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HAP Information Leaflet

Piease note: An application submitted by post or in person in NOT an approved application

Notice for tenants submitting a HAP application

o Once all documents are checked and verified as being in order, an appointment for a final
meeting will be arranged

o You remain responsible for all payments to your landlord until confirmation of the HAP payment
is approved and you have received notification of this by letter from Limerick

o If you are moving from one HAP property to another please note we require a four week notice
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Notice for the Landlord/Agent under HAP

Paying Landlord: The landlord is required to provide the PPS number and copy of landlord’s bank
statement header {including BIC & IBAN]) for the bank account to which the HAP payment will be—
lodged. Bank statement header is a safeguard against fraud in the interests of the landlord and the
state.

Paying Agent: If the landlord is employing an agent to manage the property and HAP payments are to
be made directly to the agent, we require the agents PPS number or Tax Clearance number and a copy

L]

of the agent's bank statement header to which the HAP payment will be lodged.

HAP payments are issued by the HAP Shared Services Centre in Limerick on the last Wednesday of each

month (in arrears)

Please ensure you fully complete the Section B form and the Landlord Application Information Check List

RPZ Calculator :
Dublin is in a Rent Pressure Zone, therefore, the RPZ Calculator must be c_ompleted by the landlord or

appointed agent and be submitted with the application — Further information available in HAP Pack

FAILURE TO COMPLETE AN APPLICATION FULLY WITH ALL THE NECESSARY DOCUMENTS CAN DELAY PROCESSING OF
APPLICATION FURTHER DELAYING THE COMMENCEMETN OF THE PAYMENT

b

HAP Se_é:_ﬁoh; Housing Department, Fingal County Council, Grove Road,'B’lan‘chardstOwn, Dublin 15
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HAP Landlord — Frequently Asked Questions
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1. What do | need to provide to prove that | own the property?

You must provide one valid proof that you own the property. It is important to read the
information below carefully and make sure that the document you provide is valid. If the
document is not valid, it will be returned to you and this will affect the start date of your HAP

payment.
Whichever document you provide, it must:

1. be in date

2. include the landlord’s name

3. inciude the full address of the rented property, including the apartment
number (if applicable)

The landlord’s name and property address must match the details provided on the
HAP application form.

If you have any questions about providing proof of ownership, please contact your local
authority.

There are a number of different types of proof of ownership accepted under the HAP
scheme. You only need to provide one proof of ownership. Some of the most common
proofs provided are described below along with some common reascons why the document
might be rejected and returned to you.
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Type of Proof Page No.

11, Letter/email from RTB issued when tenancy is registered / re- .
registered

1.2. | A current insurance policy or insurance schedule for the property 3

1.3. | Evidence of payment of current Local Property Tax (LPT) 4

1.4. | A mortgage statement for the property within 12 months 6

1.5. | A title deed or similar legal instrument proving ownership of the property 6

1.1. Letter/email from RTB issued when tenancy is registered / re-registered

You can provide a landlord tenancy confirmation letter of registration i.e. letter addressed

{o landlord, from the Residential Tenancies Board (RTB) or an email from

automailer@rtb.ie showing registration with the RTB.

The registration of the tenancy must be in date at the time of application for HAP.

In date means that you must re-register tenancies with the RTB after 4 years if you last

registered the tenancy before 24" Dec 2016 or after 6 years if last registered on or after
24" Dec 2016.

The address of the HAP property on the document must match the address given on the

HAP application form.

Some common reasons for this document being returned are:

The letter is addressed to the tenant not the landlord

Registration is out of date, tenancies must be re-registered after 4 or 6 years

The address of the HAP property on the document does not match the address
provided on the HAP application form

The property is registered by an agent and the landlords name is not visible on the
confirmation letter

A letter from the RTB stating that the tenancy needs to be re-registered is not
acceptable
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1.2. A currentinsurance policy or insurance schedule for the property

You can provide an insurance policy or schedule which proves that you have current

buildings insurance for the property. The document must show the following:

{(i). landlord’s name — which must match the landlord’'s name given in Part 6 of the HAP
application form,
(ii).  the property address — which must match the property address given in Part 7 of
the HAP application form,
(iii).  the period of cover including the start and end date,
(iv). the policy number, and,

(v). beon headed paper clearily identifying the insurance company

We can only accept a renewal notice if you send a receipt which is in date with matching

policy number. Renewal notices must also show the information in points (i) — (iv) above.

