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The Housing Authority of New Orleans (HANO) has created this information packet for applicants and 
participants who have been issued a voucher to search for a unit under the Housing Choice Voucher 
Program (HCVP).  

Term of the Voucher 
HANO issues vouchers with an initial term of 120 calendar days. The family must submit a Request for 
Tenancy Approval (RFTA) along with the completed Leasing Packet to HANO within the 120 calendar day 
term of the voucher.  

Voucher Suspensions 
When a family submits a RFTA to HANO, the term of the voucher will be suspended. The time that HANO 
is processing the RFTA will not be counted against the applicant’s or participant’s voucher search time. 
For example, if a family submits a RFTA with 60 days left of search time and the unit does not pass 
inspection within the required time frame, when the family is reissued a voucher and Leasing Packet to 
search for a new unit, they will still have 60 days left on their voucher. 

HANO Policy on Extensions of the Voucher Term 
HANO may approve additional search time if needed as a reasonable accommodation to make the 
program accessible to and usable by a person with disabilities. The extension period must be reasonable 
for the purpose requested.  
 
HANO may approve extensions only in the following circumstances:  

 It is necessary as a reasonable accommodation for a person with disabilities.  
 It is necessary due to reasons beyond the family’s control, as determined by HANO. Following is 

a list of extenuating circumstances that HANO may consider in making its decision. The presence 
of these circumstances does not guarantee that an extension will be granted.  

o Serious illness or death in the family  
o Other family emergency including domestic violence or family crisis  
o Obstacles due to employment  
o Whether the family has already submitted requests for tenancy approval that were not 

approved by HANO  
o Whether family size or other special requirements make finding a unit difficult  

How to Ask for Extensions 
All requests for extensions to the voucher term must be made in writing and submitted to HANO prior to 
the expiration date of the voucher. 



4 
 

Any request for an additional extension must include the reason(s) an additional extension is necessary 
and a completed housing search log. The housing search log can be found in the Leasing Packet. 
 
HANO will decide whether to approve or deny an extension request in a timely basis. The family will be 
notified in writing of HANO’s decision to approve or deny an extension.  

How HANO Determines how much Housing Assistance Payments are Made on 
Behalf of a Family 
The amount of Housing Assistance Payments that HANO pays on a family’s behalf is based off of a number 
of factors, which include the following: 

 The family’s gross and adjusted income. 
 The family’s Total Tenant Payment (TTP). 
 The Payment Standard for the family. 
 The Utility Allowance (UA). 
 The contract rent for the unit. 

Generally, when a family first moves into an assisted unit, the family contributes between 30 and 40 
percent of their adjusted monthly income towards rent and HANO pays the remainder, to total the full 
contract rent. 

How HANO Determines the Family’s Annual Income 
Generally, income received by all family members is counted when determining a family’s annual income, 
with some exceptions. There are certain household members for whom income will not be counted, as 
summarized in the chart below. 

Summary of Income Included and Excluded by Person  
Live-in aides  Income from all sources is excluded.  
Foster child or foster adult  Income from all sources is excluded.  
Head, spouse, co-head, or other adult family 
members  

All sources of income not specifically excluded by 
the regulations are included.  

Children under 18 years of age  Employment income is excluded.  
All other sources of income, except those specifically 
excluded by the regulations, are included.  

Full-time students 18 years of age or older (not head, 
spouse, or co-head)  

Employment income above $480/year is excluded.  
All other sources of income, except those specifically 
excluded by the regulations, are included  
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HANO generally uses current circumstances to determine anticipated income for the coming 12-month 
period; however, HANO may also use future circumstances if an imminent change is expected or use past 
circumstances if the agency believes that past income is a better indicator of expected future income. For 
seasonal or cyclical income, such as school teachers, service industry workers, etcetera, HANO may use 
past income to predict future earnings. 

Sources of Income that are Included 
 Wages and related compensation 

o The full gross amount, before any payroll deductions, of wages and salaries, overtime pay, 
commissions, fees, tips, bonuses, and other compensation for personal services. 

 Some types of military pay 
o All regular pay, special pay, and allowances of a member of the Armed Forces are counted, 

except for the special pay for a person who is exposed to hostile fire. 
 Business income 

o Net income from the operation of a business or profession, which is defined as gross 
income minus business expense and generally follows the Internal Revenue Service rules 
for determining allowable business expenses. 

 Income from assets 
 Periodic payments, including: 

o Social security 
o Unemployment 
o Welfare assistance 
o Annuities 
o Pensions and other retirement benefits 
o Disability or death benefits 
o Lottery winnings paid periodically, rather than as a lump sum 

 Lump sums received as a result in the delay in processing periodic payments, such as 
unemployment, welfare assistance, or child support. 

