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Date: 
July 19, 2023 

Subtopic(s): 
Preparation of RAU packet 

 
 
 
 
 

Revisions to the Original Policy Bulletin: 
 

This policy bulletin has been revised to: 
 

 Increase the number of months of rent/mortgage/property tax 
arrears that may be paid without RAU approval from six (6) to 
twelve (12) for individuals applying only for a one-shot deal 
(OSD); 

 Increase the rent/mortgage/property tax arrears from $7,200 to 
$15,000 for up to twelve (12) months for individuals applying only 
for a OSD; 

 Include applications for Emergency Assistance to Adults (EAA) in 
the above two criteria; 

 Provide criteria to be used in determining, on a case-by-case 
basis, eligibility for the higher level grant amounts and/or for the 
longer arrears duration 

 Inform staff of the updated levels of approval for rent arrears 
codes 

 Remind staff at the Benefits Access Center of when they will 
process a rent/mortgage arrears OSD request without a referral 
to the Homeless Diversion Unit (HDU) or the RAU using the 
updated thresholds above; and 

 Update all references of “Job Center” to “Benefits Access 
Center”. 

 Any references to the Living in Communities (LINC) program 
were removed.   

 Remind staff that RAU evaluates city subsidy cases where there 
are arrears due to a tenant not paying their portion of the rent 
(portion not covered by the subsidy). 

  
 Purpose: 

 

The purpose of this policy bulletin is to inform Benefits Access Center 
(BAC), Case Management Unit (CMU), Homelessness Diversion Unit 
(HDU), and RAU staff about changes to the RAU referral process for 
individuals applying only for a one-shot deal (OSD). 

  
 The RAU referral process for individuals applying for rent in advance, 

new apartment expense, moving expense, and assistance with rent, 
mortgage or property tax arrears who are also applying for ongoing 
assistance will be handled separately from those applying only for a 
OSD.  
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 I. One Shot Deal Only Cases   
  
Refer to PB #23-34-
SYS 

Effective immediately, the CMU JOS/Worker will only refer housing-
related arrears requests to HDU when certain indicators for the request 
being considered complex are present. All categories of emergency 
assistance (EAF, ESNA and EAA) where a OSD is requested would 
follow the new OSD processing guidelines.  

  
 A. Cases Handled by CMU and not Referred to HDU or RAU 
  
Housing-related OSD 
only arrears requests 
not referred to HDU 
and RAU 

CMU JOS/Workers will continue to process housing-related OSD only 
arrears requests without referral to HDU and RAU in the following 
instances: 

  It is not complex (as defined on pages 2-3 of this procedure); and 
Revised  Rent arrears, mortgage arrears, or property taxes are at or below 

$15,000 for twelve (12) months or less; and 
  Applicant did not receive a housing-related arrears grant in the 

past 2 years/24 months 
  
New 
CMU eligibility 
determinations 

When CMU is handling the case without RAU approval, staff must 
evaluate the case for the following on a case-by-case basis: 

Eligibility Factors  The need for assistance; 
 Documentation which describes the cause of the need; 
 Personal responsibility/utilization of available resources; 
 Affordability of housing; 
 Any special “at-risk” factors (e.g., disability, elderly status, children in 

the household); and 
 A future plan to pay rent going forward. 

 
 After a careful review of these factors, if the CMU staff determines that 

the applicant’s request for rent arrears may warrant payment, the 
following additional factors will be considered:   
 

  The need to abate the threat of eviction and potential for 
homelessness; 

 The almost certain entry into the shelter system (this is likely 
because of the low stock of affordable housing in New York City 
[NYC]); and 

 The consideration of social factors (such as at risk/special case 
circumstances) that may make it prohibitive and unsafe to 
relocate/enter shelter system. 
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Approvals If based on these factors, which must be documented in the case 
record, the CMU staff finds the household eligible, they must:  

  
  Single Issue (SI) the case using Opening Code Y38 (Case accepted 

only for emergency shelter arrears and/or emergency utility arrears 
which the applicant agrees to repay) or Y39 (Case accepted only for 
emergency shelter arrears and or emergency utility arrears with no 
repayment agreement) on the POS Turn-Around Document (TAD) 
based on the case category; 

 Complete the PA Single Issuance Authorization Form (LDSS- 3575) 
on the Single Issue Data Entry window and enter the appropriate 
issuance code, as follows: 

  
  Special Grant Code 31 (Pre PA Rent Arrears) to issue the 

arrears payment equal to or below Agency maximum 
monthly shelter allowance for the household size.  

  If the rent/mortgage exceeds the Agency maximum 
monthly shelter allowance for the household size, Special 
Grant Code 30 (Rent Payments in Excess of Maximum) 
must be used to cover the excess portion of the rent.  

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The CMU staff must then submit the case to the appropriate level 
supervisor in their location for review and approval who would not 
ordinarily sign off on these requests. To best facilitate these changes, 
the levels of approval for Special Grant Code 31 and 30 have been 
updated.  
 
Effective with this change, the AJOS I will be able to approve grants with 
these codes totaling up to $3,999.99. Any requests with grants between 
$4,000 and $9,999.99 must be signed off by the AJOS II. For requests 
with grants between $10,000 and $15,000, the Admin JOS I (Deputy 
Director) or the Admin JOS II (Director) must sign off.  
 
Note: If the request includes any other benefit issuance codes as part of 
the request, the traditional levels of approval will remain in place. For 
example: household applies for a OSD for both rent arrears and utility 
arrears. Rent arrears total is $3,500 and the utility arrears is $1,500. 
Because of the utility arrears amount, the entire case will have to go to 
an AJOS II for sign-off even though the rent arrears amount is within the 
AJOS I range. 

Denials If the CMU staff determines that the household does not meet the 
requirements outlined above, the denial reasons must be documented in 
the case record with detailed case notes and staff must ensure the 
proper denial notice is sent to the household.   
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Housing-related OSD 
only arrears requests 
referred directly to 
the RAU. 
 
Revised 
 
Refer to PB#23-34-
SYS 

 CMU JOS/Workers will refer housing related OSD only arrears 
requests directly to RAU in the following instances: 

 
 It is complex; and 
 Is more than twelve (12) months at or below agency level; or 
 Is for up to twelve (12) months, and above $15,000; and 
 It is not a first-time request or the applicant received a housing-

related grant for rent arrears, mortgage arrears, or property taxes 
within the past 2 years/24 months 

  
Revised B. Cases Referred From CMU to RAU 
  
Housing-related OSD 
only arrears requests 
referred to RAU. 