If the property is a single apartment or flat, the insurance policy should list the apartment
number. If the insurance policy covers the whole building, it will be accepted if the policy
states one of the following or similar — “Apartments”, "Occupation: Landlord”, “Rental
Income”, “Let to tenants”

Some common reasons for this document being returned are:

¢ The insurance policy is not current, the document is for an older policy or a policy
which hasn't started yet

e The address on the document does not match the address provided on the HAP
application form

¢ The policy is not in the landlord’s name or the name on the policy does not match the
name on the HAP application form

+ Arenewal notice is provided without a receipt with matching policy number or items
(i} - (iv) above

¢ A Broker's letter will not be accepted
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1.3. Evidence of payment of current Local Property Tax (LPT)

You can provide proof that you have paid your Local Property Tax for the property for the

current year or have arranged to pay by direct debit or deduction at source. The document

must show the following:

(i).

(ii).

(iii).

(iv).
(V).

landlord’s name — which must match the landlord's name given in Part 6 of the HAP
application form,

the property address — which must match the property address given in Part 7 of the
HAP application form,

be dated within the current year,

If property is an apartment the apartment number must be included,

if the property is jointly owned, you need to send a letter from the joint owner or

owners authorising the HAP payment to be made to one owner.

The simplest way to provide proof of current Local Property Tax payment is give two

screenshots irom the Local Property Tax section of Revenue's website:
hitps://Ipt.revenue.ie/lpt-web/views/login.himl

1. Log in using your PPS Number, Local Property Tax Property ID and PIN
2. From the home page, click on 'View Return” and take a screenshot which shows the
name of the liable person and the property address:

Local Property Tax

including Household Charge anears

Period Details

Filing Perisd RIATINII- 12089
L‘hHrPersannemus R

Liabte Pesson Name and Registration Mumber

e i amsor on I Ut

13 the Liabde Person rasident n freland? i T Yas
Property Details

Property Address A aAmEY

Loci Authorky
15 this the Liable Pacsan’s mainresidence? Yoy
5 iz proporty suampt frotn Local Broperty Tex? HNe

Registered Praperty Owners
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3. From the homepage click on ‘View Property History’ and take a screenshot which

shows the property address and proof of payment:

Property History details

Property Details *

CiARE,

Property Actess Number

€ Refresh  bmpartant information about your PAN

Heturn paymaent

Year iy Bandfvalur mMetbad

£PT Charge

Houschold Charge
seroans,

&5 €200.001 - , 5
2013 ¥ox £259,000 Debit f Credit Card €202.00

S £200,001 -

Ae3s ] £EHO000

Geduction at Source Eat5.00

4: EZOD,001 -

2015 Yes phpian

BeAiUction at SoLrce L GO

%o E200,001 -

S0 oS L250,000

Deduction ot Source. €344.00

&a £70R,001 -
&250,000

&2 £200,003 - I A ]
€250,000 Deduction ot Sourte E405.00

Deduction at Source £405.00

2018 Yes

Eatecest

Please send both screenshots to your local authority.

If you do not have access to the online system, you can contact the Local Property Tax

helpline on 1890 200 255.

Fenaities

Total LPT

Charge

£202.00

E405.00

345,60

€B46.00

£505.00

*405.00

Paid

Baiance Dus

S0.00

£202.00

E405.00

£304.00

EING00

£4Us.aU

€000

€000

View Transaciions

Viewr Transaclions

! View Transacions

Vigets Transaclions
Viaw Transscions

Waemy T

If you're not sure how to take a screenshot (sometimes called “printing the screen”) you can

find instructions here: https:/fuk.pcmag.com/how-to/46435/how-to-take-a-screenshot-on-

any-device

Some common reasons for this document being returned are:

» The document is out of date, it must show evidence of payment of your Local

Property Tax for the property for the current year

+ The Local Property Tax has not been paid or not set up for payment e.g. SEPA

Direct Debit, deduction at source for the current year

¢ The landlord’s name is not on the document or does not match the name given on

the HAP application form

+ The address on the document does not match the address provided on the HAP

application form

e The property is a flat or apartment and the Local Property Tax has been paid for the

whole building. Apartments and flats must be declared individually to Revenue.
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1.4. A mortgage statement for the property

You can provide a copy of a current mortgage statement for the property. The document

must show the following:

