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LOGGING IN 
 
The TDHCA Housing Reserva�on System (also the “Housing Contract System,” or HCS) is an online 
system that facilitates administra�on of the Tenant-Based Rental Assistance (TBRA) program by 
Administrators and TDHCA staff. 
 
Administrators access the reserva�on system through an internet connec�on in order to submit 
reserva�on setups, update housing ac�vi�es, and submit draw requests. TDHCA staff use the 
Housing Contract System (HCS) to review reserva�on setups, approve or declare deficiencies with 
reserva�on setups, and to review and approve draw requests. 
 
The direct link to the Housing Contract System is:   
htps://contract.tdhca.state.tx.us/alligator/Login.m 

 
A link to the reserva�on system, the Housing Contract System (HCS), is also under “TBRA 
Program Administra�on page” on the TBRA home page on the Department website: 
htps://www.tdhca.texas.gov/tbra-program-administra�on-page. 

 

https://contract.tdhca.state.tx.us/alligator/Login.m
https://www.tdhca.texas.gov/tbra-program-administration-page
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TDHCA staff will issue a “User ID” and temporary password for pre-approved Administrator staff 
to login. A�er 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 
Reserva�on System. 
 
The Reserva�on System is used to enter informa�on into required blank fields and upload 
documents for TDHCA review. Click the “Save” buton o�en to save progress of the work,  
especially before clicking other links when naviga�ng through the system. 
 

 
 
Click the “Submit for Approval” buton only when finished entering informa�on and uploading 
documents and the User is prepared to submit everything to TDHCA staff for review. A�er 
submi�ng the reserva�on, the informa�on is no longer accessible for edits by the User without 
contac�ng SFHP staff. 
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RESERVATION AGREEMENT & HOUSEHOLD ACTIVITIES 
 
Administrator’s reserva�on agreement number is a 7-digit number (e.g., 1009999) that is 
assigned to all of the work for a par�cular HOME Program. It is similar to a contract number. If 
an Administrator has mul�ple ac�ve contracts and reserva�on agreements with different 
divisions of TDHCA, the User will see all contracts and agreement numbers upon login. Clicking 
on the reserva�on agreement number when it shows as a link (blue underlined) directs the User 
to the reserva�on agreement screen, which shows a summary of reserva�on agreement 
informa�on. 
 
To be able to make reserva�ons, the reserva�on agreement Status must be “Ac�ve.” Any other 
status means the User cannot enter any reserva�ons un�l an issue is resolved with SFHP staff. 

 
 
To view all household ac�vi�es under a reserva�on agreement, click the “Ac�vi�es” link in the 
upper right corner of the reserva�on agreement screen at the contract level. 
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A TBRA ac�vity number is a 10-digit number unique to every household ac�vity (or “project”) 
that has a reserva�on under a specific agreement number. The ac�vity 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 ac�vity (e.g., 0000012345). 

 

The ac�vity number is specific for each ac�vity and allows the User to access the informa�on, 
overall ac�vity budget, and track progress of the ac�vity and draw ac�vity for that project. 
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NOTES & ATTACHMENTS 
 
TDHCA staff or Administrators can post notes or addi�onal informa�on about a reserva�on 
agreement or a household ac�vity. To write or read notes, Click the “Notes” link in the upper 
right corner of the reserva�on agreement screen or a household ac�vity 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 reserva�on agreement screen, or contract level, is found in the top right 
corner menu: 

 

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

 
Typically, only TDHCA staff upload atachments to the Reserva�on Agreement screen. 
Addi�onally, usually only Administrators upload atachments to household ac�vity screens for 
reserva�on setups and draw requests. Atachments should be in PDF format. To upload 
atachments, Click the “Atachments” link on the right side of the screen. When the User uploads 
an atachment, they also may include a descrip�on for that atachment. 
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RESERVATION SETUPS:  STEP 1 - HOUSEHOLD INFORMATION 
 
The reserva�on setup is how an Administrator submits documenta�on verifying the household 
is eligible for TBRA par�cipa�on and reserves funds for an individual household. Always follow 
the most recent Reserva�on Setup Checklist for the SFHP program from which the Administrator 
is reserving funds. 
 
