . Eli g ible only if owner has poli cy of inspect ing uni ts at least annually and DHHS not i f i ed of damages ident i f i ed dur ing uni t

inspect ion. Inc lude invo i ces and uni t inspect ion reports .

I temized Claim - Enter items included in the claim and upload required supporting documentation

Descript ion Cost

Total Cost

a) Total Cost from above $

b ) Secur ity Depos it from line 1 -$

c ) Payments made by tenant - $

d) Remain ing Unpaid Damages (If the amount is negative, you are not eligible for any unpaid damages. ) = $

e) Enter the lesser of l ine Id or $3,500 here and in RCRS on the Unpaid Damages li ne (not le ss than $0) $

3) Reimbursement of Unpa id Tenant Port ion of Rent and Late Fees minus remaining paid secur ity deposit , not to exceed 3 months

of the tenant port ion of rent . Eli gible only if DHHS not ifi ed of the balance due within 10 days of delinquency not ice be ing served to

the tenant . Inc lude a copy of the tenant ledger as support ing documentat ion.

a) Unpaid Tenant Rent (up to 3 months ) $

b ) Enter line 2d if negat ive amount - $

c ) Unpaid Tenant Port ion of Rent and Late Fees (If the amount is negative, you are not elig iblefor any unpaid damages. ) = $

d) Enter line 3c (not le ss than $0 ) here and in RCRS on the Unpaid Tenant Rent l ine $

Happy Gardens  Happygardensmgr@gmail.com

Heidi  Holt 200 Happy Lane

6/30/2026

645

Clean Unit
Paint/sheetrock work

482. R+20. LF

502.00

$445.00

$420.00

$865.00

865.00
645.00

220.00
220.00

May & June 2026 $241 + $241 + 2mths LF $20

Targeting Program and Key Rental Assistance Training
March 10, 2026 149 



4 ) Reimbursement for Vacancy due to Tenant Abandonment of Unit in the amount of the Key Payment Standard during the

remaining lease term, minus remaining paid secur ity depos it, not to exceed 2 months' rent. Eligib le only if tenant vacates unit

prio r to end of lease term, DHHS not ified of abandonment w ithin 2 days of management learning of abandonment, and unit

remains unrented.

a) Enter the Key Payment Standard or total rent co llected for the unit if Key i s not used (up to 2 months) $

b ) Enter line 3c if negat i ve amount -$

c ) Eligib le Abandonment Cla im (If the amount is negative, you are not eligible for an abandonment claim). = $

d) Enter line 4c (not less than $0 ) here and in RCRS on the Abandonment line $

5) Reimbursement for Successful Evi ct ion Costs, not to exceed $1,000 . Eli gible only i f the owner prevails in the evict ion act ion and
DHHS given three opportunit ies to intervene prior to evi ct ion filing. Include invo i ces for evi ct ion related costs (e.g . , court filing

costs , sher i ff's office fees, atto rney' s fees ) and a copy of the summary ejectment .

a) Evi ct ion Costs $

b ) Enter line 4c if negat ive amount -$

c) Remaining Evict ion Costs (If the amount is negative, you are not eligible for any unpaid damages.) = $

d) Enter the lesser of line 5c or $1,000 here and in RCRS on the Evict ion Cost line $

Property Certi f i cation

By signing the form below, the property cert ifi es the following:

• The household part i c ipates in the Target ing Program administered by the DHHS.

• The household has vacated the uni t; thus, the property i s ent it led to request re imbursement of allowable costs.

DHHS was given the opportunity to mi t i ga te any tenancy issues in order to prese rve housing for the household.

The property has not and will not request permission from NCHFA to use funds from any operat ing or

rep lacement reserve accounts assoc iated with the property for reimbursed costs , AND

The property will not seek or cont inue seeking collect ion of money from the household for reimbursed costs.

S ignature Date

Prin ted Name Phone Contact

DHHS Certif i cation

By s igning the form below, DHHS cert if i es that they were given opportunity to mit igate any tenancy i ssues in order to
prese rve housing for the household as spec ified by each c laim type and the property i s elig ib le for re imbursement.

S ignature Date

Prin ted Name Phone Contact

Form effect ive 1/1/24

156.00

156.00

N/A

9/5/2026

919-877-5663

9/5/2026

919-002-0101

Targeting Program and Key Rental Assistance Training
March 10, 2026 150 
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If a targeting program participant living on your property does not pay their 
rent by the 5th of the month or when rent is due by should you

A. Send notice to DHHS and resident
B. Send notice to resident
C. Send notice to DHHS

Always Include Both
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During the lease up of a new property, how long does DHHS have units for  
in each building that gets it’s CO (Certificate of Occupancy)?

