TEXAS DEPARTMENT OF
HOUSING & COMMUNITY AFFAIRS

Building Homes. Strengthening Communities.

HOUSING TRUST FUND
RESERVATION SYSTEM USER GUIDE

Revised November 2014




HTF Reservation System User Guide

TABLE OF CONTENTS
LOGGING IN..eiiiiiiiiiiiiiiiniieittc et br e s s ba e e s s saaa e e e sans 3
YOUR RESERVATION AGREEMENT & HOUSEHOLD ACTIVITIES ......ooiriiiiiiiiniieenieeenieeee 5
NOTES & ATTACHMENTS ...ttt s 6
RESERVATION SETUPS: STEP 1, HOUSEHOLD INFO ......ovviiiiiiiiiiiiiiieiiiniccieccc e 7
RESERVATION SETUPS: STEP 2, BUDGET DETAIL....ccovviiiiiiiiiiiiiiiiiic e 9
RESERVATION SETUPS: STEP 3, UPLOADING DOCS.......ccooviiiiiiiiiiiiiiiniiecirecc s 11
UPLOADING STAGE 2 DOCUMENTS....ciiiiiiiiiiiiiiieciiriccnricc et 13
UPLOADING STAGE 3 DOCUMENTS. ..ottt 16
PROJECT DRAWS: STEP 1, DATES & AMOUNTS ....ciiiiiiiiiiiiiieeieirtee et 18
PROJECT DRAWS: STEP 2, UPLOADING DOCS.......ccoiiiiiiieiiiiiiiiiietteeee e 20
ADMIN DRAWS: DATES & AMOUNTS ...ttt 22




HTF Reservation System User Guide

LOGGING IN

The TDHCA Housing Reservation System (often referred to as the “Housing Contract
System”) is an online system that facilitates the administration of HTF programs by

Administrators and TDHCA staff.

Administrators access the Reservation System through any internet connection in order
to submit reservation set-ups, update housing activities, and submit draw requests.
TDHCA staff use the Reservation System to review reservation set-ups, approve or
declare deficiencies with reservation set-ups, and review and approve draw requests.

The direct link to the Reservation System is:
https://contract.tdhca.state.tx.us/alligator/Login.m

TDHCA Housing Contract System

Flease login to continue.

User D :
Password:

You are making a secure connection with our server.

A link to the Reservation System is also under “Resources” on the left side of the HTF

All information that you submit is encrypted

program page: www.tdhca.state.tx.us/htf.

Housing Trust Fund
Announcements
Main Page

Notices of Funding
Avalatity

Funding Scurces and Plans
HTF Rules

Governing Statute

Ay Young Barrier Removal
Frogram

CFOC Program Assistance
Grants

Resources
1 Program Forms

Housing Condract

archive

Nomproft Assistance

S Contact List

TEX.AS DEPARTMENT OF Home Contact About Calendar Press Employment
HOUSING & COMMUNITY AFFAIRS 2
iding Homes. Strengthening Communities. Site Search I GO

Programs « Support & Services « Manufactured Housing

Housing Trust Fund 7 =
elp for Texans

Housing Trust Fund Overview IF o o SoimBone ybu know s it

The Housing Trust Fund provides leans and grants need of assistance please visit our

to finance. acquire, rehabilitate. and develop decent  Help for Texans page

and safe affordable housing. The Housing Trust

Fund administers various single family programs

and also provides funds for programs administered by other TOHCA Dnisions. including the

Homeless Housing and Rapid Senices Program and Bootstrap Self-Help Housing All

Housing Trust Fund Programs are implemented only through eligible nonprofits. for-profits

public housing auth and local gov that have d a Housing Trust Fund

contract or agreement. If you are an individual seeking housing assistance, please visit our

Help for Texans page

Program Descriptions

Texas Bootstrap Program

The Texas B p Program is by the Office of Colonia Initiatives (OCI)
Dinasion. The Bootstrap Program makes funds available to Colonia Self-Help Centers or state
certified Monprofit Owner-Builder Housing Providers {NOHPs) to purchase or refinance
property en which te build or impreve residential housing through self-help construction with
very low- and extremely lew-income households {Owner-Builders), including persons with
special needs

