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POLICY BULLETIN #17-105-OPE 
 

ELECTRONIC FUNDS TRANSFER (EFT) TO LANDLORDS AND/OR PAYEES FOR HUMAN 
RESOURCES ADMINISTRATION (HRA) HOME TENANT-BASED RENTAL ASSISTANCE 

(TBRA) PROGRAM PARTICIPANTS  

 

Date: 
December 13, 2017 

 

Subtopic(s): 
Shelter Supplement 

 The purpose of this policy bulletin is to announce the NYC 
Homelessness Prevention Administration (HPA) roll out of the 
Landlord Management Unit (LMU) which is responsible for executing  
Electronic Funds Transfer (EFT) payments to Landlords and/or 
payees on behalf of the Human Resources Administration (HRA) for 
HOME Tenant-Based Rental Assistance (HOME TBRA) Program 
Participants.  

  
 The LMU has been created to facilitate, process, and monitor EFT 

payments to Landlords or payees. Landlords and/or payees enrolled 
in EFT will receive payments that are electronically transferred into  
approved bank accounts that they have provided.   
 

 
 
 
 
 
 
 
 
 
 
 
“Adjusted income” 
means a household’s 
income after deductions 
that are allowed under 
the program. 

The HRA HOME TBRA Program  
 
The HRA HOME TBRA program is a U. S. Department of Housing 
and Urban Development (HUD) funded rental assistance program 
administered by HRA under the oversight of the NYC Department of 
Housing Preservation and Development (HPD). The program was 
established to help eligible families in shelter and chronically street 
homeless individuals afford the cost of rent.  
 
Generally, households accepted into this program pay 30% of their 
adjusted income toward rent for an approved apartment. HRA HOME 
TBRA rental assistance will cover the remaining rent balance, 
excluding any Cash Assistance (CA) grant that has been provided to 
the household. 
 
 

  



                            PB# 17-105-OPE 
                                                          

   
FIA Policy, Procedures, and Training                                          2                                         Office of Procedures 

 

 

Eligibility for HRA Home TBRA 
 
In order to be eligible for HRA Home TBRA, a household must have: 
 

 At least two people, or a pregnant person, currently living in a 
NYC Department of Homeless Services (DHS) or HRA shelter, or 

 At least one person who is Chronically Street Homeless 
 

Note: A Chronically Street Homeless individual is someone whom 
DHS has identified as currently living on the street and has lived 
on the street for nine of the past twenty-four months, or is 
currently living in a DHS safe haven or using a DHS Stabilization 
bed. 

 

 a household adjusted income that does not exceed 60% of Area 
Median Income (AMI); 
 
Note: AMI is the median family income for NYC (ex: 60% AMI for 
a household of two is $41,460.) 
 

 at least one household member who receives supplemental 
security income (SSI); 

 lived in shelter for more than 120 days as of the application 
deadline (except for Chronically Street Homeless individuals.); 

 at least one U.S. citizen or noncitizen with a qualifying 
immigration status. 

 
 Enrollment in EFT 

 
Enrollment to receive EFT payments is mandatory for  
landlords/payees participating in the HRA HOME TBRA program.  

  
 In order to receive rent payments through EFT, all landlords and/or 

payees must submit a completed “EFT Enrollment Packet” along 
with a completed “Landlord packet”,  which is part of the lease 
signing process. 
 

 The EFT Enrollment Packet consists of: 
  
  the EFT Enrollment Form; 

 Landlord’s W-9 (Request for Taxpayer Identification Number and 
Certification); 

 a copy of the Landlord or Payee’s voided check; 

 a copy of the (IRS) Tax Identification Number (TIN) Verification 
confirmation; and 
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 a Notarized Payee Designation Form if the Payee is different from 
the Landlord. 
 

See Attachment A for an example of forms found in an EFT 
Enrollment Packet. 

 
 Note: Landlords must submit a new EFT enrollment packet for each  

new tenant.  
 

 
 

A Landlord packet is given to a landlord by a participant or 
participant’s caseworker, and consists of an EFT enrollment packet 
plus forms and documentation related to the lease signing process. 

  
 Requirements For Landlord and Payee Enrollment 

 
Landlords must provide: 
 

 their name or business name; 

 a TIN or Social Security Number (SSN); 

 a mailing address; 

 a contact telephone number; 

 a contact email address; and 

 a copy of a voided check, bank statement or letter from his/her  
bank that shows the Landlord’s or Payee’s name or business 
name, bank account and routing number. 
 