 Payments in lieu of earnings 
o Unemployment and disability compensation 
o Worker’s compensation 
o Severance pay 

 Imputed welfare income 
o When a welfare agency imposes a sanction that reduces a family’s welfare benefits 

because the family committed fraud or failed to comply the economic self-sufficiency 
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program or work activities requirement, HANO continues to count the amount that the 
benefits have been reduced as income. 

 Periodic and determinable allowances 
o Alimony 
o The actual amount of child support 
o Regular contributions or gifts both monetary and non-monetary 

 Student financial assistance in excess of tuition and any other fees or required charges, for 
students who meet all of the following conditions: 

o They are enrolled in an institution of higher education, as defined under the Higher 
Education Act (HEA) of 1965. 

o They are seeking Section 8 assistance on their own, apart from their parents. 
o They are under 24 years of age OR they have no dependent children. 

Sources of Income that are Excluded 
 Temporary, nonrecurring, or sporadic income, for which there is no historic, stable pattern of 

income. 
o Includes temporary payments from the U.S. Census Bureau for employment lasting no 

longer than 180 days. 
 Employment income of children, including foster children, who are under 18 years of age. 
 Income earned under certain federal programs, including, but not limited to: 

o Payments to volunteers under the Domestic Volunteer Services Act of 1973; 
o Payments received under programs funded through the Job Training Act Partnership; 
o Awards under the federal work-study program; 
o Payments received from programs funded under Title V of the Older Americans Act of 

1985; 
o Allowances, earnings, and payments to AmeriCorps participants; and 
o Allowances, earnings, and payments to participants in programs funded under the 

Workforce Investment Act of 1998. 
 Resident service stipend not to exceed $200 per individual per month, which is received by a 

resident for performing a service that enhances the quality of life in a development. 
 Incremental earnings and benefits to any family member from participation in a qualifying state 

of local employment training program. 
 HUD-funded training programs. 
 Earned Income Tax Credit (EITC). 
 Earned Income Disallowance 
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o For people with disabilities who enter the workforce and receive an increase in earned 
income as the result of one of the following events: 

 New employment for a disabled family member who was previous employed or 
under-employed, minimum wage times 500 hours. 

 Increased earning for a disabled family member as the result of participation in 
an economic self-sufficiency program or job training program. 

 New employment or increased earnings by a disabled family member who has 
received Temporary Assistance for Needy Families (TANF) within the past six 
months. 

o Allows for a 12-month exclusion of 100% of the increase in income attributable to new 
employment or increased earnings, which starts on the first of the month following the 
start date of the increase. 

o  Allows for a second 12-month exclusion of 50% of the increase in income. 
o There is a 24-month lifetime maximum. The 24-month period begins at the same time 

of the initial exclusion and ends 24 months later. 
 Lump sum payments received from the delayed start of Social Security benefits, Supplemental 

Security Income benefits, or Department of Veterans Affair benefits. 
 The amount of any withholding from benefits by the Social Security Administration (SSA) as a 

result of an overpayment by the SSA.  
 Certain periodic payments, including: 

o Payments for the care of foster children or foster adults. 
o Kinship payments. 
o Payments to offset the cost of services and equipment needed to keep a developmentally 

disabled family member at home. 
o Amounts received under the Child Care and Development Block Grant Act of 1990 
o Periodic payments of EITC. 

 Student financial assistance received by students who are: 
o Residing within parents who are seeking or receiving Section 8 assistance; 
o Enrolled in an educational institution that does not meet the 1965 HEA definition or 

intuition of higher education; 
o Over 23 and have at least one dependent child; and 
o Receiving financial assistance through a governmental program not authorized under 

the 1965 HEA. 
 Reimbursement of medical expenses. 
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 Amounts received by participants in other publicly assisted programs which are specifically for 
or in reimbursement of out-of-pocket expenses incurred and which are made solely to allow 
participation in a specific program. 

 Amounts received by a person with a disability that are disregarded for a limited time for purposes 
of Supplemental Security Income eligibility and benefits because they are set aside for use under 
a Plan to Attain Self-Sufficiency.  

 Reparation payments paid by a foreign government pursuant to claims filed under the laws of 
that government by persons who were persecuted during the Nazi era.  

 Adoption assistance payments in excess of $480 per adopted child. 
 Refunds or rebates on property taxes paid on the dwelling unit. 
 Food stamp benefits. 
 Amounts specifically excluded by any other federal statute. HUD publishes an updated list of these 

exclusions periodically.  

