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Purpose
• Right now, each Property Manager /Management Company uses their 

own application to process supportive housing referrals for their 
buildings.

• We see many inconsistencies across applications asking varying levels of 
information

• Sometimes irrelevant or inappropriate questions are asked

• Shelters and case managers do not know what to expect when helping their 
clients complete these applications

• We’re hoping the universal application makes things simpler and faster 
while ensuring compliance with LIHTC (and other regs).

• The standardized property management application will:
• Only ask relevant questions for processing supportive housing referrals

• Get Property Management the information needed to determine eligibility 
and collect required documentation 2



HPD Process with Stakeholders 

• This application was created from the standardized Housing Connect 
application all marketing agents are already required to use for housing 
lotteries

• HPD, HRA, and DOHMH met with several marketing and managing 
agencies to review the proposed standardized application to ensure it 
met their needs. We gathered valuable information on required 
information and clarity of form sections.

• Feedback was considered and incorporated in the finalized application 
we are presenting today.
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Review Standard Application Form
• Fillable PDF Format

• Click on field, then type in information

• Highlighted sections indicate where supporting documents may be required

• Electronic signature accepted

• It’s important to ensure the information is correct – especially contact 
information and mailing address

• For alternate contact, include the case manager assisting the household

• Let’s begin reviewing the form – please put your questions in the chat

Note! This is a standardized property management application. This does 
NOT replace the rental subsidy applications required by HCV, PBV, 15/15, 
CoC, etc.
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There are different applications to be completed at each 

stage of the process -  eligibility, compliance, and rental 

assistance.



6



7



8



9



10



11



Implementation
• All property managers will begin using the standardized 

application immediately 

• Within 48 hrs of an interview outcome “Pending Approval” or 
“Accepted / Pending Move In”, property management will 
complete the top section of page 1 and have the housing provider 
upload it into CAPS

• Housing Providers will also upload to CAPS only the relevant tax 
credit forms from HPD’s website

• Referring agencies will upload the completed application and 
LIHTC forms in CAPS 12

https://www.nyc.gov/site/hpd/services-and-information/tax-credit-and-home-compliance.page


Let’s answer select questions in 
the Chat
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Resources
Supportive Housing Navigation Tools

These new Supportive Housing Navigation materials have been developed for clients seeking permanent supportive 
housing, and staff assisting them. Materials were developed with support from a HUD technical assistance team based 
on input from clients and providers and with oversight from a city core team comprised of DSS, HRA, DHS, and HPD 
staff.

• Supportive Housing Provider Referral Guide (.pdf) -  For staff, provides a table with contacts for re-renting units.

• Supportive Housing Brochure (.pdf) - A brochure to support staff working with clients who are seeking to gain 
more understanding of Supportive Housing.  

• Guide to Supportive Housing (.pdf)– For clients who may be eligible and are applying for permanent supportive 
housing, along with case managers and other staff who help clients navigate through this process. The guide 
includes a basic overview of the permanent supportive housing application and placement process via CAPS, 
including general timelines and practical tips.

• Quick Guide to Supportive Housing for Clients (.pdf)– Oriented to clients, provides a high-level overview of the 
five basic stages in the CAPS process, including important “to-do” items and tips for clients.

• Frequently Asked Questions (FAQs) for Clients (.pdf)– For clients, addressing some of the most common 
questions around supportive housing application, determination and placement processes.

• Frequently Asked Questions (FAQs) for Service Providers (.pdf)– For staff assisting clients, also addressing 
common questions.

• Guidance Documents for Supportive Housing Providers and Property Managers - Below are guidance 
documents jointly issued in July 2023 by HRA, DoHMH, and HPD. These documents clarify the City’s expectations 
for processes and polices related to referral, intake, and admission to City-funded supportive housing projects.

• NEW - Cover Letter for Supportive Housing Standard Application for Leasing (.pdf)

• NEW - Supportive Housing Standard Application for Leasing Form (pdf.)