To begin, access the Administrator’s reserva�on agreement page, then go to the “Ac�vi�es” 
screen by clicking the “Ac�vi�es” link in the upper right corner of the screen: 

 

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

 

Then the HOME Reserva�on page appears where the User will enter household informa�on. 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: 
Uploading documents to acknowledge the Checkbox at the top of the HOME Reserva�on page 
will occur at Step 3. 
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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 may be entered as “TBD” (To Be Determined) and updated a�er Unit Approval Packet has 
been submited and approved by TDHCA. Be sure to include City, County, and Zip Code for a 
loca�on within Administrator’s Service Area(s) as listed in the current RSP Agreement. 
 
Rural/Urban is a dropdown menu to iden�fy the household loca�on as “Rural” or “Urban.” User 
may refer to the TDHCA website on the TBRA Program Administra�on page under the Program 
Resources sec�on 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). 
 

 
 
HOUSEHOLD 
Name should be entered as the person listed as Head of Household on the TDHCA Intake 
Applica�on completed by the applicant. 
 

 
 
 

mailto:Environmental@TDHCA.Texas.gov
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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 Cer�fica�on (HIC) document 
that is completed and verified according to informa�on the applicant provides in review process. 
 
HIC Date is the effec�ve date noted on the Household Income Cer�fica�on (HIC). 
 
Rider County is a drop-down menu to select “Y” for Yes or “N” for No. Access the Rider 5 Tool on 
the TBRA Program Administra�on page in sec�on Rents and Income Limits. 
 

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

 
 
HOUSEHOLD DATA 
Hispanic is a drop-down menu to iden�fy as either “Y” for Yes or “N” for No. 
 
Household Size is a drop-down menu of numbers 1 through 9 to iden�fy composi�on 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 Applica�on. 
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Head of Household is a drop-down menu to iden�fy the Head of Household as “Elderly,” “Single, 
Non-Elderly,” “Single Parent,” “Two Parents,” or “Other.” 
 

 
 
COUPON CONTRACT DETAIL 
Rent Subsidy Amount is ini�ally es�mated on the Maximum Es�mated Subsidy Worksheet based 
on the maximum allowable rent within the Administrator’s Service Area(s). 
 
Total Rent is ini�ally based on the maximum allowable rent for the smallest unit size to 
accommodate Household members and family composi�on. 
 
Number of Months is the number of months remaining that the Household is eligible to receive 
TBRA assistance (24 months per set up per Household). 
 
Home Rent Limits Flag is a drop-down menu to iden�fy as either “Y” for Yes or “N” for No. 
 
Security Deposit is an amount less than or equal to without exceeding double the amount of the 
Total Rent. 
 
Utility Deposit may be entered from the Maximum Es�mated Subsidy Worksheet. 
 
SAFMR Limit Flag is the small area Fair Market Rent based on the maximum allowable rent for a 
unit size within the Administrator’s Service Area(s) and is a drop-down menu to iden�fy as either 
“Y” for Yes or “N” for No. 
 
Utility Subsidy is the dollar amount in accordance with the most recent U�lity Subsidy worksheet 
from Administrator’s local area Sec�on 8 or Public Housing Authority. 
 
Coupon Start and End Dates includes the dates from the Rental Coupon Contract (RCC) for 24 
months per setup per ac�vity. 
 
Lease Start and End Dates include the lease start date (typically the same date as the RCC start 
date) and the lease end date (recommended as 12 months, keeping in mind the anniversary date 
for recer�fica�on of the Household). 
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When required fields are complete, click the “Save” buton at the botom of the screen: 
 

 
 
A�er clicking the Save buton at the botom, the ac�vity “Status” at the middle top of the screen 
will update to show as “Pending.” There will also be a message in the top le� of the screen 
showing “Record updated successfully”:  
 

 
 
Once the Ac�vity 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 Ac�vity screen: 

 

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

 

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

 

Scroll down on the drop-down menu and select the appropriate type of Hard Cost for the TBRA 
Ac�vity, which may include “Rental Subsidy,” “Security Deposit,” “U�lity Deposit,” or “U�lity 
Subsidy.” Once selected, click the “Save” buton: 

 



TDHCA HOME Program  Revised March 2026 
Tenant-Based Rental Assistance (TBRA) – HCS User Guide Page 14 of 32 
  
