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Bossier Parish Housing Authority 
 

Applicant Briefing Information 
 
 
 

Voucher HUD Form-52646 
Term of Voucher and Policy on extensions 

 
The Voucher expires 60 days after issuance (see item #3 on Voucher) if you have not found and 
leased an approvable unit. 
A. NO Extensions will be granted. (See ñBò below) 
B. A disabled head of household can request a 30-day extension as a reasonable accommodation 

1. The Request must be accompanied by verification from a medical doctor stating how the 
special housing type provides accommodation to the person with disabilities. 

C. Any request for extension must be made in person during regular business hours 
D. Maximum extension will be 30 days. 

1. If the voucher, or any extension expires on a Saturday or Sunday, it will be honored until 4:30 
PM on the Monday immediately following the expiration date.  
2. If the voucher extension expires on a legal holiday AND the PHA is closed for that holiday, it 
will be honored until 4:30 PM on the next business day that the office is open.  

a. The family must not assume the office is closed. There are a number of Federal/State 
holidays where other Federal/State offices are closed that this office is open. 
b. The office is closed between 12 Noon and 1:00 PM each day      

E. Incoming Portable Families: Due to regulations specified at PIH 2004-12, Part 6, which sets 
deadlines based on the dates specified by your housing authority we will cooperate with your housing 
authority (extend your voucher) when an extension is granted by your housing authority. You should 
make your request for an extension in writing, according to the terms of your voucher (see Part 6 on 
page 2) to your issuing authority. 
 

Family Obligations 

 
Are listed on page two of the voucher, make sure to familiarize your family (and guests) with their 
responsibilities. 

 

Grounds on which PHA may Terminate Assistance 
 
You may lose your housing assistance if you, or any family member or guest, violate any family 
obligation (see page 2 of your voucher) 

 

Informal Hearing Procedures 
 
The Public Housing Agency (PHA) will provide participants with the opportunity for an informal hearing 
upon receipt of written request for decisions related to any of the following: 

A. Determination of the family's annual or adjusted income; 
B. Computation of the housing assistance payment; 
C. Appropriate utility allowance used from schedule; or  
D. A determination of family unit size under PHA subsidy standards. 

If the PHA finds cause to terminate assistance the family is notified in writing. The family has Ten days 
to make a written request for an informal hearing, as outlined in the letter to the family. 

 

http://www.hud.gov/offices/adm/hudclips/forms/files/52646.pdf
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Where the Family may Lease a Unit 
 
A. The family may lease a unit anywhere in Bossier Parish (unless they are eligible for portability). 
B. The Apartment List contains the name and location of approximately 15 apartment complexes in 
Bossier Parish that accept Housing Choice Voucher families. 
C. For individual properties, the family should access www.lahousingsearch.org or call them toll free 
at 1-877-428-8844.  
D. The family may wish to contact local real estate firms to ask about rental property.  

 
The Apartment list denotes handicap accessible units when the information is provided to the PHA.  
 
The Apartment List is available during regular business hours or on our website at www.bps8h.org. The 
family is not required to select from any list provided by the PHA.  
Portability 

 
Voucher Program Guidebook Housing Choice Voucher  7420.10G  
Chapter 13. Program Requirements for Families New to the Housing Voucher Program 

1. A family that has not yet leased a unit under the housing choice voucher program is eligible for 

portability if the head of household or spouse was a resident of the PHAôs jurisdiction at the time 

the application for assistance was submitted. A "resident,ò for the purpose of determining eligibility 

for portability, is a person who has a legal domicile in the jurisdiction. 

a. Documentation proving legal domicile will be required 

If ineligible for portability under the Federal Guidelines noted above, you must use your voucher in 
Bossier Parish for the first year. After that time, you may request portability to any area of the United 
States.  
Due to budget cuts in mid ï 2004 and early 2005 portability is currently restricted to areas where:  

 
A. If the receiving PHA has a higher FMR, subsidy standard, or payment standard than the 
Bossier Parish Housing Authority, the receiving PHA must be able to absorb the family or 
portability may be denied (decision based on budget and/or federal guidelines in effect at the time 
family wishes to move).  
B. If the receiving PHA has a similar or lower FMR, payment standard, and subsidy standard to 
that of Bossier Parish Housing Authority, the family may exercise portability regardless of whether 
the receiving PHA is administering or absorbing. 
C. The family wishing to exercise portability should contact their caseworker for assistance in 
locating a PHA in the area where they wish to move. 
D. A family moving in violation of their lease or program rules may not exercise portability. 

