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POLICY BULLETIN #15-105-ELI 

 
CITY FAMILY EVICTION PREVENTION SUPPLEMENT (CITYFEPS)  

 
Date: 

November 6, 2015 
 

Subtopic(s): 
Shelter Supplement 

 This procedure can 
now be accessed on the 
FIAweb. 

This policy bulletin serves to introduce Human Resources 
Administration (HRA) staff to the new City funded Family Eviction 
Prevention Supplement (CITYFEPS). CITYFEPS is a rent 
supplement program designed to help eligible families with children 
residing in Department of Homeless Services (DHS) or HRA 
shelters, and survivors of domestic violence at risk of entering shelter 
through the Prevention Assistance and Temporary Housing (PATH) 
Intake Center, secure permanent housing. 

  
 Eligibility 
  
 To be eligible for CITYFEPS the household must include at least one 

child under 18 years of age (or under 19 if a full-time student 
attending a secondary school or the equivalent level of vocational or 
technical training) and: 

  
  Reside in a DHS shelter or HRA shelter and within the twelve 

(12) months prior to entering the shelter system, had been 
evicted or left a residence that was the subject of a New York City 
(NYC) eviction proceeding, or had to leave because of a vacate 
order issued by a City agency or a foreclosure action or for health 
and safety reasons as determined by a City agency, or 

 Include a survivor of domestic violence as certified by HRA and 
either reside in a DHS shelter but is eligible for HRA shelter or 
reside in an HRA shelter and have reached the maximum time 
limit for residence in an HRA shelter, or 
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 Be at risk of entry into a DHS shelter as determined by HRA in 
consultation with DHS and within the last twelve (12) months 
have been evicted or lived in a residence in NYC that was or is 
the subject of an eviction proceeding, a vacate order issued by a 
City agency or a foreclosure action, or was (or is) required to 
leave such a residence for health or safety reasons as 
determined by a City agency, or 

 Reside in a DHS shelter that has been identified by DHS for 
imminent closure. 

  
 In addition, the household must have either an active Cash 

Assistance (CA) case (without any household members in sanction 
status) or be eligible for Cash Assistance in the community. To be 
considered eligible for Cash Assistance in the community, the 
household must meet the CA financial eligibility requirements based 
on the household’s needs with only the maximum CA shelter 
allowance for the household size, rather than the higher level of need 
established by factoring in the cost of temporary housing. 

  
 Maximum Monthly CITYFEPS Subsidy and Maximum 

Rent Levels 
(CA Shelter Allowance Maximum + FEPS = Maximum 

Rent Level) 
Household  

Size 
(1) 

CA Shelter  
Allowance 
Maximum* 

(2) 

CITYFEPS 
Supplement 

(3) 

Maximum 
Rent Level 

(4)** 

1 $277 $936 $1,213 
2 $283 $985 $1,268 
3 $400 $1,115 $1,515 
4 $450 $1,065 $1,515 
5 $501 $1,455 $1,956 

6 $524 $1,432 $1,956 
7 $546 $1,651 $2,197 
8 $546 $1,651 $2,197 
9 $546 $1,984 $2,530 

10 $546 $1,984 $2,530 

 *   Shelter with Children Rate 
**   Maximum Rent Level includes cost of heat and hot 
water. 

 

  
 These rent levels represent the maximum rent amount that may be 

charged to a household based on CA household size.  
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The difference between the maximum rent level (Column 4) and 
maximum CA shelter allowance for households with children 
(Column 2) will be the CITYFEPS supplement (Column 3) in most 
cases. However, in households that do not receive the maximum CA 
shelter allowance because of income, the household will be 
responsible for paying directly to the landlord the difference between 
the maximum CA shelter allowance and the actual CA shelter 
allowance issued; this must be an out-of-pocket contribution by the 
household.  

  
 Note: Unless a move occurs during the first year of the lease, the 

rent amount should remain the same for the first year. The lease 
should contain a provision prohibiting a rent increase in the first year 
unless authorized by the Department of Housing and Urban 
Development (HUD) or the rent-stabilization rules and regulations.  

  
 
 
Out-of-Pocket 
Contribution by CA 
household member 

Example1: CA Household size of 5 with monthly earned income in 
the amount of $1516 
Maximum Rent Level            $1,956 
CA Maximum Shelter          $   501 
Actual CA Shelter Allowance Issued    $   391 
Out-of-Pocket Contribution       $   110 
(difference between CA Max and actual CA 
Shelter allowance issued)        
CITYFEPS Supplement Amount                         $ 1,455 

  
 If the household has a Non Cash Assistance (NCA) member with 

income, the NCA household member is required to contribute 30% of 
his/her income or a pro-rata share of the entire household rent, 
whichever is less. The NCA member is included in the count to 
determine the maximum rent level using the chart on page 2. 
However, 1) the Maximum Rent for the household cannot exceed the 
Maximum Rent Level for the household size without the NCA 
member plus the amount of the NCA contribution.  In addition, the 
total combined CA shelter allowance, NCA contribution and 
CITYFEPS supplement cannot exceed the Maximum CITYFEPS rent 
level for the household size including the NCA member. 
 

 Example 2: CA household size of 3 with an NCA member in receipt 
of $800 per month in Supplemental Security Income (SSI) 

  
Contribution of NCA 
Household Member 

Maximum Rent Level for household of 4 (3 CA + 1 NCA)         $1,515 
NCA Contribution (30% of 800)               - $  240 
   ($240 is less than 1/4 [pro-rata share] of monthly rent 
    obligation of $1,515 [1515 X 1/4 = 378.75])  
Maximum CA Shelter (CA household size of 3)                        - $  400 
CITYFEPS Supplement Amount             =   $ 875 
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 Note: If Allen budgeting must be used for an NCA member because 
of immigration status, the NCA individual should be included in the 
household count for determining the maximum rent level, but not the 
maximum CITYFEPS Supplement amount.   

