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MINNESOTA
HOUSING

Our Mission

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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Special Claims - Purpose

e To reduce potential financial risk to owners
* Limits on security deposits

* Adherence to waiting list requirements
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Special Claims - Purpose

Reminder:

e A claim Will Not exceed 80% of the contract
rent

e A property will only get reimbursed for up to
60 days of vacancy
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Special Claims — Eligibility

e Minnesota Housing reviews three types of
claims for project-based Section 8
contracts:

* Vacancy
 Unpaid Rent and

* Tenant Damages
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Special Claims — Eligibility

e |f a TRACS Data Analyst is assignhed to the
property, the special claim will be
submitted to Minnesota Housing.

* Any properties that has TRACS files
submitted directly to HUD, the special
claims package should be sent to HUD as

well.
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Special Claims Process

Owner/Agent Minnesota Housing

Packet is prepared and Packet is received, date
upload through the stamped and reviewed
Minnesota Housing within 30 days
Multifamily Customer &1
Portal Approved or
Adjusted Denied ‘ | Pending |
Confirmation letter Confirmation letter Confirmation letter
and HUD forms sent and HUD forms sent and HUD forms sent
with Claim Numbers with reason for with reason for
denial and appeal pending. Entire
process packet returned to
O/fA.

Post to next month’s
voucher (or within 90 days)

Follow instruction on letter
to appeal, if desired

O/A has 30 days to
resubmit complete packet

Complete claims must be received within 180 days of the unit ready date.

7/21/2022 Minnesota Housing | mnhousing.gov 8



Special Claims

Owners must:
* Take all feasible actions to fill the vacancy.

 Not have rejected applicants (except for
good cause, per the Tenant Selection
Plan).

e Must have timely TRACS submissions.
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Special Claims

Claim submission should occur:

e |f unitis re-rented:

e After submission of Move-In Certification via
TRACS.

e If not re-rented:
e Submit 60 days from unit ready date.

e Submission prior to this 60 days will result in
a pending packet.
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Special Claims

e Submit all claims for a property at the same
time.

e Avoid sending in multiple packets for the
same property each month.



Special Claims

If a unit qualifies for multiple special claims
the claims should be submitted TOGETHER

whenever possible:

 Vacancy Loss
 Unpaid Rent

* Tenant Damages
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Special Claims

Ensure all HUD forms contain:
e Section 8 Contract number
e Unit number

e Sign, print name and date ALL HUD
forms

e Verify the contract rent amount is
correct
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Special Claims — Vacancy Loss Claims

o A special claim for vacancy loss after rent-up is
compensation to the property owner for the loss
of rental income of a unit that was previously
occupied by an assisted tenant but has been

vacant for circumstances beyond the owner’s
control.
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Special Claims — Vacancy Loss

Required Documents

e Special claims checklist

HUD-52670-A

HUD-52671-C

Signed 50059 from move in

e Documentation that the security deposit was collected in full
e Security deposit disposition form

e Unit reconditioning log

e Wait list OR marketing material



ecial Claims — VVacancy Loss

Required Documents - Special claims checklist

Sample form can be found at:
http://www.mnhousing.gov/sites/multifamily/tracs

e Confirm all necessary paperwork is included with the
packet.

e One checklist for each unit with a special claim

e Note that the checklists for vacancy loss are
different than for damages/unpaid rent

Following the checklist ensures all required documents are included and helps avoid
unnecessary paperwork


http://www.mnhousing.gov/sites/multifamily/tracs

Minnesota Housing
Checldist for Section 8 REGULAR VACANCY Special Claims

Cimimes ower 180 days will be denied.

Property Bome: (Comtract Number:
Tenamnt Mame: Uknit Murmber:
|Ih-edhm§drﬂiiql’.‘i-:

|F.rmi:

|Hm

Eodh dioim pockoge must indude this cheokiist and the following required items, in the order listed.
Flemse do not indude other documents not [Ested below, such as work order, pictores, etc.

lem

R

HUD-52670-A Part 2
[Special Claims Schedule)

One completed, sicned snd gdated form listing gll ynits in the package.