 

 
Request for Tenancy Approval HUD Form-52517 
 

A. This form is used to tell the PHA where you want to live. You should meet with the property 
owner/manager to complete the Request for Tenancy Approval (RfTA) after determining that the 
property is affordable for your family.  
B. Items 2 thru 12 (c), the owner information, and tenant signature must be completed prior to turning 
the form in to the PHA.  
 1. If you need assistance completing the RfTA, contact the office. A caseworker can help you.   

http://www.lahousingsearch.org/
http://www.hud.gov/offices/adm/hudclips/forms/files/52517.pdf
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C. Inspection of the property will generally take place within Twenty-four to Forty-eight (24 ï 48) 
hours of receipt of the RfTA by the PHA. 
D. The unit must meet Housing Quality Standards (HQS) within 15 calendar days of submission of 
the RfTA. 
E. If the unit fails inspection the Owner & Family will receive a list of deficient items 

a. The family may wait on that unit, or IF VOUCHER has not expired, search for a different unit 
F. If you contact a property owner that has not previously conducted business with Bossier Parish 
Housing Authority please have him/her contact our office prior to submittal of the Request for 
Tenancy Approval so that our office can brief the owner and collect proof of ownership and income 
tax information.  
G. You may mail, fax or hand deliver the RfTA (including proposed Lease) to the Housing office. If the 
RfTA is received by mail or fax and is incomplete, it may be denied. If denied, it will be returned to the 
family at the familyôs present Address as listed on page 2 of the RfTA. 
 Some Reasons your RfTA may be denied: 
 1. Tenant does not sign form or Owner/Manager does not sign form 
 2. Proof of ownership not on file and/or no tax identification information on owner 
 3. Item #3, Requested Beginning Date of Lease, out of range of voucher expiration date 

4. Item #8, Date unit available for inspection, out of range of voucher expiration date 
 5. Items 2, 4, 6, 9, or 11 are blank 

6. Proposed Lease is not provided (See K below), or does not contain HUD requirements 
H. If the issues surrounding a denied RfTA cannot be resolved within Ten (10) days, and your 
voucher has expired, your name will be removed from the waiting list. 
I. From the date that your RfTA is accepted and processed, you have Fifteen (15) days for everything 
to be completed. As noted above, the unit must be inspected and pass inspection (Item E above); you 
must finalize your paperwork with the Housing Office including submission of all documents 
pertaining to the rental of the unit (LEASE, etc) and, Sign and Submit all consent and authorization 
forms (all household adults). 
J. Rent assistance does not begin until all paperwork is complete. If you take possession of the 
property prior to the date that your assistance starts, you are responsible for all rental payments to 
the owner. 

 
Lease Requirements (CFR 982.308) 

 1.  The Lease must specify all of the following: 
a. The names of the owner and the tenant, including the names of PHA approved family 
members or live-in-aide 
b. The complete address of the unit 
c. The term of the lease (initial term) and any provisions for renewal 
d. The amount of the monthly rent to owner 
e. Specification of what utilities and appliances are to be supplied by the owner and what 
utilities and appliances are to be provided by the family  
f. HUD Tenancy Addendum 
g. Lead Paint Disclosure for property built prior to 1978 

2. A sample lease can be found at  
http://office.microsoft.com/en-us/results.aspx?qu=sample+lease 

 
 

Tenancy Addendum HUD Form-52641-A 
 
A. The "Tenancy Addendum" will be attached to, and made a part of, your lease (as indicated on the 
 RfTA and Voucher). 

http://office.microsoft.com/en-us/results.aspx?qu=sample+lease
http://office.microsoft.com/en-us/results.aspx?qu=sample+lease
http://www.hud.gov/offices/adm/hudclips/forms/files/52641-a.pdf
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B. Please review this document carefully and make it available to the prospective landlord/owner. 
C. If there is a conflict between the terms of the Tenancy Addendum and the terms of the lease, the 
 terms of the Tenancy Addendum prevail. 