For more information wisit the Office of Colonia Initiatives’ Bootstrap Seff-Help Housing
Programs page

Amy Young Barrier Removal Program
The Amy Young Barrier Removal Program helps Persons with Disabilities with a low-income
{ne more than 30% Area Median Family Income) to make their homes more accessible



https://contract.tdhca.state.tx.us/alligator/Login.m
http://www.tdhca.state.tx.us/htf
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HTF staff will issue a “User ID” and temporary password for pre-approved Administrator
staff to login. After the very first login, you have to create a new password. If you
forget your password, contact HTF staff for a temporary password to re-access the
Reservation System.

In the Reservation System, you will enter information into blank fields and upload
documents. Click the “Save” button to save your work often and especially before
clicking other links.

Only click the “Submit for Approval” button when you are done with your work and

ready to submit it to HTF staff. After submitting your reservation, the information
cannot be edited without contacting HTF staff.

Pye—— [Frem— vy
':Il.r Approval without Savin q |
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YOUR RESERVATION AGREEMENT & HOUSEHOLD ACTIVITIES

Your reservation agreement number is a 7-digit number (e.g., 1001899) that is assigned
to all your work for a particular program and funding cycle. It is similar to a contract
number. If you have multiple active contracts and reservation agreements with
different divisions of TDHCA, you will see all your contracts and agreement numbers
when you login. Clicking on your agreement number when it is a link (underlined) brings
you to the reservation agreement screen, which is a summary of all your reservation
agreement information.

To be able to make reservations, your reservation agreement “Status” must be “Active.”
Any other status means you cannot enter any reservations until an issue is resolved with
HTF staff.

TDHCA Housing Contract System

e of Funasi | Propram Fends | Contt Sears | Conkac schity | Ficetcas

An activity number is a 10-digit number (e.g., 1001899001) that is assigned to every
household (or “project”) that has a reservation under a specific agreement number. The
activity number is 3 digits added onto the reservation agreement number. To view all
household activities under a reservation agreement, click the “Activities” link in the
upper right corner of the reservation agreement screen:

TDHCA Housing Contract System
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NOTES & ATTACHMENTS

HTF staff or Administrators can post notes or additional information about a reservation
agreement or a household activity. To write or read notes, click on the “Notes” link in
the upper right corner of the reservation agreement screen or a household activity
screen. If you write a note, only you will be able to edit or delete it. You cannot edit or
delete other people’s notes.

“Notes” link on the reservation agreement screen:

TDHCA Housing Contract System

“Notes” link on a household activity screen:

TDHCA Housing Contract System

Doarcs ofFuns | Pusgrem Funss | Conract Bewen | Combact achily | Hascs

Senirast K518 - Astreriien » =1

Usually only HTF staff uploads attachments to the Reservation Agreement screen. And,
usually only Administrators upload attachments to household activity screens for
reservation setups and draw requests. Attachments should be in .pdf. To upload
attachments, click on the “Attachments” link on the right side of the screen. If you
upload an attachment, only you will be able to edit the description or delete it.

TDHCA Housing Contract System

| Hrcenzsnen
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RESERVATION SETUPS: STEP 1, HOUSEHOLD INFO

Your reservation setup is how you will reserve funds for an individual household and
submit documentation showing the household is eligible. Always follow the most recent
Reservation Setup Checklist for the HTF program from which you are reserving funds.

To begin, from your reservation agreement page, go the “Activities” screen by clicking
the “Activities” link in the upper right corner of the screen:

TDHCA Housing Contract System

Next, in the bottom right corner, click “City” (or click “Colonia” if appropriate):

TDHCA Housing Contract System

CONIRLL B 1G0RED » Actelies

1]

Next, a new page appears where you will enter household information. To begin, click
the checkbox at the top of the page (next to “Check this box...”). Then complete ONLY
the required fields highlighted inGIi@hige. Any fields that are NOT highlighted in orange
do NOT need to be filled out.

