HOUSING CHOICE VOUCHER (HCV)
INSPECTION PROCESS
First Point of Contact: Jacob Schans, 301-424-6265 ext. 200; email: jschans@rockvillehe.org 

You must provide all required forms such as:
Request for Tenancy Approval (RFTA), signed and dated by the vendor/landlord and client.
W-9 (Request for Taxpayer Identification Number and Certification), Lead Based Paint Form, Direct Deposit Form, Client Welcome/Approval Letter
RFTA cannot be processed without all the above required documents.

Second Point of Contact: Inspector
The Landlord/Agent will be contacted to schedule the inspection based on the below criteria:
A unit cannot be scheduled until it has been confirmed the unit has been cleaned and painted.
All utilities have to be on – NO WORK CAN BE IN PROGRESS:
There is a checklist included in your packet for your review on what the housing quality standards are to determine a decent, safe and sanitary housing unit.
Approved unit will be scheduled for inspection.

Third Point of Contact- Asset/Facilities Manager 
Jacob Schans 301-424-6265 ext. 200; email: jschans@rockvillehe.org 
Determines if your unit qualifies for participation in the Housing Choice Voucher Program, such as:
Appropriate bedroom size
The rent and utilities meet the 30%/40% guidelines.
The rent meets rent reasonableness within your qualifying area.
Your unapproved unit will be denied and you will be notified and given another RFTA to search for another unit. 

REMEMBER: YOU ARE NOT ALLOWED TO TAKE POSSESSION OF THE UNIT YOU HAVE RECEIVED A VERBAL/WRITTEN CONFIRMATION FROM Mr. Schans OR OTHER DESIGNATED STAFF PERSON WITHIN ROCKVILLE HOUSING ENTERPRISES.
