Town of Union Section 8 Housing Choice Voucher Program WaitListCheck Pre-Application Guide

To apply, go to www.townofunion.com, click “Departments”, go to “HUD/Rental Assistance”, go to
“Waiting List Information” and click the “Click Here” link to apply.

The “Click Here” link will take you to the Landing Page; please read the instructions, scroll down and
click the blue “Get Started” button.

Once you click “Get Started” the system will bring you to the WaitListCheck page and you should click
“Register Now”

Once you register your name, email and/or phone, create a password, you will get to the below screen.
Click “New Application” at the bottom.

Then you will get a pop up that lets you know some of your information will be pre-filled. Click “Ok”

The first tab you will need to complete is titled “Applicant” (in the tab on the upper left); this is where
you fill in all of YOUR personal information.

Anything with an asterisk next to it is required; you will not be able to complete your application
without imputing this information. Anything with a blue circle with an “I” in it; if you click on the “I” icon
it will give you more information on the item/information you should provide. Once you fill in the
information, click “Continue”

The next tab is “Household”; this is where you will enter your household information including address
and household members. If you have the same physical address as mailing address, you can check the

little box that says “I receive mail at the same address” and the system will auto-fill your information
into the mailing address section. Once you enter your address information and information for all of
your household members, click continue. You may receive a pop-up message that provides a suggested
address based on USPS information.

We suggest always using the suggested address to ensure your address information matches what the
USPS uses for delivery purposes. This will help ensure correspondence from this office will get to you.
If you have other people living with you, click on “+ Add Household Member” and complete the
information in the pop-up.

The next tab is “Income”; here you will click the “+ Add Income” button if you or any household member
18 years of age or older receives wages, military pay, social security, SSI, welfare, child support,
unemployment, self-employment, business, professional, or any other income. If you receive NO
INCOME you may leave this section blank and will need to self-certify later in the pre-application process
that you do not receive any income. When you click “+ Add Income” a pop-up will show and you will
need to choose the household member whose income you are reporting, where they receive that
income from, how that income is received (ex. hourly, weekly, monthly) and in what amount. The
system will automatically calculate the annual income based on the information you provide. Click
“Save”.

If you or any household member aged 18 or older have any assets you will click the “+ Add Asset” button
and list the cash value of the assets. Your expected annual income for your assets would be the amount
you earn in dividends/interest or the amount you withdraw and use. Click “Save”.

Once you have entered this information, click “Continue”.

Note: Once you have entered this information, you can click “Edit” to go in and correct any errors you
may have made.

Once you click “Continue”, if you have not input information that the system requires, it will provide you
with a checklist once you get to the “Waiting Lists” tab. You can either go back and input the required
information or check the little checkboxes certifying that this information does not apply to you.

Then you must select the Waiting List to which you are applying. Click the bubble next to “Town of
Union NY Section 8 Housing Choice Voucher Program Waiting List”. Once you click the bubble, the Town
of Union Preferences will automatically show up. You must click “Yes” or “No” depending on which
situations apply to you.

Once you have answered “Yes” or “No” to the Preferences list, click “Continue”. This will bring you to
the “Review” tab.

You should review your ENTIRE application before submitting. Please make sure ALL of your information
is correct! Please read through the Certification at the bottom and then click “Continue”. You will get a
pop-up restating the certification and then either go back to the application to make changes or click
“submit”.

Once you submit your pre-application, you should print or screenshot the page showing you have
submitted your pre-application for your records. You will receive one of a number of messages; if your
application is successful, you will receive a message letting you know it was successful. We will not see
the pre-application in our system until the next business day. If your pre-application was not successful,
you will receive a message letting you know WHY it wasn’t successful. A caseworker will work on
processing your pre-application and will contact you via USPS mail.