Deductions from Gross Annual Income 
Once HANO determines all income sources that count towards a family’s gross annual income, the agency 
will assess what deductions a family may be eligible for to be subtracted from their gross annual income. 
The result of this calculation is the family’s adjusted annual income. In determining adjusted income, 
HANO will deduct the following amounts from annual income:  

 $480 for each dependent, as defined below:  
o  Any family member other than the head, co-head, or spouse who is: 

 Under the age of 18 
 18 or older and a person with disabilities 
 18 or older and a full-time student 

 $400 for any elderly family or disabled family 
o An elderly family is a family whose head, co-head, or spouse is 62 years of age or older. 
o A disabled family is a family whose head, co-head, or spouse is a person with disabilities. 

 Unreimbursed medical expenses of any elderly family or disabled family, which are over 3% of 
the family’s total annual income.  

 Unreimbursed reasonable attendant care and auxiliary apparatus for the care of a family member 
with disabilities, which enable a family member to be employed and are over 3% of the family’s 
total annual income. 

 Any reasonable child care expenses than enable a family member to be employed, to actively seek 
employment, or to further their education.  

How HANO Determines the Total Tenant Payment for a Family 
HANO determines a family’s total tenant payment by taking the highest of the following amounts: 
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• 30 percent of the family’s monthly adjusted income  

• 10 percent of the family’s monthly gross income  

• HANO’s minimum rent of $50 

HANO has authority to suspend and exempt families from minimum rent when a financial hardship 
exists.  

The amount that a family pays for rent and utilities (the family share) may never be less than the family’s 
TTP but may be greater than the TTP depending on the rent charged for the unit the family selects. 

HANO’s Subsidy/Occupancy Standards 
Generally, HANO will assign one bedroom for each two persons within the household, except for 
approved cases of reasonable accommodation or as approved through the guidelines listed below. 

 
 Persons of the opposite gender (other than spouses, and children under age 5) will be allocated 

separate bedrooms. 
 Same gender adults of different generations may be allocated separate bedrooms. A generation is 

defined as 15 years. 
 Adults and children of the same gender (except for in the case of a parental or legal guardianship 

relationship) with an age gap of at least 25 years will be allocated separate bedrooms.  
 Parents and/or legal guardians will be required to share a bedroom with a child until the child is 

5 years of age. Once a child reaches age five, the parent and/or legal guardian will be allocated a 
separate bedroom. 

 Children shall be assigned a separate bedroom at the age of five if they are of a different gender. 
Once a child reaches age five, they cannot share a room with a child of an opposite gender for 
occupancy standard purposes, regardless of the age of the other child. 

 Two children of the same gender share a bedroom. 
 Single-person families will be allocated one bedroom. 
 Live-in aides will be allocated a separate bedroom. 
 No additional bedrooms shall be allocated for the family of a live-in aide. 
 A child who is temporarily away from the home because of placement in foster care is considered 

a member of the family in determining the family unit size. 
 A family that consists of a pregnant person (with no other persons) must be treated as a two-

person family. 
 
HANO uses these guidelines to determine a family’s voucher size. 



10 
 

How HANO Determines the Payment Standard 
HANO determines the Payment Standard for a family by using the amount associated with the smaller of 
the voucher size calculated for the family or the actual bedroom size to be leased by the family.  

HANO’s Payment Standards can be seen on the following page. HANO has adopted Exception Payment 
Standards for the zip codes of 70115, 70116, 70118, 70124, and 70130. For all other zip codes, the 
regular Payment Standards apply. The Exception Payment Standards and regular Payment Standards are 
the maximum that HANO can pay on behalf of the participant, which includes Housing Assistance 
Payments to the owner and the participant’s utility allowance. These Payment Standards are not a 
guaranteed rental rate. 

HANO may make unit-by-unit exceptions to the established Payment Standards as a reasonable 
accommodation. An applicant or participant family that contains a person with a disability can request 
that HANO make an exception to its payment standards. HANO may grant such an exception up to 120% 
of the applicable Fair Market Rent for the unit size, without seeking approval from the Department of 
Housing and Urban Development (HUD). In order to exceed 120% of the Fair Market Rent, HANO must 
obtain HUD approval. 

If a family requires a reasonable accommodation for a higher payment standard, the family may request 
an accommodation at the time that the Request for Tenancy approval is submitted to HANO. The family 
must document the need for the exception. In order to approve an exception to the HANO Payment 
Standards, or request an exception from HUD, HANO will determine that: 

 The unit has features that meet the needs of a family member with disabilities; 
 The family’s Total Tenant Portion would otherwise exceed 40% of their monthly adjusted income; 

and 
 The rent for the unit is reasonable based on the analysis and determination of HANO. 

