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INSTRUCTIONS 
Rental Assistance Payment Requests (Draw Request Form) 

 
GETTING STARTED 
 
You can find a blank workbook on MN Housing’s website under: Draw Request Forms and Participant 
Reporting Form.  (If the form has been revised, the new form will be posted on the Minnesota Housing 
website and you will be notified with an e-mail message requiring a download of the new version.) 
http://www.mnhousing.gov/initiatives/housing-assistance/rental/MHFA_012986.aspx 
 
OPEN a new, blank workbook to start a new payment request.  If you need the password, please contact a 
Rental Assistance staff member. 
 
Do a “save as” and SAVE the workbook with the month of your payment request and your administrator name-
program name.  (i.e.:  RA Payment Request July 08 Name of Administrator-ELHIF). 
 
Always keep it in the original format of .xls (.xlsx, .xlsm, .pdf, etc. will not be accepted.)  THE WORKBOOK 
MUST ALWAYS BE SAVED AND SUBMITTED AS A 97-2003 WORKBOOK(xls) FOR MACROS TO WORK 
AND FOR IMPORT INTO OUR DATABASE. 
 
Several tabs at the bottom of the work book will assist in processing a payment request. (See sections I. – V.) 
 

 
 

 
 
 
 
 
 
 

I. INSTRUCTIONS 
The Instructions tab provides a quick and brief outline of the tabs within the Draw Request Form. 
There are also training tutorial videos available on the Minnesota Housing Website to assist in the 
use of the Draw Request Form.  Please view them by going to the following website: 
http://www.mnhousing.gov/initiatives/housing-assistance/rental/MHFA_012987.aspx 
 
    

II. GENERAL INFO 
a. Importing Data from previous Funding Report. 

Open the workbook from the website or e-mail, and select the General Info Tab.  Click on the 
“Import data from a previous Report” button. 

 

For first time payment requests, do not use the import data feature.  Just use the “Edit” button 
and populate the yellow cells with your data. (See Section II. b. General Info/Verification and 

Beginning a new grant process) 
Please call if you need technical assistance. 

http://www.mnhousing.gov/initiatives/housing-assistance/rental/MHFA_012986.aspx
http://www.mnhousing.gov/initiatives/housing-assistance/rental/MHFA_012987.aspx
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Click OK when prompt appears: 

 
 

A file selection Browser window will appear to allow you to navigate to your previous payment request from 
wherever you have it filed.  Select the report and click open.  Wait for data to transfer.  When complete, click ok 
when prompted.  Then, save the document with a new file name along with your other payment requests 
forms. 
 
 
 
 
 
 

b. Verification and Beginning a new grant. 
Use the EDIT button to add or change grant data and contact information.  Use the LOCK button 
when changes are complete.   

 
On Line 9, be sure to use the drop down menu to select RA Program Type: 

 
 
Include the most recent grant and contact information on your request: 
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On Line 25, use drop down menu to select Rental Assistance Program.  On Line 26 and 28, be sure to enter 
the correct month and year for your request.  This will be updated each month for the new payment request.   
On line 30, make sure to include the date in which you are submitting the report to Minnesota Housing. On line 
32, be sure to enter the correct method of prorating that your agency uses.  

 
 
 

III.   MONTHLY LOG 
All active participants must be entered on the monthly log.  It is important to complete all yellow cells for 
each participant in order for the form to function correctly.  Many of the columns contain drop down lists:  
F, H, K, L, M, P, R, AI, AJ, AK, AL, etc. 
 
Enter any new participants and any changes for existing participants on the monthly log. 
 

 
Tips for completing the monthly log: 
 +Do not “cut” and paste in the monthly log.  Use the “delete a line” feature. 
 +Delete any blank lines or duplicate lines of information by using the ‘Delete a line’ button. 
 

 
PRINT 
Always use the PRINT button to print.  The monthly log is set up to only print down to the end of the participant 
data entered.     

 
DELETE A LINE 
Use this button if you need to delete a participant.  You need to have your curser on the line you would like to 
delete (in column B).  You will have a warning message prior to deleting a line.  Once deleted, you can’t 
recover a line of information.  
 

 
 

SORT 
Change the way your logs are viewed.  You may sort by name (participant last name-column B), start date 
(subsidy start date-column I) or effective date (certification effective date-column Q). 
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RESET FORMULAS 
If you cleared a cell or cut some information and deleted the programming in a cell or cells, you can “reset” the 
formulas in a monthly log with this button. 

 
COMMENTS 
Column AT contains a “COMMENTS” section to add comments/notes to provide an explanation for a unique 
circumstance. The comments field will also highlight blue when a suspension status is entered as a reminder to 
fill in a reason for the suspension. (See Suspended section.) 
 
HOUSING RELATED EXPENSES 
Columns AO, AP, AQ and AR are for tracking Minnesota Housing pre-approved expenses paid such as 
Security Deposits, Application Fees, and Utility Fees, etc.  Columns AP and AR need to be manually added up 
and placed in the Housing Related Expense field in Column AE.  Column AE will be auto calculated on the RA 
Funding Request tab. 
   

 
 
TERMINATION 
Select the reason ‘Termination’ in Column P.  Include a reason for Termination in Column AS.  These fields 
have been programmed to turn purple as a reminder.  *NOTE: The Effective Date should always be the last 
day of the month. 
 

 
 
 
 
 
 
 
 

 
 
 
 
SUSPENDED 
Select “Suspended” in Column P, when you have a resident who is temporarily not receiving a subsidy (such 
as someone who is currently seeking new housing).   Enter an explanation in the comments section in Column 
AT.   This field has been programmed to turn blue as a reminder. 
*NOTE: The Suspended date will ALWAYS be the last day of the month. 
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IV.   ADJUSTMENTS 

If an adjustment is needed, be sure to include the participants name and an explanation of the adjustment.  
The adjustment tab now contains a DELETE A LINE feature. The Adjustment tab is most commonly used to 
report disbursals that occurred in a prior reporting month. 
 

V.  RA FUNDING REQUEST 
Lines 15-19 are set up to automatically calculate your payment request amount based on the data within the 
Monthly Log and the Adjustment Tab. Line 30 will auto populate based on information typed into the General 
Info Tab: 
 

 
 
The administrative fees will calculate automatically, based upon the number of households as long as the 
correct fees are entered into Line 14 on the General Info tab. 
 
 

CONTACTS 
 
For questions or problems with the program, please call or e-mail your assigned technician: 
 

 
Rosalie Kolb 

651-297-4455 
rosalie.kolb@state.mn.us 

 

or 

 
Patty Kroona 
651-215-6238 

patricia.kroona@state.mn.us 
 
 

 
Submit completed payment requests to: 

 
mhfa.rental-assistance@state.mn.us 
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