A. 365 days
B. 90 days
C. 30 days

Correct Answer

Who should management contact regarding targeting application/verification 
questions?

A. DHHS - HSC  (Housing Stabilization Coordinator)
B. NCHFA  (North Carolina Housing Finance Agency)
C. DHHS - HA  (Housing Assessor) Correct Answer
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Who should management contact regarding in house targeting resident 
issues?

A. DHHS - HSC  (Housing Stabilization Coordinator)
B. NCHFA  (North Carolina Housing Finance Agency)
C. DHHS - HA  (Housing Assessor)

Who should management contact if they have questions about Vacancy and 
Referral System?

A. Co-workers 
B. NCHFA  
C. DHHS
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Who should management contact about Key Payment issues or questions?

A. Susan Westbrook
B. Marco Polo
C. Heidi Holt  

Who should management call if they have questions about returned files? 

A. Co-workers
B. The person who returned the file 
C. Ghostbusters

152 
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The Life of the Vacancy and Referral System 
Things to know before you begin  

• RCRS Management Company Account Administrator must provide their staff with “RCRS Vacancy 

Reporter” access to the property.   

• Management always works on the Vacancy Detail page until the Housing Assessor provides a referral. 

From that point forward, all updates are entered on the Referral Detail page.  

• The Housing Assessor always works on the Referral Detail page UNTIL management has updated the 

referral with the move-in date, etc. From that point forward, the Housing Assessor would then release 

the vacancy on the Vacancy Detail page. ** Housing Assessor should NEVER release a vacancy when 

status is “Pending Move-In”. Move-in information must be entered PRIOR to release by Housing 

Assessor. If the household changes their mind, etc. management should “Withdraw Application” and 

Housing Assessor will proceed accordingly.  

1. Management must enter a vacancy in RCRS to begin the process (All vacant units must be 

entered – even if property targeting requirement has been met). 

a. Management completes the information requested in RCRS (bedroom size, smoking, 

affordability, etc.  

b. Management immediately has the option to request vacancy release if targeting 

requirement has been met. If targeting requirement has not been met, they will not 

have the drop-down option until 15 days after vacancy entered. Housing Assessor will 

review vacancy notification in the system within 5 business days of receipt.  

c. NOTE: Regardless of when unit is available for occupancy, the thirty (30) day clock starts 

the day the vacancy is entered.  

d. The vacant unit is assigned the status of “New” and can be edited until the Housing 

Assessor reviews the vacancy.  

2. Housing Assessor – Awaiting Vacancy Review  

a. Housing Assessor acknowledges they have received the vacancy (Complete Vacancy 

Review or Release Vacancy) **Housing Assessor should monitor this worklist 

throughout the day  

b. Once Housing Assessor completes vacancy review, status changes to “Open” and 

Management can no longer edit the vacancy. Housing Assessor should ask Management 

to resolve any obvious issues with the unit prior to completing this step.  

c. Housing Assessor now has the option to Add Referral    

i. Housing Assessor enters information about the referral, assigns priority, etc. 

Management unable to see name of referring agency entered and is not told 

how priority level is determined.  

ii. Targeting Referral Letter is uploaded by Housing Assessor.  

iii. Housing Assessor has the option to enter multiple referrals for same vacancy.  

iv. Housing Assessor can withdraw referral at any time, but this does not remove 

the requirement to hold unit for thirty (30) days.  

d. Housing Assessor immediately has the option to Release Vacancy. Unit status of 

released unit is “Released”.  

i. If Vacancy is released, Housing Assessor provides reason for release. If Vacancy 

released is denied, no reason is required.  
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ii. No vacancy should be released until targeting requirement is met unless DHHS 

determines no viable referrals available  

iii. Housing Assessor is no longer able to release a unit that has been ‘reserved’ for 

a referral.  

3. Management receives Referral Notification in V&R system (red flag and email notification)  

a. Housing Assessor anticipates referral will contact/visit/apply within five (5) business 

days.  

b. Management provides Housing Assessor an update on referral no later than five (5) 

business days of referral receipt.  

i. If referral does not show up or contact property, Management Requests Follow 

Up from Housing Assessor via V&R system. This notifies Housing Assessor the 

referral has not made contact. Housing Assessor will reach out to referral 

agency for an update. **Management does not receive a reminder to do this 

and must continue to check V&R to ensure timely reporting to Housing 

Assessor. Property is required to continue to hold the unit for the original thirty 

(30) day period.  

ii. If referral submits application, management indicates via V&R system and 

provides date. If reasonable accommodation is provided at time of application, 

this is also noted in V&R.  

iii. Management has the option to Approve, Deny, or Withdraw Application in V&R 

once application has been submitted and is being processed.  