At the end of this packet, you can find the Reasonable Accommodation Request Form. If you need 
assistance completing this form, you may contact your assigned Housing Specialist. Any completed 
Reasonable Accommodation Request Form must be submitted to your assigned Housing Specialist. 
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How HANO Determines the Maximum Rent for an Assisted Unit 
In order to determine the maximum rent for an assisted unit, HANO has to consider both what is 
affordable for the family and what rents are reasonable for other similar unassisted units located in the 
area as the assisted unit. 

HANO first determines what the maximum contract rent it can pay on behalf of a family that is still 
affordable to that family. HUD requires that upon move in to a new HCVP unit, the family share cannot 
be more than 40 percent of their adjusted monthly income. If the family’s Total Tenant Portion is 40 
percent or greater of the family’s adjusted monthly income, the Maximum Gross Rent cannot exceed the 
Payment Standard. If the family’s Total Tenant Portion is less than 40 percent of the family’s adjusted 
monthly income, HANO will use the following method to calculate the maximum contract rent: 

    Payment Standard 
- Total Tenant Payment 
   Maximum Subsidy 
+ 40% of Monthly Adjusted Income 
   Maximum Gross Rent 
- Utility Allowance 
   Maximum Contract Rent 

The Utility Allowance is calculated using HANO’s published Utility Allowance schedules. An allowance is 
allotted to a family based off of what utilities and/or appliances the tenant pays for or is responsible for 
providing. The Utility Allowances can be found on HANO’s website at the following link: 
http://www.hano.org/landlords/forms/HANO_6-1-18_UtilityAllowances.pdf.  

HANO also has to determine whether or not the rent that the property owner requests is reasonable based 
off of the rental market. HANO compares the proposed rent to the rent of other similar unassisted rental 
units in the same neighborhood. These unassisted units do not have HCVP assistance or other government 
subsidies that help pay for the rent. HANO cannot approve a rent that is higher than the reasonable rent.  

How HANO Determines the Final Tenant Portion 
While the total amount that you contribute towards rent and utilities cannot exceed 40 percent of your 
monthly adjusted income, the total amount that you pay to the owner for your tenant portion of rent 
depends on the gross rent for the unit. The gross rent is calculated by adding the Utility Allowance for 
your unit to the approved contract rent for your unit. 

To calculate your final tenant portion HANO first calculates the Housing Assistance Payment (HAP) that 
the agency will make to the owner by taking the lower of the following: 

http://www.hano.org/landlords/forms/HANO_6-1-18_UtilityAllowances.pdf
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 Payment Standard – TTP  
  OR 
 Gross Rent – TTP 

Once HANO gets this result, it is used to calculate your tenant portion as seen below: 

   Contract Rent 
- HAP   
   Tenant Portion 

This tenant portion is what you pay directly to the owner of your assisted unit every month. If this amount 
is negative, that means that you will receive a Utility Allowance Payment from HANO, which can be used 
to help pay your utilities 

Where can a Family Lease a Unit? 
An applicant family who is issued a HCVP voucher and lived in HANO’s jurisdiction at the time that the 
family applied to HANO’s waiting list, the family can move anywhere in the United States. For an applicant 
family who did not live in HANO’s jurisdiction at the time that the family applied to HANO’s waiting list, 
that family must initially lease a unit in HANO’s jurisdiction for the first twelve months of their assistance 
on the HCV Program. Moves outside of HANO’s jurisdiction are done through the portability process. 

How does Portability Work? 
Portability is the process of using a family’s HCVP voucher to lease a unit in the jurisdiction of another 
housing authority. This allows the family to move anywhere in the United States. The first housing 
authority is called the initial public housing authority (PHA) and the second is called the receiving PHA. 

For a family to port to another jurisdiction, the initial PHA must issue the family a voucher to move and 
send the family’s voucher and vital information to the receiving PHA. The receiving PHA then issues the 
family a voucher in its jurisdiction to search for a unit in this new location. The receiving PHA must issue 
the family a voucher that has an expiration date of at least thirty (30) days from the expiration date of 
the initial PHA. The receiving PHA must also suspend the time on the voucher once a family has submitted 
a RFTA to the receiving PHA. The time that it takes for the receiving PHA to process the family’s RFTA must 
not count against the family’s search time. 

