Exhibit 19
INSTRUCTION FOR FILLING OUT AND UPDATING THE TENANT STATUS REPORT (TSR)

1. Run a Rent Roll on the date City Council approves your project contract. This is your Initiation of Negotiations (ION) date.   

2. Import information from Tenant Database for the columns of Building number, Move In Date, Resident Name, Unit #.  This is the list of residents you must track during the renovation period.  (Include Vacant Units)

3. Update TSR information monthly and submit to HCDD by the 10th of each month with all supporting documentation pertaining to tenants for that month.  

4. Column Headings:
General Information Letter Date – The Date word should be replaced with the date of the GIN.  Then check off each tenant who has signed and returned the GIN to you.
The same for columns titled Notice of Non Displacement, 90 Day Notice Date and 30 Day Notice Date, Modified 90 and Modified 30 Day Notice.
Site Occupant Record– The SOR is a three page document that proves you interviewed every tenant on the TSR.  It will also help you determine which tenant will qualify for a restricted unit.  HCDD recommends that this is done early in the process to help give the project a good picture of how many occupied Rent Restricted units there will be at the time of construction completion.
Move Out Date – This column is only for tenants who have moved off the property for cause.
Reason for Move Out (Comments) - Please note if tenant is a Skip/Abandonment, Lease Ended-gave notice, Lease Ended-no reason given, or Eviction.
Temporary Relocation/Transfer Unit # - Unit # your tenant has move to during the construction.
Final Move Unit # - same as above, if this is applicable to your project.
Movers Cost – TSR must reflect a Cost for each move.  
Move In Notice (MIN) – If a new tenant moves into the complex during rehab phase they must sign this Notice and a copy sent to HCDD

5. Please feel free to add columns or rows to include any of these headings or any information you would like track.   

6.  Please do not remove any previous monthly information.  
7. EXAMPLE:   The TSR has a tenant in unit #103 who moves out.  The TSR will reflect the move out date and reason; insert a row beneath tenant name for unit #103 and type Vacant in column for Resident Name, if you rent this unit to a new tenant REPLACE TENANT NAME FOR THE WORD VACANT  for unit #103.  This new tenant will sign a MIN and will not receive a GIN or Non-Displacement Notice; they will receive modified 90/30 Day Notices .

Please contact Elizabeth Spinnenweber at 713-868-8426 if you have any questions. 

Back