§if subenitting By mak, incivde o origine and anr copy

HUD-52671-C
(Special Clalma for Regular Vecancy|

One completed, signed and dated form for esch unit.
§f subumitting by ma, incrde e origine amd' are copy

Copy of the original signed move in
S0050

Indude both pages to show the TTP and amount of deposit for the former
terant. [if the i 50055 & not cvalishles contoct your Dote Asalat for Ratructios]

Documentation that the cormect security
depaosit was collected

Select one:
O A copy of the original move in lease (ot depoit, asd iigeaturs poges sl
[0 A copy of the tenant’s ledger

A copy of the receipt(s) for deposit collected

Security Deposit disposition

Il incude: move out date, amount of deposit collected, smount of deposit
retumned, sy charges withheld from the deposit for unpaid rent, damages or
other sllowable charges.

Unit ready documentation
(La reconditioning log)

Miust indude: move out date, start and finish dates of each turnover task, and
thee date unit is neady. (T uslt feady dabe I the date gitar all henower bl hive been
complebedl]

000 ooooe
0o o dooo

tenant was selected

Copy of the waiting list from which the new

Wait list must tell the story of the vamncy and desoibe contact with new tenant
and all applicants contscted for the unit. Do not indude the entine wait list, onlby
relevant poges. 'Wait list must contain the following:

1) Name of the new tenant

2} Date and time of appliction

3} Dates of contact and outcomes for all those contacted

&) Morve in date:

[]

I:l l:l Artvertising/marketing materizls If there is nowait list or the wait list has been exhawsted, provide copy of
marketing efforts. Marketing materials must be dated and have ocourred during
the: vasncy period, for the comect unit size and in accondance with the AFHMP.
Transfers If the: former tenant transfermed owt or the new tenant transfermed in, chedk the

applicable reason:
O PReasonable sccommadsation
O Change in household members

Did the: resident gi proper notice? Cate of Death:
pivea o Ove Do
I re-rented, is the BMLUT viewsble in TRACS?
Ove Oho
i azsiztance was terminated, was eligibility verified?
Ove Uno




Special Claims — Vacancy Loss

Required Documents
HUD-52670-A, Part 2

“Schedule of Section 8 Special Claims”

One document listing each claim type

for every unit being submitted.
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pecial Claims —Vacancy Los

Specinl Claims U.5. Departmeant of Houging and OME &pproval Ho. 250040182 [1L30200)
Urban Developmant
Schedule Cffica of Houzing_
Federal Housing Commiszioner
Ineructions Przpm Mams FHA, Przgmzt Fla. Eaon ATACSTEKC
Fellow guidslines in HUD Carsrnzba.
Handbook 4250.3 Aew. 1 Chapter 8
Head of Housshold Mama, unit Humbar Type and &mourt of Clalm (3)
Baowlal Securty Mumiber, —
Data of Blith Unpaid Ferit [Torant Domaged ,ETEUE yaeguer Cabt Servis
T | TR | R | e | Y 52670-A Part 2
ERET1-A Z2ET1-A EEET1-B 51T SZET-D
] &} = [ (= = M

Tokls

| vartify: [a]tha above amourns have besn compuied in accordanca with al insiructions | HUD/Coniract &dminisinator Raniew
and requirements presabed by HUD and the applicable Sadion &'PRCPRAC Centract; | [[] Claim approved.