CMU JOS/Workers will refer housing-related OSD only arrears requests 
to RAU in the following instances: 
 

 
 

 Rent arrears, mortgage arrears, or property taxes for more than 
twelve (12) months of actual rent; or 

  The arrears are for more than $15,000 dollars; or 
  Received a shelter-related arrears grant within the last 24 

months; or 
 

  The arrears request is determined to be complex in nature, 
regardless of amount, timeframe, or prior request. Complex is 
defined as: 

  
  Hold over court case 
  Marshall’s Notice of Eviction 
  Post-Eviction case 
  Foreclosure case 
  Reverse mortgage case 
  Property tax arrears or tax liens case 
  No future ability to pay 
  Not on the lease/not the primary tenant 
  City subsidy cases (CityFHEPS, HOME TBRA) 
  Other subsidy cases (FHEPS, NYCHA, Section 8) 
  Failing the poverty level test for EAF and ESNA 

 
Revised Note: RAU evaluates city subsidy cases where there are arrears due to 

a tenant not paying their portion of the rent (portion not covered by the 
subsidy).  
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One Shot Deals Only 

II. RAU Referral Process in POS for Rental, Mortgage, or 
Property Tax Arrears for One Shot Deal Applicants Only 

  
 The instructions in this section are for applications for arrears requests 

where the applicant is not also applying for ongoing assistance. 
  
 A. Referrals from CMU Directly to RAU 
  
 Designated CMU JOS/Workers will refer OSD cases, when appropriate, 

to RAU. 
 

OSD cases referred 
from FIA to RAU 

When an applicant is requesting an emergency grant for rent arrears, 
the JOS/Worker must access the Single Issuance (SI) Grant Requests 
Task List in the Non-Food Emergency/Special Grant Activity POS to 
record the request. 

  
 For cases referred from FIA to RAU, the JOS/Worker must send the 

case to the Supervisor using the Non-Food Emergency/Special Grant 
Activity. 

  
 New questions and indicators were added to the rent and mortgage 

arrears window to determine whether the OSD case should be routed to 
RAU. 

  
 A new routing decision alert field was added in POS to determine if the 

CMU JOS/Worker will have to refer the case to RAU. The routing 
decision is based on the responses to the questions and indicators from 
the above screens as well as information about the applicant’s income, 
resources, and if they receive a rental subsidy. 

  
 The CMU worker will click on this button to run the rules for routing 

indicators and system look-ups. Once the JOS/Worker clicks on this 
button, a message will appear in the routing Decision Alert box. The 
message will tell the Worker if the case should be referred to RAU 
based on the criteria in Section I (B) of this procedure. 
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 The Supervisor will refer the case to the RAU via the Non-Food 

Emergency/Special Grant Activity 
  
Viewing the RAU 
approval/disapproval    
in POS 

The CMU JOS/Worker must then access the case via the RAU 
Recommendation to HDU queue, review the RAU determination in the 
Grants tab of the Request Action window. 

  
 If the RAU denies the request for shelter arrears, the CMU Worker will 

process the denial and provide the appropriate notice to the 
applicant/participant. 

  
 III. New Apartment, Rent in Advance, and Housing Arrears with 

Ongoing Cash Assistance Requests 
  
Reminder The instructions in this section are for applications for new apartment 

expenses, rent in advance and arrears requests where the applicant is 
also applying for ongoing Cash Assistance.  

  
 A. Housing Related Requests Not Referred to HDU or RAU 
Housing related 
requests not referred 
to HDU or RAU 

 
CMU JOS/Workers will continue to process housing-related arrears 
requests without referral to HDU and RAU in the following instances: 
 

  Rent arrears, mortgage arrears, or property tax arrears for cases 
when: 

  Four months or less are owed; and  
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  The monthly amount owed is at or below the Agency 
level for the household size 

  Broker’s fee vouchers at or below Agency level, when rent in 
advance and security deposit is not being requested 

  Security deposit vouchers at or below Agency level rent when the  
  Applicant is not in receipt of Section 8; and  
  Rent in advance and a broker’s fee is not being 

requested 
  
 B. Housing Related Requests Referred Directly to RAU 
  
Housing related 
requests referred 
directly to RAU 

CMU JOS/Workers will refer requests directly to RAU in the following 
instances:  

  Requests for new apartment first month’s rent if it is above the 
agency maximum rent levels for the household size 

  Requests for rent in advance (and pro rata share, when 
applicable) for all applicants/participants who receive an HPD 
Section 8 housing subsidy, if other eligibility factors are met 

  
Reminder RAU staff must approve the full first month rent in advance (and pro rata 

share, when applicable) for all applicants/ participants who receive an 
HPD Section 8 housing subsidy. 

  
Reminder Applicants/participants who have NYCHA/Section 8 or who have a non-

HPD Section 8 voucher and request rent in advance above the agency 
maximum will have their eligibility determined by RAU on a case-by-
case basis. 

  
 C. Housing Related Requests Referred to HDU then to RAU 
  
Housing related 
requests referred to 
HDU then RAU 

CMU JOS/Workers will refer requests to HDU, and then HDU will refer 
RAU in the following instance: 
 

  Requests for Rental arrears above the agency maximum rent 
levels for the household size when the client is also applying for 
ongoing CA 

  
 
 
 
 
 
 
 



 PB #23-40-OPE             

   
Policy, Procedures, and Training                                           9                                        Office of Procedures 

 

 

 IV. RAU Referral Process in POS for Requests for Rental Arrears 
and Ongoing Cash Assistance, Rent in Advance, New 
Apartment Expense 

  
 Requests for rental arrears with ongoing assistance, rent in advance 

and new apartment expenses will follow the referral process for the OSD 
except:  
 

  the receiving rental subsidy question will not appear; 
  the routing decision field will not appear; 
  the routing message field will not appear. 
  
 

 
 

  
 A. RAU Packet Preparation for Rental Arrears 
  
 All staff must scan and index the following as part of the RAU packet 

referral for rental arrears: 
  
  A completed Request to Pay Rent Arrears in Excess of Cash 

Assistance Maximum Shelter Allowance (W-146E) form, including 
proof of the third party’s income, if appropriate. 