« landlord’s name — which must match the landlord’s name given in Part 6 of the HAP
application form,

e the property address — which must match the property address given in Part 7 of the
HAP application form, and,;

e is dated within the last 12 months from date of HAP application

« the mortgage statement must include the period to which the statement relates

Some common reasons for this document being returned are:

e The mortgage statement is in a different name than the landiord

s The address on the document does not match the address provided on the HAP
application form

o The statement is older than 12 months from date of HAP application

» The mortgage statement does not include the period to which the statement relates

1.5. A title deed or similar legal instrument proving ownership of the property

You can provide a copy of a title deed or a similar legal instrument to prove that you own
the property. Your solicitor may be able to assist you in getting a copy of this document.
The document must show the foliowing:
« landlord’s name — which must match the landlord’s name given in Part 6 of the HAP
application form,
o the property address — which must match the property address given in Part 7 of the
HAP application form,
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Some common reasons for this document being returned are:

+ the owner’s name does not match HAP application form

+ The address on the document does not match the address provided on the HAP
application form

+ Solicitors letter will not be accepted

s Deed of indenture will not be accepted

2. What if | have just purchased the property and can’t yet provide any of the 5

proofs?

If you have recently purchased the property, for example within the last 6 weeks, you may
not yet be able to provide any of the 5 proofs of ownership listed above.

If this is the case, you can provide two temporary documents to prove ownership to
allow the HAP application to be processed. However, you must submit one of the 5
proofs of ownership to your local authority within 6 months. If you fail to provide this
follow-up document, your HAP payment may be affected.

The two acceptable temporary documents are:

(). A copy of a receipt from Revenue showing payment of stamp duty for the property.
This receipt must include the following information:
1. Stamp Certificate ID
ii. Document ID

iii. Date of Execution of Instrument (only certificates dated within the last 6 months
are accepied)
iv. Date of Issue of Stamp Certificate

v. Address of rented property

(i). Land Registry Reference Number or evidence of a payment made to the land
registry to register the newly purchased property.
This must include the following information:
i. Name of Landlord

ii. Address of property
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ii. Land Registry Reference Number
Some common reasons for these documents being returned are:

+ The name on either the stamp duty receipt or the Land Registry Receipt does not
match the name given on the HAP application form

e The address of the property does not match the address given on the HAP
application form

e The stamp duty receipt does not inciude all of the information listed above

« The date of execution of instrument listed on the stamp duty certificate is more than
6 months ago

3. What if the property is in receivership?

If a receiver has been appeinted to the property, the receiver must provide a Deed of
Appointment and a letter appointing an agent (if applicable).

The Deed of Appointment must include the property address — which must match the
property address given in Part 7 of the HAP application form.

if the Deed of Appointment does not clearly show the property address, the receiver can
provide the Deed of Debenture or the Deed of Mortgage (with sensitive information blacked
out).

If the Deed of Appointment does not include the property address, the receiver can provide
a letter from their solicitor certifying that the property in question is covered by the mortgage
deed.

If an Agent is nominated to receive payments a Letter of Authorisation from the Receiver
must be provided.
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4. What if the property is in probate?

if the property is in probate, you must provide the following:

(i). A copy of the will which shows that the deceased is the owner of the property. If the
details of the property are not mentioned in the will, you must provide proof of
ownership in the name of the deceased.

(i}.  Permission from the executor of the will to make the HAP payment to a third party (if
applicable)

(iii).  If there is no will present, the HAP payment can be made to the estate of the
deceased as long as proof of ownership showing that the deceased owned the
property is provided.

5. What do | need to provide about my bank account?

Attach a header from a bank or credit union statement showing the BIC, IBAN and
the name of the account holder the HAP payment will be made to.

The HAP payment can only be paid into one nominated bank account for each
landlord or agent for all HAP properties. If you are already in receipt of HAP
payments for an existing HAP tenancy, the payments will be made to the existing
bank account

It is very important that you provide the correct bank account details. Incorrect
bank account details will affect your HAP payment.

The name on the bank account must match the name on the tax reference number
and/or PPSN

If the proof of ownership provided is in the names of joint owners but the bank
account is in the name of one owner you need to send a letter from the joint owner
or owners authorising the HAP payment to be made to one owner.
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The sample bank header below shows the Bank Identifier Code (BIC), IBAN and
the name of the account holder. These details much match the details you provide

in the HAP application form.

