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Please don't forget to participate in our satisfaction survey and follow us on

Social Media!
Take our f . in
Survey!
Hours of Operation

Office Hours:



http://www.clihtf.org/
https://campaignlp.constantcontact.com/em/1109966423160/29ef9bcd-3559-4945-8e45-7b1577579488
https://s.surveyplanet.com/BJgmh1wMM
https://www.facebook.com/Chicago-Low-Income-Housing-Trust-Fund-597079664148857
https://twitter.com/clihtf
https://www.linkedin.com/posts/the-chicago-low-income-housing-trust-fund_the-chicago-low-income-housing-trust-fund-activity-6874846090840072192-5vNw?utm_source=linkedin_share&utm_medium=member_desktop_web
https://www.instagram.com/chicagotrustfund/
https://youtu.be/-1EgZVPL_Qk




Upcoming Training Webinars!

1. TRUST FUND CENTRAL INTRODUCTORY
TRAINING SESSIONS, TUESDAYS AT 12:30
PM.

FOR ALL PROPERTY OWNERS: ALL CURRENT
PROPERTY OWNERS MUST ATTEND AT
LEAST ONE TRUST FUND CENTRAL
INTRODUCTORY TRAINING SESSION.

Property owners must become familiar with
navigating Trust Fund Central so that they can
utilize this new system to ensure that their
properties follow CLIHTF’s Rental Subsidy
Program guidelines. This session will focus on
showing select property owners (from the test
group) how to use Trust Fund Central effectively
and provide property owners with the opportunity
to ask questions about the new system.

Please click on the drop-down menu to select
a training date.

2._TRUST FUND CENTRAL INTRODUCTORY
TRAINING SESSIONS, THURSDAYS AT 5:30
PM.

FOR ALL PROPERTY OWNERS: ALL CURRENT
PROPERTY OWNERS MUST ATTEND AT
LEAST ONE TRUST FUND CENTRAL
INTRODUCTORY TRAINING SESSION.

Please click on the drop-down menu to select
a training date.

3. FOR NEW PROPERTY OWNERS: Join us for
an upcoming interactive informational session on

our Rental Subsidy Program Annual Agreement.
This session will teach new participants how to
accurately complete CLIHTF's Rental Subsidy
Program Annual Agreement, and will focus on
the process of correctly submitting payment

1. Register for a TFC Introductory
Training session on Tuesdays at 12:30
PM

2. Register for a TFC Introductory
Training Session on Thursdays at 5:30
PM

3. Register for an upcoming Rental
Subsidy Program Annual Agreement at
12:30 PM

4. Register for an upcoming Service

Provider Partnership Training Session
on Wednesdays at 12:30 PM



https://meet.zoho.com/XdtkCavLfd
https://meet.zoho.com/TMGnHkDf6W
https://meet.zoho.com/4aY52LB57z
https://meet.zoho.com/XdtkCavLfd
https://meet.zoho.com/TMGnHkDf6W
https://meet.zoho.com/4aY52LB57z
https://meet.zoho.com/EVaa7X8uO9

request forms. This session will also explain our
inspection policy.

4. FOR SERVCE PROVIDER PARTNERS: This
interactive webinar for CLIHTF's Service
Provider Partners will cover the Roles and
Responsibilities for service providers. This
session will also explain CLIHTF's New Unit
inspection policy in depth, as well as the
tenant relocation process and Zero Income
Waiver eligibility.

Please click on the drop-down menu to select
a training date.

CLIHTF is now in Open Enrollment!

Learn How to Apply for CLIHTF's Rental Subsidy Program

Important Memos, Please Read!

1.) 2024 Budget Revision Requests for Rent Increase Due on August 31st, 2023

Please note the deadline to submit Budget Revision Request forms to request annual rent increases
for the 2024 budget is 5:00 PM on August 31, 2023. Late submissions will NOT be considered for
approval.

You will find a blank Budget Revision Request form attached to the Guidelines in PDF format.
You can access the excel version of the 2024 Budget Revision Request form by clicking on the
side menu icon on the Trust Fund Central Owner’s Portal dashboard page, and then clicking the
link titled, “Blank Exhibit Forms”.


https://meet.zoho.com/EVaa7X8uO9
https://www.clihtf.org/programs-and-initiatives/rental-subsidy-program/clihtf-outreach
https://www.clihtf.org/portal/index.html

What is a Budget Revision Request?

A budget revision request is a two-page form that is submitted by the property owner or by the
designated authorized agent to request changes to the breakdown of an approved subsidy, this
would include properties under consideration for an annual rent increase. CLIHTF's Board of Directors
will either deny or approve each applicant's budget revision request for an annual rent increase based
on the guidelines listed below.