When a family ports to another jurisdiction, the policies of the receiving PHA apply. This means that the 
family could be issued a different voucher size from what they received from the initial PHA, which may 
be smaller. This also means that if the family is still an applicant family, the receiving PHA must apply its 
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income limits. It is possible for an applicant family to be denied by a receiving PHA because their income 
is higher than the receiving PHA’s income limits. The receiving PHA must also use its payment standards, 
so the family may not be able to afford the same price unit as they would in the initial PHA’s jurisdiction. 
If the receiving PHA has higher payment standards, however, the family might be able to afford a higher 
rent unit in the receiving PHA’s jurisdiction. It is important to know the policies and procedures of the 
receiving PHA when determining whether or not to port to another jurisdiction. 

What Information will HANO provide to a Prospective Owner? 
HANO must provide prospective owners with the family’s current and prior address, as shown in HANO’s 
records, as well as the name and address, if known, of the owner at the family’s current and prior 
addresses. This must be provided by HANO to the prospective owner no later than at the time of the initial 
HQS inspection. 

The Advantages of Areas with Low Concentration of Poverty 
Studies have shown that moving to areas with a low concentration of poverty can improve outcomes for 
families. One analysis1 of HUD’s Moving to Opportunity program showed that families who lived in lower 
poverty level neighborhoods showed increased health, increased earnings, and improvements in 
children’s math and English test scores. To provide information regarding areas low concentration of 
poverty, as well as minority households, HANO has created maps of New Orleans and its surrounding 
parishes. These maps can be found at http://www.hano.org/tenants/maps.aspx.  

List of Landlords 
HANO maintains the Housing Choice Connect website for owners who have available rental property 
and are willing to accept HCVP vouchers. This list of available units can be accessed at 
http://www.hano.org/HousingChoiceConnect/. Other sites that may be useful in your housing search are 
http://www.lahousingsearch.com and http://www.gosection8.com. 

If your family includes a person with a disability, you may request a current listing of accessible units 
known to HANO. These units may also be accessed through HANO’s Housing Choice Connect site. 

  

                                                           
1 Turner, Margery Austin, Jennifer Comey, Daniel Kuehn, and Austin Nichols with Kaitlin Franks and David Price. 2012. Benefits of Living in 
High Opportunity Neighborhoods: Insights from the Moving to Opportunity Demonstration. Washington, DC: The Urban Institute. 

http://www.hano.org/tenants/maps.aspx
http://www.hano.org/HousingChoiceConnect/
http://www.lahousingsearch.com/
http://www.gosection8.com/
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After You Move In 
Your Lease and Voucher Requirements 
You must comply with the terms of your lease and HANO’s family obligations during your participation 
in the HCV Program. If you fail to comply with the terms of your lease or HANO’s family obligations, you 
may lose your voucher assistance.  

Annual Recertification 
You will be required to recertify your family income and household composition every year with HANO. 
Once a year, you will receive an appointment letter from HANO to attend your annual recertification 
appointment where you will provide information for each family member. All family members over 18 
years of age will be required to attend the appointment. If you are elderly or disabled, you may receive a 
recertification packet in the mail to complete and return to HANO. Failure to recertify may result in the 
loss of your voucher assistance. 

Inspections 
HANO will perform regularly scheduled inspections of your assisted unit, either every year or every other 
year. You will receive an appointment letter informing you of this inspection. You are responsible for 
ensuring that the inspector has access to your unit. Either you or another adult over age 18 with proper 
ID must be present during the inspection.  

You can also request special inspections between your regularly scheduled inspections. You should first 
alert the owner of your assisted unit to any damage to the unit and allow them the opportunity to make 
the necessary repairs within a reasonable timeframe. If the owner fails to make these repairs, you can 
contact HANO to come out to your unit to perform a special inspection. If the owner fails to make any 
required repairs within a HANO established timeframe, HANO may take action against the owner, i.e. 
stopping payments, terminating the contract, etc. 

Moving to Another Unit 
Generally, you may move with continued assistance with your Housing Choice Voucher after the initial 
year term of your lease is up. In order to move with your voucher, you must give proper notice to both 
your landlord and HANO. This notice must be in writing and must comply with the terms of your lease. 
Generally, at least a 30 day notice is required; however, it can be helpful to consider providing a notice 
with a longer timeframe to allow additional time to locate a new home and for completion of inspections 
and contract signing.  Once you have provided proper notice to your owner and HANO, HANO will issue 
you a voucher and a Leasing Packet to look for a new unit. If you move without providing proper notice 
to both your owner and HANO, you may lose your housing assistance. 
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View and print online: https://www.hud.gov/sites/documents/DOC_11735.PDF 
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This form can also be completed online at https://portalapps.hud.gov/FHEO903/Form903/Form903Start.action.  
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