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Button Functionality

Sort by Sor by start ‘alidate
Print Delete a line Saort by name e b e Reset formulas Monthly Log
Sections

10

11

12 # 1. GEHERAL INFORMATIOH

} Participant Last. | Participant First | LTH Household,
13 Hame Name Yesilia Address and Unit # [ City Zip
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Sort by
effective date
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1. GENERAL IEF

< All Caps = Correct!
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T_GENERAL \]FDRMATION

Partiipant Last |Partisipant First

LTHHausehald,

Last

E

Upgiar €52 D1/

Farticipant Last | Participant First |L
Mame Mame Y
LAST FIRST
Incorrect! >
= DO NOT use lower
case letters

Q Please change your entry to all upper case,

L_Retry | Cancel Help
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Previous Living Situation — Prior to program intake

2. INTAKE AND INCOME INFORMATION

1 Previous Living Situation - prior o
ate | program intake

Extent of Homelessness prior to program intake

Emergency Shelter

4 Psuychiatric haspital or ather

7 Transitional housing far Formerly homeless pers
1 Permanent housing for Farmerly homeless per

[=]
=]

ic Facility

3

| Hospital (non-psychiatric)
7 Jail, prison, or juvenile detention Facility
4 Don't know

T

Substance abuse treatment center or detos cenl
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Slight difference in ‘Reason for Certification’

3. CERTIFICATIC
b of Gross D:
ithly Reason for Re
ime Cerlification |Effective Date n
0.00 -

Adrmission
Arnual
Transfer
Termination
Suspended
Interim

_ Hotzfng ™
sing




Monthly Log
* Termination Data Entry
¢ The Effective date determines when the subsidy ends
* Required Fields turn purple to indicate entry

3. CERTIFICATIC

T: |5 REASON PARTICIPANT DISCONTINUED
iross Me 4
far

gei_s;‘m :f-‘" Effective Dat IR Reason Participant Discontinued Program Participation Comments
ertification | Effective Date  [on — =
0.00| Termination aiarz2mz s other permanent h g
o.on Transitionsd to unsubsidized hausing E,

ome

Gross manthly income snceeds proarsm limits

Failure ko report all ineome, additional adults, ete

Fiefusalto cooperate with annual 1e-sert of inspection

(For Bridges| F I ot o ID
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Termination/Suspension = $0.00 subsidy

EXAMPLE: Annual = $689.00 subsidy

5/20/2014

3. CERTIFICATION TYPE & RENTAL ASSISTANCI

Local Partcipant oess
o onurant | Uity Fament | LFs RFenito  |mapayment |frity

Cenifcation |Efsetivs Dte | on et Allowsnes |Standsid | Adustmers | GrossRent | SubsidyCap | Prepery | |eoPropeny | frpense

Arrual 0000 500 34000 00 a5 [ &z300 o)

NEW: TERMINATION =-$6:00 subsidy

3. CERTIFICATION TYPE & RENTAL ASSISTAMCE
T ——
o

Local Panticipant
[Feasen for Uity Payment  |LPS Progam  |RertTo || RApament
et Allowance  |Standard | Adstment |GrossRent |SubsidyCap |Propenty |0 Fraperty
Termination 4500) 3000 [T 34600 00,0} 0.00)
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Suspension reported EFFECTIVE 3. CERTIFICAT
last day of the month
(Similar to a termination) Reazon for
=reerifeater—{E ffective Date
[;Suspended [ 9/30/2012

6. REASON PARTICIPANT DISCONTINUED

Reason Participant Discontinued Program Participation [ Comments l
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Housing Related Expenses
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5. HOUSING RELATED EXPENSES (Reference the Instruction Tab for Program Eli

Amount of Housing Amount of Housing
Reiated Expenses Related Expenses

Type of Housing Related Expenses Paid On | Paid for Selected | Type of Housing Related Expenses Paid On | Paid for Selected

Behalf of Tenant Type Behalf of Tenant Type

Security Deposit 650.00|Utility Connection Fees 65.75)

Application Fees 45 Deposit 400.00

Monthly Log

Minnesota

Housing Related Expenses: Fields Auto Calculate to be reimbursed

Housing

Related

Expenses
716.00)

Monthly Log
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Housing Related Expenses: Empty $ amounts for future reporting.

5. HOUSING RELATED EXPENSES

| Type of Housing Related Expenses Paid On
Behalf of Tenant

Reference the Instruction Tab for Program Eligibilit

Expenses.
Paid for Selected | Type of Housing Related Expenses Paid On

- Benalf of Tenant

Security Deposit I

Utility Connection Fees

Application Fees |

[Security Deposit
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Rental Assistance for Administrators Tutorla IS

Winnesota Housing offors three prografs to aSsistrentors throughout the state witn

+ Housing Trust Fund Rental Assistance

I Rental Assistance Administrator Training

)
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Submit via Secure Upload:

Rental Assistance Draw Request Submission

gra?ﬁ‘s@ c e

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 15t 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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