 Payees must provide: 
 

 their name or business name;  

 a mailing address; 

 a contact telephone number; 

 a contact email address;  

 a copy of a voided check, bank statement or letter from the 
his/her  bank that shows their name or business name, bank 
account and routing number.; and 

 A Notarized Payee Designation Form (see Attachment A) 
  
 LMU Staff Responsibilities 

 
 LMU staff must ensure that all required information and 

documentation is included in each EFT enrollment packet and 
reviewed for accuracy. 
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The EFT enrollment process must be completed as follows: 
 
Enrollment 

 
 
 
 
 
 
 
The “Landlord 
Management HRA One 
Viewer” is a secured 
folder within the HRA 
One Viewer, with the 
sole purpose of storing 
all EFT Enrollment 
Packets and sensitive 
Landlord and/or Payee 
Bank Account related 
documentation. 
 
The “Point of Lease 
Registration” is the initial 
registration of a case 
record into the RAP 
System (by the RAP 
Unit) once the client has 
been linked to an 
apartment. This data will 
be transferred to HAPS 
once the Lease signing 
process has been 
completed. 
 

 EFT Specialists must: 
 

 Review the EFT enrollment packet and ensure that all 
required information and documentation is included and 
accurate. 

 Scan and Index the EFT Enrollment Packet into the secured 
“Landlord Management HRA One Viewer”, under the heading 
Landlord EFT Packet. 

 Review all case record information listed in the EFT 

Enrollment Packet to ensure that all Landlord, Tenant and 

Payee case record/lease information entered into the Rental 

Assistance Program (RAP) system and Housing Assistance 

Payment System (HAPS) by the RAP Unit at the “point of 

lease registration”, matches the information provided by the 

Landlord, Tenant or Payee. 

 
Note: If a data entry error occurs on the case record/lease 
information at the point of lease registration, LMU must correct 
the inaccurate information in the Landlord Electronic Direct 
Deposit System (LEDDS). The updated information will be 
automatically transferred into HAPS. The RAP Unit will 
receive an automated notification (via email) for all updates 
entered into LEDDS that were transferred into HAPS. 
 

 Compare the provided bank account and routing number with 

the bank account and routing number listed on the voided 

check; 

 Enter and submit the bank account and routing number in 

LEDDS which will automatically be forwarded to the 

Supervisor queue for approval.  

 

 The supervisor must: 
 

 Review all documentation and LEDDS case record data to 
ensure accurate data entry. 

 Approve the bank account data which will automatically trigger 
a zero dollar electronic fund transfer (known as a “Pre-Note” 
test [see page 5]) to verify current status of the bank account.  
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 Note: If a data entry error was made at the point of Bank 
Account/Routing Number submission, the supervisor will 
disapprove the entry and enter the reason for disapproval in 
the comments section. This will return the record to the bank 
account assignment queue from which a LMU staff member 
will enter and resubmit the correct data which will 
automatically be forwarded to the supervisor queue for 
approval. 
 

 Pre-Note Status Verification  
  
  An EFT Specialist must: 

 
  Check the LEDDS queue for a “Pre-note Fail” notification. 

 If a pre-note test has failed: 
 

 
 
 
The “Point of 
Submission” the initial 
submission of the Bank 
Account into LEDDS (by 
LMU) once the case 
record has been 
transferred from HAPS 
to LEDDS, once the 
tenant has officially 
moved into the 
apartment (per DHS). 

- Review the reason code. 
- Check the original documentation to ensure that no data 

entry error was made at the “point of submission”. 
 

o If an error was made, an EFT Specialist must correct 
the error and resubmit the change for Supervisor 
approval. 

o If no error was made (i.e., the case of a closed bank 
account), intake staff must contact the landlord or 
payee for the correct information. 
 

- Once the correct information has been received an EFT 
Specialist must follow the procedure for new/updated bank 
account (see Enrollment on pages 4 and 5). 

 
 Payment verification  
  
  An EFT Specialist must: 

 
  Check the LEDDS queue for failed payments 

 If a payment has failed: 
 

 - Review the reason code. 
- Check the original documentation to ensure that no data 

entry error was made. 
 

 o If an error was made at the point of submission, an EFT 
Specialist must correct the error and resubmit any 
changes for Supervisor approval. 
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o If no error was made at the point of submission (i.e., 
account closed after verification, an EFT Specialist 
must contact the landlord or payee for the correct 
information. 

o Once the correct information has been received, an 
EFT Specialist must follow the procedure to submit a 
bank account change and follow procedure for 
new/updated bank account (see Bank Account Change 
below).  

 

If an EFT Transaction fails for a HOME TBRA Landlord that has not 
been successfully enrolled in EFT (has had no past EFT payment), 
the Welfare Management System (WMS) will automatically forward a 
paper check to the WMS Payee of Record, to cover the Benefit 
Issuance Period.  
 

If an EFT Transaction fails for a HOME TBRA Landlord that has 
been successfully enrolled in EFT (has received past EFT 
payments), LMU must forward a request to the RAP Unit to reissue 
the Benefit payment into HAPS. 