 

Next, do the same for “So� Cost,” as appropriate per RSP Agreement (see NOTE below). Click 
the “(+)” sign next to “So� Cost” to make a drop-down menu appear, then scroll down and select 
the category “Miscellaneous (So�).” Click the “Save” buton: 

 

When the Budget Itemiza�on screen reappears, fill in the dollar amounts for eligible Hard Cost(s) 
and for “So� Cost Miscellaneous” in the blue fields on the right side of the screen:  
 

 

NOTE:   
So� Costs are op�onal and will be noted in Administrator’s RSP Agreement, as applicable. Keep 
in mind that So� Costs cannot exceed $1,200 per Household per ac�vity and are only available 
to Administrators who have selected Administra�ve Costs at 4%, rather than the 10% “flat rate” 
for Administra�ve Costs. 
 
To return to the household ac�vity screen, use the breadcrumbing line in the top le� corner to 
click the “Unassigned” link to go back one level. Do not use the “back buton” in the browser, as 
it might log User out: 
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RESERVATION SETUPS:  STEP 3 - UPLOADING DOCUMENTS 
 
To upload the reserva�on setup checklist and other forms required to complete the Setup Packet 
(e.g., Copy of Environmental Clearance, TDHCA Intake Applica�on, Supplement to the 
Applica�on, Household Income Cer�fica�on, etc.), Click the “Atachments” link on the right side 
of the household ac�vity screen: 

 

Click the “    Atach 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 “Descrip�on” field is op�onal, but helpful. Next, click the “Browse” 
buton to locate where the document is saved on User’s computer. Once the “File Path” field is 
filled in with the loca�on, click the “Save” buton. 

 

IMPORTANT: 

 TBRA Setup and Unit Packets should be saved in PDF format 
 Scan and upload EACH Packet as one single PDF document, both bookmarking and titling 
each document in order as listed on the TBRA Project Setup Checklist (do not scan and upload 
each page separately as individual attachments) 
 Each uploaded packet cannot exceed 10 MB 
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To return to the household ac�vity screen, click the “Unassigned” link at the top le� area of the 
screen to go back one level. Do not use the “back buton” in the browser, as it might log User out: 

 

A�er User has entered the household informa�on, budget detail, and has uploaded the packet 
including all required documenta�on listed on the setup checklist, the reserva�on is ready to be 
submited. Click the “Submit for Approval” buton on the botom of the household ac�vity 
screen: 

 

Confirma�on that the reserva�on has been submited successfully will be noted by the “Status” 
at the middle top of the screen showing as “Pending PM Approval” where the reserva�on waits 
to be reviewed and approved by Program Management staff. If the reserva�on status s�ll shows 
as “Pending,” that signifies that Administrator is s�ll working on the setup and has not yet 
submited it to SFHP staff. 
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RESERVATION SETUPS:  UPLOADING ADDITIONAL DOCUMENTS 
 
When the Electronic Document Atachments screen appears, Administrator should see a list of 
previously uploaded documents. To upload any addi�onal documents, as if to address any 
Deficiency no�ces and submit cura�ve documenta�on, Click the “Atach a Document” link: 

 

Again, confirma�on that any cura�ve or addi�onal documenta�on has been submited 
successfully will be noted by the “Status” at the middle top of the screen showing as “Pending 
PM Approval” where the reserva�on waits to be reviewed and approved by Program 
Management staff: 

 

When a reserva�on setup for a household is approved and put into “Ac�ve” status, Administrator 
will be able to submit project draw requests for funds for the TBRA ac�vity. 
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DEFINING DRAW REQUESTS:  FOUR TYPES OF DRAWS 
 
A Draw is a reimbursement of eligible expenses. A Draw Request is the submission of appropriate 
support documenta�on to the Department via HCS in order to seek reimbursement of Program 
Funds for a previously incurred, eligible expenditure. There are four types of Draws:   
 
1. Hard Cost Draws are also referred to as “Project Draws” and are directly associated to a 

specific household, or ac�vity, for costs that may include security deposits, u�lity deposits, 
rental subsidies, and u�lity subsidies.  

