
Housing Mobility 
Toolkit: Updating 
Program Materials 
12 September 2023
Janie Oliphant | FirstPic, Inc



Welcome
Alison Bell

HUD’s Office of Public Housing and Voucher Programs



Introduction to 
Housing 
Mobility 
Programs

 Combination of administrative policies, client services, financial 
assistance, and owner outreach activities aimed at helping 
Housing Choice Voucher (HCV) holders move into and maintain 
residency in Opportunity Areas

 Assist low-income families, subsidized by HCVs, to live in middle- 
and high-income communities and benefit from the community’s 
resources 

 Housing Mobility Programs help to fulfill a variety of goals:
 Racial and economic integration 
 Social mobility and health benefits
 Reducing harms associated with living in high-poverty 

communities 
 Affirmatively furthering Fair Housing 



Toolkit 
Audience

 PHA(s) and their service providers in order to develop 
their own Housing Mobility Program

 Requires participation by PHAs in order to make 
administrative/process updates to improve chances of 
families leasing in Opportunity Areas 

 Significant customization required to put toolkit 
contents into practice

 Available for download here: 
https://www.hudexchange.info/programs/public-
housing/housing-mobility-toolkit/ 

https://www.hudexchange.info/programs/public-housing/housing-mobility-toolkit/
https://www.hudexchange.info/programs/public-housing/housing-mobility-toolkit/


Program 
Setup 
Attachments: 
Updating 
Housing 
Mobility 
Toolkit 
Materials



Housing 
Mobility 
Toolkit 
Materials



Overarching 
Recommendations

 The materials were developed with a specific program model and 
set of program policies that may or may not be applicable to your 
final program design 

 Rules and regulations for the HCV program were current as of 
March, 2023 – materials may require updates as HCV rules change

 Some sections require updates:
 PHA-specific policies 

 Final versions of financial assistance and financial incentives

 Denoted with brackets and highlights, for example: “[Update to 
reflect final program parameters]” 

 Read everything, but when in doubt, control+F for:
 Brackets

 Naming conventions 



Program Setup 
Attachments 

 Updating Housing Mobility Toolkit Materials: A description of 
how to update materials for programs’ individual use 

 Enrollment and Caseload Estimator: Calculator to estimate the 
number of active participants based on the number of invitations 
sent to HCV households, and assumptions about the percentage 
of accepted invitations and drop off between program phases

 Sample First Year Annual Budget: Calculator to estimate 
program costs based on a number of assumptions

 Sample Materials for Program Staffing: Description of program 
roles, sample job postings, and sample training plans

 Sample Case Management System Data Collection: A list of 
tables and datapoints to consider including in a case management 
system for a Housing Mobility Program



PROGRAM SETUP 
ATTACHMENTS:

Enrollment 
and Caseload 
Estimator



PROGRAM SETUP 
ATTACHMENTS:

Sample First 
Year Annual 
Budget



PROGRAM SETUP 
ATTACHMENTS:

Sample 
Materials for 
Program 
Staffing

 Update job descriptions to reflect changes to program activities or 
responsibilities to roles

 Update to reflect applicable federal, state, or local laws 

 Ensure they are in compliance with general PHA/organization 
policies, best aided by a review by legal/HR



PROGRAM SETUP 
ATTACHMENTS:

Sample Case 
Management 
System Data 
Collection

 Datapoints, tables, and connection points between different 
tables to use as a starting point for developing a case 
management system 

 Needs to be updated to reflect program activities and any other 
data the program creators want to collect 



Program 
Manual

 This is the primary training and reference tool for program staff to 
use in performing their activities and daily functions

 Requires extensive customizations in order to use and adopt for an 
individual program

 Final set of activities selected for the program 

 Policies associated with the program activities 

 Financial assistance and incentives offered as a part of the program 

 Updates to goals, required materials, associated team members, 
and activity rationale 



Program 
Manual 
Example



Program 
Manual 
Attachments1 

 Client Binder: A sample of the primary set of documents received by 
families in the Housing Mobility Program, saved as a Word document 
that may be updated for PHAs’ use

 Client Binder Example: A filled out version of the “Client Binder,” 
provided as an example of how Housing Mobility Program staff and 
the participant might fill out the “Client Binder”

 Introduction to the Housing Mobility Program: A PowerPoint 
presentation introducing the program to potential participants

 Introduction to the Housing Mobility Program Facilitator Guide: A 
facilitator guide, available as a Word document, to complement the 
Introduction to the Housing Mobility Program PowerPoint 
presentation

 Sample Outreach and Enrollment Calendar: A sample calendar 
offering a timeline for when to begin outreach to current voucher 
holders based on their recertification date

 Sample Current Voucher Holder Outreach Letter: A sample letter 
inviting current voucher holders to participate in the Housing Mobility 
Program

 Sample Outreach Email Response Script: A sample email response 
to a potential applicant who contacted the program via email 
inquiring about how to participate



Program 
Manual 
Attachments2 

 Sample Phone Call Script: A sample script responding to a potential 
applicant who called in to the program inquiring about how to 
participate

 Sample Webpages: Sample text for PHAs to use and adapt when 
developing their own program webpages

 Sample Owner Brochure: A sample tri-fold brochure Word document 
inviting property owners to participate in the Housing Mobility 
Program

 Sample Participant Brochure: A sample tri-fold brochure Word 
document inviting families with HCVs to participate in the Housing 
Mobility Program

 Sample Address Locator Tool: A Word document describing the 
purpose and function of an Address Locator Tool, including a link to a 
video with a sample Address Locator Tool

 Sample Affordability Calculator: An Excel file that enables the user 
to identify what a family can afford in contract rent by their voucher 
size, income, and payment standard area