  
 Role of CITYFEPS Providers 
  
 Potentially eligible families in DHS shelters (as identified by a match 

of HRA and DHS records) will be connected with community based 
organizations designated as CITYFEPS providers. The following 
CITYFEPS providers will work with the population in their designated 
boroughs/regions: 

  
  Catholic Charities – Manhattan  

 CAMBA – Brooklyn/Staten Island  
 NAICA – Bronx  
 BronxWorks – Bronx  
 Queens Community House – Queens  

  
 

CITYFEPS providers are responsible for working with families to 
complete the Request for Approval for the CITYFEPS Program 
(HPA-123) application.  They must: 

 verify information in the Welfare Management System (WMS) 
including case status, household composition and sources of 
income 

 work with the family to find apartments that meet the CITYFEPS 
rent criteria (see table on page 2) 

 collect all required documents and signatures of all responsible 
parties (i.e., copy of the lease, W-9 form if landlord is requesting 
the bonus payment, participant signature on the Request for 
Emergency Assistance, Additional Allowances, or to Add a 
Person to the Cash Assistance Case (For Participants Only) 
Form (W-137A), copy of the broker’s license, etc…) 

 submit the completed RAU packet and HPA-123 to the Rental 
Assistance Unit (RAU) 

 ensure that the supporting documentation for additional requests 
such as moving expenses are included in the packet. 

 
Note: If the CITYFEPS provider discovers an issue with the case 
that may affect the CITYFEPS application, they must contact the 
CITYFEPS associated Job Center prior to submitting the referral to 
RAU. The associated Job Center will be responsible for following up 
with the home center to correct any issues with the case.  
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 Role of the Rental Assistance Unit 
  
 Once a CITYFEPS provider matches a household with an apartment 

that meets the rent criteria, the CITYFEPS provider must gather all 
necessary documentation (including the HPA-123) and forward it to 
HRA’s Rental Assistance Unit (RAU). RAU will evaluate each 
application and make a determination in the Rental Assistance 
Database (RAD).  
 
Note: In determining eligibility for CITYFEPS for households with 
income, RAU staff must calculate a scratchpad budget to determine 
if the household will be eligible for CA in the community by using the 
maximum CA shelter allowance for the household size rather than 
the DHS shelter payment.  
 
RAD justification screens have been updated to include CITYFEPS 
approvals as shown below. If during its review of the submitted HPA-
123 RAU determines errors or other issues with the request for 
approval, RAU must contact the CITYFEPS provider to have them 
correct the HPA-123. 

  
 

  
 RAU will complete the City Family Eviction Prevention Services 

(CITYFEPS) Approval Notice (HPA-123a) which provides a 
breakdown of the CA shelter allowance, the CITYFEPS supplement, 
and any required household contribution. The approval notice also 
includes payments the household is eligible for, such as the first four 
months of rent (and the amount to be issued), security voucher 
amount, establishment of a home grant, and any other additional 
payments, if required, such as broker’s fee and/or moving expenses. 
RAU will scan and index the approval notice and complete the 
approval in RAD.  
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Note: RAU will provide the amount of the additional expenses such 
as establishment of a home grant (based on enhanced level) or 
moving expenses (based on approval of lowest estimate).  
FIA will be responsible for ensuring accurate calculations were done 
by RAU. 

  
 RAU will select the CITYFEPS provider in the Decision Submission 

window in RAD: 
  
 

  
 Under CITYFEPS, the City will initially provide checks equal to the 

following: 
 

 Prorated rent if applicable before the first full month of the 
lease 

 The first full month’s rent 
 The entire rent for the next three months less (i) any NCA 

contribution amount the client must pay during this period and 
(ii) any shortage in the shelter allowance that the client must 
pay during this period because the client does not receive the 
full shelter allowance 

 Landlord $1,000 bonus payment, if applicable 
Note: To be eligible for the bonus payment, a completed W-9 
must be included in the CITYFEPS packet. 

 
 Note: Households approved for CITYFEPS will be entitled to an 

enhanced establishment of a home grant (furniture allowance). Refer 
to Attachment A for examples of the enhanced furniture allowance 
amounts. 
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 Role of the Centralized Rent Processing Unit (CRPU) 
  
 Once the approval is completed in RAD, an Assign Change Case 

Data activity will be created in the Paperless Office System (POS) 
for processing.  In addition, the New York City Work Accountability 
and You (NYCWAY) system will post Action Code 1FCE (CITYFEPS 
– Enrollment) identifying the case as CITYFEPS. 

  
Refer to PB #13-56-OPE 
for greater detail on 
processing approvals 
from RAU 

RAU will send an email to the CITYFEPS provider as well as the 
Centralized Rent Processing Unit (CRPU) indicating that a 
CITYFEPS approval has been made. The designated CRPU 
supervisor (and ADVENT supervisors for CITYFEPS cases initiated 
by the HRA No Violence Again [NoVA] program) must go into POS 
and use the Assign Change Case Data activity to route the cases 
from the RAU Approval – New Apt queue to the appropriate staff 
for processing. (See Attachment B for POS screens). 