[E} al preraquizites bo andcondiions for tha azsislance claimed have bean mat; and (<) Claim adusted. Raason:

all raquired documaniation wil b= retained in the project's fikes for 3 years. Claim deried Raason:

Cnernara printed name, gratuss, duis, & phons ra. O, igratars, B dute 19

7/21/2022




Special Claims — Vacancy Loss

Spﬁ‘CiB' Claims U.S. Department of Housing and OMB Approval Ne. 2502-01232 (04/30/2009)
Urban Development
Schedule Office of Housing
Federal Housing Commissioner
Instructions Project Name FA4 Project No. Section &/PACPRAC
Follow guidelines in HUD . . . Gontract No.
Handbook 4350.3,Rev. 1 Chapter 8|\W hispering Vines MN46X000000
Head of Household Name, Unit Number Type and Amount of Claim [$)
Social Szcurity Number, Renil Feoul
Date of Birth Unpaid Rent  |Tenant Damages Vaign_cigs Va-ggrl:c?;s Debt Service
Fram HUD Frem HUD From HUD From HUD From HUD
52671-A 52671-A 52671-B 526T1-C 52671-D
(1 (2) il 4 (s) (6) ()
Smith, Mary 101 1781.00
Jones, Harry 201 500.00

All claims submitted in the package must be listed on
ONE HUD 52670-A Part 2.
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Special Claims — Vacancy Loss

Required Documents
HUD-52671-C

“Section 8 Special Claims for Regular
Vacancies”

One for each unit
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Special Claims — Vacancy Loss

One HUD-52671-C for EACH unit in the package

SpECiEﬂ Claim 5 U.5. Department of Housing OMBE Approval Mo, 2602-0182 (04/30/2009)
. and Urban Development
for Regular Vacancies Office of Housing
Federal Housing Commissionar
Ingtructions Praoject nams FHA project no. Sec B'PACFBAC Cont 2
Follow guidelines| VWHISPERING VINES SMITH, MARY MNZ60000000
II'EEEI{}U:E: H::d:}:.)d{ Vacatsd Tenant nams Un'rtilual
Chapter 9
1. Tenant's move-out | 2. Mo daystakento |3. Date unit ready for | 4. Date unit ready for |5, Date unit was 6. Mo. of days vacant
1-1031731/18 clean / repair unit CCCUpanc occup. + 59 days 1/5-{5 2619 liNclrtdtcudw;cgal:_I EII:IEi
nciude aay in line
Part A 16 11/17 18 1/18/19 but not dayin lins5.)
{applies to the 7. Caortract rentioparating rent at move-out 1521.00
fDllDWIngfll 2. Enter daily contract rent'operating rent (Divide contract rent/
8B0: Section & Naw operating rent in effect on move-out date by actual no. days 49.06 60
Construction in mova-out manth) .
8B1: Substantial 9. Multiply lines & and B {Cortract rent/operating rent for days
Rehabilitation vatant, perating v 2944.00
824: Aural Housing 10 Multicle li - - . - =
i , y line 9 by 0.80 for Section &PAC units or 0.50 for

Services Saction 202/211 PRAC units (This is the most HUD will pay) 2355.00
£25: LMSA Subp&!ﬂ A 11.Entar amounts paid by othar sources —]
291: Elderly Housing (Securnity deposit, Title |, etc.)

12. Subtract line 11 from line 9 2944.00

13. Compare line 10 with line 12 & entar the lesser amount

Entarin column & on HUD 52870-A Part 2. 2355.00
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| carify. (a) Units are in decent, safe, and santtary condition, and are available for
occupancy during the vacancy pariod in which the payments are cdaimed. (b} The Owner
{ Agent did not cause the vacancy by violating the lease, the contract, or any applicable
law. () | notified HUD or the contract administrator immediately upon lsaming of the
vacancy, or prospective vacancy, and the reasons for it (d) | complied with all HUD
requiraments on termination of tenancy (Chapter 8, Section 3 of Handbook 43503 Rav.1)

project's file for 3 years.
Cwner's printed  name, si

HUD will progecute false claims & ; vict Fresmtin criminal and'or civil
penalties (18 U.5.C. Sections 1001, 1r;|1|:| 1::112 31 LISC Sections 3729, 3802).

HLI Dy 'Contract Administrator Review

[ ] Claim adjusted. Reason:
[ ] Claim denied. Reason:
Official's name, signature, & date

Clairn 10:




Special Claims — Vacancy Loss

Required Documents

 Copy of the HUD 50059 signed at move in
 Must have signature page

e Page 2 to reflect the amount of Security
Deposit
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Special Claims — Vacancy Loss

Security Deposit Documentation

 ONE of the following:
e Copy of tenant rent ledger card
e Copy of security deposit receipts
* Copy of original lease
* First page
e Page listing security deposit
e Signature page



If security deposit was not collected in full the
difference between the collected amount and
required amount MUST be deducted from

vacancy claim.