• Training on Low Barrier Supportive Housing Referral, Intake and Admissions Practices (.mp4), View 
Training PowerPoint (.pdf)

• HRA, DoHMH, and HPD have issued guidance documents related to low barrier supportive housing 
referral, intake and admissions practices. Please listen to the training video to learn about the 
expectations set forth in the documents. (Presented on 07.27.2023)

• 2023 NYC Consolidated Supportive Housing Placement Guidance (.pdf)

• 2023 Memorandum of Low Barrier Admissions (.pdf)

• Supportive Programs Document Tool (.pdf)

• Low Barrier Admissions Guidance (.pdf)
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https://www.nyc.gov/assets/nycccoc/downloads/pdf/Supportive%20Housing%20Re-Rental%20Provider%20Guide_JULY%202023.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Supportive%20Housing%20Client%20Brochure.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/NYC%20CoC%20Guide%20to%20Supportive%20Housing%202022.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/NYC%20CoC%20Quick%20Guide%20to%20Supportive%20Housing%20for%20Clients%202022.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/NYC%20CoC%20Supportive%20Housing%20FAQ%20for%20Clients%202022.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/NYC%20CoC%20Supportive%20Housing%20FAQ%20for%20Service%20Providers%202022.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Cover%20Letter%20for%20Supportive%20Housing%20Standard%20Application%20for%20Leasing%207-15-2024.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Supportive%20Housing%20Standard%20%20Application%20for%20Leasing%20Form%207.15.2024.pdf
https://s-media.nyc.gov/agencies/nycccoc/Low-Barrier-Admission-Policy-Presentation.mp4
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Training%20on%20NYC%20Supportive%20Housing%20July%202023.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Training%20on%20NYC%20Supportive%20Housing%20July%202023.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/2023%20NYC%20Consolidated%20Supportive%20Housing%20Placement%20Guidance.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/2023%20Memorandum%20on%20Low%20Barrier%20Admissions%20Policies.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/HPD%20and%20HDC%20Rental%20subsidy%20and%20tax%20code%20document%20chart.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Guidance%20Presentation%20Chat%20QA_final.pdf


Resources
CAPS User Guides

• Determination Letter Overview Video

• Dashboard Deck

• Application Deck

• Module One: Logging into CAPS and Managing User IDs 
and Passwords

• Module Two: Introduction to CAPS Functionality

• Module Three: Agency Site Request and Maintenance

• Module Four: Vacancy Control System - Completing 
Rosters

• Module Five: Completing the Turn Around Document (TAD)

• Guide to Navigating the CAPS Follow-up Queue for 
Housing Providers

• Guide to Navigating the CAPS Follow-up Queue for 
Referring Agencies 15

https://www.nyc.gov/assets/nycccoc/media/DeterminationLetter/index.html
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Dashboard%2010-19-2020%20FINAL_FINAL.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Application%20FINAL%2010-19-2020_FINAL.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/CAPS%20User%20Guide-Module%20One-Logging%20into%20CAPS%20and%20Managing%20User%20IDs%20and%20Passwords.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/CAPS%20User%20Guide-Module%20One-Logging%20into%20CAPS%20and%20Managing%20User%20IDs%20and%20Passwords.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/CAPS%20User%20Guide-Module%20Two%20-%20Introduction%20to%20CAPS%20Functionality.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/CAPS%20User%20Guide-Module%20Three%20-%20Agency%20Site%20Request%20and%20Maintenance.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/CAPS%20User%20Guide-Module%20Four-VCS-Completing%20Rosters.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/CAPS%20User%20Guide-Module%20Four-VCS-Completing%20Rosters.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/CAPS%20User%20Guide-Module%20Five%20-%20Completing%20the%20TAD.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Guide%20to%20Navigating%20the%20CAPS%20Follow-up%20Queue_HP_final.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Guide%20to%20Navigating%20the%20CAPS%20Follow-up%20Queue_HP_final.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Guide%20to%20Navigating%20the%20CAPS%20Follow-up%20Queue_RA_Fin.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Guide%20to%20Navigating%20the%20CAPS%20Follow-up%20Queue_RA_Fin.pdf


Resources
Additional CAPS Resources

• Below you will find a list of compiled Coordinated Assessment and Placement System (CAPS) resources 
including the CAPS Policy & Procedure Manual, fact sheets, FAQs, and more.

• Professionals to Complete Psychiatric Evaluations (PDF) This document lists the professionals who 
can complete a psychiatric evaluation for the NYC Supportive Housing Application.

• CAPS Glossary (PDF) A glossary of government agencies, housing and service models, commonly used 
terms (including medical, psychiatric, medication, etc.) and acronyms used in the Supportive Housing field. 
There are also important references to websites for additional information.

