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Agenda

▪ Client File Forms-All Components 

▪ Client File Forms-Housing Services

▪ Client File Forms-Home Repair

▪ Home Repair-Contractor Forms

▪ Agency Forms 



Client File Forms 
All Components



Client File Forms – All Components

▪ MHTF-DR-304 Income Verification Form

▪ MHTF-DR-305 Self Declaration of Income

▪ MHTF-DR-306 Consent and Housing Status Certification

▪ MHTF-DR-311 Non-Duplication of Benefits 



MHTF-DR-304
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.



MHTF-DR-305 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.



MHTF-DR-306 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-DR-311 Non-Duplication of Benefits 

1.The client will 
check the one 
box that is true 
for their 
situation.

2. Here the client 
will list all sources 
of money they have 
been approved for.

4. Here the client will list 
all sources they are 
waiting on a decision 
from.

5. Use this box to 
explain what the 
money will be used 
for.

6. Staff will check 
the box in this 
section and sign 
and date verifying 
that proof of all 
benefits are in the 
client file.



Client File Forms 
Housing Services Only



Client File Forms – Housing Services

▪ MHDC-116 Minimum standards for Permanent Housing



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. Here is the inspector's 
information and the agency’ 
name.



Client File Forms 
Home Repair Only



Client File Forms – Home Repair

▪ MHTF-DR-307 Homeowner’s Certification  

▪ MHTF-DR-308 Home Repair Initial Inspection

▪ MHTF-DR-309 Home Repair Final Inspection Form

▪ MHTF-DR-310 Emergency Home Repair Certification Form (note: only 
used when doing an emergency home repair)

▪ Regulatory Agreement



MHTF-DR-307 Homeowner’s Certification Form

1. Client marks this box indicating 
the bullets are true, then sign and 
date.

2. Client will 
select one of 
these boxes 
then sign and 
date below the 
checked box.

3. If the client 
selects the second 
box include policy 
information.



MHTF-DR-308 Home Repair Initial Inspection

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

1. Fill out basic 
identifying 
information.

3. In this box list all 
repairs that will use 
MHTF-DR monies.

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.



MHTF-DR-309 Home Repair Final Inspection Form

1. Basic information 
about the Home 
Repair.

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.



MHTF-DR-310 Emergency Home Repair 
Certification Form

1. Homeowner 
information and 
Agency Name.

2. Select all 
eligible 
emergency 
repairs that 
apply.

3. Staff print, 
sign, and date.

4. Homeowner’s 
print, sign, and date.



Regulatory Agreements

▪ Required for ALL standard Home Repair Projects

▪ Client must not sell property within 5 years of the Home Repair
▪ If the client wants to sell before the 5 years MHDC may allow the client to pay a 

prorated amount based on the provided repairs

▪ MHDC may consider certain extenuating circumstances as reason to release a 
regulatory agreement without repayment at its sole discretion. Email 
cp.programs@mhdc.com for questions regarding the waiver process 

▪ Must be recorded prior to the start of the Home Repair project



Contractor Forms 



Contractor Forms

▪ MHTF-DR-313 Certificate of Release of Liens 

▪ MHTF-DR-314 Contractor Pre-Screening List

▪ MHTF-DR-315 Contractor Application



MHTF-DR-313 Certificate of Release of Liens 

1. Date of the 
completion of the 
Home Repair.

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

3. Amount owed 
for the 
contractor.

4. Agency and 
Contractor names and 
signatures.

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



MHTF-DR-314 Contractor Pre-Screening List

3. Here put yes 
or no if the 
agency has been 
approved to 
complete MHDC 
Home Repairs in 
the last 2 years.

2. Put the contractor’s Tax ID or SSN.

1. Place the 
company’s 
name here.



MHTF-DR-315 Contractor Application

3. Attach these documents 
and the Certificate of Good 
Standing to this form.

1.Information 
about the 
company.

2. This is 
information 
needed if the 
contractor will 
be sub-contracting 
any part of the job.

4. Contractor 
will Print, sign, 
and date the 
form.



Agency Forms



Agency Forms

▪ MHTF-DR-302 Income Limits

▪ Fair Market Rent Rates

▪ Client File Checklist

▪ MHTF-DR-303 Temporary Household Data Form 

▪ MHTF-DR-316 Expense Detail Form 



MHTF-DR-303 Temporary Household 
Data Form 

1. Agency grant 
number and name.

2. Month that the services 
were provided.



MHTF-DR-316 Expense Detail Form 

3. Use the tabs on the bottom to switch 
between components.

2. Authorized person’s Signature and printed name.

1. Fill in all yellow squares on the Summary 
Tab all the white cells will auto populate  
from the other tabs on the bottom of the 
spreadsheet.



MHTF-DR-316 Expense Detail Form 
Continued

3. Fill in each row 
for every service 
that was 
provided.

2. The top row gives 
more details of what 
should be in each 
column.

4. The total will 
add up all 
amounts on 
each page.

1. This square will auto 
populate from the first 
page and the last cell 
will add all pages in 
this tab.



MHTF-DR-302 Income Limits, 
Fair Market Rents, and Client File Checklist
▪ MHTF-DR-302 Income Limits

▪ All clients must be under 75% AMI which can be located on the MHTF-DR-302, which 
is posted on the MHDC website.

▪ Annual Income Limits (AMI) is determined by HUD. A chart with the 75% 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 Checklist
▪ A tool to ensure that all client documents are collected and is located on 

the MHDC website.



Kansas City:
1201 Walnut Street, Suite 1800

Kansas City, MO 64106
(816) 759-6600 

St. Louis:
505 N. 7th Street, Suite 2000

St. Louis, MO 63101 
(314) 877-1350

Lisa Moler

Housing Program Administrator

CP.Programs@MHDC.com

mailto:CP.Programs@MHDC.com
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