For the required Gli@hfZ& field “TDHCA Funds Originally Requested,” enter the maximum
amount of funds you need to reserve. For the Amy Young Barrier Removal Program, this
will be “20000.”

TDHCA Housing Contract System

Contract Activity: HTF - HTF Reservation

Required Documentation
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When ALL GI@hEe fields are completed, hit the “Save” button at the bottom of the
screen:

v

_|
3
a2

A special note regarding the “Rural/Urban” field:

Please double check that the household location is correctly identified as rural or urban

by looking it up on the “List of Urban and Rural Places” on the Amy Young Barrier
Removal Program page:

http://www.tdhca.state.tx.us/htf/single-family/amy-young.htm

Required Documentation

Fex the most cument forms, please visd the TDHCA websie link below
HTF - HTF Resarvabion

Check this box if all required documents have been submitted to TOHCA
or will be attached electronically using this system at the time you submit this contract activity or draw.
BUDGET
TOHCA Funds Onginally Requested .00
Total Estmated Cost of Pragect 0.00

ADDRESS

Line 1/ 1

Line 2 Region re ok fous
o] = 2 [00000
Coumby

County Code

The household activity screen has now been created. You will see that the “Status” at

the middle top of the screen is “Pending” because you are not yet finished with the
setup and you have not yet submitted the reservation:

SRIAGEA1GTA9 - Ativiting » Unassgne



http://www.tdhca.state.tx.us/htf/single-family/amy-young.htm
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RESERVATION SETUPS: STEP 2, BUDGET DETAIL

Click the “Budget Detail” link on the right side of the screen:

P

Next, click the “Iltemize” link on the right side of the screen:

Tatal Busguise TOHCA Orgnal Amanded Furdad twmeae rtamared .-

[ save |

The “Budget Itemization” screen will appear. Click the “(+)” sign next to “Hard Cost” to
make a drop-down menu appear:
Budget temnization

Tetal Budgeind TOHCA Ongena Amended Fored Eiwharsty

bam - Bt Categony

| Save |

Scroll down on the drop-down menu and select the category “Miscellaneous (Hard)”
then hit the “Save” button:

Add a Budget Category
e e e e e e
Parent Category Hard Cost

(Ganaral Construction Costs (Havd) =]
G | Requirements “RHD ONLY™ fHard)

Category hame

To choose multiple categories, hold down Ctd key and select one at a time or hold down the Shift key and select a range of categanes

Next, do the same for “Soft Cost.” Click the “(+)” sign next to “Soft Cost” to make a
drop-down menu appear, scroll down and select the category “Miscellaneous (Soft)”
then hit the “Save” button:
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Add a Budget Category

BUDGET CATEGORY
FParent Category Soft Cost
Inspactions - Progress.Final (Sof) -
0s - Yigeun (Soft) E

CIIL :

Category Name a

El

To choose multiple categories. hold dewn Cid key and select one at a time or hold down the Shift AII ind select a range of categones

When the Budget Itemization screen reappears, fill in the dollar amounts for “Hard Cost
Miscellaneous” and for “Soft Cost Miscellaneous” in the lilli& fields on the right side of
the screen. For the Amy Young Barrier Removal Program, if you are reserving the
maximum $20,000 amount permitted per household, enter the default amounts of
“18182” for “Hard Cost Miscellaneous” and “1818” for “Soft Cost Miscellaneous.”

Budget ltemization

Tots Susgited THCA Orgaal P [ Tty Remazed

- = R 9
LSove |

NOTE: Soft Costs are optional. But, your Soft Costs cannot exceed 10% of the Hard
Costs amount (not 10% of the Total funds reserved). To figure out the maximum Soft
Costs you may get for your reservation, divide the Total funds to be reserved by 11. For
example, if you are reserving a Total of $14,500 for the household, divide $14,500 by 11.
This will give you $1,318 in maximum Soft Costs.

To return to the household activity screen, click the “Unassigned” link at the top left
area of the screen to go back one level. Do not use the “back button” in your browser, it
might log you out:

TDHCA Housing Contract System

Source of Funds | Program Funds | Confract Search | Confract Activity Motifications Loan Senicing | COBGDR2 Draws| COBGDR4 Draws!

