ENSURING HAP PAYMENTS BY THE 1ST
Five Key Steps

· To ensure payments are paid on the 1st, the Voucher Processing team strives to process vouchers in the order in which they were received.  Transmit the voucher and monthly activity transmission (MAT) files by the 10th of the month.  If the voucher is incomplete and transmitted without the MAT files, your voucher will go to the bottom of the stack and payment by the 1st cannot be guaranteed. 
· If you are contacted to transmit the MAT files, we usually ask that they be transmitted within 24 hours; this is to express the urgency.  Do not wait a week to transmit them, if you do, payment by the 1st cannot be guaranteed.

· If you are asked to send specific MAT files, please do not simply resend the file that was previously sent. The needed record was not there the first time and it still won’t be there the second time.  Please send a new file that contains the requested record or payment by the 1st cannot be guaranteed.

· Implement your approved Rent Increase within 60 days after receiving the executed Rent Schedule.  Do not wait 6 months or a year, this causes pages of adjustments for you and MHDC to reconcile. If you wait, payment by the 1st cannot be guaranteed.

· If you are experiencing software problems or having problems transmitting, don’t wait until you check the bank and discover your payment isn’t there to call us.  Call MHDC as soon as you transmit your files to confirm that your transmission was successful or payment by the 1st cannot be guaranteed.
COMMON MAT FILE ERRORS 

· Incorrect or missing Social Security numbers

· Incorrect or missing Next Recertification date

· Incorrect Contract Rent or Utility Allowance

· Missing Move-out Code

· Annual or Interim Recertification cannot be effective any day other than the 1st of the month. If the tenant’s income changes on July 2nd, the change cannot be effective until August 1st.
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