Security deposit required $500.00
Security deposit collected $200.00
Amount deducted from claim $300.00




Special Claims — Vacancy Loss

e Security deposit disposition notice
provided to the tenant who vacated.

* Notice should include:
 Move out date
e Amount of security deposit collected
e Amount of security deposit returned

e All charges withheld from the deposit
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Special Claims — Vacancy Loss

Unit Reconditioning Log must include :

1. Move out date.

2. Start and finish date of each step in making the unit ready.

3. Date unit was ready for tenancy. NOTE: this is ONE day
AFTER last make ready steps are completed.

- Common error that results in adjustments

4. Date unit was re-rented (if applicable).

Sample Unit Reconditioning Log can be found at: http://www.mnhousing.gov/sites/multifamily/tracs
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http://www.mnhousing.gov/sites/multifamily/tracs

UNIT RECONDITIONING LOG

Property Name:

Unit Mumber:
Date of death:

Move Dut/unit transfer date:
[ thw Braot tramafreed unity, nguds documeriobion egardieg Bie
rasion flor Hea Erarugier]

START DATE DATE COMPLETED
Painting
Maintainance
Plumbing
carpenters
ceneral
carpet Cleaned/Replaced
other Flooring
Housekeeping
Other (slemrapety!

Date unit ready for ooupancy
[doy Jollowing kut dote of ueit tum

Date Unit Re-rented
[mavw bn ahowld b suvhmiled to TR arior Bz aendieg clarm packogr o
Miananoto Howing]

Owner/Agent signature Date
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Special Claims — Vacancy Loss

Waiting List
* Include the pages that show the new

tenant’s name and all applicants contacted
for renting the specific unit.

DO NOT UPLOAD THE ENTIRE WAITLIST!

Helpful to highlight or * mark new tenant on
waiting list
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Special Claims — Vacancy Loss

e Wait list must:

o Reflect all dates of applicant contact, reason for
contact and outcomes of those contacts.

Lack of details on the wait list is a common reason
claims are pending or denied

e Show applicants in order of date/time received

e Be legible

Sample of electronic format waiting list can be found at:
http://www.mnhousing.gov/sites/multifamily/tracs
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http://www.mnhousing.gov/sites/multifamily/tracs

Special Claims — Vacancy Loss

If the unit is not filled from a waiting list,
documentation of marketing efforts must be
submitted.
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Special Claims — Vacancy Loss

Marketing Materials
e Copies of advertisements

e Advertisements should show date to confirm
they were run during the months of vacancy

e Property name and correct unit type

* |nvoices for advertisement expenses

e Copies of the property’s brochures or print offs from
company website alone may not be sufficient.
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Special Claims — Vacancy Loss

e Additional documentation

e Must supply a reason for the transfer
in/out of a unit.

e Examples: Reasonable accommodation or change in household
composition
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Special Claims — Vacancy Loss

e Documents being submitted must refer to
the unit that the tenant vacated.

e All of the required documents MUST be
included in the package.

e |f any document is missing the claim(s)
will be returned as pending.
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Special Claims- Unpaid Rent and Damages

e A special claim for unpaid rent, tenant damages
and other charges due under the lease is
reimbursement to a property owner for a former
tenant's failure to pay the monthly rent, other
charges due under the lease, or for damages

caused by the negligence or abuse of the former
tenant.
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Unpaid Rent and Tenant Damages

Required Documents

v’ Special claims checklist — specific to unpaid
rent/damages

v HUD-52670-A
v HUD-52671-A
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Unpaid Rent and Tenant Dama

Required Documents for Unpaid Rent

v" Checklist

v' Move in 50059

v' Documentation of security deposit collected
v’ Copy of certified letter to tenant

v’ Collection Agency documentation

v' Documentation of other HUD-approved charges
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Unpaid Rent and Tenant Damages

