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OWNERS GUIDE 
This handbook provides information to prospective and current rental property owners and landlords 
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              Milwaukee County Housing Choice Voucher Program 
 

 

HCV PROGRAM INFORMATION 
 

 

The Milwaukee County Housing Authority receives federal funds from the U.S. Department of 

Housing and Urban Development (HUD) to administer the voucher program. 

A family that is issued a housing choice voucher is responsible for finding a suitable housing unit of 

the family's choice where the owner agrees to rent under the program. This unit may include the 

family's present residence. Rental units must meet minimum standards of health and safety, as 

determined by the Milwaukee County Housing Authority. 

A housing subsidy is paid to the landlord directly by the PHA on behalf of the participating family. 

The family then pays the difference between the actual rent charged by the landlord and the amount 

subsidized by the program. Under certain circumstances, if authorized by the PHA, a family may use 

its voucher to purchase a modest home.  

The participant is free to choose any housing that meets the requirements of the program within the 

Milwaukee County. 

The housing voucher family must pay 30% of its monthly adjusted gross income for rent and utilities, 

and if the unit rent is greater than the payment standard the family is required to pay the additional 

amount. By law, whenever a family moves to a new unit where the rent exceeds the payment standard, 

the family may not pay more than 40 percent of its adjusted monthly income for rent. 

There is no application process for landlords to participate in the program. Landlords can email 

Ruthie.Johnson@milwaukeecountywi.gov or call 414-278-4894 to list their unit on the program’s 

vacancy list. The vacancy list is updated every week. Once the unit is posted it remains on the list for 2 

weeks. After 2 weeks if you would like to continue to post the unit, please call Ms. Johnson at 414-

278-4894 and she will continue posting the unit for 2 more weeks. We would need the following 

information to post a vacant unit: 

Address of the Unit: 

Unit Type: 

Bedroom size: 

Utilities and Amenities included in the rent: 

Requested Rent: 

Unit Available date: 

Contact Phone number: 

Is this an accessible unit: 

 

A participating family contacts the landlord directly if interested in renting the landlord’s available 

rental unit. The landlord conducts his/her normal application, suitability and screening process. If the 

family is found suitable, the landlord completes paperwork (RTA packet) provided by the family. The 

RTA packet is submitted to the Housing Program Assistant (HPA) for review. If the RTA is accepted, 

the Housing Authority inspects the unit within approximately ten working days after receipt of the 

mailto:Ruthie.Johnson@milwaukeecountywi.gov
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completed paperwork (RTA packet), providing the rental unit and requested rent meet program 

requirements. If the unit passes inspection, a contract is offered to the landlord for signature and the 

landlord must execute a lease agreement with the prospective tenant. Once all steps are completed and 

all documents executed, the Housing Authority commences payment of monthly assistance directly to 

the landlord’s designated payee. 

The Housing Authority cannot begin payments nor pay assistance prior to the date the unit passes 

inspection.  

This three way partnership is between the landlord, the Housing Authority, and the assisted family. 

The role of this partnership is formalized by a contract between the landlord and the Housing 

Authority; the lease between the landlord and the assisted family; and, the Housing Choice Voucher 

between the assisted family and the Housing Authority.  

 

 

Rent Reasonableness Requirements 

The Federal regulations require that the rent for each unit contracted by the Section 8 HCV program 

must be determined reasonable. The program is required to compare the requested rent to private 

market unassisted units which are similar in size, type, quality, condition and amenities which are 

located in the approximate vicinity. The HPA will contact the landlord if the requested rent cannot be 

determined reasonable and enter into rent negotiations. If the staff is unable to amicably negotiate a 

fair rent with the owner and the tenant wishes to remain on the program the tenant must seek suitable 

housing elsewhere.  

 

How the Program determines Tenant portion of the rent. 

The tenant portion of the rent to the owner is based on tenant’s income, the utilities tenant is 

responsible for, and the rent for the unit.  If the gross rent for your selected unit (rent plus the utility 

allowance) does not exceed the voucher payment standard, the tenant will pay no more than 30% of 

your monthly adjusted income towards the rent and utilities.  If the gross rent exceeds the payment 

standard for tenant voucher size, the tenant will pay the total amount in excess of the payment 

standard. 

Please note that for any Housing Assistance Payments Contract entered into on or after October 1, 

1999, the tenant portion of the rent cannot exceed 40% of tenant’s monthly-adjusted income. 

 

Where tenant may lease a unit. 