  Proof of paid current month rent, where available 
  Up-to-date documented proof of arrears in the form of monthly 

billing statements, breakdowns, landlord notices, receipts and/or 
similar documents. 

  A lease and landlord’s proof of ownership if the documentation of 
the arrears is unofficial, suspect or not corroborated by 
documented legal action. 

This is where the rental 
subsidy question and 
routing decision fields 
would be in the new 
OSD process
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  Pertinent legal documentation such as notices, petitions, 
stipulations and orders to show cause. 

  If the case has a hardship situation, proof of the hardship. 
  Verification of income and resources, if applicable. 

 
 V. RAU Packet Preparation for Rent in Advance 
  
Reminder CMU JOS/Workers must scan and index the following as part of the 

requests for rent in advance and other new apartment expenses: 
  
  An explanation of the need to move; 
  A letter of intent to rent requesting the fees needed to secure the 

apartment; 
  the lease; 
  the broker’s license (if applicable); 
  landlord proof of ownership (if dwelling has fewer than six units); 

and 
  Section 8 voucher (if applicable) 

 
 Note: Staff must scan and index the RAU packets for rent arrears and 

rent in advance prior to referring the case to RAU. 
  
For information on 
accessing the HRA 
OneViewer, refer to     
PB #10-103-SYS 

Refer to the Preparation of the RAU Packet (Attachment A) for a step-
by-step description (with screenshots) showing the appearance of 
scanned images and illustrating how to index all RAU forms and 
documentation into the HRA OneViewer as a single RAU packet. 

  
 A. Approved Request for Rental/Mortgage or Property Tax Arrears 
  
 If the request is approved by RAU, the RAU Supervisor must give final 

authorization on the case.  Once the request is approved, Notice of 
Approval of the Request to the Rental Assistance Unit (W-153Q) form is 
completed by RAU via RAD. 

  
 A blank section on the W-153Q called “Condition to be met by 

Applicant/Participant” is where the RAU Worker will enter the 
conditions to be met for approval.  

  
Provide form W-153Q   
to individuals only in 
limited emergency 
circumstances. 

In emergency situations, in which the applicant/participant must provide 
proof of assistance to the court and the RAU JOS/Worker cannot 
prepare the shelter allowance checks in a timely manner to prevent an 
eviction, the RAU JOS/Worker must contact the RAU Director or Deputy 
Director to obtain the W-153Q. This request should not be made unless 
an order to show cause is required on a Marshal’s notice or post-
eviction. The RAU Director/ Deputy Director will make available a copy 
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of the W-153Q, which will be provided to the applicant/participant at 
court. 
 

 Important: The RAU JOS/Worker must not utilize from W-153Q to notify 
the applicant/participant of the Agency’s decision on the request for 
rental assistance except in an emergency situation such as when the 
applicant/participant is required to provide proof of assistance to the 
Court. Instead, and in all cases, the applicant/participant must be sent 
the Notice of Decision on Assistance to Meet an Immediate Need or 
Special Allowance {For Applicants Only} (W-145HH) form or Action 
Taken on Your Request for Emergency Assistance or Additional 
Allowance {for Participants Only} (W-137B) form as appropriate. 
 

 If an emergency situation exits, the staff may also print the W-636 
Notice of Special Grant from the HRA OneViewer and give the client 
as verification of assistance to present to the court. 

  
Reminder 
 
See PB #15-74-OPE 
Revisions to the 
Centralized Rent 
Processing Unit 
Processing of RAU 
Approvals of Rent 
Arrears for 
information on CRPU 
rental assistance 
approval processing. 

Once RAU has approved a request for rent arrears, or mortgage arrears 
or property tax arrears, RAU will forward the approval for processing by 
the Centralized Rent Processing Unit.  The CMU/HDU JOS/Worker will 
be able to review the RAU approval but cannot take any actions on 
those approvals. 
 

B. Denial of Requests for Rental Assistance 
 
RAU staff will communicate denials of requests for rental assistance to 
the HDU/CMU JOS/Worker in POS via RAD.  The Benefits Access 
Center staff will provide the Form W-145HH (for applicants) or W-137B 
(for participants) to the applicant/participant to inform them of the denial. 

  
 Effective Immediately  
  
 Related Items:  
  
 PB #10-103-SYS   HRA OneViewer 
 PB #15-74-OPE    Revisions to the Centralized Rent Processing Unit 

Processing of RAU Approvals of Rent Arrears 
 PB #23-34-SYS CA POS Release Notes Version 27.2 
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 Attachments:  
   
 Attachment A Preparation of the RAU Packet 
 Attachment B POS HDU Instructions 
 W-137B (E) Action Taken on Your Request for Emergency 

Assistance, Additional Allowances, or to Add a 
Person to the Cash Assistance Case (For 
Participants Only) (Rev. 03/01/23) 

 W-137B (S) Action Taken on Your Request for Emergency 
Assistance, Additional Allowances, or to Add a 
Person to the Cash Assistance Case (For 
Participants Only) (Spanish) (Rev. 03/01/23) 

 W-145HH (E) Notice of Decision on Assistance to Meet an 
Immediate Need or Emergency Grant (For 
Applicants Only) (Rev. 02/28/23)  

 W-145HH (S) Notice of Decision on Assistance to Meet an 
Immediate Need or Emergency Grant (For 
Applicants Only) (Spanish) (Rev. 02/28/23) 

 W-146E (E) Request to Pay Rent Arrears in Excess of Cash 
Assistance Maximum Shelter Allowance   
(Rev. 12/03/09) 

 W-146E (S) Request to Pay Rent Arrears in Excess of Cash 
Assistance Maximum Shelter Allowance (Spanish) 
(Rev. 12/03/09)  

 W-153Q Notice of Approval of the Request to the Rental 
Assistance Unit (Rev. 6/13/13) 

 W-636 (E) Notice of Special Grant (Rev. 07/18/23) 
 W-636 (S) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Notice of Special Grant (Spanish) (Rev. 07/18/23) 

 



Attachment A   Preparation of RAU Packet   Page 1 of 7 

After successfully scanning the documents, the images captured will be 
electronically stored in a folder associated with the proper case number. In the 
Paperless Office System (POS), the JOS/Worker must index the scanned 
documents. To do so the JOS/Worker must: 

 Select Tools from the menu bar in POS. 
 Select Digital Sender Image Indexing. 