In addition to documentation for unpaid rent

Required Documents for Tenant Damages

v" Move in/out inspection form

v’ List of damages

v" Breakdown of costs

v’ Security deposit disposition notices

v' Owner/Agent certification that damages are above normal
wear and tear
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Unpaid Rent and Tenant Dama

Required Documents
HUD-52670-A, Part 2

“Schedule of Section 8 Special Claims”

One document listing each claim type

for every unit being submitted.
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aid Rent and Tenant Damages

Special Claims U.S. Department of Housing and OMB Agproval Ne. 2502-0132 (04/30/2009)
Urban Development
Schedule Office of Housing
Federal Housing Commissioner
Instructions Projact Name FHA Pmject No. Saction PACPRAG
Follow guidelines in HUD : : : Corntract No.
Handbook 4350.3,Rev. 1 Chapter B Whlsperlng Vines MN46X000000
Head of Household Name, Unit Number Type and Amount of Claim [$)
Social Sacurity Number, Feri Faaul
Date of Birth Unpaid Rent [Tenant Damages v sn-Lp eguar Debt Service
acancles Vacancies
From HUD From HUD From HUD Frorm HUD From HUD
52671-A 52671-A 52671-B 52671-C 52671-D
(1 (2) (3 (4) (5) (6) (7)
Smith, Mary 101 1781.00
Jones, Harry 201 |85.00 550.00 500.00

ALL claims for ALL Units submitted in the package are
listed on ONE 52670-A Part 2.
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Required Documents

HUD-52671-A

“Section 8 Special Claims for Unpaid Rent”

One for each unit
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: : U.S. Department of Housing OMB Approval No. 2502-0182 (04/30/2009)
SpECIHl Claims for and Urban Development

Unpaid Rent / Damages Office of Housing
Federal Housing Commissionar

Instructions Project name FHA project nao. Saction 8/PAC/PRAC contract no.
Followguidelines NMNAGXOOONOON
in HUD Handbook Vacated Tenant narT Uinit Mo, 20 1
ones, Harry
4350.3, Rev. 1 . . . ’
Chapter 9 Wh|5per|ng Vlnes Tenant vacaTTf3 1/2018 Mew Tenant's mo-.rbuidlzﬁl/zo:lg
Total amount 1. Enter the security deposityou collected. Warning: If you did not collect
collected from the required security deposit from the tenant that caused this claim, 250.00
tanant stop! You cannot file this special claim. '
2. Enter the interest you earned on the security deposit 1500
3. Enter the money you collected for unpaid rents & damages
(from tenant, insurance, etc.) O
4. Total amount collected. Add lines 1-3 26500
5.  Enter monthly contract rent at move-out for Section 8 or PAC units;
or the monthly operating rent for Section 202/811 PRAC 900.00
HUD's maxi- , , : — -
mum liability 6. Subtract line 4 from line & (equals maximum HUD liability). If this

amount is 0 or negative, stop! You have exceedad HUD's maximum. 635
You cannot file a claim for unpaid rent or damages.

) ] 7. Enter rent charged but unpaid at move-out
Unpaid rent claim 350.00
8. Subtract line 4 from line 7 (not less than ) 85 OO
9. Enterthelesseroflines & & 8. Also, enter incolumn 3 on HUD 52870— 85 00
A, Part 2. :

10, Subtract line 9 from line 6. If thisz amount iz 0 or negative, stop! You
have exceeded HUD's maximum. You cannet file a claim for dam-|  550.00

HUD's remaining ages.
liability appli-
hle to dam- 11. Enter cost to repair damage
ages 10,000.00

12. Enter the remaining amount of the security deposit (line 4 minus line
71 This cannot be less than 0

13. Aamount of damage exceeding the remaining security deposit (line 11
minus line 12) This cannot be less than O 10100000

14. Enter the lesser of lines 10 & 13, Also, enter in column 4 on HUD
E2670-A, Part 2. : 550.00




Unpaid Rent and Tenant Damages

Required Documents

e Checklist documenting all necessary paperwork
is included with the packet.

