HOME Program — HRA
HOUSING CONTRACT SYSTEM
USER GUIDE

Revised August 2026



TABLE OF CONTENTS

LOGGING IN ettt ettt sttt sttt sttt sttt st s st st s st st e s st et et e sesesesnnnsnnnnn 3
RESERVATION AGREEMENT & HOUSEHOLD ACTIVITIES ...ccooiiiiiteeeeee et riieee e e e s 5
NOTES & ATTACHMENTS . ...ttt ettt e e e e s sttt e e e e s s s s sabbbbeeeeeessssasnbteaeeaeessensanes 7
RESERVATION SETUPS: STEP 1 - HOUSEHOLD INFORMATION .....eutiiiiiiiiiiieieieeeeeeeeeeevereeeeeeeveveeeeenes 9
RESERVATION SETUPS: STEP 2 - BUDGET DETAIL....uueteiieiiiiiiieieetieieitieteeeeeieteieeeeeveseveveseseseseseneneees 15
RESERVATION SETUPS: STEP 3 - UPLOADING DOCUMENTS ....ouiiiiiiiiiiiiiieieieieieiereeeeeeeeeveeeveeeeeeeees 18
RESERVATION SETUPS: UPLOADING ADDITIONALDOCUMENTS......euteiiieieiereienenereneeeeereeenereeeneneees 20
DEFINING DRAW REQUESTS: TYPES OF DRAWS ...ttt ettt ee e 21
DRAW REQUESTS: STEP 1 - DATES & AMOUNTS ..ottt ettt 23
PROJECT DRAWS: STEP 2 - UPLOADING DOCUMENTS ...cottiiiiiiiiitietee e eeeeireeeee e e eineeceee e 25
SUBMITTING DRAWS: STEP 3 e 27
ADMINISTRATIVE DRAWS: STEP 1-DATES & AMOUNTS .....uiiiiiiiiiieeieeriiiteee e esiiveeee e e e e e e 28
FINAL DRAWNV ... ettt sttt sttt sttt sttt st s s st s se s e sesssstesnsesnnnnnnnnes 32
PROJECT COMPLETION REPORT ..ottt ettt setssesesesesesesesesesesennnnne 33
TDHCA HOME Program Revised August 2026

Homeowner Reconstruction Assistance (HRA) — HCS User Guide Page 2 of 34



LOGGING IN

The TDHCA Housing Reservation System (also the “Housing Contract System,” or HCS) is an online
system that facilitates administration of the Homeowner Reconstruction Assistance (HRA)

program by Administrators and TDHCA staff.

Administrators access the reservation system through an internet connection in order to submit
reservation setups, update housing activities, and submit draw requests. TDHCA staff use the
Housing Contract System (HCS) to review reservation setups, approve or declare deficiencies with
reservation setups, and to review and approve draw requests.

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

TDHCA Housing Contract System

Please log in to continue.

T —)
o —

Locked out or forgotten password? Please use the list below to contact your program support
staff

HOME Single Family

HOME Multitamily.

Emergency Solutions Grant

Homeless nd Services Program
ort Bend Program

ices
ult-family ERA2
iousing ty Services Program
Housing Trust Fund

You are accessing a Texas Department of Housing and Community Affairs information system. Unauthorized use is
prohibited, and usage may be subject to securily testing and monitoring. Misuse of this system is subject to criminal
prosecution. Users of this system should have no expectation of privacy except as othenwise provided by applicable
privacy laws.

A link to the reservation system, the Housing Contract System (HCS), is also under “HRA Program

Administration page” on the HRA home page on the Department website:

https://www.tdhca.texas.gov/programs/homeowner-reconstruction-assistance-hra-program

HRA Program Administration page

If you or someone you know is in need of assistance, please
visit our Help for Texans Page.

kg dr Trugmn
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https://contract.tdhca.state.tx.us/alligator/Login.m
https://www.tdhca.texas.gov/programs/homeowner-reconstruction-assistance-hra-program

TDHCA staff will issue a “User ID” and temporary password for pre-approved Administrator staff
to login. After the very first login, the approved User will be prompted to create a new password.
If the User forgets the password, contact TDHCA staff for a temporary password to re-access the
Reservation System.

The Reservation System is used to enter information into required blank fields and upload
documents for TDHCA review. Click the “Save” button often to save progress of the work,
especially before clicking other links when navigating through the system.

Click the “Submit for Approval” button only when finished entering information and uploading
documents and the User is prepared to submit everything to TDHCA staff for review. After
submitting the reservation, the information is no longer accessible for edits by the User without
contacting SFHP staff.
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RESERVATION AGREEMENT & HOUSEHOLD ACTIVITIES

Administrator’s reservation agreement number is a 7-digit number (e.g., 1009999) that is
assigned to all of the work for a particular HOME Program. It is similar to a contract number. If
an Administrator has multiple active contracts and reservation agreements with different
divisions of TDHCA, the User will see all contracts and agreement numbers upon login. Clicking
on the reservation agreement number when it shows as a link (blue underlined) directs the User
to the reservation agreement screen, which shows a summary of reservation agreement
information.