  

 Changes/Modifications 
  
 Change/Modification requests for EFT Landlords and/or Payees can 

be received via the RAP unit Infoline, LMU Hotline, LMU Mailbox 
and/or the US Postal Service 
 

 Bank Account Change 
  
 If landlords need to change/modify their bank information, they must 

submit a new EFT Enrollment Packet excluding the W-9 and 
Notarized Payee Designation Form (if applicable) to LMU. 
 

When the documentation is received, LMU staff must follow the 
procedure for the enrollment process (see pages 4-5).  

  
 Landlord Transfer of Ownership of a building  
  
 If a Transfer of Ownership Notification is received:  

 
  Rental Assistance Program (RAP) unit staff must: 

 

 request verification documentation from the new Landlord, 
including:  

 

- a notice of transfer of ownership; 
- a copy of the deed (proof of ownership) or Water Bill; 

and 
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- a new EFT Enrollment Packet. 
 

Note: A new lease is not required for existing Tenants 
until the established lease has expired. 

 

 place a stop payment on the existing/previous Landlord 
case record in HAPS; 

 forward notification of the Transfer of Ownership, including 
all EFT enrollment relevant documentation, to the LMU 
Mailbox (HPALandlordMGMT@hra.nyc.gov); and 

 enter the new Landlord, existing tenant, and payee 
information into HAPS. Updated information will 
automatically be transferred from HAPS to LEDDS. 

 

 LMU staff must: 
 

 Scan and Index the updated documentation once received 
from the Rap Unit; 

 Complete the EFT Enrollment Process (see pages 4 and 
5). 

  
 Change of Landlord and/or Payee Address or Mailing Address 

 

A Notice of Change of Landlord and/or Payee Address or Mailing 

Address can be received via the (RAP Unit) Infoline, LMU Hotline, 

LMU Mailbox and the US Postal Service. 
 

If a Landlord or Payee submits an Address Change Request, the 
RAP Unit or LMU must request the following verification 
documentation: 
 

 a written authorization of the intended change in the form of a 
Letter or via Email; and 

 a utility bill (ex: Con Edison, Water Bill, etc.) 
 

If an Address Change Request is received by the RAP Unit : 
 

 the updated address must be entered into HAPS (which will be 
automatically transferred into LEDDS); and  

 a notification of change including all relevant documentation must 
be forwarded to the LMU mailbox 
(HPALandlordMGMT@hra.nyc.gov). 

 
 
 
 
 

mailto:HPALandlordMGMT@hra.nyc.gov
mailto:HPALandlordMGMT@hra.nyc.gov
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If an Address Change Request is received by a LMU:  
 

 LMU staff must forward the change request notification to the 
LMU Mailbox (HPALandlordMGMT@hra.nyc.gov); 

 the written authorization and all documentation will be scanned 
and indexed into the Secured Landlord Management folder in the 
HRA One Viewer; and 

 the updated address must be submitted into LEDDS (which will 
be automatically transferred into HAPS). 

 
If a Landlord or Payee submits a Mailing Address Change Request, 
the RAP Unit or LMU will request verification documentation, 
including a written authorization of the intent to change, in the form of 
a letter or via email.  

 
If the Verification Documentation is received by the RAP Unit; 
 

 the above Address Change Request process must be completed, 
and 

 the Notice of Change email and documentation must be 
forwarded to the LMU Mailbox 
(HPALandlordMGMT@hra.nyc.gov). 

 
If the Verification Documentation is received by the LMU, the above 
Address Change Request process must be completed. 

  
 Change in Payee or  Management Company    
  
 A Notice of Change in Payee or Management Company can be 

received via the RAP unit Infoline, LMU Hotline, LMU Mailbox and 

the postal mail. 
 

 If a landlord submits a change of Payee or management company, 
he/she must submit the following documentation to the LMU Mailbox 
(HPALandlordMGMT@hra.nyc.gov): 

  
  a written authorization of the intent to change including the name 

and mailing address of the new Payee and/or Management 
Company; 

 A Notarized Payee Designation Form  

 A new EFT Enrollment Packet (excluding the W9); and  

 a copy of the TIN Verification confirmation. 
 

Once all required documentation is received it must be scanned and 
indexed into the Secured Landlord Management folder in the HRA 
One Viewer. 

mailto:HPALandlordMGMT@hra.nyc.gov
mailto:HPALandlordMGMT@hra.nyc.gov
mailto:HPALandlordMGMT@hra.nyc.gov
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The updated Payee information must be submitted into LEDDS 
(which will be automatically transferred into HAPS). 
 

 Effective Immediately 
  

Attachment: 
  
 Attachment A EFT Enrollment Packet, Sample 

  

  

  

  

  

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 