 One checklist for each unit in package.

e This is a separate checklist from the vacancy
checklist.

Sample checklist can be found at: http://www.mnhousing.gov/sites/multifamily/tracs
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http://www.mnhousing.gov/sites/multifamily/tracs

7/21/2022

Minnesota Housing

Checklist for Section 8 Unpaid

Rent and Tenant Damages Spedial Claims

Al clgims must be received within 180 colendar days after the unit becomes ovailable for oocupancy.

Chims over 180 days will be denied.
[Property Name: Contract Number:
Tenant Mame: Linit Mumber:
|n-m=u"=sms.hiuiqa-in:
|Emﬂ: Phone:
Each doim pockoge must indude this checklist ond the following required items, in the order fisted.
Please do not indude other documents not listed below, such as work order, pictures, etc
if the digim is for both Unpoid Rent ond Tenant Damoges , all must be colouloted on the same 52670-4
ofs | . | Itemn Description
Howsing
For all claims (except Vacancy)
HUD-52670-4 Part 2 Onie comipleted, signed and dated form listing all units in the package.

[ipectal il Schadiis)

Y sbriitting By mail inchuds one anipleal ond one copy)

HUD-52671-A
[Special Ciairrs for Unpaid ke Tanam Darmage|

Onie comipleted, Zigned and gdated form for each wnit
A ssbvnieting By mail, incudle one anipieal ond one copy)

For Unpaid Rent and Other Charges
Copy of the original signed move-in Include both pages to show the TTP and amount of deposit for the former tenant.
50055 At A SOCES i ot cvailiabler contadt poor Dte Amalyat for deifruction]

Documentztion that the cormect security
deposit was collected

Select one:

O A copy of the original mowve in lease (et dipest, and signatrs pages only)
O A copy of the tenant’s ledger

O Acopy of the receipt{s) for deposit collected

Copy of the certified betber sent fo the
‘terant

Letter mugt detail the unpsid rent or other charges, the disposition of the security
deposit, and advize the tenant that the acoount will be turned over to 2 collection
agency.

Documentztion that the matter was
‘tumed owver to 2 oolledtion agenoy and
that they have sttempted to collect

Copy of the agency’s first demand letter.

Documentztion for other charges thar
were due under the lease that
demonstrate the charges wene beyond
mormnal wear and tear

See Special Claims Guide book for examples of other allowable charges.

Fo

r Tenant Damages: in addition to the

documentation for Unpaid Rent and other Charges

Copies of the mowve in and move out
inspection forms

Thee forms must be signed and dated.

Security Deposit Disposition

Lzt indude: move out date, amount of deposit collected, amount of deposit
returmed, amy changes withheld from the deposit for unpaid rent, domoges or
other allowsble dharges.

ltemized list of damages

Include the breakdown of the cost to repair the damages, induding details if the
life expectancy of the itern was: taken into consideration. Clearly indicte each
damage that is induded in the diaim.

Of O O Ch o CfF 0 OO 0 o
O O ooy o oo ooy

Owmeer certification of normal wear and
‘bear

(Oweniery Bt must certify the submitted clzim is beyond normal wear and tear.

45



Unpaid Rent and Tenant Damage

Required Documents

e Copy of the signed HUD 50059 completed at move in for
the tenant who vacated.

e Documentation that appropriate security deposit was
collected

e ONE of the following:
e Copy of original lease
e Copy of tenant rent ledger card

e Copy of security deposit receipts



Unpaid Rent and Tenant Damage

Required Documents

e Security deposit disposition notice sent to the tenant who
vacated

e Dated, CERTIFIED letter to former tenant detailing:
e Charges
e Demand for payment

e Advising that failure to pay will result in it being turned
over to a collection agency

e That the tenant has the right to discuss the charges



Unpaid Rent and Tenant Dama

Required Documents
e Documentation that debt was turned over to a collection
agency

