
BOARD OF COMMISSIONERS MEETING
Wednesday, February 28, 2018 @ 1:00 p.m.

Brainerd Housing & Redevelopment Authority (HRA) Administrative Offi ce
324 East River Road | Brainerd, Minnesota

AGENDA

1. Call to Order

2. Roll Call

3. Reading and Approval of Minutes (Attachment 1)

4. Bills and Communications
a. Financial Report (Attachment 2)
b. HCV Programs Report (Attachment 3)
c. Public Housing Report (Attachment 4)
d. Executive Director Report (Attachment 5)

5. Unfi nished Business
a. Review Assigned Fund Balance (Attachment 6)
b. Consider Tax Forfeited Property Policy (Attachment 7)

6. New Business

7. Policy Review and Approval
a. Criminal, Drug Treatment, and Registered Sex Offender Records Management Policy (Attachment 

8)
b. Code of Ethics and Standards of Conduct Policy (Attachment 9)
c. EIV Security Policy and Procedures (Attachment 10)

8. Commissioner Comments

9. Adjourn
Next Meeting: Wednesday, March 28, 2018
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Brainerd Housing and Redevelopment Authority
BOARD MEETING MINUTES

January 24, 2018

A regular meeting of the Board of Commissioners of the Housing and Redevelopment Authority (HRA) in and 
for the City of Brainerd, Minnesota, was held at 1:00 p.m., Wednesday, January 24th, 2018, at the Brainerd 
HRA Administrative Offi ce, 324 East River Road, in Brainerd, Minnesota.

1. CALL TO ORDER: Executive Director Jennifer Bergman called the meeting to order at 1:00 p.m. 

2. ROLL CALL: Present at the meeting were Commissioners Patrick Wussow, Gabe Johnson, Rick 
Fargo, Marlee Larson (via teleconference), and Eric Charpentier. Also present were Executive Director 
Jennifer Bergman, Finance Director Karen Young, Housing Manager Teresa Hettver, Executive 
Assistant LeAnn Goltz, Dale Parks, and Cassandra Torstenson. Absent: Krista Brodal.

3. RECOGNITION OF SERVICE & DEDICATION: Bergman thanked Dale Parks for serving on the HRA 
Board for the past 13 years. 

4. ANNUAL MEETING

a. Oath of Offi ce: Commissioner Parks’ term ended in 2017. He decided to not request 
reappointment. The mayor announced the opening at the January 16th City Council meeting and 
has received one application to date.

b. Election of Offi cers: Bergman asked for nominations for chair for 2018. 

Commissioner Wussow nominated Commissioner Larson for board chair and Commissioner 
Johnson seconded the nomination. All commissioners voted in favor and none were opposed. 
The motion passed and Marlee Larson was elected as chair.

Bergman called for nominations for vice chair. 

Commissioner Fargo nominated Commissioner Wussow for vice chair, seconded by 
Commissioner Johnson. All commissioners voted in favor and none were opposed. The motion 
passed and Patrick Wussow was elected as vice chair.

Vice Chair Wussow called for nominations for secretary/treasurer.

Commissioner Johnson nominated Commissioner Charpentier for secretary/treasurer, 
seconded by Commissioner Fargo. All commissioners voted in favor and none were opposed. 
The motion passed and Eric Charpentier was elected as secretary/treasurer.

c. Review By Laws: The Board reviewed the current bylaws and had no recommended changes. 

d. Review Meeting Schedule: The Board reviewed the 2018 meeting schedule. 
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5. READING AND APPROVAL OF MINUTES: 
 
Commissioner Johnson made a motion to approve the minutes from the December 27, 2017, 
board meeting. Commissioner Fargo seconded the motion. All commissioners voted in favor of the 
motion and none were opposed. The minutes were approved. 

6. BILLS AND COMMUNICATIONS: 

a. Financial Report: Young presented the fi nancial information for December 2017. 