POS will then access the Image Indexing application.  

 
After a successful search is completed, a list of scanned cases associated with 
the UserID will appear in the Scanned Case List: field. To select a particular 
case the JOS/Worker must: 

 Click on the desired case. 

Click on 
case 
desired. 
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The case number selected will populate the Load Case Data field. 

 Click Load Case Data button. 
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After the JOS/Worker clicks on the Load Case Data button, the Case 
Composition screen appears with information pertinent to the case. 

 If the information in the pop-up box is incorrect, select “No” and the 
application will take you back to the Image Indexing screen to reenter the 
correct Case Number in the Load Case Data field. 

 If the Case Number and Case Name in the pop-up box are correct, select 
“Yes” to proceed to the “Digital Index Imaging Screen.”  

 

Click the Yes or No 
button to verify if the 
desired case has 
been displayed. 
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POS displays all the images that were scanned by the JOS/Worker in a 
thumbnail view. If there are more than eight images, a scroll bar will appear that 
will allow the JOS/Worker to view/access additional thumbnail images. 
 
On the far right side is a magnified view of the document thumbnail selected. The 
JOS/Worker can view any of the images in magnified view by clicking on the 
thumbnail of the scanned document. At the top of this area, there is a Tool 
Bar, which is utilized to change the appearance of the selected image. 
 
The JOS/Worker must verify that all documents that are to become part of the 
image have been scanned properly. If a document was incorrectly scanned or 
inadvertently added, it can be selected, deleted, and/or re-scanned. 
 
 

Thumbnail view 
of scanned 
images. 

Selected thumbnail image 
in magnified view. 
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Combining Images 

 
To combine scanned images to be included in the packet, press and hold the 
CRTL key and click on the individual images. Images selected are illuminated 
with a blue border. The image displayed in the normal viewer is illuminated in 
red. 

To properly label and classify the scanned documents the JOS/Worker must: 

 Select RAU from the Document Type drop-down menu. 
 Select RAU Packet from the Document Description drop-down menu. 

 

Press and hold CTRL key and click 
on the images to include in the RAU 
packet. 

Select RAU from Document 
Type drop-down menu. 

Select RAU Packet from 
Document Description drop-
down menu. 
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Once the JOS/Worker has selected all the images that are to be indexed and the 
required fields have been populated with information, the JOS/Worker can 
commit the images. To commit the images: 

 Click on the Commit Images button to include scanned images in the RAU 
packet.  

 
If an image should be deleted from the folder, the JOS/Worker must:  

 Click on the thumbnail image. 
 Click on the Delete Image button. 

Click on Commit Images button to 
include scanned images in the 
RAU packet. 

Click on the Delete Image 
button to delete the image. 
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When the images have been successfully combined into the RAU packet, an 
Image Committal information window will appear with the message “Images 
committed successfully”. The JOS/Worker must: 

 Click the OK button.  
 
To exit the Image Indexing application: 

 Click on the Return to POS button; or 
 Go to File and select Close. 

 

Click on 
the OK 
button.  

Click on the Return to POS button 
to view packet in HRA OneViewer. 
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POS HDU INSTRUCTIONS 

HDU Intake Activity 
 
After completing the Household Screen, Address Information, and Individual Detail 
sections in the HDU Intake Activity, the HDU worker must continue to complete the 
following sections: 

 
 Referred to HDU From (see below) 
 HDU Information (see pages 3-16) 
 SI Grant Requests (see page 17) 
 Print Forms (see page 18) 
 Approval Elements (see page 19) 
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Referred to HDU From Window 
 
 

 

YES Additional Documentation 
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HDU Information Screen 
 

 
 
 

The HDU worker must complete the HDU Information section which contain the 
following screens (shown in pages 3 through 16): 

 Is Employed? (read only window, see page 4) 
 Is Self-Employed? (read only window, see page 4) 
 Do you (or anyone who lives with) have a rent, mortgage or other shelter expenses? 

(see page 5) 
 Are there rent or mortgage arrears? (see page 5) 
 Mortgage/Property Tax arrears? (see page 6) 
 HDU Shelter Arrears Details (see pages 7-10) 
 Household Resources, Expenses and Other Potential Savings (see page 11) 
 HDU Decision/Plan of Action (see pages 12-15) 
 Document Deferral (see page 16) 
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Is Employed? Response to Question Window (Read Only) 
 
 

 
 
 
 

Is Self-Employed? Response to Question Window (Read Only) 
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Do You (Or Anyone Who Lives With You) Have A Rent, Mortgage Or Other Shelter 
Expenses? Response to Question Window 

 

 
 

Are There Rent Or Mortgage/Tax Arrears? Response to Question Window 
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Mortgage/Property Tax Arrears? Response to Question Window 
 
 

 
 
Note: The Mortgage/Property Tax Arrears? Response to Question Window is used 
to record property specific information for homeowners requesting Mortgage/Tax 
Arrears or Co-op purchase assistance. 
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HDU Shelter Arrears Detail 
 
 
 

 
 
 
 
 

The Instructions, Excess Rent, and Income options may be selected toward the 
bottom of the HDU Shelter Arrears Detail screen. 

 
The Instructions option gives directions on how to complete the Excess Rent, Third 
Party Details (within the Excess Rent window) and Income windows. 

Instructions, Excess Rent, and 
Income options. See pages 8 
through 10 for examples. 
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Instructions Window from HDU Shelter Arrears Detail 
 
 

 
 

Excess Rent Payment from HDU Shelter Arrears Detail 
 
 

 
 
The above Excess Rent Payment screen is accessed by clicking on Excess Rent on 
the HDU Shelter Arrears Detail screen. 

 
Click on Third Party Details  to access the Third Party Drill Down window. 

Used to record Third Party 
donor information. See 
page 9. 
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Third Party Drill Down Window option from Excess Rent Payment Window 
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Income Recorded During Interview Window from HDU Shelter Arrears Detail 
 
 

 
 
 
 
This window is accessed by clicking on Income from the HDU Shelter Arrears Detail 
window. 

