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This training will cover the following:

* Draw Request Form Functionality
* Program Requirements
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Draw Request Form Usage Required

* Program Compliance requirement

¢ Grant Reimbursements
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Review of the Log

¢ Password = Contact RA Team if you need one.
* 6tabs:

— READ ME

— INSTRUCTIONS

— GENERAL INFO

— ADJUSTMENTS
— RA FUNDING REQUEST

READ ME .~ INSTRUCTIONS ~ GENERAL INFO - MONTHLY LOG (1, ADJUSTMENTS - RA FUNDING REQUEST

()
Minnesota
° Housing

READ ME

Outlines the changes in the workbook when there is a newer version available for download.
Please read this tab when the Rental Assistance Team has sent a notice regarding a newer

Read Me version of the Draw Request form
T —

Tutorials for assistance with Reporting using the Draw Request Form Available on the website

Changes

How to Download and submit the Rental Assistance Draw Request fom Training Module
(RA_DomnloadingWorkbook)
Do/ housing, s / 01297350

Changes you will see in the newest version of the Draw Funding Request Form Power Point Module
(RA_Workbook_ReportingChanges)

htto:/ housing [MHEA 012987.350x
Repotting Rental Centications X
Ditto://wiww.mnhousing. / 012987350

How to Properly Repon Housing Related Expenses and Adjustments Training Module
(RA_HREs_Adjustments)
htto://wiww. mohousing housing. / 012987350

10 {_READ ME_JSTRUCTIONS | GENERAL IFO , MONTHLY LOG (1), ADJISTMENTS  RAFUND
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GENERAL INFO TAB
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:

Instructions

15 |Lines 18- 21 Cortart Namelphane nurrbers must be the rame of the persce submilting the Deas Request

17 |Line 26 and 25 Eréer the coect stat merth and year for your requesl.
13 Line 30 Enmer the date the Draw Raquest is heing submitted via e-mail

MONTHLY LOG TAB
and tack all Partcipat deta making careful changes 10 ol certfation ypes (admission, Uni
Transfers, Annuals, nterims, Suspensions ard Temrstions ) Use care when editing efecte dates snd
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General Info

Pro-ration

Mid-Month Activity Prorate Method

{used to calculate Rental Assistance, Contract Rents and Util d: nth
Based on 0333333333 da\\v fa(tuv
Based on 30 day

2. REQUEST INFORMATION
Rental Assistance Progrant
onth of Requesf Movernber
ear of Request 2014
Date Submitted (via Secure Upload)

14142M3

1> v README INSTRUCTIONS | GENERAL INFO . MONTHLYLOG(1) . ADJUSTMENTS . RAFUMDINGREQUEST .t
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General Info

Import Data from a previous
Funding Report

RENTAL ASSISTANCE PROGRAMS
z Request for Reimbhursement Form
Minnesota 4
!Ious;ung For Bridges, HTF & ELHIF Funded RA Programs
inance Agency
ZRAL INFORMATION T T
¢Hame: | imort st rom s previous
gram Type: | Funding Report
1sing ID Humber (0%):

Humber (MRA):

J——
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Monthly Log
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Adjustments
Auto Calculation

RENTAL ASSISTANCE MONTHLY PARTICIPANT LOG
AdminstratortAgency Mame: ABC Administrator
Print | Delete aline

Far the manth of Detober, 2012
|
Total Adjustments #13.00]]
Head of
Heouzehold Effective
Participant [ Participant | Date of Month of
Lack Mame | First Name | Birth Tupe of Adjuctment | Adjuctment #]Adjustment Amount [Rotes
i #1253 )
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Populate from -
General Info

tab Targets LTH;

Contact Email Address:

2. AEGUEST IFORMATION
Reial Assistance Program
Reimbursement for period beginning Goioke
Reimbursement for perion erding I

rung yeor of reimbursement period
Encting year of resmpuirsement perioa o
Dots Submitted:
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RA Funding Request Tab

Ll K

Use the RA Funding 2 RENTAL ASSISTANCE PROGRAMS - Requést for Reimbursement Form
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Scroll Down

Home > altifamily Rental Parners > Programs  Funding > Ovarviw > Rental4ssi o

Rental Assistance for Administrators TUtorla Is

Minnesota Housing offers three programs —
assistance?

their housing costs.

£ind a local rents
+ Housing Trust Fund Rental Assistance assistance administeator,

I Rental Assistance Administrator Training

Currantiy there ara no trainings scheduled. Plaasa chack back a5 al Traiings fo the Rental Assistanca Programs wil

posted at this location as they become availabl. Recorded rainings ars below.

‘Administrator Draye Request Form Use and Reporting Tutorials:

Dowrlozding and Submiting the Draw Reguest Form (12:34)

Printable Presentation Nates (o)

+ Draw Form Functonali (19:33)

 printable Presentation Notes (ocf)

+ Certifeations and Nams Changes (17:52) - Annual, Interim, Uni Transfers, Suspensions and Terminations.

+ printable Presentation Notes (ocf)

Housing Relsted Expenzes (HRE'S) and Adustments - (6:26)

- printable Presentation Notes (pcf)
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Submit via Secure Upload:

Rental Assistance Draw Request Submission
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Our Mission:

Minnesota Housing finances affordable
housing for low- and moderate-income
households while fostering strong
communities.
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For More Information

All Rental Assistance Draw Request submittals
are due on the 15 of each month.

Must be submitted using the LeapFILE Upload Software in
the Partner Log-in.
(Draw Requests submitted via e-mail will be rejected.)

Please direct all questions or concerns to the
Rental Assistance Team at:
mhfa.rental-assistance@state.mn.us

Thank you for viewing this training module.
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