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

TDHCA Housing Contract Svstem
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To view all household activities under a reservation agreement, click the “Activities” link in the
upper right corner of the reservation agreement screen at the contract level.

TDHCA Housing Contract System

ot
traad Nuri Prisgriens Aty HONE - HOWE Sisosars sl Sangie ks, AP g
A Mo s Costrpctor LR e
wind Begin e Lo Lt KOG Harvibee
Opsteed Lred Ciae s aniae Dhare 145 Bmber (115
merns L o] Wl g
i cafion a1 an & Emrcuior
Corglaey FIT Corvuitm R — ey Houi
B sk e
TOHCA Parlarmmns
[
VEBEEA Pregr o Gt Mafrerbs
e
e = e Frsdied e | T — Pkersdind e
A 4 i i £ § Ll
T Y % ¥ - Vi : ke
T T e L1 L
Huistion Duin] Buhes) Do
: -
TDHCA HOME Program Revised August 2026

Homeowner Reconstruction Assistance (HRA) — HCS User Guide Page 5 of 34



An HRA activity number is a 10-digit number unique to every household activity (or “project”)
that has a reservation under a specific agreement number. The activity number is 5 zeros followed
by a 5-digit number at the end. The last five digits is the specific project number for that
household activity (e.g., 0000012345).

viract #1 Aclivilies ~
Household Manss Asdress Addrass Aosvity Slatus Amgshmants
v | Li9]
e 4 | (1]
a0 | = . piu=bug wndeg L il LiT]
’ n City | Colonia

The activity number is specific for each activity and allows the User to access the information,
overall activity budget, and track progress of the activity and draw activity for that project.

aprmatadeud Sramatl Fonosed Svmsar
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NOTES & ATTACHMENTS

TDHCA staff or Administrators can post notes or additional information about a reservation
agreement or a household activity. To write or read notes, Click the “Notes” link in the upper
right corner of the reservation agreement screen or a household activity screen. If a User writes
a note, only the User will be able to edit or delete it. Users cannot edit or delete notes created
by another User.

“Notes” link on the reservation agreement screen, or contract level, is found in the top right
corner menu:

TDHCA Housing Contract System

External Funds | Soures of Fusdhs | Progeam Funds | Conlras! Seach | Conlrast Activity Loan Serdcng | COBGDR Drava | Resenaton Sdemn
Aliocate Funds Envirormentyl | Moles il Regs | Activities | Areas Served | Vendors

o-iract Mu=be: Poexym Aoty :: WIE

IE Fasdraioe [Sin
WIE Py DD [ S mﬁ.-:.ca

“Notes” link on a household activity screen, or project level, is accessible from the top right
corner:

TDHCA Housing Contract System

Exiemal Funds | Source of Funds | Program Funds | Coniract Seasch | Contract Achvily | Nolficalions | Loan Servicing | COBGOR Draws | Resenabion Admin

Hodes

. '
Contract #104 Actvigies = 00000 CEAS Musbars

OVERVIEW

Adrrinistranor Nwne Fames Sounty Sipgs Aettew g Coantract ® 100

Typically, only TDHCA staff upload attachments to the Reservation Agreement screen. To upload
attachments at the contract level, Click the “Attachments” link on the right side of the screen.
When the User uploads an attachment, they also may include a description for that attachment.

Reparting
Mlocale Funds |

Environmental | Notes | Perd Rags | Adivibies | Aneas Served | Vandors

g ity ' B3V - Siga g b
CEAS Mumber(a) SR ity VOO0 Code
Perod Begn Date 5271 SRnag
Penod End Date 3179 Contact Prang
Aranded End Date Grant vas
Appheaten Hurmter Loan Mg
Conguitgnt | Consuiant Prone |
IDHCA Performance TDHCA Performance
Contact Contact Phone

TOHCA Pragram
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Additionally, usually only Administrators upload attachments to household activity screens for
reservation setups and draw requests. To upload attachments, Click the “Attachments” link on
the right side of the screen. When the User uploads an attachment, they also may include a
description for that attachment.
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RESERVATION SETUPS: STEP 1 - HOUSEHOLD INFORMATION

The reservation setup is how an Administrator submits documentation verifying the household
is eligible for HRA participation and reserves funds for an individual household, or “Activity.”
Always follow the most recent Reservation Setup Checklist for the SFHP program from which the
Administrator is reserving funds.

To begin, access the Administrator’s reservation agreement page, then go to the “Activities”
screen by clicking the Activities link in the upper right corner of the screen:

TDHCA Housing Contract System

ddemal Funds | Souice of Funds | Peogram Pundi | Corlracl Search | Coslracl Ay | Nobicalom | Loan Senicing | COBGOR. Dvaws | Reservalion ddmin | Reporing
oCA Fom Ermgrowmanta | Nites | Parf R |_.- Sanved | Venges
it 1

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

TDHCA Housing Contract System

Then the HOME Reservation page appears where the User will enter household information. To
begin, complete ONLY the required fields as listed below:

CLICK THE CHECKBOX at the top of the page (next to the prompt “Check this box...”).