All approved budget revisions will be applied to the applicant's 2024 Rental Subsidy Program Annual
Agreement, to go into effect with the 2024 renewal of their tenant(s’) lease(s). Please note that rent
increases are required to take place when the lease is renewed — this is a State of Illinois requirement
for Trust Fund funding per the Rental Housing Support Program Act’s administrative requirements (47
IL Admin. Code 380.307).

What are the guidelines for Budget Revision Request submissions?

1. CLIHTF (Chicago Low Income Housing Trust Fund) does NOT consider budget revision requests
for individual rents exceeding 120% of the current Fair Market Rent (FMR) for the designated
area. Click HERE to access the current FMR for your unit based on the zip code.

2. CLIHTF will NOT consider rent increases of more than 7% of the current rent.

3. CLIHTF will NOT consider budget revision requests for properties that have joined CLIHTF
within the last year.

4. CLIHTF will NOT consider budget revision requests for properties that are out of compliance

with program guidelines. This includes properties that have failed Housing Quality Standards

inspections or Department of Buildings inspections.

Participants under a multi-year agreement are NOT eligible for a 2024 rent increase.

6. To be considered for a 2024 annual rent increase, property owners are asked to submit
two comparable rent examples in the general area for the same unit size along with their
completed Budget Revision Request form. Property owners can search for comparable rent
rates using a third-party apartment rental website. The following links are links to popular third-
party apartment rental websites: https://www.rent.com/, https://www.zillow.com/,
http://apartments.com/, https://www.rentometer.com/, https://www.redfin.com/.

7. Property owners should NOT adjust the tenant portion of rent on the budget revision request
form. Please note that the tenant portion of rent is solely based on the tenant’s income, and
not the rent rate.

8. If applicable, properties with Special Initiative units MUST indicate the Special Initiative on the
attached budget revision request form. This information can be found in Exhibit B of the
property’s current annual agreement.

9. If applicable, properties with Special Initiative units MUST inform the designated Service
Provider of the budget revision request (rent increase) so that the service provider can verify
that there is funding available under that Special Initiative for a rent increase.

10. If applicable, properties with Special Initiative units MUST list the name of the Service Provider

notified below the signature line on the budget revision request form attached.

11. The full Budget Revision Request form (two-pages) must be fully completed for the entire rent

roll (this includes non-Trust Fund units), and the comparable rent rates must be submitted with
this documentation.
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https://www.huduser.gov/portal/datasets/fmr/fmrs/FY2023_code/2023summary.odn
https://www.rent.com/
https://www.zillow.com/
http://apartments.com/
https://www.rentometer.com/
https://www.redfin.com/

Click here to view CLIHTF's Budget Revision Request Guidelines and Forms

Click here to download the 2023/2024 Budget Revision Request Form

2.) Special Initiative Transfer Notification for Landlords

e The Chicago Low-Income Housing Trust Fund has reached an agreement to transfer the
management of all "Special Initiative" unit(s) to a new administrative that will be selected
by the City of Chicago in 2023. The transition will be an opportunity for landlord partners
to receive continuity of social services for their tenants.

e CLIHTF will continue to communicate additional details when the administrator has been
selected and when the timeline for this transition has been finalized.

e Note that the transfer has been postponed until approximately March of 2024.

e Landlords with "Special Initiative" unit(s) should click the link below to read and
download the official Special Initiative Transfer Notification, which contains updated
instructions for submitting quarterly and annual submissions.

Click here to read and download CLIHTF's Special Initiative Transfer Notification

3.) Service Provider Resources

CLIHTF strongly encourages service provider partners to review the resources below on a regular
basis, and to attend at least one Service Provider Partnership training session per year.

Register for an Upcoming Service View our Service Provider Partner
Provider Partnership Training Session Package

View CLIHTF's Housing Quality View CLIHTF's Service Provider Memos
Standards the website

View CLIHTF's Service Provider Roles View a Sample Tenant Relocation
and Responsibilities Letter for Tenants

For Property Owners: Tips for Trust Fund
Central

The tips and tricks below will help property owners to navigate the Trust Fund Central portal with
ease.

- Landlords with Special Initiative units must upload all documents to the "“Interim
Submissions” Tab. See tip number 5.


https://files.constantcontact.com/874872f6201/38df2a4d-57c6-467a-8167-d10e86cf5992.pdf
https://files.constantcontact.com/874872f6201/a710f4eb-690e-413f-bc66-50a74173d6b8.xlsx
https://files.constantcontact.com/874872f6201/5f1bec90-6a39-4390-95c9-a4f6b999b981.docx
https://meet.zoho.com/EVaa7X8uO9
https://lp.constantcontactpages.com/cu/tujw1bQ/ServiceProviderPackage?source_id=29ef9bcd-3559-4945-8e45-7b1577579488&source_type=em&c=
https://clihtf.ispring.com/app/preview/6ff5c19e-cd51-11ec-b536-1a0a72ea7201
https://clihtf.org/programs-initiatives/service-provider-memos/
https://files.constantcontact.com/874872f6201/164aca38-f913-4091-9519-d0b13a167b1c.pdf
https://files.constantcontact.com/874872f6201/35a71c61-483e-4041-bb31-cc3b3f6a41d4.pdf

1. The Trust Fund Central portal is an owner-based portal. Each owner will get one username and
password, and owners can share this information with the designated authorized agent(s).

