CHFA ELECTRONIC TENANT PROFILE SUBMISSION

PROCEDURES FOR SPREADSHEET DATA FILE

During your first year as a CHFA Development you were supplied with an individualized file for your use in filing the annual Tenant Profile Submission (TPS), which is now due annually by the close of the last business day in October.  Your submission should include all data as of September 30th of the current year.  The following procedures are required to complete a TPS for electronic submission using a spreadsheet format such as Microsoft Excel; however, other compatible spreadsheets packages can be used.  The preferred method of receiving your spreadsheet file is via e-mail to tenant.profile@chfa.org.  If this presents a problem for you, then you may mail a diskette or CD copy to CHFA to the attention of Asset Management Division – Tenant Profile.

(Note:  If you have misplaced the original file or last year’s submission, please contact your Asset Manager for another one.)

Please note:  TPS does not apply where CHFA is the Contract Administrator for the development’s Section 8 Contract or if your development is part of the Assisted Living Demonstration Program.

Field descriptions will represent the information that will make up each data line.  Start and length positions will determine where each field description will be located and how many spaces that the description must be on the data line.  Data and format type will represent how each field description will be entered on each data line.

	Field Description
	Column
	Length
	Data Type
	Format Type

	
	
	
	
	

	Project Number
	A
	6
	ENTRY PROTECTED
	

	Unit-Prefix
	B
	4
	ENTRY PROTECTED
	

	Unit
	C
	8
	ENTRY PROTECTED
	

	Unit-Suffix
	D
	4
	ENTRY PROTECTED
	

	Move in Date
	E
	10
	Date
	99/99/9999

	Tenant Name
	F
	25
	Character
	

	Head of Household
	G
	1
	Character
	M or F

	Spouse
	H
	1
	Character
	X or Blank

	Children
	I
	1
	Integer
	

	Income
	J
	6
	Integer
	

	Utility Allowance
	K
	3
	Integer
	

	Tenant Rent
	L
	4
	Integer
	

	Qualified Tenant
	M
	1
	Character
	X or Blank

	One Hundred Fifty %
	N
	1
	Character 
	X or Blank

	Handicapped or Disabled
	O
	1
	Character
	X or Blank

	Race
	P
	1
	Character
	C, B, H, A or O

	Family Size
	Q
	1
	Integer
	


Sample data file format:

99999M1
101
A
11/31/1993Smith, John
MX10234511460133XXXC3

The following example refers to the sample data line above:

Column/Length

A
B
C
D
E

9  9  9  9  9  M    1                1  0  1                         A                1  1  /  3  1  /  1  9  9  3

F
G
H
I

S  m  i  t  h   ,       J  o  h  n                                                           M    X    1

J
K
L
M
N
O
P
Q

0   2   3   4   5   1    1  4  6    0  1  3  3    X    X    X    C    3
HOW TO MODIFY SPREADSHEET DATA

IMPORTANT:
PLEASE READ DIRECTIONS THOROUGHLY.  COLUMNS A, B, C AND D ARE DATA ENTRY LOCK PROTECTED.  DO NOT CHANGE THE FORMAT OF THESE CELLS OR THE INFORMATION IN THESE CELLS.  DO NOT ADD, DELETE OR MODIFY THE WIDTH OF THE COLUMNS OR ROWS TO THE SPREADSHEET.  IF CHANGES ARE TO BE MADE, PLEASE NOTIFY YOUR ASSET MANAGER.  DATA ENTRY WILL BEGIN AT STEP 1, COLUMN E.  PLEASE ACCOUNT FOR ALL POSITIONS WHEN ENTERING DATA.  DO NOT USE ANY OTHER CHARACTERS OR FORMAT UNLESS MENTIONED IN THE FOLLOWING STEPS.


ALL ENTRIES ARE TO BE ENTERED AS LABELS
Step 1
Tenant move-in date starts at column E and uses 10 spaces.  This field must be entered as a full date.  Please use the format as follows:  two digit month, two digit day, and a four digit year, example 01/12/1994.  Be sure to include a / to separate month, day and year.  (Please Note:  leading zeros for days and months must be entered.)  Do not leave any blanks---all 10 positions must be entered unless this unit is vacant.

Step 2
Tenant name starts at column F and uses 25 spaces.  Enter the tenant(s) name as follows:  last name, first name.  If there is more than one person with the same last name enter as follows, last name, first name / first name.  If two or more people have different last names then enter as follows:  last name / last name, do not use first names.  If the name does not use up all 25 spaces then leave the remaining spaces blank up to the next entry step.  If the unit is vacant then enter vacant; if the unit is an office then enter office; etc.  Fill in this position as best you can.  You do not have to list children.  Do not leave a blank entry.

Example:
Smith, John




Smith, Mike/Mary




Smith/Jones/Johnson
Step 3
Head of household starts at column G and uses 1 space.  This field must be entered with either a M for male or F for female.  Do not leave a blank entry.
Step 4
Spouse starts at column H and uses 1 space.  This field must be entered with a X if married or left blank if not married.

Step 5
Children starts at column I and uses 1 space.  This is a numeric entry representing the number of children living at this unit, example 1.
Step 6
Tenant income starts at column J and uses 6 spaces.  All positions must be entered, do not use commas, decimal points or dollar signs.  This would be a wrong entry, $12,400.  The correct way to enter this amount would be 012400 or 12400.  If there is no income then enter a zero, 0.  Do not leave a blank entry.
Step 7
Utility allowance starts at column K and uses 3 spaces.  All positions must be entered.  The correct way to enter a value would be 034 or 34.  If there is no utility allowance then enter a zero, 0.  Do not leave a blank entry.

Step 8
Tenant rent starts at column L and uses 4 spaces.  All positions must be entered.  The correct way to enter a value would be 0500 or 500.  If there is no rent then enter a zero, 0.  Do not leave a blank entry.
Step 9
Qualified tenant starts at column M and uses 1 space.  This is a character field.  Enter a X if the resident is qualified.  Leave blank if not.

Step 10
One hundred fifty percent starts at column N and uses 1 space.  This is a character field.  Enter a X if the resident’s income exceeds 150 percent of median income.  Leave blank if not.

Step 11
Handicapped or Disabled starts at column O and uses 1 space.  This is a character field.  Enter a X if there is a handicapped or disabled person living at the unit.  If not, then leave blank.

Step 12
Race starts at column P and uses 1 space.  This is a character field.  Enter a C for Caucasian / White, B for Black or African American, H for Hispanic or Latino, A for Asian or O for Other, which includes American Indian or Alaska Native, Native Hawaiian or Other Pacific Islander.  Do not leave blank if the unit is occupied by a tenant.

Step 13
Family size starts at column Q and uses 1 space.  This is a numeric field.  Enter a zero, 0 if the unit is vacant.  If the unit is not vacant then enter the number of people living in that unit.  Do not leave a blank entry.
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