 
2. Soft Cost Draws are ac�vity-specific for staff wages associated with administra�ve tasks like 

reviewing Intake Applica�ons, determining applicant eligibility, conduc�ng unit inspec�ons, 
and processing interim revisions and recer�fica�ons. So� Costs are available only to those 
Administrators who have elected to receive 4% Administra�ve Costs plus $1,200 so� costs, 
rather than the flat rate of 10% of Administra�ve Costs. 

 
3. Administrative Draws are reimbursements for costs incurred through the administra�on of 

a HOME Program like TBRA. Also called “Admin Draws,” these draw requests typically 
include salaries and wages of Administrator staff performing program-related administra�ve 
tasks. Addi�onally, 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 u�li�es expenses, and affirma�ve marke�ng of the TBRA Program. 
Administra�ve Draws must be prorated and specifically documented for tasks and expenses 
associated directly to the administra�on of the TBRA Program. 

 
4. Final Draws are submited at the end of an ac�vity. A final draw is the last request of funds 

for reimbursement of any eligible expense and should be submited prior to submission of 
the PCR. 

 
KEEP IN MIND:  
There are two loca�ons to upload and submit the three types of draw requests: 

1. Ac�vity Level – To upload support documenta�on and submit Hard Cost and So� Cost 
Draw requests per specific household for reimbursements of eligible expenses related 
to expenditures already incurred by the Administrator. 
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2. Contract Level – To upload support documenta�on which may include receipts, 
invoices, and/or salary and wage documenta�on for Administrator staff as an 
Administra�ve Draw and/or a Final Draw request. These types of draw requests are 
general requests for administering the TBRA Program and do not belong on the 
household ac�vity screen. Always create admin draws from the Reserva�on 
Agreement screen. 
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DRAW REQUESTS:  STEP 1 - DATES & AMOUNTS 
 
To submit a Hard Cost or So� Cost Draw Request for a specific household at the ac�vity level, 
navigate to that household ac�vity 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 empty, as pictured 
below. Click on “Create New Draw Request” link (as addi�onal Draw requests are submited, the 
Draw List will include a history of previous and pending Draws): 
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If the User is submi�ng a final Draw, Click on “Create Final Draw Request” (also refer to Final 
Draws sec�on): 

 

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 
applica�on for the first ini�al 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” buton. 

 

 
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.  
 

 
 
If Administrator’s RSP Agreement includes the op�on of $1,200 So� Costs per household per 
ac�vity, then the User will click on the So� Cost Miscellaneous line and ensure that So� Costs 
being requested in this draw DO NOT exceed the maximum of $1,200 per ac�vity. 
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A�er comple�ng the draw amounts, Click “SUBMIT FOR APPROVAL without saving” at the botom 
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 documenta�on for the type of draw (Project Draw, So� 
Cost Draw, or Administra�ve Draw) Click the “Atachments” link in the middle area of the draw 
request screen: 
 

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

 

Then Click the “Type” field for the drop-down menu to appear. Selec�ng the appropriate 
document type or “Other” is fine. Type a brief name of the document in the “Descrip�on” field. 
Then, click the “Browse” buton to locate where the document is saved on the  computer. Once 
the “File Path” field is filled in with the loca�on and the “Save” buton is revealed, click the Save 
buton. Repeat this step for each document necessary to upload. 
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REMINDER REGARDING ATTACHMENTS & UPLOADS: 
 TBRA Administrative Draw packets 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 TBRA 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 le� corner and Click back 
to the previous screen. DO NOT use the “backspace” or “BACK” buton in the browser, as it might 
log the User out of the system: 
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SUBMITTING DRAWS:  STEP 3 
 
A�er the User has entered the draw amounts and uploaded all atachments and documenta�on, 
the draw request is ready to be submited. Click the “Submit for Approval” buton at the botom 
of the draw request screen: 

 

Administrator will know the draw request has been submited successfully if the “Status” at the 
middle top of the screen shows as “Pending PM Approval,” and the draw is wai�ng to be approved 
by Department Program Management staff. If the draw status s�ll shows as “Pending,” then that 
signifies User is s�ll working on the draw request and it has not yet been successfully submited 
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 
 
Administra�ve Draws (or “Admin Draws”) are how Administrators are reimbursed for 
administering the TBRA program. Submi�ng an admin draw is similar to submi�ng a project 
draw (reimbursements for household ac�vi�es) except for the LOCATION where the draw is 
uploaded. Admin Draws are created from the Reserva�on Agreement screen at the contract level 
and do not belong on the household ac�vity screen. 
 
