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The staff at the Missoula Housing Authority welcomes you!  

 
The Missoula Housing Authority (MHA) is an active and progressive public housing agency 

dedicated to creating and improving access to housing opportunities for low and moderate  

income families, while fostering self-sufficiency and economic independence among the  

residents we serve.  We strive to treat the community and our clients with respect, recognizing 

the rights of individuals to live with dignity and security in decent, safe and affordable  

housing. 

 

Through creative partnerships and innovative development, the Missoula Housing Authority 

provides quality housing solutions for low and middle income households in Missoula and the 

surrounding area. 

 

 

 

 

 

Congratulations!  
 

You have been approved to receive rental assistance through the Missoula Housing  

Authorityôs Shelter Plus Care Voucher Program. 
 

The Shelter Plus Care Voucher Program helps you pay rent to a private landlord. You select the 

rental unit you wish to live in, apply to the landlord in the usual way and enter into a lease. The 

MHA will then enter into a contract on your behalf with the landlord, where you will be  

expected to pay 30% of your income to the landlord and the MHA pays the rest of your rent. 

 

You also will work with your Case Manager to access other services tailored to your needs.  

You must maintain active case management throughout your participation. 

 

This booklet explains how the program works and the steps you need to take to find and keep a 

unit. It provides information about Fair Housing, additional benefits and features of our  

program, how to keep your assistance and how to appeal a decision if you need to, among other 

things. You will want to keep this booklet so that you can refer to it as needed. 

 

 

These are the Basic Steps  

The basic steps of admission and participation in the program consist of: 

¶ Receiving the voucher. 

¶ Searching for a unit. 

¶ Getting MHA approval for that unit. 

¶ Signing a lease and meeting with MHA to finalize your move in. 

¶ After that you will have ongoing obligations and activities you will need to do to 

continue receiving assistance. 
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Your Voucher and How it Works 
 

When you have been approved for admission, you are invited to a ñbriefingò where you are  

issued a voucher. The voucher is your ñticketò to search for a unit. It has a limited time or term 

when it is valid. Our voucher term is 60 days. You must find a unit and be approved within that 

60 day period to begin getting assistance. 

 

 

 

 

 

 

 

 

 

 

 

 

If you cannot find a unit that works for you within the 60 days, you may ask for an extension. 

The request for an extension must be in writing and must be received in our office before your 

voucher expiration date.  Be aware that there are only a few reasons we will grant an extension. 

 

Extensions are permissible at the discretion of the MHA up to a maximum of an additional 30 

days for these reasons only: 

 

¶ Extenuating circumstances such as hospitalization or a family emergency for an extended 

period of time which has affected the family's ability to find a unit within the initial sixty-

day period. Verification is required. 

¶ Family qualifies for a 4-bedroom unit or larger. 

¶ As a reasonable accommodation for a disability. 

 

If you are actively searching and have submitted a Request for Tenancy Approval (RFT) from a 

landlord, the time it takes MHA to review, approve and inspect the unit does not count as part 

of your 60 days. For example, if MHA receives an RFT on day 12, a Thursday, and it is  

inspected the following Monday, 4 days later and cannot pass, you will still have 48 days left to 

search.  
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What exactly can you rent? 
 

MHA determines your voucher size ðthe number of bedrooms of your unitð according to 

who is in your household. Then we use HUDôs Fair Market Rents and Utility Allowances to 

define your Gross Rent.  The next section will explain each of these elements. 

 

 

 

 

 

 

 

 

 

How MHA decides your voucher size 

The MHA does not determine who shares a bedroom/sleeping room, but there must be at least 

one person per bedroom on the Voucher. The MHA's subsidy standards for determining 

voucher size shall be applied in a manner consistent with Fair Housing guidelines. 

 

For subsidy standards, an adult is a person 18 years or older. 

All standards in this section relate to the number of bedrooms on the Voucher, not the family's 

actual living arrangements. 

The unit size on the Voucher remains the same as long as the family composition remains the 

same, regardless of the actual unit size rented. 