Contract #1001999 > Astivitiskz Ynassigngd Dbudget Detal
Budget ltemization
Dl
Total Budgeted TDHCA, Original Amended Funded
Project 30.00 520,000.00 520.000.00 50.00

10
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RESERVATION SETUPS: STEP 3, UPLOADING DOCS

To upload the reservation setup checklist and the other forms the setup checklist
requires (e.g., Intake Application, Certification of Disability, Household Income
Certification, etc.) click on the “Attachments” link on the right side of the household
activity screen.

TDHCA Housing Contract System

Coniract £1501438 » ACtiles

Click on the “Attach a Document” link on the right side of the screen:

Sentract #1001 ~ Astvities - WUnansigned - Clecirone Document Atlachiments

Electronic Document Attachments

Then click on the “Type” field for the drop-down menu to appear. Select “Reservation
Setup Documents.” Typing the name of the document in the “Description” field is
optional, but helpful. Then, click the “Browse” button to locate where the document is
saved on your computer. Once the “File Path” field is filled in with the location, hit the
“Save” button. Continue this step for each document you wish to upload.

Contract #1001898 > Activities » Unassigned > Electronic Document Attachments Add

Electronic Document Attachments

File Path
Maximum file size is 5 242 KB.

IMPORTANT!!!
v" Documents should be .pdfs
v Scan and upload EACH document SEPARATELY (do not scan several docs as one
single .pdf)
v If your document is 4 pages, scan and upload it as ONE, SINGLE .pdf (do not scan
each page separately and upload 4 one-page attachments)
v’ Each uploaded document cannot exceed 5MB
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To return to the household activity screen, click the “Unassigned” link at the top left
area of the screen to go back one level. Do not use the “back button” in your browser, it
might log you out:

TDHCA Housing Contract System

Source of Funds | Program Funds | Contract Search | Contract Activity Motifications Loan Senicing | COBGDR3 Draws | COBGDR4 Draws

Contract #1001888 > n_ng Unassigned )Electronic Document Attachments

Electronic Document Attachments

Type Description

Reservation Setup Documents

After you have entered the household info, budget detail and have uploaded all
attachments listed on the reservation setup checklist, the reservation is ready to be
submitted. Hit the “Submit for Approval” button on the bottom of the household
activity screen:

Approver Role Approver Name

— I ———

i Submit for Approval without Saving ;

You will know your reservation has been submitted if the “Status” at the middle top of
the screen is “Pending PM Approval” and the reservation is waiting to be approved by
Program Management/HTF staff. If your status still says “Pending” that means you are
still working on the setup and it has not been submitted to HTF yet.

Coniract S102008 ~ Aciivities » Unassigned CEAS Humbstis

12
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UPLOADING STAGE 2 DOCUMENTS

In the Amy Young Barrier Removal Program, after a reservation setup for a household is
approved and put into “Active” status, you will have to submit “Stage 2 Documents.”
You will see in the middle area of the household activity screen that the “AYBR
Document Status” says “Pending Stage 2 Documents”:

TDHCA Housing Contract System

# of Funa | Frogram Fusds | Conradt Sewen | Convac dctuty | tacticatons | Loan Sweiang | COBGORI Draws| COBGORS Dr

Contract #1001980 ~ Activifies = #1001GB0004 CEAS Mumbars

The term “Stage 2 Documents” refers to:

1) theinitial inspection

2) the accessibility inspection

3) the work write-up & cost estimate

4) before photos, and

5) theinitial inspection & work-write-up checklist

To upload these Stage 2 Documents to the system, click on the “Attachments” link on
the right side of the household activity screen:

TDHCA Housing Contract System

ng | COBGORD Draws| COBCORS Dumes|  RAFESE | [

COniract F1001EB0 » AStiviTies » #1001660004 CEAS Fumbaria

When the attachments screen appears, you should see the reservation setup
documents that you already uploaded there. Click on the “Attach a Document” link:

TDHCA Housing Contract System

oofcanars | Laan Servong | COBGORD Draws | COBGORSDraws | RWFEM |

Santrac F12G1I80 - Aclvisies > FISQURIRGH > Diextrone Dotument Alta heants

Electronic Document Attachments

Desergeen Fathn

13
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Then click on the “Type” field for the drop-down menu to appear. Select “Stage 2
Documents”. Typing the name of the document in the “Description” field is optional,
but helpful. Then, click the “Browse” button to locate where the document is saved on
your computer. Once the “File Path” field is filled in with the location, hit the “Save”
button. Continue this step for each Stage 2 Document you need to upload:

TDHCA Housing Contract System

Source of Funds | Program Funds | Contract Saarch | Contract Activity Notifications Loan Servicing | COBGDR2 Draws| CDBGDR4 Draws RAF Edit

Contract #1001980 > Activities > #1001980004 > Electronic Document Attachments Add

Electronic Document Attachments

Type =
y Do =
Miac:
E

File Path Browse___J
Maximum file size is 5,242 KB

REMINDERS ABOUT ATTACHMENTS!
v" Documents should be .pdfs
v Scan and upload EACH document SEPARATELY (do not scan several docs as one
single .pdf)
v If your document is 4 pages, scan and upload it as ONE, SINGLE .pdf (do not scan
each page separately and upload 4 one-page attachments)
v Each uploaded document cannot exceed 5SMB

To return to the household activity screen, click the 10-digit activity number link at the
top left area of the screen to go back one level. Do not use the “back button” in your
browser, it might log you out:

TDHCA Housing Contract System

Source of Funds | Pragram Funds | Contract Search | Contract Activity Motifications Loan Senicing | COBGDR2 Draws | CDBGDR4 Draws RAF Edit

Contract #1001880 = \vities > #100198000Q4 > Electronic DoClpment Attachments

e Record updated successfully

After you have uploaded all the Stage 2 Documents, hit the “Submit for Approval”
button on the bottom of the household activity screen:

Approver Role Approver Name

— I ———

i Submit for Approval without Saving ;

You will know your Stage 2 Documents have been submitted and are waiting to be
approved by HTF staff if the “AYBR Document Status” at the middle top of the screen is

14
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“Pending Stage 2 Approval.” If it still says “Pending Stage 2 Documents” that means you
are still uploading and no Stage 2 Documents have been submitted to HTF yet.

Statug Active @ Contract # 1001986
Phone # 2616177416 Tracking 1D/ 138433
Activity Number, 1001986002 UOG Code
Actnity Type HTF - HTF Reseration (Single-Family 2014) UOG Number
Setaside Type Amy Young Resenvation with RAF Limits CPS Number (IDIS)
End Date Amended End Date
CEER Document Status Pending Stage 2 AF;TO@ 12] Attachmentis)

15
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UPLOADING STAGE 3 DOCUMENTS

In the Amy Young Barrier Removal Program, after you have your Stage 2 Documents
approved, you will have to submit “Stage 3 Documents.” You will see in the middle area
of the household activity screen that the “AYBR Document Status” says “Pending Stage 3

Documents”:

TDHCA Housing Contract System

o0 o Fuevds | Progeam Fan

COMIAEE FIGGITIE - AN - 100001300

The term “Stage 3 Documents” refers to:

1) the construction contract, and
2) the construction contract checklist

To upload these Stage 3 Documents to the system, click on the “Attachments” link on
the right side of the household activity screen:

TDHCA Housing Contract System

e o s | Seach | Contaciach Rl | Swriang | CONGOR) Dimws| CODGORE Drsmn| B

Contract 1002012 + Activisies » #1002012001

When the attachments screen appears, you should see the reservation setup

documents and Stage 2 Documents that you already uploaded there. Click on the
“Attach a Document” link:

TDHCA Housing Contract System

Electronic Document Attachments

Type Dascaphen

16
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Then click on the “Type” field for the drop-down menu to appear. Select “Stage 3
Documents”. Typing the name of the document in the “Description” field is optional,
but helpful. Then, click the “Browse” button to locate where the document is saved on
your computer. Once the “File Path” field is filled in with the location, hit the “Save”
button. Continue this step for each Stage 3 Document you need to upload:

TDHCA Housing Contract System

Source of Funds | Program Funds | Contract Search | Confract Activity Motifications Loan Senicing | COBGDR3 Draws| COBGODR4E Draws.