  
 The designated staff at the CRPU/ADVENT unit will start the activity 

in POS and must complete a three day action to ensure that the CA 
participant is properly notified of budget changes on his/her case. 
Once the JOS/Worker starts the activity he/she must:  

  
 Day 1 
  
Refer to PD #10-22-SYS 
for details on processing 
Single Issue Grant 
Requests in POS 
 
 
 
 
 
 
 
 
 
 
Codes subject to change 
as CITYFEPS process 
evolves 
 
 
 
 
 
 
 
 
 

 review the CITYFEPS approval notice and check for any 
discrepancies such as (but not limited to): 
 household composition 
 missing documentation (i.e., no W-9 for landlord bonus 

request, unsigned W-137A) 
 CA case or individual household member status 
 ineligibility for CA in the community  

If any such discrepancies are found, the designated CRPU staff 
must contact the RAU Director and Deputy Director before 
proceeding any further 
 

 change the first two characters in the caseload (unit worker) 
designation to “CF” 

 change the address as indicated on the lease in the RAU Packet 
 issue all benefits as indicated on the CITYFEPS approval notice 

as Special Roll checks using the Routing Option (RO) process by 
entering the routing location CRP5 (in uppercase) in the Routing 
Location field 
 
 
 

http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=5de6c6cf-6987-448d-a771-b7f36359155e&CategoryId=31&VersionDate=6%2f13%2f2013+11%3a09%3a56+AM&FileType=pdf
http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=7dd4bc6c-4710-47b7-baf6-3b39a4fcc7e9&CategoryId=32&VersionDate=6%2f4%2f2010+9%3a27%3a17+AM&FileType=pdf
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Refer to PD #13-14-ELI 
for the CA Levels of 
Approval 

 Use the following WMS issuance codes 

 WA  - CITYFEPS Rent in Advance to Secure an 
Apartment (to issue the first four months of rent in the 
amounts indicated on the CITYFEPS approval notice) 

 60 – Establishment of a Home (to issue the enhanced 
furniture allowance) 

 WB – CITYFEPS Landlord Bonus ($1,000) 
Note: If no W-9 has been submitted with the packet, do 
not issue the landlord bonus. Contact RAU. 

 42 – Broker’s Fee (in the enhanced amount of 15% of the 
annual rent as indicated on the approval, if a broker was 
required to obtain the apartment) 

 22- Moving Expenses (if required to move the personal 
belongings and/or furniture as indicated on the approval 
notice) 

 Complete the Security Voucher (W-147N) form 
  
 Note: The WA and WB codes cannot be used for auto E-
 checks. In instances where an auto E-checks are required, 
 CRPU staff must use issuance codes 39 (Rent in Advance to 
 Secure an Apartment) for the first four months of rent and 09 
 (Rent Only) to issue the landlord bonus. 
 
 submit the case and checks for approval, following the standard 

levels of approval 
 manually post Action Code 1FCS (CITYFEPS – Shelter) in 

NYCWAY.  This code will have a Future Action Date (FAD) of 90 
days, and the case will appear on the CFEPB worklist. 

 complete the Action Taken on Your Request for Emergency 
Assistance, Additional Allowances, or to Add a Person to the 
Cash Assistance Case (For Participants Only) form (W-137B) 

 complete the Notice of Special Grant form (W-636) 
 transfer the case to the appropriate Job Center based on zip 

code of the new address 
  
 Day 2 
  
 
 
 
Day 2 actions are a 
temporary measure and 
will change in the future 
once coding is 
established by OTDA 

 verify that the action processed successfully in WMS   
 initiate Change Case Data activity in POS 
 calculate a new budget and enter a proration indicator of “O” to 

indicate zero CA shelter allowance on the household (NSBL02)  
screen (CA shelter allowance paid as part of the first four months 
of rent issued as part of code 39) 

 change the shelter type to 01 
 

http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=a961e91e-2f7c-4568-bba2-5d954465d92d&CategoryId=32&VersionDate=6%2f24%2f2013+10%3a41%3a14+AM&FileType=pdf
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 enter the actual shelter amount the household is obligated to pay 
in the Shelter Amount field on the household screen (Total 
leased rent amount minus the CITYFEPS Supplement Amount) 

 remove any Cash Assistance rent, restaurant allowance, and/or 
apartment search carfare from the budget, if applicable 

 enter X in the appropriate FUSA or FSUT field for the appropriate 
Standard Utility Allowance (SUA) level based on either prior 
receipt of Home Energy Assistance Program (HEAP) benefit 
within the past 12 months or utility obligation that includes a 
heating/cooling expense 

 on the individual (NSBL06) screen of the case head, add income 
source code 99 (other unearned income) to the case head’s line 
of the budget to ensure the correct budgeting of the SNAP portion 
of the CA case 
 
 enter the CA maximum shelter allowance as the amount 
 enter M (Monthly) as the frequency 
 enter F (SNAP/FS) for the Program 

Note: If the case head is ineligible for SNAP, place the 
income on the lowest line number that is eligible for SNAP 

 save the new budget 
 place budget number on POS TAD 
 submit case for supervisory approval  

  
 Note: If the household is determined financially ineligible as a result 

of the above actions, recalculate the budget and take the following 
actions: 
 

Financially Ineligible 
based on removal of CA 
Shelter Allowance 

 place the CA portion of the case in single issue (SI) status to 
ensure that SNAP continues at the correct level 

 enter the actual monthly rent minus the CITYFEPS monthly 
supplement for the SNAP Shelter Amount 

 enter the maximum CA Shelter Allowance for the household 
size in the PA Shelter Amount field 

 enter SNAP only income source code 99 (Other Unearned 
Income) on the case head’s line and enter the monthly 
amount of the shelter maximum (SNAP shelter amount) in the 
Amount field 
 

Further information will 
be provided in a future 
Policy Directive 

Note: The responsibility for changing the budget at the end of the 
four month period (period covered by issuance of code WA) in which 
rent was already issued will be the responsibility of CRPU. Staff must 
monitor the CFEPB worklist to know when the budget change will be 
required. 
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 Day 3 
 

The JOS/Worker must verify the action successfully processed in 
WMS (or is now clocking down). 

