
Housing Stability & Eviction Diversion
HSED Eviction Relief Training

FY 2024

Presented by: 
Amanda Eisenmann
Housing Program Administrator



Overview

• General Information

• Eligible/Ineligible Activities 

• Client Eligibility 

• Eviction Relief Eligibility

• Client File Forms

• Records to Maintain

• Required Training Documents



General Information

• Eviction Relief is intended to provide financial assistance to eligible households who have 
experienced/are experiencing an eviction after March 13, 2020. 

• All HSED agency staff members who have attended this training and completed CP-114 
Eviction Relief Certification are eligible to offer these services. 

• HSED agency staff members who have not completed this training/certification can not offer 
Eviction Relief services, or sign Eviction Relief documents as an agency representative. 

• Agencies are not bound to/limited by the amount of Eviction Relief funding originally 
requested. The total funding award may be used for eligible expenses in any category once 
requirements are fulfilled. 



Eligible Activities: Rental Judgements

• Rental Judgements: Grantees may provide payment to the court and/or its appropriate parties 
to satisfy eviction judgements and/or eviction filings on behalf of eligible households who have 
experienced an eviction as a result of the Covid-19 pandemic. 

• Up to $15,000 per household for those whose hardship occurred after March 13, 2020.
• Payments cannot be made to collection agencies. 
• Late fees may be considered if they are included in the rental ledger, and are consistent 

with the original lease agreement. 

• Rental Judgement funds can be used to pay evictions that have been filed with the courts, 
before a judgement has been executed. 

• Rental Judgement funds cannot be used if the eviction has not been filed with the courts. 



Eligible Activities: Forward Rent 
 Grantees may also provide 3 to 6 months of forward rent payments to the property owner on 

behalf of eligible households. The following criteria must be met to provide forward rent 
payments: 

 Recipient must also be receiving direct HSED assistance via Rental Judgements and/or a Security Deposit. 

 Forward rent payments can only be remitted in increments of 3 months. 

 After the initial 3 months of forward rent has passed, the client can re-attest to ongoing hardship and eligibility 
via a new CP-101, 112 and 116. If the client is determined eligible, they may receive an additional 3 months, not 
to exceed 6 months total. 

 Clients are not eligible for forward rent if they have exceeded their 18 month maximum benefit, which we’ll 
review shortly. 

 The Lease Agreement must be in effect for the months of assistance provided. Forward rent provided for months 
outside of the lease duration are not eligible under HSED 2024. 

 Forward rent payments must be made directly to the property owner/property management company. Under no 
circumstances can payment be made directly to the client. 

 If CP-101,112, or 116 is dated more than 90 days from the date of payment, new forms must be completed and 
included in client file. 



Eligible Activities: Security Deposit

 Grantees may provide a Security Deposit to the property owner on behalf of eligible 
households.

 Recipients of Security Deposit funds must be receiving direct HSED assistance 
via rental judgements and/or have experienced an eviction after March 13, 2020. 
Proof of prior eviction must be included in the client file. 

 Security Deposit funds may be used to pay for a deposit that is less than or equal 
to one months’ rent. 

 The deposit must secure a lease with a duration of at least 6 months. 



Eligible Activities: Utility Arrears

 Eviction Relief funds can be used to provide direct payment to utility companies in 
order to satisfy utility arrears on behalf of eligible households. 

 Recipients of Utility Arrear funds must be receiving direct HSED assistance via 
rental judgements and/or a security deposit. 

 Households are eligible to up to 6 months of utility arrears, if the arrearages are 
preventing current housing and occurred after March 13, 2020. 

 Qualifying utilities include:
 Up to a combined 6 months of gas, electric, water, sewage/waste water, and 

trash.