Contract Activity: HOME - HOME Reservation

Raquired Documentation

For e mest coment forms, please vind e TOMCA webste bnk below.

HOME Begenagbon (HOME)
B Check this box if alfrequired documents have been submitted to TOKCA
or will besifgehed electronical g this system al the time you submit this contract activity or draw,

Step 3 will include the opportunity for uploading documents in acknowledgement of this
Checkbox at the top of the HOME Reservation page.
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BUDGET
TDHCA Funds Originally Requested enter the maximum amount of funds Administrator needs to
reserve for a project’s start-to-end date.

ADDRESS
Line 1 is required to include City, County, and Zip Code for a location within Administrator’s
Service Area(s) as listed in the current RSP Agreement.

Rural/Urban is a dropdown menu to identify the household location as “Rural” or “Urban.” User
may refer to the TDHCA website on the HRA Program Administration page under the Program
Resources section as List of Urban and Rural Cities and Places and Counties.

COMPLIANCE

Environmental Clearance Date should be entered as MM/DD/YYYY and can be located on the
Administrator’s Environmental Clearance email provided by the Department’s Environmental
Division (Environmental @ TDHCA.Texas.gov).

Flood Plain is a drop down menu that is answered by selecting “Y” for Yes or “N” for No to
designate whether the activity address is or is not located in a flood plain.

COlPLIAKWCE
Pre 1978 :-| I Lead Frak Aspessment Dot E “

TYPE OF CONSTRUCTION
Form of Assistance is a drop down menu to identify the funding type as either “Grant” or “Loan.”

Construction Type is a drop down menu to select the type of construction necessary to provide
reconstruction for the activity. Options available for selection include (definitions sourced from
§24 CFR 92.2, 10 TAC 20.3, and 10 TAC 23.30):

TDHCA HOME Program Revised August 2026
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Rehabilitation

Sl bl 1o Sibe built ol
Sile built to MHU on same site "-:;‘
MHU ta S Bult >~ e
LT e KHL ba KMIHLU
=*::-:sr’ [ Sile built to New Construction on same site

BoeTowE S

o Co- Redocation to MHU

BouToaweis
Redocation to Mew Consiruction

S

Rehabilitation, or Reconstruction, means the rebuilding, on the same lot, of housing standing on
a site at the time of project commitment, except that housing that was destroyed may be rebuilt
on the same lot if HOME funds are committed within 12 months of the date of destruction. The
number of housing units on the lot may not be decreased or increased as part of a reconstruction
project, but the number of rooms per unit may be increased or decreased. Reconstruction also
includes replacing an existing substandard unit of manufactured housing with a new or standard
unit of manufactured housing. Reconstruction is rehabilitation for purposes of this part, except
that the property standards for new construction in §92.251(a) apply to all reconstruction
projects.

Site built to Site built, or replacement of an owner-occupied site-built house with either a new
site-built house or a new MHU on the same site.

Site built to MHU on same site, or replacement of existing owner-occupied housing with a new
MHU.

MHU to Site Built, or replacing an existing Manufactured Housing Unit (MHU) to construction of
site-built housing on the same site.

MHU to MHU, or replacement of an existing owner-occupied MHU with a new MHU on the same
site.

Site built to New Construction on same site, or replacing owner-occupied housing with new
construction on same site.

Relocation to MHU, or relocating a current homeowner-occupied property with acquisition of a
new lot and new MHU, typically relocating outside of a flood zone.

Relocation to New Construction, or relocating a current homeowner-occupied property with
acquisition of a new lot and new construction home, typically relocating outside of a flood zone.
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HOUSEHOLD
Borrower Full Legal Name is entered as the person listed as both “Applicant” and “Head of
Household” on the TDHCA Intake Application completed by the applicant.

Borrower Marital Status is a drop down menu to identify the Applicant’s current marital status
defining “Single” as never been married; “Married” as legally married; “Divorced” as legally
divorced; or “Widowed” as the Applicant’s spouse is deceased.

_ Bomower
Maria w

SAmtuE
ZF - s
| Bormower rcrasing

Marital Single
Samtus

Marmiad

Divcrced

Witmaed

OCCUPANCY DATA
Number of Bedrooms is a drop-down menu and should include the smallest number of bedrooms
appropriate to the size and circumstances of the Household.

Occupancy is a drop-down menu to select “Homeowner,” “Tenant,” or “Vacant.”

INCOME
Monthly Gross Income is entered based on the Household Income Certification (HIC) document
that is completed and verified according to information the applicant provides in review process.

HIC Date is the effective date noted on the Household Income Certification (HIC).

L County is a dro_p—down menu to select “Y” for Yes or “N” for No.

Ceaabfyng AN Y% FUD Wlaxsmum Fou st
tadm el

MISCELLANEOUS
Rental Assistance Status is a drop-down menu to select “Receiving HRA,” “Rental Assistance to
Tenant has Ended,” or “No Assistance.”