• First Year Evaluation of CAPS Survey (PDF) This report presents the DSS Office of Evaluation and 
Research (OER)'s evaluation of the first year of CAPS implementation, focusing on the initial 2018 roll-out 
experiences of the CAPS survey in DHS single-adult assessment shelters.

• CAPS Policies and Procedures (PDF) The CAPS Policy & Procedure manual was unanimously 
approved by the CoC Steering Committee on Oct. 20, 2023. Updates include better alignment with overall 
CoC policies; updated CAPS committees; updated links to external documents.

• SVA Criteria Fact Sheet (PDF) In May of 2019, hundreds of stakeholders approved additional criteria to 
add to the existing Standardized Vulnerability Assessment (SVA).

• SVA Training (PDF) This training explains how the SVA works, where the information comes from and 
how to understand it.

• Supportive Housing Descriptions and Criteria (PDF) A comprehensive list of the supportive housing 
types, the clinical and homeless criteria, and documentation requirements for the supportive housing 
application.

• Supportive Housing Populations and Placement Agencies (PDF) A comprehensive list of population 
types and corresponding placement agencies.

• Supportive Housing Re-Rental Provider Referral Guide (PDF) A guidance for re-rental referrals only for 
both scattered-site and congregate units.

• NYC CAPS Frequently Asked Questions (PDF) HRA PACT created this detailed FAQ for service 
providers using the CAPS Survey and Supportive Housing Application

• Homeless Verification and Documentation Reference Sheet (PDF) Updated guidance on which 
service providers may provide documentation of homelessness for the NYC Supportive Housing 
Application.
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https://www.nyc.gov/assets/nycccoc/downloads/pdf/Professions_to_complete_PE_September%202023.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/CAPS_Glossary_12721_final.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/DSS%20OER%20CAPS%20Evaluation%20Brief%2010.2020.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/CAPS%20Policy%20and%20Procedure_October%202023_FINAL.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/SVA_CriteriaFactSheet.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/SVA_Training.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Supportive_Housing_Types%208.28.23.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Supportive%20Housing%20Populations%20and%20Placement%20Agencies_04.23.24.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Supportive%20Housing%20Re-Rental%20Provider%20Guide_JAN%202024.pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/FAQ_Supportive_Housing_Application%20(1).pdf
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Homeless%20Verification%20and%20Documentation%20Reference%20Sheet.pdf


Resources
Webinars & Presentations

CAPS Follow-up Queue Training for Housing Providers & Referring Agencies,

• Housing Providers Webinar Recording, PowerPoint Slides (.pdf)

• Referring Agencies Webinar Recording, PowerPoint Slides (.pdf)

Presented in September 2023

Effective August 29, 2023, the Coordinated Assessment Placement System (CAPS) now includes new functionality to manage the placement process for 
clients referred by HRA’s Office of Supportive/Affordable Housing Services (OSAHS) to rerental supportive housing units. The follow-up queue allows for 
referring agencies, housing providers and OSAHS staff to communicate, upload documents and monitor the status of clients in the placement process. This 
training provides an overview of the new functionality and how users can update the status of clients in the placement process.

HRA Update on Homeless Verification and Documentation,

• Webinar recording (Youtube)

Presented on February 2, 2023

Effective October 1, 2022, human service professionals are now able to provide unsheltered homeless verification letters for the NYC Supportive Housing 
Application. Human service professionals are individuals who have regular contact and provide services to unsheltered households. They must attempt to 
obtain homeless verification from a homeless service provider and provide an attestation based on the professional’s best judgment that the household is 
living in a place not meant for human habitation.

Referral Request Queue (RRQ) Training,

• Webinar recording (Youtube), PowerPoint slides (.pdf)

Presented on December 15, 2022

The training will provide an overview of the Referral Request Queue (RRQ) function for supportive housing providers. We will review navigation in CAPS and 
learn how to make a referral request for vacant units to HRA OSAHS.

Supportive Housing Application Training,

• Webinar recording (.mp4), PowerPoint slides (.pdf)

Presented on July 27, 2022

The goal of this training was to increase the knowledge of CAPS users to build quality applications that support the type and level of housing requested. The 
training provided an overview of the Coordinated Assessment Survey and Supportive Housing Application. It addressed CAPS navigation and how to 
troubleshoot common issues that result in an incomplete application.

