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Agenda

Online RFTA 
Walkthrough

New Releases on 
Affordablehousing.com

RFTA to Lease Up 
Process Review



Preferred Online Request for Tenancy Approval (RFTA)

For faster processing, complete a RFTA online at:

Delaware.AffordableHousing.com/RFTA

1. Click on “Complete RFTA Online.”

2. Create an account or sign-in to AffordableHousing.com.

3. Choose the correct PHA issuing the voucher, then enter unit information 
and tenant contact details. Please verify tenant contact details before 
proceeding.

4. Review and complete RFTA packet. If there are errors in the RFTA, please 
reach out to RFTA@affordablehousing.com for corrections.

5. Sign and submit for tenant signature and PHA approval.

mailto:RFTA@affordablehousing.com


Paper RFTA (PHYSICAL PACKET For Reasonable Accommodation Only)

Complete and Return RFTA Packet
• Attachment #1 - Landlord must read and sign the acknowledgment.

• Attachment #2 (HUD Form 52517) - Landlord must complete lines 2 thru 15. Both the 
Landlord and the Tenant must fill in their contact information, and sign and date the form.

• Attachment #3 - Landlord and Tenant must read and sign where indicated.

• Attachment #4 - Tenant must read, complete and sign.

• Attachment #5 (HUD Form 52641-A) - This Tenancy Addendum must be attached to any 
proposed Lease. Landlords should keep this Attachment until the lease is signed.

• Attachment #6 (HUD Form 52580) - Please refer to the HQS inspection checklist. The 
NSPIRE requirements and implementation date are subject to change pursuant to 

HUD guidance.

Send a completed RFTA form to RFTA@affordablehousing.com or 
drop off to the PHA issuing the voucher for processing.



Delaware.Affordablehousing.com/Landlords

Start the RFTA 
submission 
process here



Select the 
PHA

Enter Property 
Details



Enter Renter information



Review and 
complete all 
forms, then sign 
and submit your 
RFTA packet

Once submitted, Renter is sent an email to sign, or AffordableHousing.com will 
contact Renter to sign by paper and then upload to the digital packet



View the status of your RFTA in the dashboard 
and by email



New! Market 
Rent Reports
• Complete a rent assessment when 

submitting a RFTA
• Speed up processing by completing your 

report when RFTA is submitted
• Landlords receive an email with an 

invitation to complete the report
• Your MRR is sent to the PHA for review 

with your RFTA
• This is OPTIONAL, not required to 

complete the RFTA
• Rent reasonableness will still be 

conducted by PHA 



You will receive an email with a link to “Start Report”
Log in or create an account

Choose the property from the dropdown or enter property details
Click on “Get New Report”



Agree to terms then generate report



View your Market Rent Report



If rent may not be reasonable, accept lower 
amount or supply supporting information



Guides and videos are on the website



Online/Paper RFTA 
initiated.

The RFTA has been 
reviewed and 
accepted for 

processing by the 
PHA.

PHA checks 
affordability, rent 
reasonableness, 

schedules an HQS 
inspection.

Unit passes HQS 
Inspection.

Tenancy Addendum 
and Lease Signing – 

PHA approval

Fail Inspection & 
PHA schedules a 

Reinspection 

The RFTA is missing 
information and is 
incomplete. PHA 
will not process.

Landlord to fully 
complete the RFTA.

RFTA to Lease up – standard process
---------Seven to Ten Business Days ------
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Online/Paper 
RFTA initiated.

The RFTA has 
been reviewed 
and accepted 
for processing 

by the PHA.

Optional: 
Landlord 

initiates Market 
Rent Report 
and sends 

report to PHA.
PHA checks 
affordability, 

verify rent 
reasonableness, 

schedules an 
HQS inspection.

Unit passes 
HQS 

Inspection.

Tenancy 
Addendum and 
Lease Signing – 
PHA approval

Fail Inspection 
& PHA 

schedules a 
Reinspection The RFTA is 

missing 
information 

and is 
incomplete. 
PHA will not 

process.

Landlord to fully 
complete the 

RFTA.

RFTA to Lease up – with market rent check

---------Seven to Ten Business Days ------
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PHA Contact Information 
• Dover Housing Authority – 

dover.housingauthority@dhade.org 
• Delaware State Housing Authority – 

DSHA_hcvmoves@delaware.gov 
• Newark Housing Authority – 

https://newarkhousingauthority.net/contact/
• New Castle County Housing Authority – 

housingchoicevoucher@newcastlede.gov 
• Wilmington Housing Authority – 

WHA_RFTA@whadelaware.org

Q&A

mailto:dover.housingauthority@dhade.org
mailto:DSHA_hcvmoves@delaware.gov
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fnewarkhousingauthority.net%2Fcontact%2F&data=05%7C02%7Ccaitlin.delcollo%40delaware.gov%7C3de80bcc42dd41cc6a8708de26cfa31c%7C8c09e56951c54deeabb28b99c32a4396%7C0%7C0%7C638990870430117414%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=%2FtPHsn7nPzZqj3JETdCB%2B49Dyl8uOWUtm%2Fs1nYLoaN8%3D&reserved=0
mailto:housingchoicevoucher@newcastlede.gov
mailto:WHA_RFTA@whadelaware.org
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