Year-end Financial Statements and Ratios
The December ratios and fi nancial statements do not fully refl ect all year-end entries and 
adjustments. The fi nal year-end entries and adjustments will be recorded prior to the audit and 
REAC submission. Therefore, the fi nancial information is subject to change due to necessary year-
end adjustments.

Audit Schedule
The 2017 audit schedule has been set with CliftonLarsonAllen (CLA). The Crow Wing County 
HRA audit will be during the week of February 5th. The Brainerd HRA audit and Brainerd South 
compilation are scheduled for the week of February 12th. The agency unaudited fi nancial 
statements are due to the Real Estate Assessment Center (REAC) by February 28th and the 
unaudited Brainerd South fi nancial statements are due to REAC by March 31st.

CWC HRA Non-TIF Revolving Loan Fund
A check was issued in December to BLAEDC Unifi ed Fund for the total Non-TIF Revolving Loan 
Funds of $119,245.03. These funds will no longer be refl ected on the fi nancial statements and 
will be retained by BLAEDC for use in the Unifi ed Fund.

Commissioner Johnson made a motion to approve the December payments as presented. 
Commissioner Charpentier seconded the motion. All commissioners voted in favor of the 
motion and none were opposed. The motion passed. 

b. HCV Programs Report: Our Unit Months Leased (UML) for 2017 is 99% and HAP utilization for 
2017 is 107%. Our waiting list is still at 38 families, all of which are non-preference.

Bergman shared that she was at the directors’ meeting last week and learned that the Brainerd 
HRA is the only agency in central Minnesota that has maintained its utilization. They were very 
impressed.  

c. Public Housing Report: Hettver presented the Vacancy Report, Monthly Property Performance 
Report, and the ROSS Program Report. She noted that public housing completed the year with a 
less-than-2% vacancy rate. Hettver also reported that the agengy’s annual plan was approved on 
December 22nd, 2017. 
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d. Executive Director Report: Bergman reported on the following items: 

Small Business Revolution/Main Street Makeover
Representatives from the Deluxe Corporation Small Business Revolution arrived to Brainerd on 
Wednesday, January 10th where they were greeted by almost 300 people at Roundhouse Brewery 
for their reception. On Thursday morning, Mayor Menk, Matt Kilian, Matt Seymour and Bergman 
gave them a tour of downtown Brainerd and stopped at several businesses. While a few Small 
Business Revolution representatives attended the tour, several others were out talking to business 
owners on their own. It was a very successful and productive visit. 

NAHRO Strategic Planning Advisory Group (SPAG)
Bergman has had two SPAG meetings since taking offi ce in October to fi nalize the goals and 
objectives for NAHRO for 2017–2019. She attended the NAHRO Leadership Retreat in Austin, TX, 
from January 19–21st to present and discussed the strategic plan. In addition, she did a lot of 
facilitation throughout the weekend.

Brainerd Hotel
The Brainerd Hotel was sold in December. The new owner is in the process of securing a contract 
with a hotel chain, potentially with Choice Hotels, and will begin the rehabilitation of the hotel in 
February. It is his intent to have a dual brand and be open by July of 2018.  

Organizational Chart
Bergman provided the Brainerd HRA’s organizational chart.

River to Rail
Bruce Buxton continues to work on this initiative. There is an Innovating Funding Grant available 
through NJPA and this will be explored. 

7. UNFINISHED BUSINESS: 

a. Consider Tax Forfeited Property Policy: In May of 2017, the Brainerd HRA Board approved a 
Tax Forfeit Policy. The CWC HRA discussed the same policy at their July meeting; however, they 
decided to table it at that time until further discussion with County staff. As a result, staff changed 
the policy signifi cantly and presented it to the Brainerd HRA Board..  

At their January board meeting, the CWC HRA did approve the policy and directed staff to meet 
with County staff to create the companion policy for Crow Wing County. Bergman and Schommer 
will be meeting with Debby Erickson on January 31st and are scheduled to present the County 
policy to the Committee of the Whole on February 22nd.   