The tenant can lease a unit within the Jurisdiction of Milwaukee County. If a tenant locates a unit 

outside the jurisdiction of the Milwaukee County Housing Authority, the tenant’s Housing Choice 

Voucher can be transferred to the Housing Authority that has jurisdiction over the area. 

MCHA goal is to expand housing opportunities for Section 8 families in low poverty areas, and other 

areas which have not traditionally participated in the Section 8 program. This goal also includes 

improving the quality of units in the areas we already serve. With your assistance we can reach our 

goal. We appreciate your interest in the Section 8 Program and we look forward to a successful 

working relationship with you. Please contact us if you have any questions, comments, or suggestions. 
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ROLES OF PARTNERSHIP 

BETWEEN MCHA, OWNERS AND FAMILIES: 

 

Once the Milwaukee County Housing Authority approves an eligible family's housing unit, the family 

and the landlord sign a lease and, at the same time, the landlord and the PHA sign a housing assistance 

payments contract that runs for the same term as the lease. This means that everyone -- tenant, landlord 

and the MCHA has obligations and responsibilities under the voucher program. 

HUD's Role:  

-Provide Housing Assistance Payments funding to cover the cost of the program; 

-HUD monitors PHA administration of the program to ensure program rules are properly followed 

-Interpret housing legislation and create rules for the programs 

-Provide technical assistance and training to Public Housing Authorities (PHAs) 

 

Milwaukee County Housing Authority's Obligations:  

- Determine initial and annual family eligibility 

- Certify that the unit meets federal Housing Quality Standards (HQS).  

- Approve terms and conditions of the Section 8 Lease, 

- Make Housing Assistance Payments to owners 

- Monitor program performance and compliance with Federal and State laws and regulations. 

 

 

Tenant's Obligations:  

- Select a housing unit and upon MCHA and HQS approval sign the lease with the landlord for at least 

one year. 

-Comply with the lease and lease addendum obligations 

-Pay the tenant portion of the rent each month on time as approved by the MCHA. 

-Maintain unit in accordance with the lease 

-Comply with all annual income certification and HQS inspections. 

-Comply with all the voucher and program obligations. 

-Report changes in income and or family composition timely to the MCHA.  

 

Landlord's Obligations:  

-Provide decent, safe and sanitary housing to the tenant at a reasonable rent. 

-Screen family for selection, suitability and leasing. 

-Comply with the Housing Assistance Payments Contract, lease and lease addendum 

-Perform all landlord functions as normal during tenancy such as grounds and building maintenance, 

lease terminations and or evictions.    

-Collect tenant rent in the amount approved by the MCHA and specified in the lease 

- Chapter 13 of the Program’s Administrative Plan covers in detail the landlord rights and obligations.  
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(Request for Tenancy Approval) RTA PACKET AND HQS INSPECTION 

 

When an applicant or participant selects a unit and the landlord is willing to participate in the program. 

The applicant/participant and the landlord must fill out the RTA packet and it must be submitted in 

person to the applicant/participant’s HPA. The RTA packet includes the RTA form, IRS W-9 form, 

and Landlord certification of rental unit form, a sample copy of the lease and the contract and the 

dwelling unit check list. You may keep the dwelling unit checklist and sample lease and contract for 

your review. Upon submission the HPA will review the RTA packet and conduct the rent 

reasonableness test. If the forms are complete and rent is determined reasonable the RTA will be 

accepted and an inspection will be scheduled.  

 

The program requires that either the tenant, landlord or their representative above 18 years or older 

must be present at the time of the inspection. The MCHA will conduct two inspections per RTA. The 

unit will be approved only if it meets the HUD HQS. The HQS can be found under 24 Code of Federal 

Regulation Section 982.401 titled “Dwelling Unit Housing Quality, Subsidy Standards, Inspections 

and Maintenance.” Please see below a list of items covered under the performance requirements and 

acceptability criteria or the Housing and Urban Development approved variation in the acceptability 

criteria of the key aspects of the HQS. 

(A) Sanitary facilities;  

(B) Food preparation and refuse disposal;  

(C) Space and security;  

(D) Thermal environment;  

(E) Illumination and electricity;  

(F) Structure and materials;  

(G) Interior air quality;  

(H) Water supply;  

(I) Lead-based paint;  

(J) Access;  

(K) Site and neighborhood;  

(L) Sanitary condition; and  

(M) Smoke detectors. 