 
The Income window is used to view a summary of the income recorded on the case. If 
the income information is incorrect or incomplete the applicant/participant must be 
referred to CMU/CSIC for correction and possibly re-budgeting. 
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Household Resources, Expenses and Other Potential Savings 
 
 

 
 
The Amounts in blue are pre-populated from prior POS entry. Any updated amounts 
must be entered in the “grey” areas (See instructions toward the top of the window). 
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HDU Decision/Plan of Action 
 
 

 
 
 
The Initial Plan of Action and Landlord Contact options may be selected from the 
HDU Decision/Plan of Action window. 
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Initial Plan of Action from the HDU Decision/Plan of Action window 
 
 

 

Once Referral is checked, 
select the adjacent Referrals 
button to enter a specific 
referral type. 
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Referrals window from the Initial Plan of Action window 
 
 

 

The Referrals window 
will appear once 
selected. 
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Landlord Contact window from the HDU Decision/Plan of Action window 
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HDU Document Deferral Window 
 
 

 
 
 

Select the person(s) selected for the deferral in the Who drop-down box.  If there is 
another individual, over 18 years of age, that is not listed in the drop-down box, select 
“Other Person Not Listed”, then enter the name in the Other Name field. 

 
Select the Request Type and complete the Select Documentation List fields. 
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SI Grant Requests and Issuance 
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Print Forms 
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Approve HDU Intake activity 

 
 

Approval Elements 
 
 

 
 
The HDU Supervisor will use the Approve HDU Intake activity to approve information 
completed by the HDU worker via the HDU Intake activity. The Approve HDU Intake 
activity will contain the following sections with Supervisory Review areas attached 
toward the bottom of those sections. 

 
 Household Screen 
 Address Information 
 Individual Detail 
 HDU Referred From 
 HDU Information 
 SI Grant Requests 
 Print Forms 
 Notice Selection (SCR Centers) 
 Approval Elements 
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Supervisory Approval – HDU Information Example 
 
 

 

Supervisory Review 
Area 
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Select Refer to RAU 
to send to RAU. 

 
 

Approval Elements Screen 
 
 

 
 
 
The HDU Supervisor sends the case to RAU by selecting the Refer to RAU button 
toward the bottom of the Approval Elements screen. 
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Decisions Received From RAU 
 
When RAU processes a decision on the case, an Assign Change Case Data (for 
active cases) or Assign Non-Food Emergency (for applying cases) will be placed in 
the RAU Recommendation to HDU queue. 

 
The Request Action window is updated with the RAU decision allowing HDU 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. 
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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. 

Select reasons for 
Submit Addition to RAU 
here. 
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Request Action Window: Referrals and Outcomes tab 
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Request Action Window: Documentation and Verification Tab 

No Documents Needed Example: 

 

 
 
Documents Needed Example: 
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Single Issue Grant Summary Window 
 
 
 
 
 
 

 
 
 

The Single Issue Grant Summary window will be updated with the approved grant. 
HDU or 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. 



(Turn page) 

Action Taken on Your Request for Emergency Assistance,
Additional Allowances, or to Add a Person to the Cash Assistance Case

(For Participants Only)
The Agency's decision(s) regarding your benefit program(s) is/are explained below, next to the
checked box(es) .
This Notice applies only to your request for an additional allowance to meet a special need, a
change in grant, or an application for emergency assistance. If your request for additional
assistance is denied, your ongoing Cash Assistance case will not be affected.

On , you requested
(Date)

Emergency Assistance
Additional allowance for:

Your request for has been accepted. You will receive:
One payment in the amount of $ .
Period covered, if applicable: .

How we will pay:

Broker's or finder's
fee/voucher paid to
broker/finder

You must pick up
check at your Benefits 
Access Center

Check mailed to
your home

We will add it to your regular
Cash Assistance grant which
you can get through the EBT
system

Security 
deposit/agreement/
voucher paid/provided
to landlord

Check sent directly
to landlord/vendor

Other action:

You will receive a second notice informing you as to how your ongoing benefits will be
affected.

W-137B (E) (LDSS-4002) 03/01/2023 (page 1 of 6) LLF

                                           

                                     

                                         

Date:
Case Number:

Case Name:
Center:

Caseload:
Worker Telephone No.:
FH&C Telephone No.:
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On , you were referred to the Office of Burial Services at 33-28 Northern
Boulevard, 3rd Floor, Long Island City, NY 11101, (718) 473-8310, to apply for a burial
allowance.

Your request for has been denied because:

The law(s) and/or regulation(s) that allow(s) us to do this is/are 18 NYCRR (please see the
section numbers below):

Addition to
Household
§ 352.30

Additional Allowance
for Fuel
§ 352.5

Back Mortgage
and/or Taxes
§ 352.7 (g)

Back Rent
§ 352.7 (g)

Broker's or Finder's
Fee/Voucher
§ 352.6(a)

Catastrophic Loss
(replacement of
clothing and furniture
lost in fire, flood or
other disaster)
§ 352.7(d)

Furniture and Other
Household Items
§ 352.7(a)

Moving
Expenses
§ 352.6(a)

Repair of
Essential 
Household Items
§ 352.7(b)

Pregnancy 
Allowance
§ 352.7(k)

Property Repairs
§ 352.4(d),
§ 352.6(e)

Rent Security
Deposit/
Agreement
§ 352.6(a)

Work Activity
Related Supportive 
Services
§ 385.4

Restaurant
Allowance
§ 352.7(c)

Semimonthly
Fuel for
Heating Allowance
§ 352.5(b)

Storage of
Furniture and
Personal
Belongings
§ 352.6(f)

Other (specify):

JOS/Worker's Name Date

Supervisor's Name Date
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YOU HAVE THE RIGHT TO APPEAL THIS DECISION.
BE SURE TO READ THE CONFERENCE AND FAIR HEARING INFORMATION

SECTION OF THIS NOTICE FOR HOW TO APPEAL THIS DECISION.

Do you have a medical or mental health condition or disability? Does this condition
make it hard for you to understand this notice or to do what this notice is asking? Does this
condition make it hard for you to get other services at HRA? We can help you. Call us at
718-557-1399. You can also ask for help when you visit an HRA office. You have a right to
ask for this kind of help under the law.
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Conference and Fair Hearing Information

CONFERENCE
If you think our decision is wrong, or if you do not understand our decision, please call us to set
up a conference (a conference is an informal meeting with us). To do this, call the Fair Hearing
and Conference (FH&C) unit phone number on page 1 of this notice or write to us at the
address on page 1 of this notice. Sometimes this is the fastest way to solve a problem you may
have. We encourage you to do this even if you have asked for a Fair Hearing. If you ask for a
conference, you are still entitled to a Fair Hearing.