It will be much easier to administer this program if both HRAs have the same policy. 

Commissioner Wussow reported that he submitted a letter to the CWC HRA informing them he 
was interested in purchasing a tax-forfeited property in Brainerd. Commissioner Johnson also 
shared that the Brainerd City Council is considering a policy to eliminate all non-infrastructure 
assessments on tax-forfeited properties.
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The Board discussed the policy and Commissioner Johnson proposed a change to the fourth goal 
so that the word “stabilize” is changed to “improve.”

Commissioner Johnson made a motion to amend and approve the Brainerd HRA Tax 
Forfeited Hold Policy and Sales Procedure. Commissioner Wussow seconded the motion. All 
commissioners voted in favor of the motion and none were opposed. The motion passed as 
amended.

b. Update on Refi nancing of General Fund Mortgage:  The General Fund mortgage on the offi ce 
building matured on 12/09/2017 with one fi ve-year term remaining. Since the renewal terms with 
Wells Fargo were unfavorable, the Board directed staff to seek refi nancing proposals from three 
local banks. They received proposals from Bremer Bank, Deerwood Bank, and Frandsen Bank. 
The Wells Fargo loan has been extended until 03/09/2018.  

The Board had a discussion on the proposals and refi nancing options. 

Commissioner Charpentier made a motion to pay off the remaining balance of the 
General Fund mortgage on the offi ce building. Commissioner Fargo seconded the motion. 
Commissioner Charpentier abstained from the vote with the remaining commissioners voting 
in favor of the motion. The motion passed. 

8. NEW BUSINESS:  Bergman reported that she and Schommer are assisting the City of Brainerd with 
establishing guidelines for a new revolving loan program using old CDGB funds. 

9. COMMISSIONER COMMENTS: Commissioner Fargo expressed his concern about affordable housing 
in Brainerd. Commissioner Johnson reported that the City of Brainerd is holding a special meeting to 
discuss a liquor license approval. Commissioner Charpentier reported that the BLAEDC Unifi ed Fund 
has funded two projects to date. Commissioner Wussow inquired about how the policy updates are 
going. Bergman informed the Board that there will be seven policies to approve at the next meeting.

10. Adjourn: 

Commissioner Fargo made a motion to adjourn to the BLAEDC Annual Meeting on February 12, 
2018, 11:30 a.m.–1:15 p.m. at Arrowwood Lodge, Baxter, MN. Commissioner Johnson seconded 
the motion. All commissioners voted in favor of the motion and none were opposed. The motion 
was approved and meeting was adjourned at 2:48 p.m. 
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Please fi nd attached the fi nancial information for January 2018.

Audit Schedule
Auditors from CliftonLarsonAllen (CLA) were at our offi ces during the week of February 5th for the Crow Wing 
County HRA audit. They were at our offi ces the following week of February 12th for the Brainerd HRA audit 
and Brainerd South compilation. Mary Reedy will be at our April board meeting to present the Brainerd HRA 
audit. 

The Agency unaudited fi nancial statements are due to the Real Estate Assessment Center (REAC) by 
February 28th, and the unaudited Brainerd South fi nancial statements are due to REAC by March 31st.

General Fund Mortgage
A wire transfer was made to Wells Fargo on February 8th in the amount of $96,240.55 to pay off the General 
Fund mortgage on the offi ce building.

Action Requested:  Motion for approval of payments as presented. 

