SCHEDULE OF RENTAL INCOME WORKBOOK INSTRUCTIONS
These instructions are written to help you complete the MHP Schedule of Rental Income Spreadsheets, (Rev. 8/04). The information requested on the Schedule will ensure compliance with the requirements contained in the MHP Regulations and the Project’s Regulatory Agreement. 
The Excel workbook containing the MHP Schedule of Rental Income is comprised of four sections: MHP-151, Assisted and Other Restricted Units; MHP-152, Schedule of Rental Income – NonRestricted Units; MHP-153, Schedule of Rental Income-Commercial Space; and MHP-154, Summary of Annual Rental Income. The formulas contained in the cells are password protected but you should otherwise have access to insert data on the lines provided. Should you have any questions or problems completing the form, please contact your Monitoring & Management Representative for assistance.
Note: If the free rent of any onsite management employee is included as part of the Project’s operating expenses, then be sure to list those units with the value of the free rent. If it is an income and rent restricted unit, it should be listed on the first worksheet. If it is an non-restricted unit, it should be listed on the second worksheet.

MHP-151, Assisted and Other Restricted Units
Page Headings

Please fully complete the page headings on the upper left and right sides of page one. All page headings will roll forward to the other pages in the workbook.  The page heading fields are self-explanatory with the following comments: 
Contract Number: if you are completing the Initial Year Operating Budget and Schedule of Rental Income, the contract number is available from your Loan Officer/Underwriter or Monitoring & Management Representative.
Utility Allowance: Be sure to enter all applicable utility allowances.

Column Headings

[A] Unit Number: enter the apartment number.
[B] Number of Persons in Household: use the drop down button to make your selection.
[C] Bedroom Size/Unit Designation: use the drop down button to make your selection. “MA” means MHP Assisted and “OR” means Other Restricted. If a unit is both MHP and TCAC (Tax Credit Allocation Committee) assisted, designate the unit as “MA”. 
[D] Occupancy Type (Special Needs): the drop down button contains abbreviations for eleven special needs choices. Select the appropriate category(s) based on your particular project, as identified in the Regulatory Agreement. A Special Needs Abbreviation Legend is also located at the bottom of page 9 of 12, beneath the subtotal lines. The designations are as follows: AW: Agricultural Workers, CIL: Chronically Ill, CSA: Chronic Substance Abusers, DDP: Displaced Dependent Parents, EFY: Emancipated Foster Youth, EIS: Exiting Institutional Settings, HOM: Homeless Persons or At Risk for Becoming Homeless, SPH: Single-Parent Households, VDP: Victims of Domestic or Physical Abuse, WWP: Households enrolled in Welfare-to-Work programs, and OTH: other specific groups with unique housing needs as determined by the Department.
[E] TCAC (AMI) or SMI Income Limits: enter the dollar amounts of the (AMI)  for the county in which the Project is located or SMI income limits. Both income limit charts are available at the Department’s website at www.hcd.ca.gov in approximately March of each year.
[F] Actual Certified Household Income:  Amount of Household Annual Income verified at initial occupancy or most recent re-certification.
[G] Targeted Income Level: select the percentage of either AMI or SMI from the drop down button. These levels must match the unit mix information found in Exhibit B of the project’s Regulatory Agreement.
[H] Tenant Current Net Rent: enter the amount of the tenant’s contribution. Do not include the utility allowance or any rent subsidy, e.g. Section 8.
[I] Current Maximum Allowable TCAC (AMI) or SMI Monthly Rent (gross rent minus the utility allowance): Both Rent Limit charts are available from the Department’s website at www.hcd.ca.gov in approximately March of each year.
[J] Proposed Tenant Monthly Net Rent: the amount entered here may not exceed column [I].  Do not include the utility allowance or any rent subsidy here, e.g. Section 8.
[K] Amount of Rent Increase: this field calculates automatically.
[L] Approved Monthly Gross Rent: This column is for HCD use only.  Your Monitoring & Management representative will use this column to verify or make required changes to the amount of the proposed rent adjustment for each unit. 
[M] Rent Subsidy Amount: include any rent subsidy amounts here; e.g. Section 8.
[N] Number of Months:  estimate rental income for twelve months.
[O] Total Proposed Annual Rental Income: this is an automated calculation.
[P] Total Annual Rental Income: this is an automated calculation for use by HCD only.

Subtotals: the amounts from [J], [L], [M], [O] and [P] will forward automatically to the Summary of Annual Rental Income.
       MHP 152 - Schedule of Rental Income – Non-Restricted Units

       Page Headings: All lines have been completed with information rolled forward from the first page   of the workbook.
       Column Headings: the headings are self explanatory.  Enter the required information.
       Totals: the amounts from this worksheet will forward automatically to the Summary of Annual Rental Income.
       MHP 153 – Schedule of Rental Income – Commercial Space

       Page Headings: All lines have been completed with information rolled forward from the first page of the workbook.

       Column Headings: the headings are self explanatory.  Enter the required information.
       Totals: the amounts from this worksheet will forward automatically to the Summary of Annual Rental Income.

       MHP-154 Summary of Annual Rental Income

       Page Headings: All lines have been completed with information rolled forward from the previous pages of the workbook.

      Column Information: this page summarizes all of the data collected from the prior worksheets. 
       If the reviewing Management Representative has made any corrections to rent amounts, the changes   will be apparent in the Subtotal line of Assisted and Other Restricted Units. If there is a difference between column [G] and [H], the amount in [H] will be used for Rent Revenue – Gross Potential, account number 5120, line 1, Proposed Cash Flow Analysis, of the Electronic Budget Spreadsheet. 
      Certification: the Sponsor/Management Agent must sign and date the Summary sheet.  The Department will, also, sign and date the form after it has been reviewed and approved.
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