* The collection agency attempted to collect the debt (i.e. the
agency'’s first demand letter)

e Documentation of other HUD-approved charges, as
applicable

Note: Legal fees, collection agency fees, and utility bills are not allowable
“other charges”



Unpaid Rent and Tenant Damages

In addition, tenant damage claims must also include
the following:

1. Copy of the signed and dated Move In/Move Out
Inspection

2. Owner/Agent certification that damage is not due
to normal wear and tear

3. Owner/Agent must determine the useful life
expectancy of replaceable items



Unpaid Rent and Tenant Damages

4. Itemized list of damages.

5. Breakdown of cost to repair damage, which

may include:
* Invoices
e Receipts

e Copies of work orders

e Maintenance records
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Special Claims

Timelines
and

Notification of Status
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Special Claims Timelines

e HUD timelines to note

7/21/2022

Minnesota Housing has 30 days to review

O/A have 30 days to resubmit materials for
pending packets

O/A have 90 days to add approved/adjusted
claim to their voucher

Claims must be fully processed within 180
days of unit ready date
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Special Claims Timelines

e Claims must be submitted no later than 180
days from the date the unit is ready for

OCCupancy.
e EXAMPLE:
Move out date 9/30/2021
Unit ready date 11/1/2021
11/1/21 plus 180 days 04/29/2022

Complete packet must be received by 4/29/22
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Special Claims Timelines

* Do not wait until the 179" day to
submit your special claims!
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Claims Status Notifications

Claims uploaded through the Multifamily
Portal-Special Claims are:

e System dated on the date received

e Claims are reviewed within 30 days of receipt by
Minnesota Housing
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Claims Status Notifications

e Claim Statuses
e Approved - with Claim ID number(s)

e Adjusted - (including the reason for adjustment
and corrected amount) with Claim ID number(s)

* Denied - including the reason for denial



Claims Status Notifications

Approved/Adjusted claims

e Owner/Agent will receive notice by email
e Confirmation letter
e HUD forms that will include:
 Minnesota Housing staff signature
e Claim number(s)

e Deadline for submitting request for payment on
voucher

e Submit on next month’s voucher



Claims Status Notifications

Pending claims:

e Owner/Agent will receive notice by email
* Email letter notification will state:
 What documentation is missing

e Deadline in which the missing
documentation MUST be uploaded to the
Multifamily Portal — Special Claims



Claims Status Notifications

* Pending claims:

e MUST be uploaded to the Multifamily Portal —
Special Claims within 30 days

* Pending packages MUST remain within the 180
day timeframe, including all resubmissions

 Missing documentation can be uploaded
multiple times but must still remain within this
window or they will be denied.



Claims Status Notifications

HUD’s 180 day completion timeframe is not
extended for any reason.

HUD’s 180 day completion timeframe is not extended for any
reason.



Claims Status Notifications

* Denied claims:

e Owner/Agent will receive notice by email
* Email letter notification will state:
* The reason for denial

e Information on how to appeal the denied
claim



Claims Status Notifications

The claim will automatically be DENIED:

* If pending package is not returned complete within
stated 30-day timeframe.

* If submitted or resubmitted outside of the 180 day
timeframe allowed by HUD.

e Approved claim is not reported on your voucher
within 90 days of approval.



Claims Status Notifications

To ensure timely payment...

 When notification of an approved claim is
received by the property:

e Post to the next month’s voucher

e Use ALL assigned Claim ID numbers

e Remember that different claim types will have different
claim numbers.



MINNESOTA
HOUSING

For questions on Special Claims please contact the TRACS Data
Analyst assigned to your property.

Special Claims information, and fillable forms can be found at:
http://www.mnhousing.gov/sites/multifamily/tracs

400 Wabasha Street N. Suite 400

St. Paul, MN 55102

651-296-7608 * 800-657-3769 * TTY 651-297-2361
www.mnhousing . gov

7/21/2022 Minnesota Housing | mnhousing.gov 64


http://www.mnhousing.gov/sites/multifamily/tracs
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