1. Withdraw Application – Applicant/ Housing Assessor has notified site 

they wish to withdraw application. Site enters this in V&R and Housing 

Assessor receives Awaiting Withdrawal Review and either “closes” or 

“revives” the application. 

2. Deny Application – Management enters reason for denial and uploads a 

copy of the denial letter provided to applicant. **Management 

continues to hold unit if within original thirty (30) days from date of 

vacancy notification. If thirty (30) days has passed, management must 

provide minimum of eight (8) business days from date of denial letter 

for appeal, during which time the unit is held. Denial letter must be 

uploaded in RCRS on same day denial issued. Housing Assessor can 

notify management, via V&R system, of intent to appeal if applicable. 

Housing Assessor notification of intent to appeal is not sufficient 

notification for requesting a reasonable accommodation. If applicant 

requests a reasonable accommodation, management must update V&R 

system of reasonable accommodation request on the date received and 

must hold unit until decision is made on the reasonable accommodation 

request. Hold fees will not be paid during periods of appeal and/or 

request for reasonable accommodation.  

3. Housing Assessor receives Awaiting Application Denial Review. Housing 

Assessor reaches out to referral agency and determines if 

appeal/reasonable accommodation request will be requested. If so, 

Housing Assessor sends “appeal notice” to site via RCRS. Housing 

Assessor notification of intent to appeal is not sufficient notification for 

requesting a reasonable accommodation request. Applicant should 
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make request directly to management. If applicant decides not to 

appeal, Housing Assessor closes the referral and it is removed from the 

list.  

4. When management receives Notice of Appeal or Reasonable Accommodation Request Housing 

Assessor, they wait to hear from applicant or their representative for actual basis of appeal. 

Housing Assessor notification of intent to appeal is not sufficient notification for requesting a 

reasonable accommodation. Applicant should make request directly to management. 

Management will “Revive” application in V&R. Process outlined in TSP is followed and 

appeal/RA decision is noted in V&R.  

5. Management will then “Approve” or “Deny” the application. If denied, applicant has no less 

than eight (8) business days to appeal. If the applicant appeals within the eight (8) day 

timeframe management must continue to hold the unit until management renders a decision 

for the appeal even if unit hold extends beyond the 30-day hold period. After the eight business 

(8) days, Housing Assessor must close out the referral.  

6. If management “Approves” the application (under the actual referral and not the vacancy), V&R 

is updated with date approved. Once approved, Housing Assessor has no action to take – only 

sees as “Pending Vacancy Reservation”.  

7. Management completes Vacancy Reservation. Once they have notified applicant of approval 

and they are still interested, they enter the expected move-in date and choose unit based on 

discussion with applicant. Housing Assessor still has no action to take. Once the unit is reserved, 

unit status changes to “Reserved”. Note: Housing Assessor indicates which unit size the person 

is eligible for when sending the referral to the property. If the applicant wishes to rent a 

different unit size, they will not be eligible for subsidy unless Housing Assessor agrees to change 

the unit size the applicant can rent. The system will not allow you to reserve the wrong unit size.   

8. Referral is at “Pending Move-In” step. Management will Confirm Move-In date or Undo the 

Vacancy Reservation.  

a. Vacancy Reservation can be “Undone” if another unit needs to be chosen because they 

change their mind, etc.  

b. Management still has the option to “Withdraw Application”.  

9. Once applicant has signed the documents and moves in the unit, management will enter move-

in date. Management cannot enter future date. When confirming the move-in, the system will 

bring up the units from RCRS instead of the vacancy reserved in V&R. Management can ‘filter’ to 

find the appropriate unit by entering data in the appropriate column, such as the unit number or 

building address. 

Reminder: Completing the move-in in V&R does not complete the process in RCRS. Likewise, 

completing the move-in in RCRS, does not complete the process is V&R. If the person 

completing this step in V&R also has access to RCRS, they will be able to click on the Unit link to 

go to RCRS and enter the move-in there. If the person does not have access to RCRS, no link will 

be available.  

Action status in V&R continues to be “Pending Move-In Review” until move-in date has been 

entered. However, the unit status changes to “Filled”.  

10. Housing Assessor has Awaiting Acknowledge Move-in worklist and will “acknowledge move-in”. 

This changes the unit status to “Closed” and takes both referral and unit out of the active lists. 
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