STATE FAIR HEARING
Deadline: If you want the State to review our decision, you must ask for a Fair Hearing
within sixty (60) days from the date of the notice for Cash Assistance, medical assistance, or
social services issues; and you must ask within ninety (90) days for Supplemental Nutrition
Assistance Program (SNAP) issues.

If you cannot reach the New York State Office of Temporary and Disability Assistance by
phone, by fax, in person or online, please write to ask for a Fair Hearing before the deadline.

How to Ask for a Fair Hearing: If you believe the decision(s) we are making is/are wrong, you
may request a State Fair Hearing by telephone, in writing, fax, in person or online.

(1) TELEPHONE: Call (800) 342-3334. (Please have this notice in hand when you call.)

(2) WRITE: Send a copy (and keep a copy for yourself) of this entire notice, with
the "Fair Hearing Request" section completed, to:

Office of Administrative Hearings
New York State Office of Temporary and Disability Assistance
P.O. Box 1930
Albany, NY 12201

(3) FAX: Fax a copy of this entire notice, with the "Fair Hearing Request" sectio
completed, to: (518) 473-6735.

(4) IN PERSON: Bring a copy of this entire notice, with the "Fair Hearing Request" section
completed, to the Office of Administrative Hearings, New York State Offic
of Temporary and Disability Assistance at: 14 Boerum Place, Brooklyn
NY 11201

(5) ONLINE: Complete an online request form at:
http://www.otda.ny.gov/oah/forms.asp
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What to Expect at a Fair Hearing: The State will send you a notice that tells you when and
where the Fair Hearing will be held. At the hearing, you will have a chance to explain why you
think our decision is wrong. To help explain your case, you can bring a lawyer and/or
witnesses such as a relative or a friend to the hearing, and/or give the Hearing Officer any
written documentation related to your case such as: pay stubs, leases, receipts, bills and/or
doctor's statements, etc. 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 that person a letter to show the Hearing Officer that you want that person to represent
you. At the hearing, you, your lawyer or your representative can also ask questions of
witnesses whom we bring, or you bring, to explain the case.

If you have a disability, and cannot travel, you may appear through a representative such
as 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.

LEGAL ASSISTANCE: If you need free legal assistance, you may be able to obtain such
assistance by contacting your local Legal Aid Society or other legal advocate group. You may
locate the nearest Legal Aid Society or advocate group by checking the Yellow Pages
under "Lawyers."

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 files. If you call, write, or fax us, we will send you
free copies of the documents from your files, which we will give to the Hearing Officer at
the Fair Hearing. Also, if you call, write or fax us, we will send you free copies of specific
documents from your files which you think you may need to prepare for your Fair Hearing. To
ask for documents or to find out how to look at your file, call (718) 722-5012, fax (718) 722-
5018 or write to HRA Division of Fair Hearing, 14 Boerum Place, Brooklyn, New York
11201. 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.

AVAILABILITY OF POLICY MATERIALS: The Office of Temporary and Disability Assistance
(OTDA) policy issuances and HRA policy issuances and manuals are available to you or your
representative to determine whether a fair hearing should be requested or to prepare for a fair
hearing. OTDA policy issuances and manuals are posted on the OTDA website at
http://www.otda.ny.gov/legal. In addition, upon request to HRA, specific OTDA and HRA
policy issuances and manuals are also available to explain how the agency reached its
determination. To request policy issuances and manuals, call (718) 722-5012, or fax (718)
722-5018, or email CRO@hra.nyc.gov or write to HRA Division of Fair Hearing, 14 Boerum
Place, Brooklyn, NY 11201.

INFORMATION: If you want more information about your case, how to ask for a Fair Hearing,
how to see your file or how to get additional copies of documents, call or write to us at the
phone number/address listed on page 1 of this notice.
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FAIR HEARING REQUEST
I want a Fair Hearing. The Agency's decision is wrong because:

Print Name:      Case Number:  
  Name 

 
M.I.  Last Name    

Address:    

   Telephone:  
         City:  State:  Zip Code:     

    

Signature:    Date:  
    





Office of Burial Services





SNAP

Office of Administrative 
Hearings, New York State Office of Temporary and Disability 
Assistance



The Legal Aid Society

Yellow Pages
lawyers

OTDA
HRA

OTDA OTDA:
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Date:

 Case Number:

Case Name:
Caseload:

Worker Name:
Worker 

Telephone Number:
FH&C 

Telephone Number:

Notice of Decision on Assistance to Meet an Immediate Need
or Emergency Grant (For Applicants Only)

You asked for help to meet an immediate need. This notice is about that request. If you also
applied for ongoing Cash Assistance, this notice is not about that application. You will get a 
separate notice about your application for ongoing Cash Assistance. 

Note about recent Cash Assistance denials: If you fail to comply with eligibility 
requirements, your application for ongoing Cash Assistance may be denied. If it is denied fo
failing to comply, and you reapply for an immediate needs/emergency grant for food or items
relating to personal care within 90 days of the denial, we may deny your request. If you can 
prove that you had a good reason why you did not comply, we may approve a second 
request, even if it is within 90 days of the denial.  

 What You Asked For
 On  , you requested assistance to meet an immediate need of: 

This is a follow up to our notice dated .

(Turn Page)
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 Decision On Your Request
Approval

You can pick up an emergency grant in the amount of $  on .
(Date)

This grant is being issued before a review of your case is made.

An emergency grant (one-shot deal) has been provided in the amount of $  for

.

You Must Pay Us Back 

You are responsible for repaying $  as shown below:
This amount must be repaid to us based on the agreement to repay that you

        signed on .
                                        (Date)

You must repay the amount shown above because it is more than the 
       Human Resources Administration (HRA) shelter maximum of $ for your

family size of  for each month of arrears that HRA agreed to pay. However, 
please note that if you own real property and HRA has filed a lien, you will still be 
responsible to repay the full amount of your emergency grant. In addition, recovery o
the full amount paid by HRA may occur under other provisions of law (e.g., lawsuit 
settlements, lottery intercept, etc.).
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 Decision On Your Request
Denial

 Food-related Immediate Need

 You failed to establish/document identity.
You have excess resources.
You do not have an eligible non-citizen status.
 You got an immediate needs grant in the past 90 days and then failed to comply with 

        eligibility requirements.
 You were given same-day Supplemental Nutrition Assistance Program (SNAP) benefits
 Other reason for denial (please specify):

 Nonfood-related Immediate Need

You failed to establish/document identity.
You have excess resources.
You do not have an eligible non-citizen status.