  
CITYFEPS JOS should 
consult with AJOS I if 
unsure of correct action 
to take 

Note: Prior to Day 1 actions, if a pending action is clocking down, the 
JOS/Worker must review the pending action and make a 
determination on how to proceed. In most instances, staff will have to 
perform a Settle in Conference (SIC) Activity in POS to stop the 
pending action. However, in instances where an SIC should not be 
completed (i.e., pending recertification, addition of a household 
member) the JOS/Worker must still process the Day 1 Activities 
indicated above.  

  
 Once all the checks are ready, the CRPU CITYFEPS Liaison must 

contact, via email, the CITYFEPS Provider who must come into 
CRPU at 109 East 16th Street, 7th floor, to pick up the checks, 
security voucher and the W-636 form. 

  
 Interim Recurring Rent Issuance Process 
  
 At this time ongoing budgeting and issuing of the monthly 

supplement are not available in WMS. Until such time, at the FAD of 
the CFEPB worklist, CRPU staff must start to issue the ongoing 
monthly rent as Single Issuance payments. Staff must make these 
payments using the new WMS Issuance Code WC (CITYFEPS 
Rent). 

  
 Job Center Responsibilities 
  
 If a CITYFEPS household is scheduled for recertification, the Job 

Center must ensure that the case is processed timely and 
accurately.  

  
CA Recertification The Job Center staff will complete the recertification but, must not 

add Cash Assistance rent to the budget. If the case is in Single Issue 
(SI) status, complete the recertification without changing the case 
status.  

  
 Job Center staff must also be cognizant of the CF caseload 

designation and ensure that the case does not get transferred out of 
their location.  
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 If an individual comes to a Job Center expressing interest in the 
CITYFEPS program, staff should refer him/her to a regular FEPS 
provider, if the family is not in shelter. For families already in shelter, 
Job Center staff should inform the individual that his/her housing 
specialist or case manager at the shelter is available to provide 
assistance with CITYFEPS. 

  
 Effective Immediately 
  
 Reference: 
 Title 68 of the Rules of the City of New York, Chapter 8 
  
 Related Items: 
 PB #13-56-OPE 
 PD #10-22-SYS 
 PD #13-14-ELI 
  
 
 

Attachments: 

 Please use Print on 
Demand to obtain copies 
of forms. 

Attachment A Enhanced Establishment of Home Grant 
(Furniture Allowance) 

Attachment B POS Screens for Decisions Received from RAU 
 HRA-123 (E) Request for Approval for the CITYFEPS Program 
 HRA-123a (E) CITYFEPS Approval Notice 
 HRA-123a (S) CITYFEPS Approval Notice (Spanish) 
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
 

http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=a961e91e-2f7c-4568-bba2-5d954465d92d&CategoryId=32&VersionDate=6%2f24%2f2013+10%3a41%3a14+AM&FileType=pdf
http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=7dd4bc6c-4710-47b7-baf6-3b39a4fcc7e9&CategoryId=32&VersionDate=6%2f4%2f2010+9%3a27%3a17+AM&FileType=pdf
http://hraedocs.hra.nycnet/HRAeDocs/DocumentFunctions/DocumentDirectAccess.aspx?DocId=5de6c6cf-6987-448d-a771-b7f36359155e&CategoryId=31&VersionDate=6%2f13%2f2013+11%3a09%3a56+AM&FileType=pdf


Attachment A 

 
     Existing Schedule Enhanced Furniture Allowance  
 
Family of 2 
 
Living Room -     $182    $364   
  
Bedroom - 1 double bed + 1 single bed $329    $658 
Kitchen –      $154    $308 
Bathroom -      $10    $20 
Total -      $675     $1350 
 
Family of 3 
 
Living Room –     $182    $364 
Bedroom – 1 double bed + 2 single beds $474    $948 
Kitchen -      $166    $332 
Bathroom -      $14    $28 
Total -      $836     $1672 
 
Family of 4 
 
Living Room –     $182    $364 
Bedroom – 2 double beds + 2 single beds $658    $1316 
Kitchen -      $178    $356 
Bathroom -      $18    $36 
Total -      $1036    $2072 
 
 
 
For families greater than 4, calculate the Regular Establishment of a Home Grant using 
the Schedule of Allowances for the Initial or Replacement Cost of Essential 
Household Furniture, Furnishings, Equipment, and Supplies (M-137) for the household 
size and then multiply it by 2.  
 
These enhanced payments are limited to families moving out of shelter and those 
approved for CITYFEPS.  
 
 



ATTACHMENT B  

CITYFEPS Approvals Received From RAU 
 
When RAU processes a decision on the case, an Assign Change Case Data will be 
placed in the RAU Approval – New Apt queue. 
 
The Request Action window is updated with the RAU decision allowing CITYFEPS 
processing staff to process the decision. There are three tabs on the Request Action 
window. The Grants tab appears below. Screenshots of the Referrals and Outcomes 
and Documentation and Verification tabs appear in the following pages. 
 

Request Action Window: Grants Tab 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The SI Grant Details and the SI Grant Decision sections of the Grants tab will be 
systematically pre-filled with the decision details. 

 
 
 

1 
 



ATTACHMENT B 

If the case is a reconsideration (previously denied by RAU and resubmitted by the Job 
Center with new information), on the Grants tab, Select Yes to in response to the 
Submit Addition to RAU? Question. Select an appropriate reason from the Reason 
drop-down list. The complete list of reasons are the following: 

• Legal fees
• Change of time period requested (change of dates)
• Additional documentation
• Client/Third Party Contribution
• New income
• Other

 
 

Select Yes button to 
Submit Addition to 
RAU? Question. 

