Part Il: Draw Request Functionality Monthly
Log Tutorial Notes

Housing Trust Fund and
Bridges Rental Assistance

Part II: Draw Request Form Functionality

Monthly Log Details

m1 MINNESOTA
HOUSING Minnesota Housing | mnhousing.gov

MINNESOTA
m1 HOUSING

Housing is the foundation for success, so we
collaborate with individuals, communities and
partners to create, preserve and finance
affordable housing.
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Agenda

* Draw Request Form: Monthly Log(1) Tab
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Monthly Log Functions

* 6 tabs (worksheets in the draw request form)

+ MONTHLY LOG (1)

READ ME_, INSTRUCTIONS . GENERAL INFO | MONTHLY LOG (1) .~ ADIJUSTMENTS RA FUNDING REQUEST
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Monthly Log
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Sections

1. GLNLRAL INFORMATION
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Quick Tips

* All capitals required on
some fields Participantlast  Participant

Name Name

APPLE [ANNIE
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Previous Living Situation —
Prior to Program Intake

2. INTAKE AND INCOME INFORMATION

Previous Li uation - prior to program

intake Extent of Homeles or to program intak

Emergency Shelter ~
| Transitional housing for formerly homeless pei|
Permanent housing for formerly homeless per|E
—] Psychiatric hospital or other psychiatric faclity
_] substance abuse treatment center or detox ¢
Hospital (non-psychiatric)

Jail, prisen, or juvenile detention fadility
—|Don't know
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Reason for Certification

3. CERTIFICATION

nfor
ification  Effective Date

0.0 Admission
0.4 Annual
— | Transfer
—— Termination

0.0 suspended

0.0 Interim
0.00| |
0.00| [
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Termination Data Entry

. 3. CERTIFICATION
« Effective Date

determines when

. Reason for
the SUbSIdy ends Certification  Effective Date
J0|{Termination 1/31/2018|
=T T T
. RLASON PARTICPANT DISCONTINULD Comme

* Required fields turn
purple to indicate
entry for
terminations

Horwe Rcmneeeg S bort B ox Other grmremawsent Famssarn sy O
ctuangend type of vemocrary housng sutredy
| Transtoned to unsubsdized housng
 Purchased s home
| rss meriy income exeneds procram iees
JFakre to repnt al rcome, acditicn acits, etc
Refusal o cooperate with armual recert or Fmpecton
i Brdges) Padure b apply, bocept or use Sachon 8
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Termination/Suspension = $0.00 Subsidy

EXAMPLE: Annual = $645.00 subsidy

TERMINATION = $0.00 subsidy T
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Suspensions

« Effective the last day
of the month

* Blue cells indicate the
cell must be filled out

6. REASON PARTICIPANT DISCONTINUED Comments: (e.g. ac

Reason Participant Discontinued Program Participation

Minnesota Housing | mnhousing.gov

Housing Related Expenses

5. HOUSING RELATED EXPENSES (Reference the Instruction Tab for Program Eligibility)
ing 3

Related Expensas Related Expenses

Paidfor Salectad

Type of Housing Related Expenses Paid On PaidforSelectsd  Type of Housing Related Expenses Paid On

Behalfof Tenant Type BehalfofTensnt
Security Deposit 650.00] Uil ity Connection Fees 65.75)
|Aeplication Fees 25.00[Security Deposit 400.00]

Minnesota Housing | mnhousing.gov

Housing Related Expenses

Fields auto-calculate to indicate the reimbursement amount.

e MERAL DU O THEIITE | A rumaine EQuiST
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More Tutorials

m

MINMESOTA
HOUSING
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Submittal

MINMESOTA
HOUSING

II. rout sportn sous e poucy s neeiacn [ purrsen oom | mesrons

Minnesota Housing | mnhousing.gov

Submittal

Payment processed
by Minnesota
Housing

e Payment
requests due on « Secure Upload to MMB
the 15t of Tool

every month

Submit payment
requests to
Minnesota Housing

Minnesota Housing | mnhousing.gov

e Payment sent

Payment sent to
administrators via
EFT, wire or check




Part Il: Draw Request Functionality Monthly
Log Tutorial Notes

m MINNESOTA
HOUSING

Direct all questions or concerns to the
Rental Assistance Team

mbhfa.rental-assistance@state.mn.us

Minnesota Housing | mnhousing.gov 19

Rental Assistance Team

Ellie Miller
Bridges Program Manager
651.215.6236
ellie.miller@state.mn.us

Merideth Mayrand Tracy Wetzel
Rental Assistance Technician Rental Assistance Technician
651.296.9822 651.296.9817
merideth.mayrand@state.mn.us tracy.wetzel@state.mn.us

Minnesota Housing | mnhousing.gov