 

Information to Owners 
 
A. The PHA will furnish prospective owners with the familyôs current address as shown on the RfTA. 
B. If known to the PHA, the name and address of the property owner at the familyôs current and prior 
 address. 

 
PHA Subsidy Standards 
 

One Bedroom will be assigned for:   
A.  Head of household and spouse or other adult in spousal relationship  
B.  Each two family members under age six (6)  
C.  A one, or two, person household that selects an efficiency unit will receive a 0-bedroom voucher 

 
Payment Standards 
 
Payment Standards are assigned based on the bedroom size listed on the voucher (Box 1). 

A. Zero Bedroom = $519 B. One Bedroom =$597 C. Two Bedrooms = $697  
D. Three Bedrooms = $886 E. Four Bedrooms = $913 

The payment standard is the amount that housing would pay for you if you had NO income 

1. If the family rents a unit where the Gross Rent is less than the Payment Standard the Gross Rent 
becomes the Payment Standard. 
2. If the family selects a unit with less bedrooms than are listed on the voucher, and the unit is not 
overcrowded, the voucher size is reduced to match the unit size selected by the family. 

a. The Payment Standard is reduced accordingly 
3. You may rent a larger size unit than that listed on your voucher 
 a. You must be able to afford the unit  
  1. Use the utility allowance for the size unit you are considering 
 b. The voucher size is not increased 

 
Maximum Rent & Affordability 

 
To understand maximum rent and affordability, you need to know the following: 
A. Your affordable amount has to cover the GROSS RENT of the unit. The gross rent is the rent the 

owner charges (line 4 of your worksheet) added to the utility allowance for the unit (line 5 of your 

worksheet). When we issue your paperwork we donôt know what the Gross Rent will be. 
B. The "Payment Standard" (Line 1 of worksheet) will be reduced by your Total Tenant Payment (TTP). 

The TTP is the amount that HUD expects you to pay toward the GROSS RENT1 The TTP is the 
Greater of: 30% Monthly Adjusted Income; 10% Monthly Unadjusted Income; or $50.00). 
1. To determine the Maximum Subsidy subtract your TTP from the Payment Standard or Gross 

Rent (whichever is smaller). Whatever is left is the amount that Housing will pay for you.   
2. The TTP is the minimum amount that a family can expect to pay toward the GROSS RENT 

(Rent to owner and estimated cost of utilities based on the Utility Allowance)  

                                            
1
 See Line 2 of the Worksheet for Housing Choice Voucher Program 
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3. A Sample calculation is included in the briefing packet 
B. Forty percent (40%) of the familyôs monthly-adjusted income is added to the maximum subsidy to 
determine the amount available to the family for their housing costs  

1. The Gross Rent must be at least $1.00 less than your Affordable Amount. 
C. Affordability applies at the time a family is admitted to the program (initial lease-up) or if the family 
moves. 
D. A Caseworker will review your income and expenses with you and show you your affordable 
amount on the Worksheet for Housing Choice Voucher Program Computations 
E. The "GROSS RENT" of the unit you select, regardless of bedroom size, must not exceed the 
Maximum Subsidy (Line 3) + 40%of your Monthly Adjusted Income (next to last line on the worksheet) 

F. Side payments to a landlord/owner are illegal. It is a federal offense for a family to pay or for a 
landlord/owner to accept side payments.  
G. See the Utility Allowance for additional information on determining the Gross Rent. 
H. During the term of the voucher (while you are looking for housing to rent), the only income that will 
be added is that which comes from Court Ordered Child support, Welfare benefits, or SS/SSI, which 
had been previously applied for or wages from a new job. 