CAPS Turn Around Document (TAD) Requirements Training,

• Webinar recording (Youtube), PowerPoint slides (.pdf)

Presented on April 29, 2021

This webinar was an overview of changes made to CAPS to inform housing providers about Turn Around Document (TAD) requirements effective June 30, 
which included a live demo in the system of the different functions to manage the Tenant, Unit, and Referral Rosters for submission of the TAD report to 
HRA.

CAPS Coordinated Assessment Survey Demo,

• Webinar recording (Youtube)

Presented on April 20, 2021

This webinar is a brief overview of the coordinated entry system in NYC and demonstration of completing the Coordinated Assessment Survey.

Human Resource Administration (HRA) Redesign of Application System for Coordinated Entry,

• Webinar recording (WebEx link / use password: RwSdaG3E), PowerPoint slides (.pdf)

• Presentation for the Department of Housing Preservation and Development (HPD) Subgrantees

Presented on September 2, 2020

This presentation provides an important overview for housing providers to track unit details, report vacancies, provide outcomes of client interviews and to 
apply for HPD CoC rental assistance through the Coordinated Assessment and Placement System (CAPS).
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https://s-media.nyc.gov/agencies/nycccoc/CAPS-Follow-up-Queue-Training-HP-9.18.23.mp4
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Guide%20to%20Navigating%20the%20CAPS%20Follow-up%20Queue_HP_final.pdf
https://s-media.nyc.gov/agencies/nycccoc/CAPS-Follow-up-Queue-Training-RA-9.19.23.mp4
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Guide%20to%20Navigating%20the%20CAPS%20Follow-up%20Queue_RA_Fin.pdf
https://www.youtube.com/watch?v=jLS4dzCU260
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FSov4TjWOF8o&data=05%7C01%7CMartinezjo%40dss.nyc.gov%7Cda61b2ca3dbb460f0a3508dae20852d4%7C369ccac91d3d435bb214c86f3a380236%7C0%7C0%7C638070822623443414%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=UJruIuzyCKy6r6eoKo657BJA9rapqUuA%2BNhlKc%2FfJwg%3D&reserved=0
https://www.nyc.gov/assets/nycccoc/downloads/pdf/Referral%20Request%20Queue%20(RRQ)_Housing%20Providers_12.15.22.pdf
https://s-media.nyc.gov/agencies/nycccoc/Supportive-Housing-Application-Training-CAPS-Training.mp4
https://www.nyc.gov/assets/nycccoc/downloads/pdf/CAS_Supportive%20Houing%20Application_training%20slides_CoC%207.27.22.pdf
https://www1.nyc.gov/site/nycccoc/caps/caps.page
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3DmKFCxrqC9eg&data=05%7C01%7CMartinezjo%40dss.nyc.gov%7C40da771414eb41fcc99108da4b01fd5e%7C369ccac91d3d435bb214c86f3a380236%7C0%7C0%7C637904769168835211%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=C5CZ84LkX%2BC9edywIPl1mXbNjJ5z%2B8t29Qdyn6rG94A%3D&reserved=0
https://www.nyc.gov/assets/nycccoc/downloads/pdf/CAPS_TAD%20Requirements_April%202021.pdf
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fwatch%3Fv%3DBjuMk-B8yMg%26t%3D1s&data=05%7C01%7CMartinezjo%40dss.nyc.gov%7C40da771414eb41fcc99108da4b01fd5e%7C369ccac91d3d435bb214c86f3a380236%7C0%7C0%7C637904769168835211%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=NYUd0yyfUp%2B67fQa0sbkQanjr8nFw35zNPqsuIx%2BreU%3D&reserved=0
https://nycdss.webex.com/recordingservice/site/nycdss/recording/playback/33d70efda1c94f7598a5a46b2b9876a3
https://www.nyc.gov/assets/nycccoc/downloads/pdf/CAPS_HousingProvider_HPD_90220.pdf


Contacts
HPD: Aileen Reynolds, ReynoldA@hpd.nyc.gov

HRA OSAHS: Alyson Zikmund, zikmunda@hra.nyc.gov 

DoHMH: Gail Wolsk, gwolsk@health.nyc.gov

HASA: Pam Farquhar,  farquharx@hra.nyc.gov

HRA/SRO: Sheila Voyard, voyards@hra.nyc.gov 

H+H: Leora Jontef,  jontefl@nychhc.org
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