Contract #1002012 > Activities > #1002012001 > Electronic Document Attachments Add

Electronic Document Attachments

Reservation Setup Documents
e T ——

Description —
S1age 3 Documents [ (™

File Path Browse.
Maximum file size is 5,242 KB

To return to the household activity screen, click the 10-digit activity number link at the
top left area of the screen to go back one level. Do not use the “back button” in your
browser, it might log you out:

TDHCA Housing Contract System

Source of Funds | Program Funds | Contract Search | Coniract Activity Maotifications Loan Senicing | COBGOR3 Draws | CDBGOR4 Draws

Contract #1002012 > Adfivities > #1002012001 > Electipnic Document Attachments

® Record updated successhully

After you have uploaded all the Stage 3 Documents, hit the “Submit for Approval”
button on the bottom of the household activity screen:

Approver Role Approver Name

— I ———

i Submit for Approval without Saving ;

You will know your Stage 3 Documents have been submitted and are waiting to be
approved by HTF staff if the “AYBR Document Status” at the middle top of the screen is
“Pending Stage 3 Approval.” If it still says “Pending Stage 3 Documents” that means you
are still uploading and no Stage 3 Documents have been submitted to HTF yet.

Status Active @ Contract # 1001985
Phone #7136634514 Tracking ID 138333
Actiaty Number| 1001985004 UOG Code
Actiity Type HTF - HTF Resenation (Single-Family 2014) VDG Number
Setaside Type Amy Young Resenation with RAF Limits CPS Mumber (IDIS)
s Amended End Date

Cﬁiﬁﬂ&ﬁﬂ"‘iﬂ! Status Pending Stage 3 Approval § L18] Atachmentis)

17
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PROJECT DRAWS: STEP 1, DATES & AMOUNTS

To submit a project draw when a specific household has completed construction and
you are ready for reimbursement, go to that household activity’s page. Click on the
“Draw Requests” link on the right side of the screen:

dund stz

Next, click on “Create New FINAL Draw Request.” This is the final draw because this
draw is the only one you will be submitting for this household activity:

Contrast FIES1E - Assiviies - £19918ENGE - D

To begin, click the checkbox at the top of the page (next to “Check this box...”). Next,
enter start and end dates. The start date (or “Services Rendered From”) can be the date
the household completed their intake application. The end date (or “Services Rendered
To”) can be the date you are submitting this project draw request (today’s date). Use
the MM/DD/YYYY format. Then hit the “Save” button.

NOTE: disregard references to the Project Complete Report (PCR). This is for HTF staff
only.

TDHCA Housing Contract System

v will b m sronically using S system ot the tima you submit this coract acthity o draw

Please verify that you have completed the Project Completion Report (FCR) and
HUB Information for the Contract Activity beforé submitting the final draw.

When the draw request screen appears, fill in the dollar amounts for “Hard Cost
Miscellaneous” and for “Soft Cost Miscellaneous” in the lili& fields on the right side of
the screen. Dollar amounts cannot be greater than what is listed as the “Budgeted
Amount.” For the Amy Young Barrier Removal Program, it is possible that you may not
need to request the entire amount of funds that you reserved. If this is the case, make
sure that the Soft Costs you are requesting do NOT exceed 10% of the Hard Costs you
are requesting.