MO ASteIlania I — --..-:[
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BENEFICIARIES DATA
Hispanic is a drop down menu to identify as either “Y” for Yes or “N” for No.

Household Size is a drop down menu of numbers 1 through 9 to identify composition of the
Household members.

Head of Household Race is a drop down menu to select race for the Head of Household listed in
the TDHCA Intake Application.

Head of Household is a drop down menu to identify the Head of Household as “Elderly,” “Single,”
“Non-Elderly,” “Single Parent,” “Two Parents,” or “Other.”

BENEFIGIARIES DATA
Hispanic El Household Size El
Head of Household Racel b Head of Household I:l

PRIMARY SPECIAL NEED
Primary Special Need is a drop down menu with multiple identifiers for Household circumstances.
Click on the drop down arrow to select category, as appropriate, or “None.”

Primary Special Meed [ )

PRIMARY SPECIALNEED T } |

OTHER SPECIAL NEEDS
Other Special Needs is available to identify Household circumstances, as appropriate.

OTHER SPECIALNEEDS
Alcohol and Drug Addiction O Elderly Populations O Wounded Warrior [ Money follows the person O Gaolonias| []
Migrant Farmworkers [ Persons with HIV/AIDS | [ VAWAVictims of Domestic Violense [ Homeless Populations [ People With Disabilities O
Disaster - Harvey || None [ Disaster Victm [_| Weteran [ Public Housing Residents [

When required fields are complete, click the “Save” button at the bottom of the screen:
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After clicking the Save button at the bottom, the activity “Status” at the middle top of the screen
will update to show as “Pending.” There will also be a message in the top left of the screen

showing “Record updated successfully”:

Once the Activity record is updated successfully and has a Pending Status, the User may move to

Step 2 and itemize the budget.

TDHCA HOME Program
Homeowner Reconstruction Assistance (HRA) — HCS User Guide
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RESERVATION SETUPS: STEP 2 - BUDGET DETAIL

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

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

PLAMNED BUDGET

Total Budgeted TDHCA Original Amended Furded remized Unitemized
Budget $0.00 $152.750.00 5153, 700.00 3153, 700.00 %153, 70000 %0 I'I

The “Budget Itemization” screen will appear. In the “Itemized Budget” section, both Hard Cost
and Soft Cost options for the budget categories are available. Click on the appropriate “+” sign
for either hard cost or soft cost to itemize the budget for the activity:

Busdgat Berrsdaticn

Next, on the “Add a Budget Category” screen, select a hard cost item from the drop down menu
and hit the “Save” button at the bottom. Repeat this process to include hard cost categories for
the activity:

Ak i Db Gl

Budget Category Drop Down List for Hard Costs
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At i Baa G iy

e | i|> Additional Budget Category List for Hard Costs

Rl i Bamlgpet Catuginy

Additional Budget Category List for Hard Costs

dadd m Budges Categony

| Additional Budget Category List for Hard Costs

As applicable, select the soft cost item(s) from the drop-down menu, hitting the “Save” button at
the bottom each time. Repeat this process to include soft cost categories for the activity (also,
see NOTE below):

Rl i Baidaye] Calegeip

Budget Category Drop Down List for Soft Costs

>N
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Additional Budget Category List for Soft Costs

Add a Budget Category

Additional Budget Category List for Soft Costs

Once itemization for appropriate hard and soft costs is complete, return to the Budget Itemization screen
and fill in the dollar amounts for the eligible Hard Cost(s) and for “Soft Cost Miscellaneous” in the blue
fields on the right side of the screen:

Budiget Nemization

NOTE:
Soft Costs are limited per activity as per 10 TAC 23.27 (f).

To return to the household activity screen, use the breadcrumbing line in the top left corner. Click
the “Unassigned” link to go back one level. Do not use the “back button” in the browser, as it

might log User out:

ract Sean

xternal Funds | Souce of Funds | Progeam Funds | Contra
pntract $100067 = acu-n._.. Deta
! J

|
“Breadcrumbing” is a digital tool or navigation system that appears as a series of clickable links,

“wshowing the path from homepage to the current page.
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RESERVATION SETUPS: STEP 3 - UPLOADING DOCUMENTS

To upload the reservation setup checklist and other forms required to complete the Setup Packet
(e.g., Copy of Environmental Clearance, TDHCA Intake Application, Supplement to the
Application, Household Income Certification, etc.), Click the “Attachments” link on the right side
of the household activity screen:

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

“ontract e Activities > Unassigned > Electronic Document AHachments
Electronic Document Attachments

Ty Dasonption Path

Then Click the “Type” field for the drop-down menu to appear. Select “Set-up Packet.” Typing the
name of the document in the “Description” field is optional, but helpful. Next, click the “Browse”
button to locate where the document is saved on User’s computer. Once the “File Path” field is
filled in with the location, click the “Save” button.

