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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 

 
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 
 

 
 

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

 
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. 
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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). 

 

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. 
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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: 

 

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

 
 
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. 
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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: 

 

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

 

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...”). 

 
 
NOTE: 
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.  

 
 
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): 

mailto:Environmental@TDHCA.Texas.gov


TDHCA HOME Program  Revised August 2026 
Homeowner Reconstruction Assistance (HRA) – HCS User Guide Page 11 of 34 
  
 

 
 

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. 

 
 
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). 
 
Ll County is a drop-down menu to select “Y” for Yes or “N” for No.  

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

 
 
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.”  
 

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

 
 

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. 
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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: 

 

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: 

 

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: 
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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): 
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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:  

 

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

 

 

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. 
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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: 

 

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: 

 

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. 
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RESERVATION SETUPS:  UPLOADING ADDITIONAL DOCUMENTS 
 
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: 

 

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.  
 

 
 

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. Always create admin draws from the Reservation 
Agreement screen. 
 

 
 
 
  



TDHCA HOME Program  Revised August 2026 
Homeowner Reconstruction Assistance (HRA) – HCS User Guide Page 23 of 34 
  
 

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: 

 

Click the “Draw Requests” link on the right side of the screen: 

 

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: 

 

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): 

 

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. 

 

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.  

 
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: 
 

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

 

 

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

 

Type a brief name of the document in the “Description” field. 
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Then, click the “Choose File” button to locate where the document is saved on the User’s 
computer.  

 

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. 

 

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: 
 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. 
 HRA Administrative Draw packet, as support documentation, should be saved in PDF format 
 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) 
 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: 
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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. 

 

The current status of the Draw Request will also be updated in the Draw List: 
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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. 
 

 
 
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: 
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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. 

 
 

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. 
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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.”  

 

 
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: 
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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: 

 

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: 

 

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: 

 

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. 
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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.” 

 

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. 

 

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

 
 
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.   

 
 
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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