Dwellings are assigned so that it will not be necessary for persons of opposite sex, other than 

husband and wife, to occupy the same bedroom, except that if necessary at the time of  

admission, two children of opposite sex under six years of age may be permitted to occupy the 

same bedroom.  At admission, one child under three years of age may be permitted to occupy 

the parentsô bedroom; and if necessary for continued occupancy, one child under four years of 

age may be permitted to occupy the parentsô bedroom. 

 

Every family member, regardless of age, is to be counted as a person. 

The MHA will grant an exception upon request as an accommodation for persons with  

disabilities. Circumstances may dictate a larger size than the subsidy standard permits when 

persons cannot share a bedroom because of a need, such as a: 

 

¶ Verified medical or health reason; or 

¶ Elderly persons or persons with disabilities who may require a live-in attendant.  
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How much rent will you pay?  
 

First we determine your Adjusted Annual Income 
 

Here are three made up examples. You may also review your own Calculation 

Summary as a personal example. 

 
Example 1, The Smith Family:  John and Rosie Smith have two children, ages 3 and 6.  Rosie is  

employed full time at the local telephone company and John works part-time for the school district.  The 

Smithôs earn a combined annual income of $21,500  The Smiths have no additional income and no  

assets.  While the Smiths are at work, their two children attend daycare.  Their daycare expenses are  

approximately $150 per month.  Additionally, the Smiths qualify for the standard HUD credit of $480 

per child.  While John has had extensive health problems over the past year, he is not a disabled person.  

Therefore, his medical expenses may not be deducted.  Following is the calculation of their  

annual adjusted income:   

  

Rosieôs Wages:   $13,330  Total Annual Income:  $21,500 

Johnôs Wages:          +   $8,170  Child credit:            -- $960 

Total Annual Income:        $21,500  Day Care expenses            -- $1,800 

      Annual Adjusted Income $18,740 

 

Example 2, David Jones:  David Jones is a single person with no children.  David was involved in a 

serious accident while working for the local lumber mill.  He is now permanently disabled and unable to 

work.  David receives $552 per month in Social Security Disability Payments.  He also receives $78 per 

month as a pension from his former employer.  David has many out-of-pocket medical expenses from 

his injury.  After meeting his medical/disability threshold (3% of Total Annual Income), the remainder 

of his medical expenses are deducted from his annual income.  David pays $58.70 per month for  

Medicare premiums and $495 per year for prescription co-pays.   David also qualifies for the standard 

HUD credit of $400 for disabled households.  Following is the calculation of his annual adjusted  

income: 

 

Davidôs Social Security income:  $6,624  Medicare Premium:   $704.40 

Davidôs Pension:          + $936  Prescription Co-pay:   $495.00 

Total Annual Income:   $7,560         Subtotal:   $1,199.40 

Medical Threshold (3% of income): $227   Subtract Threshold:         ð $227.00 

       Add Disability deduction:   $400.00 

Total Deductions:   $1,372.40 

  Annual Income:  $7,560 

  Deductions:            - $1,372 

 Annual Adjusted Income $6,187   

 

Example 3, Susie Sting and James Mason:  Susie and James are a young couple with no children.  

Both are students at the local University.  Susie works part-time at a daycare and James earns money as 

a firefighter in the summer months.  Neither are disabled and therefore not eligible for medical  

deductions.  Following is the calculation of their annual adjusted income.  

 

Susieôs income:  $7,800  Susie and James have no deductions 

Jamesô income:  $6,634 

Total Annual Income: $14,434  Annual Adjusted Income:  $14,434 
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Fair Market Rent Standards 
 

MHA must base its rental assistance on Fair Market Rent Standards determined each year by 

HUD. This yearôs fair market rent standards are: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your housing cost includes an allowance for any utilities your must pay (rather than provided 

for by the landlord).  HUD issues a Utility Allowance (UA) schedule based on the type of  

utility and type and size of unit.  These are necessary utilities like heat and water, not phone or 

cable.  The current UA schedule is available on our website at www.missoulahousing.org. 

 

Your assistance is based on the ñgross rentò of the unit, which is the contract rent (the amount 

the landlord charges) and the utility allowance (UA) for any utilities you are responsible for.  

 

You must lease in an appropriate sized unit based on your Voucher size.  