Electronic Document Attachments

A

Belore uploading files, please make sure that you are nol creating files with file sizes thal are unnecessanly large. For example, a 10 page file should be less than 200 KB in size, not 5 to 10 MB. If you scan to PDF, the
resolution on your scanner should be set to 200 dots per inch (DP1) or less. If you convert files from Word or Exi @ OF, please research how lo oplimize file sizes with the PDF software you use.
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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 the browser, as it might log User out:

TDHCA Housing Contract System

Electronic Document Attachments

After User has entered the household information, budget detail, and has uploaded the packet
including all required documentation listed on the setup checklist, the reservation is ready to be
submitted. Click the “Submit for Approval” button on the bottom of the household activity

screen:

gh volume of reservation submissions an
Administrators wil b2 notified if an activity cannot be processed due to insuffcent |

Approver Role

I_ Submit for Approval withouw l';:r:)

L 13 U

i hal the systém could accept

Confirmation that the reservation has been submitted successfully will be noted by the “Status”
at the middle top of the screen showing as “Pending PM Approval” where the reservation waits
to be reviewed and approved by Program Management staff. If the reservation status still shows
as “Pending,” that signifies that Administrator is still working on the setup and has not yet

submitted it to SFHP staff.

Coowner Name

Primary Special Need

Plan Year 2025

CPS Number (IDIS)

Amended End Date [

TDHCA HOME Program

Revised August 2026
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RESERVATION SETUPS: UPLOADING ADDITIONALDOCUMENTS

When the Electronic Document Attachments screen appears, Administrator should see a list of
previously uploaded documents. To upload any additional documents, as if to address any
Deficiency notices and submit curative documentation, Click the “Attach a Document” link:

Contract #100 > Electronic Doecument Attachments

Electronic Document Attachments

Type Description Path

K E
e | &
X% %

=
=

<
i
=

Again, confirmation that any curative or additional documentation has been submitted
successfully will be noted by the “Status” at the middle top of the screen showing as “Pending
PM Approval” where the reservation waits to be reviewed and approved by Program
Management staff:

When a reservation setup for a household is approved and put into “Active” status, Administrator
will be able to submit project draw requests for funds for the HRA activity.
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DEFINING DRAW REQUESTS: TYPES OF DRAWS

A Draw is a reimbursement of eligible expenses. A Draw Request is the submission of appropriate
support documentation to the Department via HCS in order to seek reimbursement of Program
Funds for a previously incurred, eligible expenditure. There are two types of Draws:

1. Activity Draws are reimbursements for costs incurred for a specific Household and are
submitted at the Activity level as:

a. Hard Cost Draws, also referred to as “Project Draws,” are directly associated to a
specific household, or activity, for costs associated with construction.

b. Soft Cost Draws are activity-specific related to HRA activities, where eligible activity
soft costs are limited to acquisition or refinance in conjunction with New
Construction of site-built housing or placement of an MHU: no more than $2,500 per
housing unit; replacement with an MHU: no more than $10,000 per housing unit;
Reconstruction or New Construction of site-built housing: $15,000 per housing unit;
and reasonable and necessary third-party costs (see item c below).

c. Third Party Costs are reimbursements as soft cost expenditures that may be incurred
in connection with required housing counseling, conducting appraisals, title reports
or insurance, tax certificates, recording fees, surveys, and first year hazard and flood
insurance.

2. Administrative Draws are reimbursements for costs incurred through the administration of
a HOME Program like HRA. Also called “Admin Draws,” these draw requests typically include
salaries and wages of Administrator staff performing program-related administrative tasks.
Additionally, Admin Draws may be reimbursements for costs like staff training and travel
costs, goods and services, equipment and office supplies, rental and maintenance of office
space, office utilities expenses, and affirmative marketing of the HRA Program.
Administrative Draws must be prorated and specifically documented for tasks and expenses
associated directly to the administration of the HRA Program.
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KEEP IN MIND:

There are two locations to upload and submit the different types of draw requests:

1. Activity Level — To upload support documentation and submit Hard Cost and Soft Cost
Draw requests per specific household for reimbursements of eligible expenses related
to expenditures already incurred by the Administrator.

ooviract #1009 Actritins AOODOO012345

e Community Acten Agsncy

123 Main Strest
Anywhere
Magic

2. Contract Level — To upload support documentation which may include receipts,
invoices, and/or salary and wage documentation for Administrator staff as an
Administrative Draw and/or a Final Draw request. These types of draw requests are
general requests for administering the HRA Program and do not belong on the

household

activity screen.

Agreement screen.