 

 

The MCHA inspection form used to evaluate each unit for the initial, Biennial or quality control 

inspections is also enclosed. Please also note that the last page of the form is used to reflect the 

amenities and utilities included in the rent for documentation if rent reasonableness.  
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TYPES OF INSPECTIONS 

 

Rental units subsidized by the Section 8 Program must meet Housing Quality Standards. To ensure that 

minimum standards are being met, MCHA is required to inspect each unit prior to occupancy and on a 

periodic basis. The following will briefly highlight the important aspects of the inspection types and 

process: 

 

Housing Quality Standards Inspection Report: The Inspection form which is used by the MCHA 

inspector to inspect the unit to ensure compliance with HQS is enclosed.  The inspector will use this 

form to list the deficiencies and designate a deadline for their correction. It may also list items that are 

inconclusive. Inconclusive items are items about which the inspector needs additional information to 

determine whether they will pass or fail. After researching this information, the inspector will notify 

the landlord of his/her decision regarding the pass/fall status of the item. Another term sometimes 

found on this report is Pass with Comment. This will alert the landlord to a problem that does not fail 

now, but may be a potential problem in the future.  

 

Initial Inspections: A unit ready for occupancy must be inspected before the family can move in or 

begin receiving a Section 8 subsidy. An initial inspection must be conducted before a new family 

moves in, regardless of the date of any previous MCHA inspection. This inspection is conducted with 

the landlord or the landlord's agent most of the times. If the first inspection fails, a repair list will be 

typed and mailed to the landlord and tenant. The landlord must call to schedule a re-inspection.   

MCHA will not make assistance payments until the unit passes inspection. The HPA will give the 

authorization for the move-in date. A family moving in without appropriate authorization will be 

responsible for making the total rent payment. The landlord will have no recourse against the MCHA 

for payment of rent for any period of time not covered by the HAP Contract. 

 

Biennial Inspections: Every 24 months an inspection of the assisted unit must be conducted. This 

inspection, which is conducted to insure compliance with HQS, is conducted with the family. Allowing 

the unit to be inspected annually is a family's obligation and failure to cooperate will result in 

termination from the program. The landlord and tenant are notified in advance and in writing of the 

scheduled inspection. It is recommended that, if the landlord desires to be present for the inspection, 

they must co-ordinate it with the inspector and tenant. The landlord and the tenant receive written 

notification of any deficiencies found during the inspection. It is the landlord’s responsibility to make 

any necessary repairs within 30 days or less as indicated in the written notice. Any tenant caused 

deficiencies must be worked out between you and the family and corrected before MCHA can pass the 

dwelling. No extensions will be granted unless the landlord can substantiate a reason for the extension 

and MCHA can determine that the required repairs warrant a time extension due to the nature of the 

repairs. And that the deficiencies to be corrected do not pose a serious threat to the health and safety of 

the tenant family. If the landlord fails to complete the repairs and have the unit re-inspected and passed 

by the established date, MCHA will abate assistance payments as of the first day following that date.  

 

Special Inspections: Special inspections may be conducted at any time during the term of the HAP 

Contract, and may involve either a response to a reported complaint or an apparent violation by either 

the landlord or tenant that requires a site visit. Depending on the type of violation, the deadline for 

repairs varies from 24 hours to 30 days.  

 

Quality Control (QC) Inspection: MCHA has a public responsibility to ensure that units receiving 

Section 8 assistance are safe, sanitary, and decent as determined by the Housing Quality Standards. 

HUD requires the Authority to monitor its housing quality program through quality control 

inspections. To meet these objectives, MCHA randomly samples at least 5% of approved units for 

inspection. 
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LEAD BASED PAINT 

 

The HQS inspector will perform a VISUAL ASSESSMENT and inspection of all units initially when 

families enter into leases and during regularly scheduled inspections. If DETERIORATED PAINT 

(peeling, chipping, cracking, chalking) is present at the time of inspection, the units will fail and 

owners will be required to make repairs.  

 
We encourage owners to perform ongoing maintenance and painting of their properties which will help 

eliminate deteriorated paint areas. This will enable your units to meet the housing quality standards and 

lead-based paint requirements.  

 

a) Units that were constructed prior to 1978 and are occupied by a child younger than 6 must be 

inspected for defective paint on all interior and exterior painted surfaces of a residential structure. 

 

b) Units that were constructed prior to 1978 and are occupied by a child younger than 6 with elevated 

blood level (EBL) must receive treatment to all intact and non-intact interior and exterior painted 

surfaces of a residential structure.  

 

c) Units that were constructed prior to 1978 and are occupied by minors over 6 years old can have 

some defective paint conditions and pass inspection.  