You got an immediate needs grant in the past 90 days and then failed to comply with 
        eligibility requirements.

 You applied for Cash Assistance on  (within the last three months).  
(Date)

       You were given the benefit checked below, and you failed to comply with the eligibility 
       requirements. You did not prove that you had a good reason for failing to comply.

Immediate need(s) grant(s)
Other grants (please specify):

The regulations that allow us to do this are 18 NYCRR § 351.1, § 351.8, and § 352.7.
Other:
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W-145HH (E) 02/28/2023 (LDSS-4002) (page 4 of 7)
LLF

Human Resources Administr
Family Independence Administr

Other Action
Other action taken on your application:

Your request is not an immediate need. 

Medical Assistance

If you need help with your medical bills, you must apply separately for Medical 
Assistance.

If you want more information about eligibility for Medical Assistance, call the Worker's 
         telephone number listed on page 1.

Your Medical Assistance stays the same.

Your application for Medical Assistance is being reviewed. We will send you our 
decision within 30 days.

YOU HAVE THE RIGHT TO APPEAL THIS DECISION. BE SURE TO READ THE 
CONFERENCE AND FAIR HEARING INFORMATION SECTION OF THIS NOTICE FOR 
HOW TO APPEAL THIS DECISION.

Do you have a medical or mental health condition or disability? Does this condition 
make it hard for you to understand this notice or to do what this notice is asking? Does this
condition make it hard for you to get other services at HRA? We can help you. Call us at 
718-557-1399.  You can also ask for help when you visit an HRA office. You have a right 
to ask for this kind of help under the law.
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Conference and Fair Hearing Information

CONFERENCE 
If you think our decision is wrong, or if you do not understand our decision, please call us to 
set up a conference (a conference is an informal meeting with us). To do this, call the Fair 
Hearing and Conference (FH&C) unit phone number on page 1 of this notice or write to us a
the address on page 1 of this notice. Sometimes this is the fastest way to solve a problem 
you may have. We encourage you to do this even if you have asked for a Fair Hearing. If yo
ask for a conference, you are still entitled to a Fair Hearing.

STATE FAIR HEARING
Deadline: If you want the State to review our decision, you must ask for a Fair Hearing 
within sixty (60) days from the date of the notice for Cash Assistance, medical assistance, o
social services issues; and you must ask within ninety (90) days for Supplemental Nutrition 
Assistance Program (SNAP) issues.

If you cannot reach the New York State Office of Temporary and Disability Assistance by 
phone, by fax, in person or online, please write to ask for a Fair Hearing before the deadline

How to Ask for a Fair Hearing: If you believe the decision(s) we are making is/are wrong, 
you may request a State Fair Hearing by telephone, in writing, fax, in person or online.

(1)  TELEPHONE: Call (800) 342-3334. (Please have this notice in hand when you call.)

(2)  WRITE: Send a copy (and keep a copy for yourself) of this entire notice, with 
the "Fair Hearing Request" section completed, to:

Office of Administrative Hearings 
New York State Office of Temporary and Disability Assistance
P.O. Box 1930
Albany, NY 12201 

(3)  FAX: Fax a copy of this entire notice, with the "Fair Hearing Request" sectio
completed, to:  (518) 473-6735.

(4)  IN PERSON: Bring a copy of this entire notice, with the "Fair Hearing Request" 
section completed, to the Office of Administrative Hearings, New York 
State Office of Temporary and Disability Assistance at: 14 Boerum 
Place, Brooklyn NY 11201

(5)  ONLINE: Complete an online request form at: 
http://www.otda.state.ny.us/oah/forms.asp

(Turn page)



W-145HH (E) 02/28/2023 (LDSS-4002) (page 6 of 7)
LLF

Human Resources Administra
Family Independence Administra

What to Expect at a Fair Hearing: The State will send you a notice that tells you when and
where the Fair Hearing will be held. At the hearing, you will have a chance to explain why yo
think our decision is wrong. To help explain your case, you can bring a lawyer and/or 
witnesses such as a relative or a friend to the hearing, and/or give the Hearing Officer any 
written documentation related to your case such as: pay stubs, leases, receipts, bills and/or 
doctor's statements, etc. 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 mus
give that person a letter to show the Hearing Officer that you want that person to represent 
you. At the hearing, you, your lawyer or your representative can also ask questions of 
witnesses whom we bring, or you bring, to explain the case.

If you have a disability, and cannot travel, you may appear through a representative such
as 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.

LEGAL ASSISTANCE: If you need free legal assistance, you may be able to obtain such 
assistance by contacting your local Legal Aid Society or other legal advocate group. You ma
locate the nearest Legal Aid Society or advocate group by checking the Yellow Pages 
under "Lawyers."

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 files. If you call, write, or fax us, we will send 
you free copies of the documents from your files, which we will give to the Hearing Officer at
the Fair Hearing. Also, if you call, write or fax us, we will send you free copies of specific 
documents from your files which you think you may need to prepare for your Fair Hearing. T
ask for documents or to find out how to look at your file, call (718) 722-5012, fax (718) 722-
5018 or write to HRA Division of Fair Hearing, 14 Boerum Place, Brooklyn, New York 
11201. If you want copies of documents from your case file, you should ask for them ahead 
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.

AVAILABILITY OF POLICY MATERIALS: The Office of Temporary and Disability Assistanc
(OTDA) policy issuances and HRA policy issuances and manuals are available to you or you
representative to determine whether a fair hearing should be requested or to prepare for a fa
hearing. OTDA policy issuances and manuals are posted on the OTDA website at 
http://www.otda.ny.gov/legal. In addition, upon request to HRA, specific OTDA and HRA 
policy issuances and manuals are also available to explain how the agency reached its 
determination. To request policy issuances and manuals, call (718) 722-5012, or fax (718) 
722-5018, or email CRO@hra.nyc.gov or write to HRA Division of Fair Hearing, 14 
Boerum Place, Brooklyn, NY 11201.