To begin, first make sure the User is on the Reserva�on Agreement screen, which is a summary 
of all the Administrator’s reserva�on agreement informa�on. Clicking on the agreement number 
when it is a link (underlined) brings the User to the Reserva�on Agreement screen. 
 

 
 
IMPORTANT: 
Administrators may have mul�ple contracts to administer the TBRA Program under three set-
aside types of funding, noted as “TBRA Reserva�on” for the general set-aside; “TBRA PWD 
Reserva�on” for the Persons With Disabili�es set-aside; and/or “TBRA Disaster Relief 
Reserva�on” 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 ac�vity 
based on set-aside eligibility of the Household. The set-aside type is noted in the Housing 
Contract System: 

 
 

Look at the top le� corner and confirm User is at the contract 
level (Reserva�on Agreement) to submit Administra�ve Draws. 
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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 TBRA Program, the list of admin draws on this 
screen will grow as the Administrator receives Department approval for submited Admin Draw 
Requests. 

 

NOTE:  
If the intake applica�on date took place BEFORE the Reserva�on Agreement “Period Begin Date,” 
then just use the Reserva�on Agreement Begin Date. Users can find this date on the Reserva�on 
Agreement screen on the upper le� 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” buton. 

 
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 applica�on. 
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When the “HOME Admin Draw #” screen appears, enter the ac�vity number for the household 
into the field called “Admin Draw Ac�vity 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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A�er filling in the “Admin Draw Ac�vity Nbr” field and the “This Draw Amount” field, click the 
“Save” buton at the botom on the screen. This will save User progress without submi�ng the 
draw request to the Department: 

 

A�er entering the ac�vity number and admin draw amount, the admin draw request and draw 
packet (support documenta�on) are ready to be submited. Click the “Submit for Approval” 
buton on the botom of the draw request screen: 

 

User will know the admin draw has been successfully submited and the admin draw is wai�ng 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 s�ll says “Pending,” that means the admin draw 
has not been submited. 
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FINAL DRAWS 
 
At the end of an ac�vity, 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 submited 
prior to submission of the Project Comple�on Report for an ac�vity: 

 

To submit the final draw request, follow the same steps as Project Draw and So� Draw requests, 
ensuring to Click “SAVE” to submit for review. Once the final draw request has been submited, 
Administrator may then complete and submit the Project Comple�on Report to close an ac�vity. 

 

 
 
 
PROJECT COMPLETION REPORT 

It is extremely important that all draw requests have been submited to the Department before 
submi�ng the Project Comple�on Report (PCR). Once the User has submited the final draw 
request for an ac�vity, a PCR should then be submited, which will close the ac�vity.  

Once all draw requests have been submited for a household, access the Housing Contract System 
for that ac�vity. Near the lower right corner below the Beneficiaries Data and Related sec�ons is 
the blue link for the “Project Comple�on Report.” 
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Click on the blue PCR link, which will direct the User to the ac�vity screen. On the ac�vity screen, 
verify the User has accessed the correct ac�vity and household informa�on for which the PCR is 
to be submited for closure. 

 

Once the ac�vity informa�on is confirmed, the ac�vity screen breadcrumbing in the top le� 
corner will show “Project Comple�on Report.” 

 
 
Click on “Save” at the botom of the screen. 

 
 
On the next screen, the ac�vity will show “Record updated successfully” in the top le� corner 
and the “Save” and “Submit for Approval without Saving” at the botom of the ac�vity screen. 

 
 

 

123 Old School Road 

Verify the contract and ac�vity numbers, 
household name and address. 
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Clicking on “Submit for Approval without Saving” will then update the ac�vity and show the 
message “Your request for approval has been submited,” confirming that the PCR has been 
successfully submited to the Department.   
 

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

 
 
Once the PCR is reviewed and approved by the Department, the ac�vity will be closed. 
 
 
FIN!  
FINI! 
DONE!  
FINISHED!  
COMPLETE! 
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