 

 

 

RENT INCREASE 

 

The request for rent increase forms will be mailed to the landlords annually when the tenant 

recertification packets are mailed. The rent increases will be processed only at the lease renewal each 

year. The rent increase request must be submitted by the deadline on the prescribed form duly 

completed and signed by the tenant and the landlord.  If the rent reasonableness test supports the 

proposed rent, the proposed rent will be approved.  

 

If it is determined that the tenant was not given sufficient notice of the increase and/or that the 

proposed rent is not reasonable in relation to rents charged for comparable rental units, then the 

proposed rent will not be approved at the time the owner submits the request.  

 

It is against HUD regulations to charge a Section 8 assisted tenant more than a non-Section 8 tenant. 

The landlord must provide the Authority with information regarding the utilities, amenities and other 

services included in the rent. This information will be verified and used in evaluating the landlord's 

request for a rent increase. 

 

 

 

OWNERSHIP CHANGE, CHANGE OF MANAGEMENT OR PAYEE 

 

Below listed is the process for the existing Section 8 landlords to report sale, transfer, management 

change or payee changes for the Section 8 unit under contract with the program. 

 

Information necessary for ownership changes: 
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 FOR CHANGES OF OWNERSHIP: The settlement statement or closing 

statement reflecting the purchase of the property. This document must include the 

date of sale, property’s address for which payments are being requested AND 

must be signed by both the seller and buyer. 

 

 FOR CHANGES OF PROPERTY MANAGEMENT OR PAYEE CHANGE: The 

management agreement, in which the owner employs the agent to manage the 

property. The document must include the property address and must be signed by 

both the new owner  and the agent or property management 

 

 A completed W9 form. The address and Tax ID Number on the W9 should be of 

the company entitled to receive payments. (Payments will be sent to the address 

listed on the W9) 

 

 A list of residents currently on the Program that will be affected by this change. 

Please include the residents’ addresses.  

 

Failure to submit all necessary documentation may result in delayed payments on the tenant’s 

behalf. Changes in ownership or rent assignments may only be conducted for future months.  

The requested documentation should be sent to: 

Milwaukee County Housing Choice Voucher Program 

ATTN: CSN 

600 W. Walnut St, Suite 100 

Milwaukee, WI 53212 

 

If you have any comments, questions, or concerns regarding the forms that must be submitted, please 

contact Connie Newson at Connie.Newson@milwaukeecountywi.gov or (414) 278-2946. 

 

FRAUD 

 
The MCHA conducts business in accordance with the Department of Housing and Urban 

Development’s regulations. Any program abuse or fraud reported or detected by the program is a 

serious concern. The fraud will be investigated and handled in accordance with the HUD regulations 

and program policies.  

 

Side Payments: 

The collection of side payments from Section 8 tenants is a serious offense, which is punishable under 

federal Law. Side payments include, but are not limited to, rent payments collected from Section 8 

tenants in addition to the agreed upon Contract Rent. Other examples of side payments include: rent on 

appliances which are included in the rent; fees for routine maintenance services covered under the 

lease agreement; charging tenants for utilities which are included in the rent; and requiring Section 8 

tenants to perform services in lieu of payments (for example, their own maintenance).  

 

Family Size Change: 

If you suspect an increase or decrease in your tenant's household size, then you should report this to 

MCHA immediately. It is a fraud violation for assisted tenants to have more household members than 

the number reported to the Authority.  
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Move-Outs: 

If the tenant moves out, or is deceased, you must report this to MCHA immediately. To knowingly 

accept housing assistance payments for a vacant unit and not report it to MCHA is a breach of your 

contract with the Authority and could be considered a fraudulent act.  

 

 

VIOLANCE AGAINST WOMEN ACT (VAWA) 

 

VAWA Protection for Section 8 Housing Choice Voucher Assistance Applicants  
A public housing agency (PHA), owner or landlord may not deny admission to an applicant (male or 

female) who has been a victim of domestic violence, dating violence or stalking if the applicant 

otherwise qualifies for assistance or admission.  

To qualify for housing choice voucher assistance, all applicants, including victims of domestic 

violence, dating violence or stalking, must, at a minimum:  

• meet the PHA’s definition of “family,”  

• be income eligible,  

• have at least one family member who is a U.S. citizen or has eligible immigration status,  

• pass criminal background screening,  

• have no outstanding debt to any PHA and  

• meet all other local PHA screening criteria.  

 

VAWA Protection for Section 8 Housing Choice Voucher Program Participants  
The PHA may not deny, remove or terminate assistance to a victim of domestic violence, dating 

violence or stalking based solely on such an incident or threat. The PHA, an owner or landlord may 

deny, remove or terminate assistance to an individual perpetrator of such actions and continue to allow 

the victim or other household members to remain in the dwelling unit or receive housing assistance.  