2 



ATTACHMENT B 

Request Action Window: Referrals and Outcomes tab 

3 



ATTACHMENT B 

Request Action Window: Documentation and Verification Tab 

No Documents Needed Example: 

Documents Needed Example: 

4 



ATTACHMENT B 

Single Issue Grant Summary Window 

The Single Issue Grant Summary window will be updated with the approved grant.  
Designated staff must process the grant in the Single Issue Data Entry window 
(accessed by selecting Grant Details).  See PD #10-22-SYS Single Issuance Grant 
Requests in POS for more information. 

Select Grant Details to access 
the Single Issue Data Entry 
window. 

5 



HRA-123 (E)  (page 1 of 3) rev 8/18/15

 Check One:

 DHS Shelter Referral (Shelter Residency Letter Required)

 HRA Nova Referral
 PATH HDU Referral
 Homebase Referral

Check if this is a request for a  CITYFEPS    
Modification.  (Attach Reasons for Modification Request)

Check if this is a request for a CITYFEPS 
Restoration   

Date:

Referring Agency/CBO:

Request for Approval for the CITYFEPS Program
We have identified a family who we believe is eligible for the CITYFEPS rent supplement program and submit 
this application on their behalf.  We request that this household be approved and HRA issue the appropriate 
DSS checks and vouchers.  Below is the relevant information: 

Household Information

Head of Household Name: CA Case Number:

Address: Family Size:

Name DOB
Relationship
to Applicant PA Status

Income/
Frequency

Type of
Income

1. Lease Rent:
2. CA Household Size
3. Monthly Standard CA Shelter Allowance:
4. Monthly Contribution for Household Member on CA (difference between standard
    CA shelter allowance and monthly CA shelter allowance issued) (if applicable):

5. Income of Household Members not on CA (if applicable):
6. Monthly Contribution for Household Members not on CA (30% of income or pro 
    rata share of FEPS Maximum Rent, whichever is less):
7. Proposed CITYFEPS Monthly Rent Supplement: (#1 - #3 - #6):

8. Requested Rent Arrears Grant (if applicable) 

9. Requested Payment of Legal & Marshal Fees (if applicable) 

Apartment Information
Landlord's Name: Address of Premises to be rented:

Landlord's Address:



HRA-123 (E) (page 2 of 3) 05/19/15

NEW APARTMENT MOVES
Please issue the following payments/vouchers:

Payment in the amount of $ , representing the first full month’s rent and three months of 
CITYFEPS Monthly Rent Supplement and CA Shelter Allowance, made payable to: 

(landlord or managing agent)

Payment in the amount of $ , representing broker's fee, made payable to: 

(broker name or company name)

Payment in the amount of $1,000.00, representing incentive bonus, made payable to: 

(landlord or managing agent)

Security Deposit Voucher, HRA Form W-147N (landlord’s name and address).

Check box if pro rated rent for current month is requested* 
* Pro rated rent is available if family is allowed to move in immediately beginning one day after RAU approval (except for approvals on or after the fourth 
day before the end of the month).In the case of RAU approvals on or before the third day of the month, that month will count as the first full month.

PRESERVING CURRENT APARTMENT

Payment in the amount of $ , representing arrears for the period  , 
made payable to: 

(landlord or managing agent)

Payment in the amount of $ , representing legal & marshal fees, made payable to: 

(landlord or managing agent)
Should you have any questions, you may contact me at: 

and 
   (Case Manager/HRA Worker's telephone)                            (Case Manager/HRA Worker's e-mail) 

Sincerely,

(Case Manager/HRA Worker - Print Name)                                                         (Case Manager/HRA Worker - Signature)

                            (Supervisor - Print Name)                                                                                       (Supervisor - Signature)

Certification
I declare under penalty of perjury that all statements made on and documents submitted with this 
application are correct and complete to the best of my knowledge.  I certify that by signing this application, I 
agree to an investigation conducted by the New York City Human Resources Administration to verify or confirm 
the information I have submitted, and determine my eligibility for the CITYFEPS Program.

Signature of Applicant                                                   Date                                Phone Number
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Attachments:
DHS Shelter Residency Letter
 HRA Shelter Referral Letter 
Lease Agreement
Proof of ownership
Broker’s Check Request form (HRA-121)
Broker’s License
W9 (if landlord is receiving a bonus)
Security Voucher (Form W-147N)
Landlord/Managing Agent Statement (Form W-147M)
Agency Vacate Order
Agency Determination Regarding Health and Safety Issues
W-137A (Requesting Furniture Allowance)
Moving Fee Request (including inventory and 3 estimates)
Paystubs/Income Documents (NCA Members only)
Court Documents
 Landlord Breakdown
Marshal’s notice (if applicable)
Other Documents re Apartment Restoration

 Approval/Justification from DHS/Homebase for In-
      Community Referral

Reasons for CITYFEPS Modification Request
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Date:

Client Name:

CA Case Number:

CITYFEPS Provider:

CITY FAMILY EVICTION PREVENTION SERVICES  (CITYFEPS) 
APPROVAL NOTICE

Your application for a CITYFEPS rent supplement, dated , has been approved as follows:

Address for which CITYFEPS is approved: 

You are responsible for paying directly to the Landlord a Total Monthly Client Contribution of $ , 
calculated as follows: 

(1) 30% of the income from household members not on Cash Assistance or their pro-rata share of the  
     rent, whichever is less: 
PLUS
(2) the shortage from the Standard Cash Assistance Shelter Allowance if your household does not 
     receive the maximum shelter allowance: 

Please note that this approval is limited to your current situation and may be subject to change. 