Always create admin draws from the Reservation

C Cammunity Action MD

TDHCA HOME Program
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DRAW REQUESTS: STEP 1 - DATES & AMOUNTS

To submit a Hard Cost or Soft Cost Draw Request for a specific household at the activity level,
navigate to that household activity page. Click the “Draw Requests” link on the right side of the
screen:

ciract 190 Aclivigiey » #0000
sy Spacal Haad wisnce Type THRA Hesera -
s Date 0124 g Diata 2731 4 B

e Becess Sutyy Aecet Somoace g T p—

Reserved Oviginal Amended Funded Committed Total Drawn Refunded Met Drawn  Available
Adrnin $0.00 50.00 50.00 $0.00 50.00 $0.00 50.00 $0.00
TERA Disaster Rebefl Reservation Project 20.00 £0.00 50 3 50 50.0 0.0 5
Toia $0.00 3 50 $0.0 =

Allocation Detail Budget Detail Draw H .(, Draw Request

The next screen will show the Draw List. If this is the first Draw, the list will be blank, as pictured
below. Click on “Create New Draw Request” link:

DRAW LIST
Celete Draw # Date Submitied Date Services Rendened Arnount

As additional Draw requests are submitted, the Draw List will include a history of previous and
pending Draws:
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If the User is submitting a final Draw, Click on “Create Final Draw Request” (refer to Final Draws
section):

DRAW LIST
Delete Draw # Date Submitied Date Services Rendersd Amnount Status Voucher # Fina

Create Mew Draw Regue: Create Final Draw Request

To begin, click the checkbox at the top of the page (next to “Check this box...”). Enter the “Services
Rendered From,” or start date, which can be the date the household completed their intake
application for the first initial draw. Next, enter the “Services Rendered To,” or end date, which
can be the date of submission for the project draw request. Use the MM/DD/YYYY format. Once
both dates are entered, click the “Save” button.

TDHCA Housing Contract System

- U (NS | Feaervasan Admn deping

TWO check boxes will be present at first draw request. Read and check both.

¢l this box if all required documents have been submined 1o TOHCA

or will auuon-c;-l.- using this syatem at the time you submit this contract activity or draw
krowiedge that the Household Commitment Contract associated with this Activity may have besn updated 1o include

the Federal Award Tear after snecuton of the Houtehold C ormmitment Contract by all partes
ssion of this draw confirma acceptance of the addition of this information to the Mousehold Commitrment Contract

When the draw request screen appears, fill in the dollar amounts for Hard Cost amounts in the
blue fields on the right side of the screen.

HOME (HOME Reservation) Activity Draw &
— Funged Curuiatve Dreen Arniste Beaerce Thun Craw Hew Beiarce
e FEETTTT 120,97 0 1000 328,20
BN
e s -
. Ciam 5-temma
[-p— [ 1@ w[fiaoz0es |0
» S
% peoring fec_mart Fsca-ved a
s aen
T - . VRS- B —
. o8 [ p—— Domn T Date [T — Trit Oriw omannt
i bopaby T [
L X
A v + pe 373
= -

After completing the draw amounts, Click “SUBMIT FOR APPROVAL without saving” at the bottom
of the screen to submit to the Department for review:
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PROJECT DRAWS: STEP 2 - UPLOADING DOCUMENTS

To upload the draw request and support documentation for the type of draw (Project Draw, Soft

Cost Draw, or Administrative Draw) Click the “Attachments” link in the middle area of the draw
request screen:

HOME (HOME Reservation) Activity Draw 21

o ulate Faden s Fhin Crow Hww Hadare: o
000

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

Comtract 810 Dawe Lind = [ » Essetroris Decurent AHschmants

Ebectronic Document Attachm ents

Then Click the “Type” field for the drop-down menu to appear. Selecting the appropriate
document type or “Other” is acceptable.

Electronic Document Attachments

DOCUMENT DETAILS

TypEl **Draw Packet = |

Description | **Draw Packet

Contract Service Agreement P

File Path: | Draw checklist Form 16.08 or 916.08

Invaice(s) Maximum file size is 11,534 KB.

Before uploading files, please | Fersonnel Cost Calculator Form 15.02 0r 915.02 5755 that are unnecessarily large. For example, a 10 page file should be less than 200 KB in size, not 5 to 10 MB. |
to PDF, the resolution on your ! Time sheet Form 15.01 or 915.01 or less. If you convert files from Word or Excel to PDF, please research how to optimize file sizes with the PDF soft
use.

Type a brief name of the document in the “Description” field.

Electronic Document Attachments

200 KB in size, net 5 to 10 MB,  you scan 1o POF, the resoltion on your scanner should
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Then, click the “Choose File” button to locate where the document is saved on the User’s
computer.

Elsctronic Document Attachments

Duscrption
e chosn
Maximum fils size & 11,534 KB

Bafore uploading fles, please make sure that you are Rot creating fles with fle sizes that are unecessarily large. For axamele, 3 10 page fle should be less than 200 KB in size, mot 5 1o 10 MB. H you scan to POF, the resolution on your scanner should
b st to 200 dots per inch (DP1) or Iess. I you corvert fles. from Wo Excel to PDF_ plaase research how 1o aptimize file skzes with the PDF software you use

Once the “File Path” field is filled in with the location and the “Save” button is revealed, click the
Save button. Repeat this step for each document necessary to upload.

Electronic Document Attachments

4= Document name is filled in beside File Path.