This does not limit the authority of the PHA, owner or landlord to terminate participants’ assistance for 

other criminal activity or good cause.  

A Section 8 housing choice voucher participant who is a victim of domestic violence, dating violence 

or stalking may request and be granted move or portability due to the incident or threat if they are 

otherwise compliant with all program obligations and the perpetrator has been or will be moved out of 

the current or future dwelling.  

See attached copy of the sample HAP contract and Lease addendum for further details. 
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Notice of Non-Discrimination and Reasonable Accommodations to all Section 8 Applicants and 

Participants 

 

On April 11, 1968, Congress passed the Civil Rights Act of 1968. Title VIII of this Act is commonly 

referred to as the Fair Housing Law. Through this act and subsequent amendments, Congress declared 

a national policy of providing fair housing throughout the United States. The Fair Housing Act 

prohibits discrimination in housing because of Race or Color, National Origin, Religion, Sex, Familial 

Status (including children under the age of 18 living with parents or legal custodians; pregnant women 

and people securing custody of children under the age of 18), Handicap. 

 

The MCHA conducts business in accordance with the Federal Fair Housing Law. The MCHA has a 

legal obligation to permit reasonable accommodations” to a rental unit, at tenant/family expense. For 

disabled Section 8 family members, if the modification is necessary for the disabled person to fully 

enjoy the unit.  

 

A reasonable accommodation is some modification or change that the owner must permit to its 

procedures or units that will enable an otherwise eligible family with a disability to participate in the 

Section 8 program. Where it is reasonable to do so, the tenant agrees to restore the premises to 

condition before modification, reasonable wear and tear excepted, upon vacate. 

 

Examples of reasonable accommodations that may be requested during Application, Interview, 

Orientation and Search for Accessible Housing Process, include home visit, list of handicap accessible 

units for rent, help in finding a unit, rescheduling of an interview appointment if participant is ill or 

other disability related issue, permitting a qualified disabled family to have additional bedroom to 

accommodate special needs such as hospital bed, wheel chair accessibility or other medical equipment. 

 

Examples of reasonable accommodations that may be permitted at the participant’s expense include 

but are not limited to: Installing grab bars, handrails, or lever handles instead of knobs for a family 

with mobility-impaired member, installing visual signaler for hearing impaired (some 

accommodations, which would otherwise have to be provided at the participant expense may be 

provided by community based organizations), permitting a qualified family to have a Service Animal 

in the unit where no-pet policy exists.  

 

As with any Section 8 applicant or participant, an applicant or participant family with a disabled 

member must be able to meet the essential obligations of occupancy such as paying rent, to care for the 

unit, to report required information to MCHA, refrain from disturbing the neighbors.  

 

If an applicant or a participant has a disability and believe that they need reasonable accommodation, 

they may request it at any time during application process or after admission to the program.  

However, the tenant has the right to not discuss their situation with MCHA if they so prefer. 

 

The MCHA has a designated Section 504 coordinator with the non-discrimination requirements 

contained in the US Department of Housing and Urban Development Fair Housing regulations. If an 

applicant or participant has questions, or need additional information, he or she may contact any 

program staff listed on the contact page. 
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MCHA CONTACT INFORAMTION 

 

Mailing and location Address: 

600 W Walnut Street, Suite #100 

Milwaukee, WI 53212 

 

Fax Number: 414-278-1825 

 

Pooja Dhaliwal- Program Manager  

414-278-4908, Pooja.Dhaliwal@milwaukeecountywi.gov 

 

Alba Celedon-Assistant Program Coordinator 

414-278-4778, Alba.Celedon@milwaukeecountywi.gov 

 

Connie Newson- Housing Intake Specialist 

414-278-2946, Connie.Newson@milwaukeecountywi.gov 

 

 

 

Housing Program Assistants (HPAs) 

 

LaTanya Reid        414-278-5240 

Jamila Thomas       414-278-5126 

Levillia Tillman     414-278-5243 

Lance Pitts             414-278-4903 

Elaina Corona       414-278-4996 

 

 

Housing Quality Standards Inspector 

 

Pablo Santiago          414-278-4291 

 

Inspection Scheduling 

 

Katrina Hennings       414-278-4286 

 

 

 

 

 

 

mailto:Pooja.Dhaliwal@milwaukeecountywi.gov
mailto:Alba.Celedon@milwaukeecountywi.gov
mailto:Connie.Newson@milwaukeecountywi.gov
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