Ineligible Activities: Eviction Relief
 Eviction relief assistance for clients not eligible for the HSED program;

 Eviction Relief for judgements in excess of $15,000.00;

 Eviction relief for judgements occurring on or before March 13, 2020;

 Eviction relief for clients who have already received their maximum ERA benefit of 18 months 
of utility/rental assistance;

 Eviction relief for clients who have already received ERA benefits for overlapping months;

 Eviction relief for clients who’s eviction has not been filed with the courts;

 Eviction relief payments made to ineligible parties (i.e., client, collection agencies);

 Damage fees;

 Late fees that are not consistent with the original lease agreement;



Ineligible Activities: Continued
• Forward rent payments exceeding 6 months;

• Security deposits larger than one month’s rent;

• Security deposits for leases that have less than 6 months duration; 

• Security deposits for rent-to-own agreements where the renter has exercised ownership 
interest in the property;

• Rental insurance;

• Utility assistance exceeding 6 months of arrears;

• Utility assistance for arrearages that are not preventing future housing;

• Forward utilities;

• Client incentives (i.e., gift cards, bus passes etc.);

• Direct financial assistance outside of the parameters outlined in Eviction Relief, Security 
Deposit and Utility Assistance guidance. 



Client Eligibility –
Eviction Relief

• Recipients of Eviction Relief 
funding must first meet all 
HSED qualifying criteria, which 
is verified using form CP-101 
HSED Eligibility. 

• Must be accompanied by CP-112 
Eviction Relief Eligibility and 
CP-116 Clearing House 
Verification.



Client Eligibility –
Eviction Relief

Overview:

• Clients cannot receive more than 18 months of combined rental/utility 

assistance under all ERA programs.

• Clients cannot receive assistance for months that have already been 
paid through a previous ERA award (Duplication of Benefits). 

• Verified through the processes in CP-112 and CP-116. 



Eviction Relief 
Eligibility (CP-112)

Section 1: Enter Head of 
Household Name, Last 4 
Digits of SSN, Agency Name 
and the Agency 
Representative Name

Section 2: Follow the 
Eligibility Checklist to 
ensure you are prepared 
to provide Eviction Relief 
assistance. 
Documentation MUST be 
collected before 
eligibility is determined. 

• ALL on-site Eviction Relief 
recipient files must be 
accompanied by a completed 
CP-112 Eviction Relief 
Eligibility Form.

• Recipients are only eligible for 
Eviction Relief if a certified 
Agency Representative 
completes CP-112 and verifies 
eligibility. 

• Expenses for Eviction Relief 
recipient files that do not 
contain CP-112 showing 
certified eligibility and/or the 
required documentation will be 
deemed ineligible. 



Eviction Relief Eligibility (CP-112)

• Section 2 (cont’d): 
Collect and verify all 
of the required 
documentation for 
each assistance 
category.

• Section 3: Once all 
documentation has 
been collected, and 
CP-112 is completed, 
both the certified 
agency representative 
and the Head of 
Household will print, 
sign and date. 

REMINDER:



Eviction Relief Eligibility (CP-112)

• Section 5: 
Complete the type, 
amount, and 
months of 
assistance being 
requested. 

REMINDER: 
HoH Information is 

required in your 
monthly HSED 

reporting for all
recipients of Eviction 

Relief Assistance.  

• Section 4: Collect 
all of the required 
Head of Household 
Information.



Eviction Relief Eligibility (CP-112)

• Section 8: 
Complete this 
section at the 
second instance 
of forward rent. 

• Section 7: 
Complete this 
section at the 
first instance 
of forward 
rent. 

• Section 6: Collect 
all of the 
required Forward 
Rent 
documentation.

Reminders: 

• Collect a new CP-101 to 
recertify eligibility if 
originals are dated more 
than 90 days prior to the 
date forward rent payment 
is made. 

• Collect new CP-112 and 
CP-116s before remitting 
payment for a second 
instance of forward rent. 



Eviction Relief Eligibility (CP-112)
Clearing House Eligibility Checklist

• Indicate whether the 
household is applying for 
a Security Deposit.

• Section 9: Enter 
first and last name 
of certified Agency 
Representative. • Section 10: Insert 

the months of 
Rental Judgement, 
Utility Arrear, and 
Forward Rent 
Assistance 
requested. 

• Use CP-116 Clearing 
House Verification Tool 
to count the number of 
months being requested 
by the applicant. 

• Use CP-116 Clearing House 
Verification Tool to count the 
total months of assistance 
(past and current) requested 
by the household. 

• If the total months of assistance are less than or 
equal to 18 months, client can be considered for 
Eviction Relief eligibility. 



