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Agenda

 Client File Forms-All Components 
 Client File Forms-Housing Assistance and Emergency Assistance
 Client File Forms-Home Repair



Client File Requirements 
All Components



Client File Forms – All Components

 MHDC-114 Consent and Housing Status Certification
 MHTF-204 Income Verification Summary Worksheet
 MHDC-103 Self Declaration of Income
 Additional Required Documentation
 Additional Resources



MHDC-114 Consent and Housing Status 
Certification

1. The client 
fills out this 
section giving 
permission 
for MHDC to 
view the file.

2. Staff will 
check which 
housing 
status best 
fits the 
household 
and provide 
a 
description 
of the 
status.

3. Client will check the box that best 
describes their housing.

4. Staff will 
sign this area 
verifying the 
items listed.

5. The client 
will sign this 
area verifying 
the items 
listed.



MHTF-204
Income Verification Form

1. List all 
family 
members 
in this 
section.

2. List income for all household members over the age of 18.

3. Here you list all eligible 
assets.

4. List the 
county the 
client 
resides in.

5. This section helps to verify that all 
documentation is collected.



MHDC-103 Self Declaration of Income

1. Client fills out and 
signs this section if 
they don’t have 
proof of their 
income.

2. Client checks and signs in this section if they 
have no income.

#3

3. Staff will fill out and sign this 
section . The staff member will 
document what attempts have 
been made to collect proof of 
income.



Additional Required Documentation
 Government Issued ID

 Needed for all household members over the age of 18

 Agency’s Standard Intake
 Proof of Income

 Must be current for the 30 days prior to intake
 Needed for everyone over the age of 18
 Must be recertified every 90 days that services are provided

 Service Engagement Records (Case Management Notes)
 Notes must be dated and detail housing services provided, direct assistance provided, 

housing plan and referrals



Additional Resources

 MHTF-206 AMI Limits
 All clients must be under 50% AMI, which is located on the MHTF-206 form, and can 

be found on the MHDC website.
 Annual Income Limits (AMI) is determined by HUD. A chart with the 50% AMI is 

located on the MHDC website and will be updated annually.

 Fair Market Rents
 Grantees are encouraged to abide by Fair Market Rent rates when placing clients into 

new housing.
 The Fair Market Rents chart is produced by HUD and is located on the MHDC website 

and is updated annually.



Client File Requirements
Housing Assistance 

or 
Emergency Assistance



Client File Requirements –
Housing Assistance & Emergency Assistance

 MHDC-116 Minimum standards for Permanent Housing
 Additional Required Documentation



MHDC-116 Minimum Standards for 
Permanent Housing
This form is needed when a client is 
placed into a new housing unit.

Please collect all signatures for this 
page.

Check either 
approved or 
deficient.

1. Check one box here.

2. This is client and 
landlord information.

3. Include the inspector and 
agency information here.



Additional Required Documentation
 Rental Assistance

 Fully executed Lease
 Copy of ledger from Landlord 
 Proof of intent to evict
 Proof of cleared payment

 Utility Assistance 
 Copy of past due utility bill clearly showing months owed not to exceed 6 months
 Proof of cleared payment

 Essential Items and Motel Stays
 Copy of the receipt
 Proof of cleared payment



Additional Required Documentation 
Continued 
 Mortgage Assistance/ Arrears

 Proof of Ownership
 Copy of deed, property tax statement, or homeowner’s policy for the property 

receiving assistance (must be client’s primary residence)
 Copy of past due mortgage statement showing the number of months included in the 

arrear's payment
 Number of months CANNOT exceed 6 months in arrears

 Proof of cleared payment 



Client File Requirements 
Home Repair Only



Client File Requirements
Home Repair

 MHTF-221 Home Repair Initial Inspection
 MHTF-222 Home Repair Final Inspection
 MHTF-223 Certificate of Release of Liens 
 Additional Required Documentation



MHTF-221 Home Repair Initial Inspection

3. In this box list all 
repairs that will use 
MHTF dollars.

4. Use this box for 
any comments or 
other issues to be 
addressed.

5. Staff print, 
sign, and date.

6. Homeowner print, 
sign, and date.

1. Fill out basic 
identifying 
information.

2. Select all eligible 
Home Repair 
activities that apply
to this job.



MHTF-222 Home Repair Final Inspection Form

2. List all repairs that 
have been completed.

3. Staff print, 
sign, and date.

5. Homeowner(s) 
print, sign, and 
date.

4. Contractor 
print, sign, and 
date.

1. Basic information 
about the Home 
Repair.



MHTF-223 Certificate of Release of Liens 

3. Amount owed 
to the contractor.

5. Agency and 
Contractor 
must be 
present when 
the Notary 
signs this 
form.

4. Agency and 
Contractor names and 
signatures.

1. Date of 
completed Home 
Repair.

2. Address of the 
home that Home 
Repair was 
completed.



Additional Required Documentation
 Proof of Ownership

 Copy of deed, property tax statement, or homeowner’s policy for the property 
receiving assistance (must be client’s primary residence)

 Pictures
 Include before and after photos
 Must be dated

 Proof of 3 bids
 If 3 bids are not available, verify attempt to advertise job, i.e. mass email, newspaper 

ad, etc.
 If unable to get 3 bids you must notify MHDC via email to Cp.programs@mhdc.com 

and receive approval per project.
 Approved bid/invoice of work order detailing the repairs to be performed
 Proof of cleared payment
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St. Louis:
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