18
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HTF [HTF Reservation) Activity Draw

Fronded Camulsive Draws At Batancy This Denw Herw Blalance

D 1

Dute Suberenied

Moucher &

aegary Buaget et Amount Drmam To Oate Fnadatie Haace Trug Do Amsust

After completing the Hard Cost and Soft Cost draw amounts, be sure to hit the “Save”
button at the bottom of the screen:

Agprovtl Sequrnze Agpezoer Rl Apgeoved lame Actizn Dute

T T 4 L e R SRR ST eI T Ny FRTCE L ST 5 ‘

19
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PROJECT DRAWS: STEP 2, UPLOADING DOCS

To upload the draw checklist and the other forms the draw checklist requires (e.g., final
inspection, after pictures, contractor’s request for payment form, contractor’s invoices,
soft costs invoice, if applicable, etc.) click on the “Attachments” link in the middle area
of the draw request screen:

Contract #1051887 > Activeties - #1001SI0I4 » Draw List » #1 » B

Electronic Decument Attachments.

Then click on the “Type” field for the drop-down menu to appear. Selecting “Draw
Packet” or “Miscellaneous document(s)” is fine. Type a brief name of the document in
the “Description” field. Then, click the “Browse” button to locate where the document
is saved on your computer. Once the “File Path” field is filled in with the location, hit
the “Save” button. Continue this step for each document you wish to upload.

Contract #1001592 > Activities > #1001592024 > Draw List > #1 > Electronic Document Attachments Add

Electronic Document Attachments

DOCUMENT DETAILS

Type [FMscetanecus documentis)
=Liraw Paciet -

itz Comgietion Fom 11.27 or $1127
After Photos
Application & Cartfication for Payment Form 11.180r 311,18
fppreisal 2nd
Certificata of Occupancy ,;I
Cerifficate of Substantial Completion AIA G704

Ceified copy of Deed of Trust
File Path: e fied copy of HUDT
(Clearance Letter from Compliance Imspection Spacisbst ) 5
Contractor Raquast for Payment Fom 11,04 or 911,04 Maximum file size is 5,242 KB.

Dezw Chaciist Form 16.10¢¢ $16.10

Draw Checidist Form 16.11 or S16.11

Draw Checklist Form 16,12 0r 316.12

Draw Checklist Form 16.26 or 51626

Final krespection Form 11.03 or 311.03

Interm or Fnal Down Date Endorsement

kemized inveizeis)

L s Affidavd (Final) by Sub-Contractor Form 1123 0r 511.23

i e} by Contractor Form 11:250r 911.25

y Sub-Lontractor Fom 11.22 oc 911.22
Contractor Form 11.24 or 511.24

List of Contractors, Subconiractors and Vendors Form 11.20or 511.20
Match documerntation

Notadred Application & Cantficate for Payment ALA G702 & G703
Prames Inenection Fam: 11 100 81110

Description

20
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REMINDERS ABOUT ATTACHMENTS!
v" Documents should be .pdfs
v If you are attaching several documents, scan and upload EACH one SEPARATELY
(do not scan them all as one single .pdf)
v’ If your document is 4 pages, scan and upload it as ONE, SINGLE .pdf (do not scan
each page separately and upload 4 one-page attachments)
v’ Each uploaded document cannot exceed 5MB

To return to the draw request screen, click the “#1” link at the top left area of the
screen to go back one level. Do not use the “back button” in your browser, it might log
you out:

TDHCA Housing Contract System

Source of Funds | Program Funds | Contract Search | Contract Activity Motifications Loan Senicing | COBGDR2 Draws | COBGDR4 Draws RAF Edit

Contract #1001592 > Activities > #1001592024 = Draw Li{ =81 > Ekc:'cmc Document Attachments

After you have entered the draw amounts and have uploaded all attachments listed on
the draw checklist, the draw request is ready to be submitted. Hit the “Submit for

Approval” button on the bottom of the draw request screen:
Approver Role Approver Name
,--"""'"_'__——_ __‘__—_""‘""--..__

i Submit for Approval without Saving |

You will know your draw has been submitted if the “Status” at the middle top of the
screen is “Pending PM Approval” and the draw is waiting to be approved by Program
Management/HTF staff. If your draw status still says “Pending” that means you are still
working on the draw request and it has not been submitted to HTF yet.

HTF (HTF Reservation) Activity Draw

Funded Curmvilative Draws Feadanie Balance This Dvaw toew Blalanc e
5 5 ' $20.000.00

GOOD JOB! YOU ARE ALMOST DONE...