Clearing House Verification
EXAMPLE: If John Doe received 10 months of rental assistance (January-October 2023) and 3 months of utility assistance 
(January-March 2023), he would have utilized a total of 10 months of his total award because the months of utility/rental 

assistance do overlap. 



Clearing House Verification
John is requesting 3 additional months of Rental Judgement assistance, and two additional months 

of Utility Assistance under HSED Eviction Relief assistance. 

Duplication 
of Benefits 
must be 
removed 
from 
Requested 
Assistance. 



Clearing House Verification



CP-112 Eviction Relief Eligibility

• Section 11: Enter first and last 
name of certified Agency 
Representative who is completing 
the Eviction Relief Eligibility.

• Complete this checklist before
Eviction Relief payment is 
made. 

• Agency representative will 
print, sign and date the 
Clearing House Certification. 

• Complete this checklist after
Eviction Relief payment is 
made. 



Eviction Relief – Client File Forms
All Eviction Relief Files: 

 HSED Eligibility Form (CP-101) and;
 Eviction Relief Eligibility Form (CP-112);
 Clearing House Verification Tool (CP-116);
 HSED Consent Form (CP-102);
 Head of Household Government Issued ID;
 Proof of cleared payment;
 Proof of prior eviction as listed in the HSED FY2024 Desk Guide;
 Case notes and/or service records detailing the required information as stated in the HSED FY2024 Desk Guide. 

Rental Judgements:
 Copy of eviction filings or rental judgement from the corresponding court (dated after March 13, 2020) and; 
 Copy of ledger from the landlord/property manager showing months of assistance included in the filing/judgement and the total balance due. 

Ledger must also include the landlord name, client name and the address for which assistance is being received. 

Forward Rent: 
 CP-101 HSED Eligibility form that is no more than 90 days old. New form must be completed if CP-101 is expired and;
 CP-112 Eviction Relief Eligibility form. If a second instance of forward rent is provided, agency must complete a new CP-112;
 CP-116 Clearing House Verification Tool. If a second instance of forward rent is provided, agency must complete a new CP-116; 
 Landlord/owner W9;
 Proof of ownership of landlord/property manager;

 Mortgage bill, homeowner’s insurance policy, or property tax statement. 
 Fully executed Lease Agreement that includes:

 Landlord’s name
 Address of rental property where assistance is being received
 Amount of monthly rent and security deposit
 Rent due date and grace period (if any)
 Term of lease (forward rent must fall within lease term)
 Signed by landlord and client



Eviction Relief – Client File Forms (cont’d)
Security Deposit: 

 Landlord Owner/W9 and;
 Proof of Ownership of landlord/property manager;

 Copy of mortgage bill, homeowner’s insurance policy, or property tax statement.
 Proof of cleared payment to landlord;
 Proof of prior eviction;
 Fully executed Lease Agreement that includes:

 Landlord’s name
 Address of rental property where assistance is being received
 Amount of monthly rent and security deposit
 Rent due date and grace period (if any)
 Term of lease (must be at least 6 months)
 Signed by both landlord and client

Utility Arrears: 
 Copy of utility bill(s) including:

 Tenant name and property address where assistance is being received 
 Billing date
 Billing/payment history to ensure months of assistance 
 Total delinquent amount
 Proof of cleared payment
 Proof of prior eviction



Required Training Documents

 CP-114 Eviction Relief Certification

 Personnel Agreement to Comply with HSED Information Security 
Standards

 MHDC may place an agency out of compliance in situations 
including, but not limited to the following: 
 Inaccurate Clearing House reporting
 Ineligible uses of Eviction Relief funds
 Failure to maintain accurate supporting documentation



CP-114 Eviction Relief 
Certification

 Agencies must complete CP-
114 Eviction Relief 
Certification for all staff 
members requesting access to 
the Clearing House.

 All staff members will receive 
access to search for a client’s 
prior assistance. 

 Agencies must designate 1-2 
staff members access advanced 
access to import Eviction Relief 
assistance into the database. 



Amanda Eisenmann
Housing Program Administrator
amanda.eisenmann@mhdc.com

(816) 759-6698

Thank you!

Please review the required HSED 2024 Clearing House Training, available 
at https://mhdc.com/programs/community-programs/covid-relief/


