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SECTION V
ADDING UTILITY ALLOWANCE(S) TO A PROJECT
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V. ADDING UTILITY ALLOWANCE(S) (UA) TO A PROJECT
•	 Due to limitations in DevCo you must enter UAs annually even if the effective date is unchanged.

◦◦ Unless updated, the last effective UA will appear in the dropdown box of the TIC

◦◦ UA(s) entered in the system remain active for one year;  if another one is effective before that timeframe- they both will 
show

Step 1:  Go to the Property Details Screen

•	 Select:  Tenant Income Certification/Owner Certification from the Program Screen

•	 Select:  A Project you want to add the utilty allowance

Step 2:  Click on Utility Allowance

Step 3:  Either Add New or Copy
•	 The current UAs and the UAs from the previous two reporting years will be displayed in the list on the Utility Allowance screen.
•	 Add New

◦◦ This will add a blank screen to enter data in
•	 See Step 8 for copying a UA from one reporting year to the next

◦◦ Replicates the record so you can do minor updates, e.g., effective date change
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Step 4:  Fill out the general information
•	 The BINs (Building Identification Number) are listed to the right

◦◦ You must select the BINs to which the UA will apply before you save and exit or the info you filled in will not save
•	 Fill in:

◦◦ Description - this is what will appear when filling out the TIC,  therefore,  if you have multiple types, unit styles, or 
bedroom sizes you will want to mark the UA in a way you can tell them apart. The more descriptive the better and 
consistent, e.g.,  2 bdrm garden PHA 1/1/14; 2 bdrm townhome PHA 1/1/14.

◦◦ Allowance Type - is the Utility Allowance used 
◦◦ Verified Date - date that the utility allowance was 

reviewed for any changes. OHFA recommends utility 
allowances are reviewed quarterly to insure there are no 
issues with Gross Rent.
◦◦ Note: DevCo only requires a single verification to be 

listed for a reporting year if there are no changes.
◦◦ Effective Date - the true effective date of the UA e.g. 

PHA UA for Fairfield county is unchanged since March 2, 
2014, but they were last reviewed January 1, 2016.

Step 5:  Fill out specific UA type information
•	 Source - From the Drop Down; Select the source for each utility type:

◦◦ Gas
◦◦ Electric
◦◦ Oil
◦◦ L.P. (liquid propane)
◦◦ Other (e.g. sewer, trash)
◦◦ All

•	 Amount - Manually Enter
•	 Paid By - From Drop Down; Select:

◦◦ Ownear Paid - OHFA does not need to know how much owner pays.  The Owner paid drop down is for Owner/Manager 
use only. 

◦◦ Tenant Paid
•	 Allowance Type - From Drop down; Select from the accepted OHFA UAs listed.

◦◦ HUD Rent Schedule
◦◦ OHFA Approved – Energy Consumption Model
◦◦ OHFA Approved – Consumption
◦◦ OHFA Approved – HUD Utility Model
◦◦ OHFA Approved – Utility Company Estimate
◦◦ Public Housing Authority (PHA)
◦◦ Rural Development
◦◦ Owner Paid Utilities

Note: You 
must select 
BINs to save 
correctly.
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For Example;  below is a sample of a PHA and a Utility Allowance filled out in Online- DevCo

Step 6:  Once Data is filled out; Select:  Save	