Your next step now is to submit the administrative draw (“admin draw”) you will receive
for assisting this household. Your admin draw will be exactly 10% of the Total project
draw (Hard plus Soft Costs) that you just submitted for the household. For example, if
you just submitted a project draw for a household that totaled $18,604.30 (Hard plus
Soft Costs), then you will now submit an admin draw for $1,860.43.
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ADMIN DRAWS: DATES & AMOUNTS

Administrative draws (“admin draws”) are how you are paid for administering HTF
programs and assisting households. Submitting an admin draw request is similar to
submitting a project draw request (reimbursements for specific household activities)
EXCEPT FOR THE LOCATION WHERE THE DRAW IS UPLOADED: Admin draws are created
from the Reservation Agreement screen (not from any household activity screen). The
#1 MISTAKE Administrators make when doing draws is that they create them on the
WRONG SCREEN! For example, they might upload a household’s project draw docs to
the Reservation Agreement screen attachments.

REMEMBER: Admin draw request are general and don’t belong on the household
activity screen. Always create admin draws from the Reservation Agreement screen.

To begin, first make sure you are on the Reservation Agreement screen, which is a
summary of all your reservation agreement information. Clicking on your agreement
number when it is a link (underlined) brings you to the Reservation Agreement screen.

Next, click on the “Draw Request” link on the right side of the screen:

TDHCA Housing Contract System

et D bondarie
N :;I

Next, click on “Create New Draw Request.” For the Amy Young Barrier Removal
Program, the list of admin draws on this screen will grow as you complete each
household activity and receive the 10% admin funds for each household served.

TDHCA Housing Contract System

Contrach #1653 * Orar

To begin, click the checkbox at the top of the page (next to “Check this box...”). Next,
enter start and end dates. The start date (or “Services Rendered From”) can be the date
the household completed their intake application. (NOTE: if the intake application date
took place BEFORE your Reservation Agreement “Begin Date” just use the Reservation
Agreement “Begin Date.” You can find this date on the Reservation Agreement screen
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on the upper left side of the screen.) The end date (or “Services Rendered To”) can be
the date you are submitting this admin draw request (today’s date). Use the
MM/DD/YYYY format. Then, hit the “Save” button.

TDHCA Housing Contract System

When the admin draw request screen appears, enter the 10-digit activity number for
the household that you just assisted into the lili@ field called “Admin Draw Activity
Nbr.” An activity number is your reservation agreement number with three digits added
(e.g., 1001995001).

TDHCA Housing Contract System

osir) S4MTh | Conmtamigy | Newcanons | Loan Seevong | COBGOR] Orews| COBGOSS Draws]  RaF El

Sontrast #100158S ~ Draw List - @

Next, scroll down the page for the different categories under “Draws for Admin” and
find “Miscellaneous Admin.” Fill in the “This Draw Amount” field on the right:

TR
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The amount in the “This Draw Amount” field must be exactly 10% of the Total project
draw (Hard and Soft Costs combined) that you just submitted for the household. For
example, if you just submitted a project draw for a household that totaled $18,775.06
(Hard and Soft Costs combined), then you will now submit an admin draw with
“1877.51” typed into the “This Draw Amount” field on the right side of the screen.
When rounding, always round up 5 through 9, round down 4 through 1.

After filling in the “Admin Draw Activity Nbr” field and the “This Draw Amount” field, hit
the “Save” button at the bottom of the screen:

After you have entered the “activity nbr” and admin draw amount, the admin draw
request is ready to be submitted. Hit the “Submit for Approval” button on the bottom
of the draw request screen:

Approver Role Approver Name

| Save

You will know your admin draw has been submitted if the “Status” at the middle top of
the screen is “Pending PM Approval” and the admin draw is waiting to be approved by
Program Management/HTF staff. If your admin draw status still says “Pending” that
means you are still working on the admin draw and it has not been submitted to HTF
yet.

CONGRATULATIONS! YOU ARE DONE!

If at any time you have questions about reservations setups, submitting Stage 2 or Stage
3 documents, project draws or admin draws, please contact the HTF staff.
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