Update Profile

UserlD UserName (2

467 JPIGZFT4

First Name Last Name

Semore Dunbar

Title

Test User
Email *
hiperf00@gmail.com

Password * Confirm Password *

2. The Trust Fund Central portal should be used on a computer or laptop. The portal is not yet

compatible with smart phones.

3. The Trust Fund Central portal is most compatible with the google chrome browser.

Click here to learn more about downloading Google Chrome

4. The Trust Fund Central Portal only accepts PDF files and excel files.

5. If you are unable to submit digital quarterly payment requests under the "New Quarterly
Submission" tab, you should upload the quarterly payment request form under the "Interim
Submissions” tab.

_ = =
Property Detail i Owner Units I Transitional Assitance | Leases Tenants Interim Submisstons T Submissions I Annual Agreement(s) i Documents from TFC Liaison(s)

|8 Interim Submissions

‘ E3 UPLOAD DOCUMENT |

Document Type e Upload Date Start Date End Date  Approval Status

Exhibit E- Auth

EXHIBIT K

Exhibit £ -

Records 1-3 of 3

6. Property owners are responsible for adding tenants to the portal, and for uploading each tenant's
proof of income under the "Tenants Tab".


https://chromeenterprise.google/browser/download/?utm_source=adwords&utm_medium=cpc&utm_campaign=2022-H2-chromebrowser-paidmed-paiddisplay-other-chromebrowserent&utm_term=downloadnow-chrome-browser-download&utm_content=GCEJ&brand=GCEJ&gclid=Cj0KCQiAm5ycBhCXARIsAPldzoXMeGMZUDlfuc1a9BpOnSx299sKXCjU3azFfOUiCtXTpSMJQtKOPJ8aAlTeEALw_wcB&gclsrc=aw.ds#windows-tab

Leases Tenants Interim Submissions M}

7. If you are unable to select the correct unit number for your tenant, please ask your Trust Fund
Coordinator to update your property's unit information.

Add a Tenant

Suffix * First Name * Middle Name Last Name *
-Please Select-

Last 4 of SSN Birthday (

O Veteran [ Disabled

Gender *
-Please Select- ¥ -Please Select- -Please Select-
Unit Number *

-Please Select- -Please Select- v

-Please Select-

NEXT »

8. Property owners are responsible for uploading all leases, lease riders, lead disclosure forms, and
Tenant Income Verification forms for households living in CLIHTF units. Property owners should have
these documents on file while creating leases under the "leases tab".

‘Upload Documents
ADD A LEASE

Signed Lease Income Certification Form

Choose File | No file chosen Choose File | No file chosen

Lease Rider Transitional Assistance Letter

Choose File | No file chosen Choose File |No file chosen

Lead Disclosure

| Choose File | No file chosen

NEXT =

9. Property owners can use the tab titled "Documents from TFC Liaison(s)" to download important
documents from their CLIHTF liaisons.

—_— e ———————————————— —
| Property petait I ow units h Transitional Assitance I Leases l l'cr\hr‘h] Interim Submissions | Submissio sl Agreementis) L
Documents from TFC Liaison(s)

Year » (7)  Document Typs Decument Upload Date Start Date End Dats
= 2022

TEST PRF poif

10. Property Owners must email tfc@clihtf.org :
with any questions or concerns about the Trust TFC@clihtf.org


mailto:tfc@clihtf.org
mailto:tfc@clihtf.org

Fund Central portal. Click the link to the right
to send an email.

Click the link below to leave a CLIHTF testimonial. We would love to know how CLIHTF
has impacted you!

In an effort to make CLIHTF more accessible for all, we are broadening our social media
presence. Click the links below to like and follow CLIHTF on social media!
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https://forms.office.com/Pages/ResponsePage.aspx?id=9imwcmC7p0mlnSJojABEoH_mRGLejvxKpARKgG-MBHZUOUlHTEk5VUVOOExXWEE5TFBUTlVZSjRPNS4u
https://www.facebook.com/Chicago-Low-Income-Housing-Trust-Fund-597079664148857
https://twitter.com/clihtf
https://www.linkedin.com/posts/the-chicago-low-income-housing-trust-fund_the-chicago-low-income-housing-trust-fund-activity-6874846090840072192-5vNw?utm_source=linkedin_share&utm_medium=member_desktop_web
https://www.instagram.com/chicagotrustfund/
http://www.clihtf.org