Madmum fla siza s 11,534 KB

wr: | Chotsa File | JaneDoeSetupFack

Bafors uploading files, plaass make sure that you are not creating f
be 594 10 200 dots per Inch (D@1} or b

with fla sizes that are unnecsssarily large. For examplea 10 paga file should ba lezs than 200 KB in size. net 5 to 10 MB. If you scan to POF. the reschution on your scanner should
1) or kg3, H you comvart fies from Woed or Excel to POF. plagse rasearch haw 1o optimize fi g POF softwara y

DF, ph POF software you use

HINT:
When naming documents, consider that the document file name cannot have spaces. As an
example, “Jane Doe Setup Packet” should be “JaneDoeSetupPacket.”

REMINDER REGARDING ATTACHMENTS & UPLOADS:

v HRA “Administrative Draw Workbook” and/or “Salary and Wage Cost Calculator and
Timesheet with Instructions” document should be uploaded as an Excel document. With each
subsequent draw, the most recently approved Admin Draw workbook should be used.

v" HRA Administrative Draw packet, as support documentation, should be saved in PDF format
v" Scan and upload the packet as one single PDF document, both bookmarking and titling each
individual form/document in order as listed on the HRA Project Setup Checklist (do not scan and
upload each page separately as individual attachments)

v' The complete packet cannot exceed 10MB

To return to the draw request screen, use the breadcrumbing in the top left corner and Click back
to the previous screen. DO NOT use the “Backspace” or “BACK” button in the browser, as it might
log the User out of the system:

TDHCA Housing Contract System

Source of Funds | Program Funds | Contract Search | Contract Activity Notifications i Loan Servicing | COBGDR2 Draws | COBGDRA Draws | RAF Edit

IConlract #1001592 - Activities > #1001592024 > Draw Lét =81 = ch‘.'cmc Document Attachments I
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SUBMITTING DRAWS: STEP 3

After the User has entered the draw amounts and uploaded all attachments and documentation,
the draw request is ready to be submitted. Click the “Submit for Approval” button at the bottom
of the draw request screen:

Administrator will know the draw request has been submitted successfully if the “Status” at the
middle top of the screen shows as “Pending PM Approval,” and the draw is waiting to be approved
by Department Program Management staff. If the draw status still shows as “Pending,” then that
signifies User is still working on the draw request and it has not yet been successfully submitted
for review.

HOME Admin Draw 82
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ADMINISTRATIVE DRAWS: STEP 1-DATES & AMOUNTS

Administrative Draws (or “Admin Draws”) are how Administrators are reimbursed for
administering the HRA program. Submitting an admin draw is similar to submitting a project draw
(reimbursements for household activities) except for the LOCATION where the draw is uploaded.
Admin Draws are created from the Reservation Agreement screen at the contract level and do
not belong on the household activity screen.

To begin, first make sure the User is on the Reservation Agreement screen, which is a summary

of all the Administrator’s reservation agreement information. Clicking on the agreement number
when it is a link (underlined) brings the User to the Reservation Agreement screen.

s
¥~ Lookat the top Jeft comer and confirm User | is at ghe contract

kR level (Reservatign Agreement) to submit Administrative Draws.

Ml Coca

IMPORTANT:

Administrators may have multiple contracts to administer the HRA Program under three set-
aside types of funding, noted as “HRA Reservation” for the general set-aside; “HRA PWD
Reservation” for the Persons With Disabilities set-aside; and/or “HRA Disaster Relief Reservation”
for the Disaster set-aside. Each set-aside has a different contract number.

The User must submit Draw Requests using the appropriate contract number to fund an activity
based on set-aside eligibility of the Household. The set-aside type is noted in the Housing
Contract System:

SETASIDES

SETASIDES
Setaside Type HRA Disaster Relief R@
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Next, Click the “Draw Request” link on the right side of the screen:

Next, Click “Create New Draw Request.” For the HRA Program, the list of admin draws on this
screen will grow as the Administrator receives Department approval for submitted Admin Draw
Requests.

NOTE:

If the intake application date took place BEFORE the Reservation Agreement “Period Begin Date,”
then just use the Reservation Agreement Begin Date. Users can find this date on the Reservation
Agreement screen on the upper left side of the screen. The end date (or “Services Rendered To”)
can be the date of submission for this admin draw request. Use the MM/DD/YYYY format. Then,
click the “Save” button.

Cirrract baprhes Eragram ity HONE - HOME Reservation (Singes Family 202 Sapys Ak g

(CEAS Murmbani) ot LiDG Cada
Cisrany o Sl

Ciantas Phana CPS Musitar {5

" Gl ik Wil Cad

Click the checkbox at the top of the page (next to “Check this box...”). Enter Services Rendered
From and Services Rendered To dates (start and end dates). Remember, the Services Rendered
From date can be the date the household completed their intake application.

EEOUIRED DOOURMEMTATION
nouments, ragured o agproenl of Admmnkattes Conty and Decft Cond [ress Sngupest
3 Ve WAL ST T [R5 R Pee (A stans I Bk

Ehori s Thadio® F ormis Li
Qk thiz Boa W 3l mguired decuments have bssn submitisd fo TOMCA
o will b Ctronicaily using s SySm o W Tme you Subeyll this COnract scoivity of draw

AT BL UL G.r;;'— . _D | C.mﬁ: _;¢.,1:,_..q|'—jD

I-u.-u
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When the “HOME Admin Draw #” screen appears, enter the activity number for the household

into the field called “Admin Draw Activity Nbr.”