 

Note: Shelter Plus care is designed to serve individuals and small families. We do not fund 

large bedroom vouchers. 

 

More on UAs 

Shelter Plus Care assumes that you will pay any utilities you owe first, and then rent. So even if 

you have income and pay 30% toward housing cost, MHA may be paying all your rent. In fact, 

if 30% of your income is too little to cover the utility allowance, 

MHA will actually send you a Utility Reimbursement Payment 

(URP) each month to help you pay for your utilities. 

FAIR MARKET RENT STANDARDS PER BEDROOM/UNIT SIZE 

Fiscal Year 2017 (effective 10/01/2016) 

SHELTER PLUS CARE VOUCHER  

  
Mobile Home Lot 

  
N/A 

  
0/Studio 

  
$646.00 

  
1 Bedroom 

  
$722.00 

  
2 Bedroom 

  
$885.00 

  
3 Bedroom 

  
$1274.00 

  
4 Bedroom 

  
N/A 

  
5 Bedroom 

N/A 

  
6 Bedroom 

  
N/A 
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Example Utility Allowances 

1 bedroom house with gas 

heat and tenant also pays  

water ï UA = $131 

1 bedroom apartment all  

electric utilities UA = $107; 

 

Gas heat instead UA = $82 

1 bedroom mobile home all 

electric UA = $99 
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Search and Lease Process 

 

Now you are ready to look for a unit. You may rent anywhere within MHAôs jurisdictionð

which is the City of Missoula plus ten miles outside the city limits. That includes Lolo, East 

Missoula and Bonner.  

 

Rental Search Resources: 

 
¶ MTHousingSearch.comðwebsite managed and updated by the State of Montana.  Listings 

include Low Income Housing Tax Credit (LIHTC) units.  All LIHTC properties have ADA 

accessible units. 

¶ missoulahousing.orgðMHAôs website with information about our properties and programs. 

¶ Missoula Aging Services (https://missoulaagingservices.org/our-services/resource-center/

housing-and-supportive-services) - housing list with information about senior housing and 

ADA accessible housing. 

¶ ASUM Renter Center (http://www.umt.edu/asum/asum_agencies/

Off_Campus_Renter_Center/) - another website with various rental listings as well as  

       resources for renters. 

¶ MHA binder in our front lobbyðupdated weekly with rental listings from various property 

management companies and landlords. 

 

If you find a landlord not currently working with us that would like to, please have them contact 

our office for information on participating.  They may also visit our website at 

www.missoulahousing.org/landlords. 

ñCan I rent a unit that costs more than the fair market rent if I pay the extra?ò 

No. HUD requires you to pay 30% and MHA the rest. But if the unit is a little more than the 

fair market rent, have the landlord submit the Request for Tenancy and MHA staff will review 

it. We must compare it to other units in the community to make sure its reasonable rent, and 

we can negotiate on your behalf with the landlord. 
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Poverty Census Map 

 
MHA encourages you to look in areas that are not concentrations of low-income households.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Yellow areas are high poverty and Purple areas low poverty 
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Getting the unit approved by MHA: 

Request for Tenancy Approval (RFT) 
 

When you find a unit you are interested in, contact the landlord and follow his application  

process. Once approved, give the landlord the document called Request for Tenancy  

Approval (or RFT). They will fill out the unit information, such as number of bedrooms, 

type of unit, rent, when itôs available and so on. Our packet also asks the landlord to  

provide other information, such as about lead based paint. 

 

When we receive your RFT, your program specialist will review it to see if it meets your  

affordability. If it is close but a little too high, we will negotiate with the landlord to try to 

lower it to make it work. Your program specialist will then give it to our inspector. We try 

to complete the inspection within two business daysðoften even more quickly. When we 

receive an RFT, the clock on your voucher stops until we either approve or deny that unit. 

 

We will give a family only one RFT at a time. Landlords working with us know that  

policy and are usually willing to hold a unit while we approve it because they know you 

are not looking at other landlords. If the unit doesnôt work out, contact your program  

specialist to get another RFT. 

 

Each unit must pass the Housing Quality Standards inspection prior to your signing the 

lease. The unit also must be inspected at least once a year. 