1. We will not add contributions to a household in order to make a unit affordable unless it is on 
the form provided by the PHA and is NOTARIZED. 
I. You should promptly report changes in income. A reduction in income will increase the amount of 
the maximum subsidy but will result in an overall reduction in your affordable amount. An increase in 
income will result in a decrease in the maximum subsidy but will result in an overall increase in your 
affordable amount. 
J. Income limits apply. If your income increases, you may not be eligible to retain the voucher.  

 
Rent Reasonableness 

 
A. In addition to being affordable for the family, the rent for the unit must be reasonable. 
B. Item ñ12. aò on the RfTA gives a property owner an opportunity to list comparable rents for other 
units he/she owns. This will aid the PHA in determining Rent Reasonableness. 
C. If the unit is not Rent Reasonable the family and/or the PHA may negotiate the rent with the 
landlord/owner. The landlord/owner is under no obligation to reduce the rent.  
D. The family will be issued a new RfTA and advised to locate other, suitable housing if negotiations 
fail 

 
Utility Allowance 

 
A. The anticipated cost for utility service/appliances that the family will provide, or pay for, while living 
in the unit based on the Utility Allowance for Bossier Parish. The Utility Allowance is included as a 
part of this briefing packet.  
B. To determine the Utility Allowance (UA) for the unit you have selected:  

1. Choose the column that matches the number of bedrooms in the unit you have selected. 
2. Determine Heating Fuel type (Gas/Electric) and mark appropriate item if you will be paying that 
bill. Do not mark if the landlord/owner pays that bill. 
3. Determine Cooking Fuel type (Gas/Electric) and mark appropriate item if you will be paying that 
bill. Do not mark if the landlord/owner pays that bill.  
4. Determine Water Heating type (Gas/Electric) and mark appropriate item if you will be paying that 
bill. Do not mark if the landlord/owner pays that bill.  
5. If you will be paying the electric bill, mark Other Electric. 
6. Mark Water, Sewer, and Trash if you will be paying these bills. Do not mark if the landlord/owner 
pays these bills. 



 7 

7. If the unit comes with Air Conditioning or if you will be providing an air conditioner, mark the air 
conditioning allowance. Do not mark if the landlord/owner pays the bill or if there will be no air 
conditioner for the unit. 
8. Mark the amount for the appliance (stove, refrigerator or both) that you have to provide. Do not 
mark if the landlord/owner provides the appliances.  

C. Add the marked figures together. This is the utility allowance for the unit you have selected. Write 
this number on LINE 5 on your worksheet. Write the rent amount charged for the unit on LINE 4 on 
your worksheet. Add LINE 4 to LINE 5. This is the GROSS RENT for the unit you have selected. If 
this amount exceeds your affordable amount, you may not rent the unit. 
1. You may negotiate the rent with the landlord/owner. The landlord/owner is under no obligation to 
reduce the rent. Side payments are not allowed. Your income will not be adjusted except for those 
items listed at item H under Maximum rent and affordability. 

 

 
HUD Brochure: A Good Place to Live 

A. Describes what the Housing Inspector will be checking for when the unit is inspected. 
Read this booklet before you begin your housing search. It will improve your chances of locating 
housing that can be approved by the PHA. 

 
HUD Brochure: Protect your Family from Lead in your Home 

A. Explains how to protect your family, especially children under the age of 6, from the dangers of 
Lead Based Paint in housing built prior to 1978. 
B. If you have a child in your home under the age of six (6), are pregnant or anticipate becoming 
pregnant it is in your best interest to locate housing built after 1978 to reduce the risk of lead paint 
poisoning. The Apartment List shows the year built. The family is not required to select from any list 
provided by the PHA. 

