
Great Plains Housing Authority 
 

Security deposit program policies 
 
 
Purpose 
 
The purpose of this document is to establish guidelines by which low-income persons may obtain 
assistance through the Tenant Based Rental Assistant Program (TBRA) for a security deposit on a rental 
unit.  TBRA is a HOME program, administered by the State of North Dakota through the Department of 
Commerce, Division of Community Services (DCS), which is the Participating jurisdiction.  The U. S. 
Department of Housing and Urban Development, or HUD, grants the funding to the Department of 
Commerce.  Great Plains Housing Authority (GPHA) is the sub-recipient selected to administer the TBRA 
Program. 
 
Financial Assistance 
 
The maximum security deposit allowed is $300 and must not exceed one month’s rent.  The terms of the 
rental assistance will be in the form of a grant.  Only tenants may apply for assistance, but payment will 
be made directly to the landlord.  Tenants cannot have resided in the unit more that 30 days to receive 
the grant. 
 
Applicant eligibility 
 
Applicants must have incomes at or below 60% of the Area Median Income.  Applicants will be eligible 
for assistance only once every two yeas from the date of assistance was received.  GPHA will determine 
the applicant’s eligibility based on their income and expenses. 
 
Conflict of interest 
 
A person who is an employee, agent, consultant, officer, elected official or appointed official of a 
particular jurisdiction, state recipient, or sub-recipient of HOME funds, and has HOME related 
responsibilities or access to inside information, may not obtain a financial benefit or interest from any 
HOME activity for themselves or those with whom their family or business ties during their tenure or for 
one year thereafter. 
 
Property eligibility 
 
All rental units will be inspected for requirements of the HUD voucher program.  Housing Quality 
Standards (HQS) or Uniform Physical Condition Standards (UPCS) compliance using an inspection 
checklist or program prior to occupancy.  There must be a written and signed lease. 
 
Lead based paint 
 
Units constructed before 1978 must have all painted surfaces examined for evidence of loose, lead-
based paint and shall be brought to the attention of the HOME staff.  Copies of “Protect Your Family 



from Lead in Your Home” will be given to the tenant along with a receipt to sign and keep in the client’s 
file.  A visual evaluation needs to be conducted to determine if the lead based paint is stable or 
hazardous.  Any additional requirements, which may be adopted, will be added within these guidelines 
as they are mandated.  Landlords are required to complete a disclosure regarding lead based paint. 
 
TBRA Process 
 
Step 1 | Application process 
 
The applicant and landlord complete the security deposit application packet.  Each application is 
responsible for providing staff with third party verification of income.  A copy of the applicant’s tax 
return may also be requested.  When calculating income, assume that today’s circumstance will 
continue for the next twelve months.  For example, if the head of household is currently working for $8 
per hour, 40 hours per week, it is assumed that this family will continue to do so for the next year.  Thus, 
estimated income is $8 per hour x 2,080 hours per year, or $16,640.  This method is used for even in 
situations of unemployment.  The exception to the rule is when documentation can be provided to show 
that current circumstances are about to change. 
 
There is no asset limitation for participation, although income from assets is counted.  For additional 
information on assets and income, refer to the Technical Guide for Determining Income and Allowances 
for the HOME Program, as amended by the HOME Final Rule. 
 
GPHA will use the adjusted gross income and calculate medical and childcare expenses as allowed by 
HUD.  Medical expense deduction is only allowed to households who are elderly or disabled.  Medical 
expenses must be ongoing, reoccurring expenses that are paid by the applicant. Childcare expenses are 
only allowed if the parent is working or receiving education, and the deduction only covers what the 
client pays out of pocket. 
 
Applicants are responsible for providing all verification documentation and the lease.    
 
Step 2 | Screening 
 
GPHA will meet and review each applicant’s income, expenses, lease, and history to determine if the 
client is eligible.  GPHA will notify the client if approved.  If denied, a writer letter of denial is sent 
explaining the reason for denial and steps for appealing the decision. 
 
Step 3 | Inspection 
 
After notification of approval, GPHA sets up an appointment for an inspection.  The client or landlord 
should be present during the inspection.  If the unit does not pass inspection, the landlord is informed as 
to what needs to be done to bring the unit up to standards.  Security deposit payment cannot be made 
unless the landlord corrects the failed items.  If the landlord choose not to correct these items, the 
applicated I sin structed to keep looking for suitable place.  The lease needs to be provided and 
reviewed by GPHA for compliance with Federal requirements. 
  



 
Step 4 | Lease 
 
GPHA is required to review leases to ensure lease compliance.  The lease must comply with 
requirements of section 92.253 (a), (b), (c).  If the lease does not comply, the landlord can line through 
the provision and initial or rewrite the provision and initial it.  The landlord must sign the lease 
addendum.  GPHA will mail the applicant and landlord a copy of the lease addendum. 
 
Step 5 | Payment 
 
If the unit passes the inspection and the lease is in compliance with Federal requirements, the landlord 
is sent a letter to confirm GPHA will be assisting the client.  The payment is sent via bill pay from GPHA’s 
bank. 
 
Fair housing 
 
GPHA refers clients who feel that they have been discriminated against to High Plains Fair Housing and 
the ND Department of Labor.  The Landlord and Tenant Rights Book of North Dakota is available free to 
clients through GPHA at the offices or on greatplainsha.com 
 
Complaint procedure 
 
If GPHA denies the applicant, a written denial is sent explaining the reason for denial and giving the 
applicant an opportunity to appeal the decision.  Denial letters are sent within five working days from 
the date of application.  The applicant has ten (10) days from the date of the denial letter to appeal the 
decision in writing.  GPHA will review the request and determine if the denial should be overturn, 
upheld, or reviewed by a third-party official.  If there is a third-party official, the client will have an 
opportunity to explain their request to the official.  GPHA does not have follow the recommendation of 
the third-party official. Appeal letters received after the ten (10) days will automatically be denied. 
 
  