TEL{OA} 123 4567
FAX (01) 133 4567

Your account name  SOHN SMITH

CURREMY ACCOUNT

DUBLN

SAMPLE BANK

1 MAIN STREET
A it number 01234567

DUBLIN
IBAN 1E0O0 SMPL 1234 5612 3456 78
Statamont date Rumber

Fee Notification statement

Some common reasons for this document being returned are:

e The name on the bank header does not match the name given on the HAP

application form
« The statement does not show the account holder's name

e The copy is not clear. The document must be clearly legible

e The BIC and IBAN must be legible
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REQUIRED DOCUMENT

Declaration of Rent in a Rent Pressure Zone

All Landlords/ Agents are obliged to complete a rent declaration in accordance withP!anning and
Development {(Housing) and residential Tenancies Act, 2016 and return it with all other requested
documentation to the HAP section.

Please refer to the {RTB) Residential Tenancies Board website WWW.rtb.ie and enter the details of
the property into the RPZ Calculator.

When you enter the website:

# (Click Tab— Rent Pressure Zones

e (Click on RPZ Rent Calculator

e Click on this icon as laid out above

e Enter the address of the rented property

¢ Complete all prompted fields and press submit

e Print the summary of results and include it with you documentation

. Bosca 174, Aras an Chontae, Sord, Fine Gall, Co. Bhaile Atha Cliath
P.0. Box 174, County Hall, Swords, Fingal, Co. Dublin
t:(01) 890 5000 f:(01)'890 5809 ‘e:info@fingal.ie fingal.ie



Residential Tenancies Board

Rent Pressure Zone Calculation

Summary of results for maximumi rent amount permitted for dwelling o

in Rent Pressure Zone.,

Dwelling Details

RPZ SAMPLE

Address:

Address of the propérty
should be fully visible
including the EirCode

Local Electorat Area (LEA): Mulhuddart
In Rent Pressure Zone; YES ®\/

Summary of results:

Tenancy Type:

Date tenancy commenced:

Date p!’QViDUS rent set:

Pate new rent to take effect:

Previous rent amount:

Maximum rent permitted:

apply a lesser amaunt.

tandiords can apply a lesser amount.

Calculation:

Existing

16/11/2016

18/02/2019

18/02/2020

€1350

€1404.00

RTB

Unm THonbatachtal Conaithe
Residential Tepancies Bourd

This
information
must be
included and
visible in the
RPZ calculation.

* please note the amount above is the maximum increase permitted; Landlor

Rx{(1+0.04xt/m)

https ://onestopshqp.rtb.ie/calculator/rpz

Use this link to generate RPZ

€1350 x (1 + 0.04 * 12/12) = €1404.00

L,




Bord Um Thicndntachtal Conaithe Priobhaideacha
Buosca PG 47, Cloich na Coillls, Contae Chioroal

e 1 ]
) ] . . P I
Private Residential Tenangies Board jA]
PO BOX 47, Clongkilty, County Dork < asem [ ———
1 .Fl i | '
et e I :

Tand Ul Treundmtaehist Ofmaehe Priabhsidench
Privace Besklman! Tonanos Board
Siniai £l

Landiords Name

Sample
RTB Tenancy Letter

Coline Roeglstration Sorvice How Avsilabie wew ol s
ey etk b

Raf: RTH15-00045407
{Plemse quote the refaronce in al ftwre cominunicetions with the Prheste Resdential Tanancies Bowerd)

“This ieHter is mpprtant and should be kept in 3 safe place.

Landlord's tetter (Tenants Letter not accepted)

Thank vou for your applicetion sad f2e in the amaunt of € 180,00 to register & tenancy.

The tenancy which commenced on 0B0472034 hak been registersd with the PRTE. The
Feagistered Tenanoy (RT) Nuraber is: 054 R kel 15 Fezl@ies )

Bated within the last 4

Fiat2 HAP Property Address years
Caernng Huuse

tyon eegisire durther ioformation on your lenasecy registration plemss soniact he

TE at the above

address quoting this BT nuember. Section 132 of the Pesidentizl Tenancies Acl 2004 provides thet
sither patly 0 8 lenancy moy request o gcopy of tho enlry it the Reoister of Tenoncies, This
application misst o made o writing. Please note thal the PRTE will reguest such Information as is

conskered nelessary o contiom the identity of the person making an appiication under saclion 132,

Registration tasts Jhe lengih of the t2nancy bl subjecd 3 masdimum 6f fowr years, This means that
tanancies mast be re-registersd whers ey have axdsted for four yaars or every ims a new lenanoy
COFTWYHERES,

This tatter is Tor information purposes only and does not constitede proof of the tengney or

RO e Mmoo a® bk Dan sssmoanles o naedlosse asloce ddveb ddar bmsrsondtas Gamas brsasas wwmrabemensd s Tenand ol