Any changes to the number of individuals on the CA case, the household’s shelter allowance or the 
income of household members not on CA may change your Monthly Client Contribution and CITYFEPS 
rent supplement amount. 
You will be responsible for notifying HRA of any changes to your household composition, income or 
amount of rent within 10 days.
If a household member is sanctioned and your Cash Assistance Shelter benefits are reduced, your 
CITYFEPS rent supplement amount will also be reduced. You will be responsible for paying the excess 
rent directly to the Landlord for the duration of the sanction.
The CITYFEPS rent supplement amount will be discontinued if the family no longer has a CA case or no 
longer has a child under 18 years of age, or under 19 years who is a full-time student regularly attending 
a secondary school, or the equivalent level of vocational or technical training.
A household receiving a CITYFEPS rent supplement may not move to a new residence and maintain 
eligibility for CITYFEPS except with the prior approval of HRA. 
Continued CITYFEPS rent supplement payments are subject to the availability of funding.

1. Approved Apartment Rent:

2. Number of Individuals in Household Receiving Cash Assistance:

3. Number of Individuals in Household with Income Not Receiving Cash Assistance:

4. Standard Cash Assistance Shelter Allowance for Your Household:

5. Monthly Contribution from Household Members not receiving Cash Assistance:

6. CITYFEPS Rent Supplement (which HRA will pay to the Landlord):

 7. Approved Rent Arrears Grant

 8. Approved Payment of Legal & Marshal Fees
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RIGHT TO A REVIEW OF OUR DETERMINATIONS

DO YOU THINK WE ARE WRONG? (IF SO, CONTACT HRA IMMEDIATELY)

If you think our decision is wrong, you should talk with your case manager. If we made a mistake, we will correct 
it.

If you are not satisfied with the explanation your case manager gives you, you can request a review conference 
with HRA and/or an administrative appeal hearing to obtain a review of the decision. Often, the quickest way to 
have the decision reviewed is by requesting a conference with HRA. An agency review conference must be 
requested within 60 days of the issuance of this determination.

HOW TO REQUEST A REVIEW CONFERENCE
It is very easy to request a review conference. Just call (929) 221-0043 and say that you are requesting a review 
conference about your eligibility for the CITYFEPS program. One will be scheduled as soon as possible. 

WHAT TO EXPECT AT A REVIEW CONFERENCE
At a review conference, we will discuss our decision with you. Sometimes this is the fastest way to solve any 
problem you may have. If you have documents that show there was an error, you can explain the error to us and 
we will direct you regarding the fastest way to change or update your information

If you are not satisfied with the results of the review conference, you are still entitled to an administrative appeal.
Your time to request an appeal will be extended until 60 days after the date of your review conference.

ADMINISTRATIVE APPEAL PROCESS
Deadline for requesting an appeal: You have 60 days from the date of this notice or the date of your 
conference to request an Administrative Appeal.

How to Ask for an Administrative Appeal Hearing:
You can ask for an administrative appeal by mail, by fax, or by email. If you cannot reach HRA by fax or email, 
please write to CITYFEPS Appeals, 150 Greenwich Street, New York, NY 10007to ask for an administrative 
appeal before the deadline. All requests for administrative appeals must be in writing.

(1) MAIL: Send a copy of ALL FOUR PAGES OF THIS NOTICE, completed, to:
CITYFEPS Appeals 
150 Greenwich Street, 36th Floor
New York, NY 10007
(Please keep a copy for yourself.)

 I want an administrative appeal. I do not agree with the City’s decision. 
      (You may explain why you disagree below, but you do not have to include a written explanation.)

Print Name: Case Number: 
Name M.I. Last Name

Address:
Telephone: 

City: State: Zip Code:

Signature: Date:
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(2) FAX: Fax a copy of ALL FOUR PAGES OF THIS NOTICE to: 917-639-0313.
(While residing in the shelter, your provider will make the shelter’s fax 
machine available during regular business hours to request an appeal.)

(3) E-MAIL: Scan and E-mail ALL FOUR PAGES OF THIS NOTICE
to:RACC@hra.nyc.gov

What to Expect at an Administrative Appeal Hearing

HRA will send you a notice that tells you when and where the appeal hearing will be held.

At the hearing, you will have a chance to explain why you think the decision is wrong. You can bring a lawyer, a 
relative, a friend or someone else to help you do this. If you cannot come yourself, you can send someone to 
represent you. If you are sending someone who is not a lawyer to the hearing instead of you, you must give this 
person a letter to show the hearing officer that you want this person to represent you at the hearing.

To help you explain at the hearing why you think we are wrong, you should bring any witnesses who can help 
you. You should also bring any papers you have, such as: pay stubs, leases, receipts, bills, doctor’s 
statements. At the hearing, you and your lawyer or other representative can ask questions of witnesses which 
we bring or which you bring to help your case.

If you have a disability and cannot travel, you may appear through a representative, either a friend, relative 
or lawyer. If your representative is not a lawyer, or an employee of a lawyer, your representative must bring the 
hearing officer a written letter, signed.

If you have a disability and need a reasonable accommodation, such as sign language interpretation, 
assistance for a visual impairment or some other accommodation, to participate in a conference or hearing, 
please make this request on this form.

Legal Assistance

If you think you need a lawyer to help you with this problem, you may be able to get a lawyer at no cost to you 
by contacting your local Legal Aid Society or other legal advocacy group. For contact information for Legal Aid 
or other advocacy groups or the names of other lawyers, check your Yellow Pages under “Lawyers” or check 
the internet equivalent.

Access to Your File and Copies of Documents

To help you get ready for the hearing, you have a right to look at your case file. If you call, write or fax HRA, we 
will send you free copies of the documents from your files which we will give to the hearing officer at the 
hearing. Also, if you call, write or fax us, we will send you free copies of other specific documents which you 
think you may need to prepare for your appeal hearing. To ask for documents or to find out how to look at your 
file, call HRA at 929-221-0043 or write HRA at CITYFEPS Programs,150 Greenwich Street, 36th Floor, New 
York, NY 10007.