Frakad Crarnibitg Diave
admin FEEIE ]
TESRA Resprezion Projoct ) R X

sl Draw’?

Adimin D Actihily N

HOME Admin Draw #1

Lo s Baiaiin

Ovawn B Dot

T D Arvaasit

Next, scroll down the same page for the different categories under “Draws for Admin” and select
the type(s) of eligible expense for requested reimbursement. Fill in the “This Draw Amount” field

on the right:

DRAWS FOR ADMIN
em # Cirawn To Diate
1 Affirmalive markefing plan e

2 Application intake and processing :
3 Consuhant 1
4 Coples —
[ Documsniation preparation (construdion and disburssmant) I_
& Emviranmental review (including sxemgd adminissrmative) ]
Final inspecion :

B Financial managemant :
5 Informalion serdces I:
i Iniial Inspection :
1 |Long Distance 1
12 Miscellanaous Admin —
i3 Office Equipment :
1 Office Supplies | |
15 Pre-construction conference I:
16 Procuremant of Confracior :
17 | Procuremant of professional service provider ]
18 Progress nspedions I:
i Projact documantation praparation f
20 Pundch st verification inspaciion I_‘
21 Recordiesping :
22 |Salaryl [ 1
# s [—
24 |Salary3 L 1
% |Salaryd [
2% |Salary5 N
ar Schedule of values :
28 Training |:
25 Wtk wiite up |:
30 'Wark write up/cost estimale I:
Total $0.00 £0.00
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After filling in the “Admin Draw Activity Nbr” field and the “This Draw Amount” field, click the
“Save” button at the bottom on the screen. This will save User progress without submitting the
draw request to the Department:

] Work write up
& 1] Work write up/cost estimala l—l
Toka $0.00 000

T a1
Approval Sequence Approves Fols Approver Name Acdion Date

m it for Approval without Saving |

Hons

After entering the activity number and admin draw amount, the admin draw request and draw
packet (support documentation) are ready to be submitted. Click the “Submit for Approval”
button on the bottom of the draw request screen:

el Work varile up
i Wiork waile up'cost estimats |—|
Tl 30.00 3000

B B e et
Appioval Sequencs Approves Fioks Appioreds Mama Asdion st

Hons

User will know the admin draw has been successfully submitted and the admin draw is waiting to
be approved by Program Management staff when the “Status” at the middle top of the screen is
“Pending PM Approval.” If the admin draw status still says “Pending,” that means the admin draw
has not been submitted.
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FINAL DRAW

At the end of an activity, to submit the final draw request of funds for reimbursement of eligible
expenses, Click “Create New FINAL Draw Request.” This is the final draw and should be submitted

prior to submission of the Project Completion Report for an activity:

wang P fepral g

To submit the final draw request, follow the same steps as Project Draw and Soft Draw requests,
ensuring to Click “SAVE” to submit for review. Once the final draw request has been submitted,
Administrator may then complete and submit the Project Completion Report to close an activity.

iy e .- ONE check box will be present at subsequent and final draw requests.
eck this box if all required documents have been submitted to TDHCA
or will be atghad electronically using this system at the lime you Submil this contract activity oF diaw.

E) C

[sawe]

Please verity that you have completed the Project Completion Report (PCR) and
HUB Information for the Contract Activity before submitting the final draw.
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PROJECT COMPLETION REPORT

It is extremely important that all draw requests have been submitted to the Department before
submitting the Project Completion Report (PCR). Once the User has submitted the final draw
request for an activity, a PCR should then be submitted, which will close the activity.

Once all draw requests have been submitted for a household, access the Housing Contract System
for that activity. Near the lower right corner below the Beneficiaries Data and Related sections is
the blue link for the “Project Completion Report.”

BT

Click on the blue PCR link, which will direct the User to the activity screen. On the activity screen,
verify the User has accessed the correct activity and household information for which the PCR is
to be submitted for closure.

Verify the contract and activity numbers,
household name and address.

123 Oid School Road

Once the activity information is confirmed, the activity screen breadcrumbing in the top left
corner will show “Project Completion Report.”

Conirac] #14 > Ativites = BOO00{
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Click on “Save” at the bottpm of the screen.

On the next screen, the activity will show “Record updated successfully” in the top left corner
and the “Save” and “Submit for Approval without Saving” at the bottom of the activity screen.

Harsehold Mame

Click on “Submit for Approval without Saving” to then update the activity.

Once updated, the message “Your request for approval has been submitted” will show in the top
left corner of the screen, confirming that the PCR has been successfully submitted to the
Department.

I Contract #10 = Activities > FOD0D Projec! Compietion Report

To confirm that the PCR has been submitted, the User may also check that the status is updated
to show “Pending PCR Approval.”

Once the PCR is reviewed and approved by the Department, the activity will be closed.
COMPLETE!
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