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Congratulations on finding a NYC apartment. The hardest part is done but there’s still some work that needs 
to happen before you can move into your new home. Most of the work will be done by your case worker, 
peer coordinator or housing specialist but you will need to provide a number of documents and sign some 
papers to help speed up the process and ensure that you keep the apartment that you viewed.   
 
The amount of work and the time it takes usually depends on the type of rental subsidy that you have. The 
following questions and answers are here to help you understand what your Veteran Peer Coordinator (VPC) 
and case manager are doing for you and what you should know during your housing process. If you have 
other questions, please do not hesitate to ask them. 
 
Q: “What happens next?” 
A: Once you have chosen and been approved by a property owner for an apartment, there are a series of 
steps you will participate in that must occur before you can move in.   
• You will view the apartment and confirm that you are accepting it 
• The apartment must pass an inspection  
• You must sign a lease agreeing to the terms and conditions   
• You may need to open a Public Assistance case  
• If you qualify, you may request a furniture allowance 
• If you’re receiving assistance from an SSVF provider, you should consult your case manager about what 

moving related costs they can cover 
• If you’re working with a HUD VASH Caseworker, you should keep them informed of the steps you that 

have completed in this process  
• Please attend all your appointments and sign any subsidy or housing related forms presented to you 
 
Once those steps are complete, a rental breakdown letter will be issued and a complete “packet” (see 
Housing Packet information below) will be submitted to the Human Resources Administration (HRA) to 
process checks, a security deposit voucher, etc. After everything is received by the landlord, you will be 
invited to pick up your keys and schedule a date to move in. 
 
Q: “What in my housing packet?” 
A:  Your housing packet may vary depending on your type of housing subsidy and if/how your new building is 
subsidized. The following is a list of what may be needed for your packet to be complete: 
• Photo Identification 
• DD-214/ Statement of Service 
• Subsidy Award Letter (Check for expiration Date) 
• Proof of income 

o Bank Statements for the last 6 months  
o The last 4 paystubs and/or Notarized Employment Letter 
o Your SSI/SSD Award letter 
o VA Disability Award letter 
o 1099 or W2 

• Social Security Card (For all the Household members) 
• Shelter Residency Letter 
• Birth Certificates (For all the Household Members) 
• Marriage Certificate or Domestic Partnership Certificate 
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The landlord is also responsible for certain paperwork. Please work closely with your Case Manager/VPC to 
make sure that everything has been submitted. 
 
Q: “How long will this all take?” 
A: Once your housing application is accepted by the property owner for an apartment, the leasing process 
should take around two to four weeks depending on the results of the apartment’s inspection. 
 
Q: “What am I expected to do while all of this is happening?” 
A: It is important to check in with your VPC and/or case manager regularly throughout the process. Be honest 
and upfront about any changes to your life, including a change in your income, experiences with law 
enforcement, your family situation, etc. Certain changes, if not reported, could delay your move. 
 
Q: “What happens when I can’t afford to move all of my stuff.” 
A: You should consult with your VPC and/or case manager to discuss your eligibility for furniture allowance or 
funding to transport your belongings from storage. If you’re enrolled with an SSVF provider, they may also be 
able to provide assistance.  
 
Q: “Once I sign my lease am I expected to move immediately?” 
A: Yes, if possible. Coordinate with your shelter case manager to ensure that you have enough time to check 
out of the shelter and move into your new apartment. 
 
Q: “How do I pay my rent?” 
A: During the lease signing it is important to ask your landlord’s preference on paying rent. Many landlords 
prefer to receive rent via direct deposit, which requires a checking account and enrolling in the landlord’s 
preferred system for depositing rent. It is recommended that you either pay through direct deposit, money 
order or other means that provide you with a receipt. Paying by cash is not advisable but, if you do, it’s 
important to receive a receipt to prove that you paid your share (and when you paid it).  
 
Q: “Ok, I’ve got my keys, moved in, and enrolled in direct deposit. Who do I contact if I have issues paying 
rent or dealing with my landlord?” 
A: Please touch base with your Case Manger or HUD-VASH worker. They are your first line of defense. If all 
else fails, please feel free to contact the New York City’s Department of Veterans’ Services hotline and it will 
connect you with an Aftercare Coordinator to help you resolve any issues that arise after you move in. You 
can reach the hotline Monday-Friday, 9 AM - 5 PM at 646-740-8156. 
 
Q: When do I receive my furniture allowance? 
A: Normally, you should receive your furniture allowance when you receive your rental checks. That time 
frame various on a case by case basis. If you need to know an exact date, please contact your VPC, housing 
navigator or case manager. 
 
Q: When should I start paying my share of the monthly rent? 
A: If you have a share of rent to pay please start on the first of the following month.  
Example: My lease was signed on January 1, 2018 and my share of the rent is $215 per month. I should pay 
that $215 on February 1, 2018. Even if you signed your lease on the 15th of the month, the same rule applies. 