 
HUD Brochure: Fair Housing, Equal Opportunity for All 

A. Describes types of discrimination and procedures for filing a discrimination complaint. 
B. Housing Discrimination Complaint form (HUD -903-1) is available during regular business hours. A 
Staff member will assist you in completing the form, if needed. 
C. If you feel that a landlord/owner, who does business with our office, has discriminated against you 
please advise our office promptly. 

 
Areas of Concentration 

A. Old Bossier, either side of Texas Street from the river east to the north ïsouth railroad tracks 
B. Barksdale Annex, east of Barksdale Blvd, south of Airline Drive, north of BAFB 
C. Plain Dealing, east of Hwy 3 and south of Hwy 2/Mary Lee Avenue 
D. The census tracts for the highest poverty level in Bossier are as follows: 113, 104, and 112. 
Printed maps follow. Large color-coded maps are available in the office during regular business 
hours. 
 

Additional Housing Sources 
 
Locator Service 
Rent Max    868-6116 
Rent Max is a locator service that CHARGES a FEE to help you locate housing. Bossier Parish 
Housing Authority does not pay this or any other fee.  

 
Local Publications 

http://www.charlestonhousing.com/A%20Good%20Place%20To%20Live.pdf
http://www.epa.gov/lead/pubs/leadpdfe.pdf
http://www.hud.gov/offices/fheo/FHLaws/FairHousingJan2002.pdf
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Bossier Press-Tribune  $.50 each, free online at www.bossierpress.com 
 

The Times The Times Daily Paper $.50, Sunday $1.50, free online at www.shreveporttimes.com 
 

American Classifieds: Free at local businesses and online at www.americanclassifieds.com 
 
If you do not own or have access to a computer, you may wish to stop by the Bossier Parish Library 
where computers are available. 
 

Reporting on Previous Assistance, Electronic Income Tracking, Fraud 
 

  A. PHAôs are required to submit, electronically via the internet, information on every assisted family. If 
you have received assistance at any other PHA, you, and your family members will show up in this 
database. The database is called MTCS, which stands for Multifamily Tenant Characteristic System. 
Reporting through this system gives us access to locate information on your family such as: 
 1. Whether you have been on housing before, if so, when and where 

2. Social Security/SSI income information 
3. State wage information 
4. New Hire database 

   
  B. HUD compares the information that we send them to Social Security Administration (SSA) records 
and Internal Revenue Service (IRS) records. When discrepancies are found, you and/or the PHA 
(depending on the type of discrepancy) are notified so that the matter can be resolved. Some types of 
discrepancies that have been found include:  
 1. Children claimed to be in assisted household reported on an unassisted taxpayer 1040 
 2. Child care claimed for deduction at housing office not claimed on 1040 
 3. SS/SSI for dependent child not reported to housing 
 4. Persons in household that were not reported to the PHA 
It is imperative that you accurately and promptly report changes in your household composition or 
income.  
   
  C. The Office of Inspector General (OIG) investigates and prosecutes, under federal law, all cases of 
fraud where the amount owed to the PHA is $2,000.00 or greater. Penalties include:  
 1. Fines up to $10,000.00 
 2. Imprisonment 
 3. Prohibited from receiving future assistance 
 

  D. This office actively pursues all fraud cases. 
 1. Repayment of debt owed is required immediately and/or housing assistance terminates 
 2. Criminal Prosecution: If the PHA has established criminal intent, and the case meets the 
criteria for prosecution, the PHA will refer the case to the local State or District Attorney, notify HUD's 
RIGI, and terminate rental assistance. 
 

To Contact our office  
 

The website for Bossier Parish Housing Authority is www.bps8h.org 
The site includes email links to each staff member.  
 

Office Hours are 8:00 A.M. until Noon and 1:00 P.M. until 4:30 P.M. Monday ïFriday.  
Clients are seen by appointment.  
 

Telephone Number: 318-747-7823 Fax Number: 318-747-3370  
Mailing Address: 3022 Old Minden Road, Ste. 206, Bossier City, LA 71112 

http://www.bossierpress.com/
http://www.shreveporttimes.com/
http://www.americanclassifieds.com/
http://www.bps8h.org/
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