If you want copies of documents from your case file, you should ask for them ahead of time. They will be 
provided to you within a reasonable time before the date of the hearing. Documents will be mailed to you only if 
you specifically ask that they be mailed.
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Information

If you want more information about your case, how to ask for an administrative appeal, how to see your file, or 
how to get additional copies of documents, call HRA at (929) 221-0043 or write to CITYFEPS Programs, 
150 Greenwich Street, 36th Floor, New York, NY 10007.

Further Appeal Rights

If you think the hearing officer’s decision is wrong, you will have the right to appeal the hearing officer’s 
decision to a higher-level manager within HRA. Information on how to take a further appeal will be included in 
the hearing officer’s decision.
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Fecha:

Nombre del cliente:

Número de caso CA:

Proveedor de CITYFEPS:

SERVICIOS PARA PREVENCIÓN DE DESALOJO DE FAMILIAS DE LA 
CIUDAD (CITYFEPS) AVISO DE APROBACIÓN (Spanish)

Su solicitud de un complemento para el pago de la renta de CITYFEPS, de fecha , fue aprobada como 
se indica a continuación:

Dirección para la cual se aprobó CITYFEPS: 

Usted es responsable de pagar directamente al Arrendador una contribución mensual total de cliente de $ , 
que se calcula según se indica a continuación:

(1) 30 % de los ingresos de los miembros del grupo familiar que no reciben Asistencia en efectivo o su parte 
proporcional de la renta, lo que sea menor:

MÁS

(2) la parte que falta de la asignación estándar de Asistencia en efectivo para refugio si su grupo familiar no recibe 
la asignación máxima para refugio:

Tenga en cuenta que esta aprobación se limita a su situación actual y puede estar sujeta a cambios.

Cualquier cambio en la cantidad de personas en el caso de Asistencia en efectivo, en la asignación para refugio del 
grupo familiar o en los ingresos de los miembros del grupo familiar que no reciben asistencia en efectivo, podría 
cambiar su contribución mensual como cliente y el monto del complemento para el pago de la renta de CITYFEPS.
Usted será responsable de notificar a la Administración de Recursos Humanos cualquier cambio en el número de 
miembros e ingresos de grupo familiar o monto de la renta en un período no mayor de 10 días.
Si un miembro de su grupo familiar es sancionado y sus beneficios de Asistencia en efectivo para refugio se 
reducen, el monto del complemento para el pago de la renta de CITYFEPS también se reducirá. Usted será 
responsable de pagar el excedente de renta directamente al Arrendador durante el tiempo que dure la sanción.
El monto del complemento para el pago de la renta de CITYFEPS será interrumpido si ya no tiene un caso de 
Asistencia en efectivo o si ya no tiene un hijo menor de 18 años de edad, o menor de 19 años de edad, que sea 
estudiante de tiempo completo y que asista a la escuela secundaria o al nivel vocacional o de capacitación técnica 
equivalente.
El grupo familiar que reciba un complemento para el pago de la renta no se puede mudar a una nueva residencia y 
mantener la elegibilidad para los CITYFEPS, salvo previa aprobación de la HRA.
Los pagos continuos del complemento para el pago de la renta de CITYFEPS están sujetos a la disponibilidad de 
fondos.

1. Renta de apartamento aprobada:

2. Número de personas en el grupo familiar que reciben Asistencia en efectivo:

3. Número de personas en el grupo familiar con ingresos que no reciben Asistencia en efectivo:

4. Asignación estándar de Asistencia en efectivo para refugio que recibe su grupo familiar:
5. Contribución mensual de los miembros de su grupo familiar que no reciben Asistencia en 

efectivo:
6. Complemento para el pago de la renta de CITYFEPS (que la Administración de Recursos 

Humanos pagará al arrendador):

7. Subsidio aprobado para atrasos en el pago de la renta

8. Pago aprobado de honorarios del agente y legales
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DERECHO A REVISAR NUESTRAS DETERMINACIONES

¿CREE QUE ESTAMOS EQUIVOCADOS? (SI ES ASÍ, COMUNÍQUESE DE INMEDIATO CON LA ADMINISTRACIÓN DE 
RECURSOS HUMANOS)

Si piensa que nuestra decisión es errónea, debe hablar con el administrador de su caso. Si usted considera que cometimos 
un error, lo corregiremos.

Si no está satisfecho con la explicación que le da el administrador de su caso, puede solicitar una reunión de revisión con la 
Administración de Recursos Humanos o una audiencia de apelación administrativa para obtener una revisión de la decisión. 
A menudo, la manera más rápida de revisar una decisión es solicitando una reunión con la Administración de Recursos 
Humanos. La solicitud de una reunión de revisión a la agencia se debe presentar en un período de 60 días a partir de 
la fecha de emisión de esta determinación.

CÓMO SOLICITAR UNA REUNIÓN DE REVISIÓN
Es muy fácil solicitar una reunión de revisión. Solo tiene que llamar al (929) 221-0043 y decir que está solicitando una 
reunión de revisión de su elegibilidad para el programa de CITYFEPS. Se programará una reunión tan pronto como sea 
posible.

QUÉ ESPERAR EN UNA REUNIÓN DE REVISIÓN
En una reunión de revisión, analizaremos nuestra decisión con usted. Algunas veces esta es la manera más rápida de 
solucionar cualquier problema que pueda tener. Si tiene documentos que demuestren que hubo un error, puede explicarnos 
el error y le indicaremos cuál es la forma más rápida de cambiar o actualizar su información.