INFORMATION: If you want more information about your case, how to ask for a Fair Hearin
how to see your file or how to get additional copies of documents, call or write to us at the 
phone number/address listed on page 1 of this notice.
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FAIR HEARING REQUEST
I want a Fair Hearing. The Agency's decision is wrong because:

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

    Address:
Telephone:

          City: State: Zip Code:

Signature: Date:

(Turn page)



New York State
Emergency Rental Assistance Program

(ERAP)
To find out if HRA can help with your rental assistance needs, the State requires that 
you apply for ERAP and have a decision on your ERAP application.

Any arrears paid by ERAP do not have to be paid back!

To apply for ERAP visit www.otda.ny.gov/erap. You can also apply over the phone by calling
1-844-NY1-RENT (1-844-691-7368). If you need assistance with submitting an ERAP 
application, visit http://nyc.gov/erap for a list of Community Based Organizations that can he
Once a decision is made on your ERAP application, if you still need help, you can always
come back to HRA for assistance. Visit www.nyc.gov/accesshra to resubmit a Special Grant
Request.

Funding is currently available through ERAP for New York City households who are behind i
their rent. Eligible low and moderate-income households can get up to 12 months of their 
back rent paid, along with 3 months of future rent and other assistance. 

Residents of New York City are eligible if they:
Fell behind in rent since the COVID-19 pandemic began in March 2020 AND
Qualified for unemployment benefits or have lost income and/or have an increase in 
expenses due to the COVID-19 pandemic; AND
Have a monthly gross (before tax) household income at or under 80% of the Area 
Median Income (AMI).

Gross Annual Income Limits

Household Size At or Under 80% AMI

1 $66,850

2 $76,400

3 $85,950

4 $95,450

5 $103,100

6 $110,750

7 $118,400

8 $126,000



Cash Assistance, CA



 (HRA)
HRA

HRA



 Necesidad inmediata relacionada con alimentos

(SNAP)

Necesidad inmediata no relacionada con alimentos





SNAP

Office of Administrative 
Hearings, New York State Office of Temporary and Disability 
Assistance



The Legal Aid Society

Yellow Pages
lawyers

OTDA
HRA

OTDA OTDA:





New York State Emergency Rental Assistance Program, ERAP)

HRA
ERAP

ERAP

ERAP,

ERAP

ERAP HRA

Special Grant Request). 

ERAP

Area Median Income, 
AMI

AMI
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Date:

Case Number:

Case Name:

Request to Pay Rent Arrears in Excess of Cash Assistance Maximum Shelter Allowance
I, , am requesting assistance to pay rent arrears to avoid eviction.
                                            (Name)
I understand that my rent is in excess of the cash assistance maximum shelter allowance for my household size.
I understand that in order to have this request approved, I must provide documentation showing how future rent 
payments will be made, including a statement from a third party who will help me pay my rent.

I understand that the rent arrears payment will be made in the form of a check made payable to my landlord.

If any of the rent arrears advanced to me duplicates assistance previously given to me by the Human Resources 
Administration, I agree to the recoupment of such portion of the arrears payment.

Applicant/Participant's Signature:  Date:

Agreement by Third Party to Pay Excess Rent

I, , affirm that:
                                (Name)

I agree to pay the excess rent in the amount of $  for the apartment occupied 
by  at ,
                  (Applicant/Participant's Name)                                                  (Applicant/Participant's Address)

My income, indicated below, is sufficient to meet all of my expenses as well as the excess rent payment.

effective . The payment will be made directly to the:
aforementioned applicant/participant
landlord (name and address): 

My monthly household income is:  My shelter expense is:
The proof of income I am submitting is:

 Pay stubs, W-2 form and/or letter from employer on employer's stationery from:

(Employer's Name and Address)

Proof of other income/source:

The above information is true and correct.

My relationship to the applicant/participant is:
My address is: 

Signature:  Date:
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Fecha:

Número del Caso:

Nombre del Caso:

Solicitud para Pagar Alquiler Atrasado en Exceso de la Asignación Máxima 
de Asistencia en Efectivo para Refugio

Yo, , solicito asistencia para pagar el alquiler atrasado para evitar ser desalojado(a). 
                                             (Nombre)
Comprendo que mi alquiler sobrepasa la asignación máxima de asistencia en efectivo para refugio dado el tamaño de mi familia. 
Comprendo que para que se apruebe la presente solicitud, tengo que proporcionar documentación que muestre cómo se
harán pagos de alquiler posteriores, incluyendo una declaración de una tercera parte que me ayudará a pagar el alquiler.
Más aún, comprendo que el pago atrasado de alquiler será hecho mediante cheque pagadero a mi casero(a).

En caso de que alguno de los atrasos de alquiler que se me hayan adelantado sea una duplicación de la asistencia que 
haya anteriormente recibido de parte de la Administración de Recursos Humanos, consiento en reembolsar la cantidad del 
pago de atrasos que corresponda.

Firma del Solicitante/Participante:  Fecha:

Acuerdo por Tercera Parte para Pagar el Alquiler en Exceso
Yo, , doy fe de que:
                              (Nombre)

Acuerdo pagar el alquiler en exceso por la cantidad de $  para el apartamento ocupado por 

en ,
                     (Nombre del Solicitante/Participante)                                                                (Dirección del Solicitante/Participante)

a partir de . El pago se le hará directamente al:
                                  (Fecha) 

antemencionado solicitante/participante
casero (nombre y dirección): 

      
      

La cantidad de mis ingresos, indicados más abajo, es suficiente para cubrir todos mis gastos, tal como los pagos de alquiler 
en exceso.

 Mi ingreso mensual del hogar es:  Mi gasto de albergue es:

 El comprobante de ingreso que presentaré es el siguiente:

Talones de paga, formulario W-2 y/o carta por parte del empleador o en papel con el membrete de: 
     
                                                                        (Nombre y Dirección del Empleador)

 Comprobante de otro ingreso/fuente: 
     

Mi relación con el solicitante/participante es la siguiente: 

Mi dirección es: 

Los datos más arriba son verdaderos y exactos.

Firma: Fecha:
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Date:

Case Number:

Case Name:

Center:

Notice of Approval of the Request to the Rental Assistance Unit
Rent arrears checks are to be issued direct vendor only.

We agree to pay $  provided that the case is in active status or otherwise eligible for assistance. 

Condition to be met by Applicant/Participant



.
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