 Sample Administration Calendar: A set of reoccurring tasks that a 
Housing Mobility Program administrator would need to perform 
regularly to help the Housing Mobility Program function efficiently 
and effectively



Program 
Manual 
Attachments3 

 Sample Financial Coaching Referral Email: An email offering an 
example of a warm hand off between the Housing Mobility Program 
and the referral partner

 Sample Post-Move Assessment: A sample assessment that may be 
used after a family moves into an Opportunity Area to identify if there 
are any unmet needs or issues that the family may need assistance 
with resolving in order maintain residency in their new unit

 Sample Damage Mitigation Fund Application: A sample application 
that a property owner would fill out to request reimbursement from a 
damage mitigation fund

 Sample Security Deposit Promissory Note: A sample promissory 
note from a PHA to a property owner that they will receive their 
security deposit after receipt of the executed lease

 Sample Utility Arrears Payment Request Form: A sample form for 
Housing Mobility Program staff to fill out on behalf of a family in order 
to pay a utility arrear so the family can establish a utility service at 
their new Opportunity Area unit



Moving with the Housing Mobility 
Program Overview

Housing Mobility Program 
Participant Expectations Form 

PROGRAM MANUAL 
ATTACHMENTS:

Client Binder1



Neighborhood DescriptionsOpportunity Area Map

PROGRAM MANUAL 
ATTACHMENTS:

Client Binder2



Financial Coaching Referral 
Example

Credit Report Summary

PROGRAM MANUAL 
ATTACHMENTS:

Client Binder3



Affordability MapFamily Preparation Plan

PROGRAM MANUAL 
ATTACHMENTS:

Client Binder4



Workshop Calendars Tips for Searching for Housing 

PROGRAM MANUAL 
ATTACHMENTS:

Client Binder5



Financial Assistance and 
Reimbursement Request Form

Application Cover Letter

PROGRAM MANUAL 
ATTACHMENTS:

Client Binder6



RFTA Cover Letter 
Addressing Discrimination in the 
Rental Market

PROGRAM MANUAL 
ATTACHMENTS:

Client Binder7



Post-Move Welcome PacketHolding Fee Agreement

PROGRAM MANUAL 
ATTACHMENTS:

Client Binder8



PROGRAM MANUAL 
ATTACHMENTS:

Client Binder9

Post-move Frequently Asked Questions



PROGRAM MANUAL 
ATTACHMENTS:

Affordability 
Calculator 

 Baseline tab: Update geographic boundaries of payment standard 
areas

 Family budget tab: Update geographic boundaries of payment 
standard areas and average utility allowance by bedroom size

 Affordability 2023: List of affordability by payment standard area 
and voucher bedroom size, calculated by subtracting the average 
utility allowance from the payment standard

 Payment standards 2023: Payment standard schedule 

 A full list instructions to update and instructional video is 
available on the “updating this file” tab



Workshop 
Materials 

 Housing Search Workshop
 Housing Search Workshop (PPT)

 Housing Search Workshop Facilitator Guide (Word) 

 Housing Search Workshop Group Activities (Word)

 Housing Search Workshop Participant Booklet (Word) 

 Money Management Workshop Materials 
 Money Management Workshop (PPT)

 Money Management Facilitator Guide (Word) 

 Money Management Workshop Participant Booklet (Word)

 Renter’s Workshop Materials 
 Renter’s Workshop (PPT)

 Renter’s Workshop Facilitator Guide (Word) 

 Renter’s Workshop Quizipop (PPT)

 Renter’s Workshop Participant Booklet (Word) 

 Quizipop Instructions (Word) 



WORKSHOP MATERIALS:

Housing 
Search 
Workshop

 How to use the Address Locator Tool

 Geographic payment standard area

 Local and state housing law

 Group activity examples 

 Popular housing search engines for the region



WORKSHOP MATERIALS:

Renter’s 
Workshop

 PHA-specific policies and procedures 

 Local and state housing law

 Available resources in the region 



WORKSHOP MATERIALS:

Money 
Management

 Regional average cost to move 

 Local resources to furnish a home 

 Methods for paying local utilities 

 Information for the financial coaching referral partner

 How to update income at the PHA(s)



Closing 



Previous 
Webinars on 
the Housing 
Mobility 
Toolkit

 Introduction to the Housing Mobility Toolkit, 4/26

 Program Overview, 6/27

 Program Setup, 8/1 

 Program Framework, 8/15

 Find past trainings on HUD’s training on HCV webpage: 
https://www.hud.gov/program_offices/public_indian_housing/pro
grams/hcv/program_trainings_and_resources/previous 

https://www.hud.gov/program_offices/public_indian_housing/programs/hcv/program_trainings_and_resources/previous
https://www.hud.gov/program_offices/public_indian_housing/programs/hcv/program_trainings_and_resources/previous


Stay Informed

 HUD’s webpage on Housing Mobility: 
https://www.hud.gov/program_offices/public_indian_housing/pro
grams/hcv/housingmobility  

 HUD’s webpage on HCV Trainings: 
https://www.hud.gov/program_offices/public_indian_housing/pro
grams/hcv/program_trainings_and_resources  

 Sign up for the HCV Connect Newsletter: 
https://public.govdelivery.com/accounts/USHUDPIH/signup/28268  

https://www.hud.gov/program_offices/public_indian_housing/programs/hcv/housingmobility
https://www.hud.gov/program_offices/public_indian_housing/programs/hcv/housingmobility
https://www.hud.gov/program_offices/public_indian_housing/programs/hcv/program_trainings_and_resources
https://www.hud.gov/program_offices/public_indian_housing/programs/hcv/program_trainings_and_resources
https://public.govdelivery.com/accounts/USHUDPIH/signup/28268


Questions? 
Mobility@firstpic.org 

mailto:joliphant@firstpic.org
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