Si no está satisfecho con los resultados de la reunión de revisión, tiene derecho a una apelación administrativa. Su tiempo 
para solicitar una apelación se ampliará hasta 60 días después de la fecha de su reunión.

PROCESO DE APELACIÓN ADMINISTRATIVA
Fecha límite para solicitar una apelación: tiene 60 días a partir de la fecha de este aviso o de la fecha de su reunión para 
solicitar una Apelación Administrativa.

Cómo solicitar una audiencia de apelación administrativa:
Puede solicitar una apelación administrativa por correo postal, por fax o por correo electrónico. Si no puede ponerse en 
contacto con la HRA por fax o correo electrónico, escriba a CITYFEPS Appeals, 150 Greenwich Street, New York, 
NY 10007, para solicitar una apelación administrativa antes de la fecha límite. Todas las solicitudes de apelaciones 
administrativas se deben hacer por escrito.

(1) CORREO 
      POSTAL: 

Envíe una copia de LAS CUATRO PÁGINAS DE ESTE AVISO, completas, a:
CITYFEPS Appeals:
150 Greenwich Street, 36th Floor
New York, NY 10007
(Guarde una copia para usted).

Quiero una apelación administrativa. No estoy de acuerdo con la decisión de la Ciudad.
        (Puede explicar a continuación por qué no está de acuerdo, pero no es obligatorio incluir una explicación 

por escrito).

Nombre en letra de molde: Número de caso:
Nombre Inicial del segundo nombre Apellido

Dirección:

Teléfono:

Ciudad: Estado: Código postal:

Firma: Fecha:
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(2) FAX: Envíe una copia de LAS CUATRO PÁGINAS DE ESTE AVISO a: 917-639-0313. 
(Mientras resida en el refugio, su proveedor pondrá a disposición la máquina de 
fax del refugio en horario de oficina para solicitar una apelación).

(3) CORREO 
ELECTRÓNICO:

Escanée y envíe por correo electrónico LAS CUATRO PÁGINAS DE ESTE 
AVISO a: RACC@hra.nyc.gov

Qué debe esperar en una Audiencia de Apelación Administrativa

La Administración de Recursos Humanos le enviará un aviso que le informará cuándo y dónde tendrá lugar la audiencia de 
apelación.

En la audiencia, tendrá la oportunidad de explicar por qué piensa que nuestra decisión es errónea. Puede llevar a un 
abogado, a un familiar, a un amigo o a otra persona para que lo ayude. Si no puede acudir, puede enviar a alguien para 
que lo represente. Si envía a alguien que no sea abogado a la audiencia, en vez de ir usted, debe darle a esa persona una 
carta para que el funcionario de audiencia vea que desea que esta persona le represente.

Para ayudarle a explicar durante la audiencia por qué cree que estamos equivocados, debería traer a cualquier testigo que 
pueda ayudarle. También debe presentar los documentos que tenga, como: recibos de pago, contratos de arrendamiento, 
facturas, estados de cuentas del médico. En la audiencia, usted, su abogado u otro representante pueden hacer preguntas 
a los testigos que traigamos nosotros, o que usted traiga para explicar el caso.

Si tiene una incapacidad, y no puede viajar, puede comparecer a través de un representante, ya sea un amigo, pariente 
o abogado. Si su representante no es un abogado o el empleado de un abogado, su representante debe entregar al 
funcionario de la audiencia una carta por escrito y firmada.

Si tiene una discapacidad y necesita una adaptación razonable, como interpretación de lenguaje de señas, asistencia para 
una deficiencia visual o algún otro tipo de adaptación, para participar en una conferencia o una audiencia, deberá solicitarla 
en este formulario.

Asistencia legal

Si cree necesitar un abogado para ayudarle con este problema, puede solicitar un abogado sin costo alguno 
comunicándose con la Legal Aid Society (Sociedad de ayuda legal) local u otra agrupación de abogados. Para obtener 
información de contacto de Ayuda Legal u otros grupos de defensa o los nombres de otros abogados, consulte las Páginas 
Amarillas en la sección "Lawyers" (Abogados) o revise el equivalente en Internet.

Acceso a su expediente y copias de documentos

Para ayudarle a prepararse para la audiencia, tiene derecho a ver el expediente de su caso. Si llama, escribe o envía un 
fax a la HRA, le enviaremos copias gratuitas de los documentos de sus expedientes que le daremos al funcionario de la 
audiencia durante la audiencia. Además, si llama, escribe o nos envía un fax, le enviaremos copias gratuitas de otros 
documentos específicos que usted crea que puede necesitar para prepararse para su audiencia de apelación. Para 
solicitar documentos o para informarse sobre cómo ver su archivo, llame a la Administración de Recursos Humanos al 
929-221-0043 o escriba a la Administración de Recursos Humanos a CITYFEPS Programs, 150 Greenwich Street, 36th 
Floor, New York, NY 10007.

Si desea copias de los documentos del expediente de su caso, debe solicitarlas con anticipación. Estas se le proveerán 
dentro de un tiempo razonable, antes de la fecha de su audiencia. Los documentos se le enviarán por correo solamente si 
específicamente lo solicita.
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Información

Si desea más información sobre su caso, cómo pedir una audiencia justa, cómo ver su expediente, o cómo solicitar copias 
adicionales de documentos, llame a la Administración de Recursos Humanos al (929) 221-0043 o escriba a CITYFEPS 
Programs, 150 Greenwich Street, 36th Floor, New York, NY 10007.

Otros derechos de apelación

Si piensa que la decisión del funcionario de la audiencia es errónea, tendrá derecho a apelar dicha decisión ante un 
gerente de nivel superior dentro de la Administración de Recursos Humanos. La información sobre cómo presentar una 
nueva apelación se incluirá en la decisión del funcionario de audiencia.
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