To:  Brainerd HRA Board Members
From:  Karen Young, Finance Director
Date:  February 21, 2018
Re:  February Financial Report
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Brainerd Housing & Redevelopment Authority
2018 Ratios (and December, 2017)

FASS Ratios Max Pts Scoring Jan
Quick Ratio 12 QR <1 = 0 , QR >2 =12 12.00 12.00

Months Expended 11 MENA <1.0= 0, ME >4 =11 11.00 11.00

Net Assets

Debt Svc Coverage 2 DSC < 1 = 0, DSC >1.25 =2 2.00 2.00

Total Points 25 25.00 25.00

MASS Ratios Max Pts Scoring
Occupancy 16 O <90% =0, O >98% =16 16.00 16.00

Tenant Accounts 5 TAR <1.5%=5 , TAR >2.5% =0 5.00 0.00

Receivable

Accounts Payable 4 AP < .75 = 4, AP >1.5 =0 4.00 4.00

Total Points 25 25.00 20.00

Total of Above Ratios 50 50 45

MASS Ratios Max Pts Scoring
Timeliness of 5 >90% at OED = 5 5.00 5.00

Obligation <90% at OED = 0

Occupancy Rate 5 OR <93% = 0, OR >96% =5 5.00 5.00

Must have 5 points or

Total Points 10 Capital Fund Troubled 10.0 10.0

Dec 2017
After YE
JE, B4
audit
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JJanuary 2018 Operating Account Balances

 
  

Property/Program January 2016 December 2017 January 2018
General Fund $356,874.34 $346,272.78 $361,457.90
SSRP $15,711.99 $21,329.08 $21,329.08
Housing Rehab Program $14,674.92 $27,441.83 $24,090.73
Bridges $6,420.86 $10,099.55 $10,749.55
Crow Wing County HRA $684,302.09 $595,932.55 $592,100.82
Public Housing $412,177.12 $565,438.33 $596,993.32
Brainerd South $53,528.06 $44,529.83 $52,682.74
Housing Choice Voucher $37,893.69 $16,443.94 $37,760.31
Total $1,581,583.07 $1,627,487.89 $1,697,164.45
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0% 2% 4% 6% 8% 10% 12%

January Proration

Administrative Salaries

Legal

Staff Training

Travel
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Employee Benefits
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HAP Payments Portable

January 2018 YTD Housing Choice Voucher Expense/Annual Budget Comparison
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January 2018 YTD General Fund Expense/Annual Budget Comparison
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Legal: Caretaker leave of absence and termination.
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January 2018 YTD Brainerd South Expense/Annual Budget Comparison
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January 2018 YTD Public Housing Expense/Annual Budget Comparison
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Date: 2/15/2018 Page: 1Brainerd HRA
Rpt File: F:\HMS\REPTime: 12:46:47 PM   General Fund Operating Statement 

January,roberta 2018

 Variance Year To Date Budget Current Year Current Period
General Fund Operating
INCOME

-80.61Management Fees -14,163.94 -14,163.94 -14,083.33
666.67Operating Transfer In 0.00 0.00 -666.67
417.09Other Income 0.00 0.00 -417.09
416.67Loan Interest Revenue 0.00 0.00 -416.67

1,419.82-15,583.76-14,163.94-14,163.94TOTAL INCOME

EXPENSE
  Administrative

-9,348.53Administrative Salaries 3,391.47 3,391.47 12,740.00
-108.33Legal 0.00 0.00 108.33
-333.33Staff Training 0.00 0.00 333.33

-41.67Travel 0.00 0.00 41.67
-370.72Sundry-Other Admin 201.78 201.78 572.50

3,593.25 -10,202.5813,795.833,593.25  Total Administration

  Maintenance
-77.11Maintenance Salaries 838.72 838.72 915.83
-70.84Contracts 20.83 20.83 91.67

859.55 -147.951,007.50859.55  Total Maintenance

  General 
-82.95Insurance 204.55 204.55 287.50

1,408.79Employee Benefits 7,723.78 7,723.78 6,314.99
27.38Interest 331.55 331.55 304.17

-2,166.67Other General Expense 0.00 0.00 2,166.67
8,259.88 -813.459,073.338,259.88  Total General

-11,163.9823,876.6612,712.6812,712.68TOTAL EXPENSE

-9,744.16Net Income/Loss -1,451.26 -1,451.26 8,292.90
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Date: 2/15/2018 Page: 1Brainerd HRA
Rpt File: F:\HMS\REPTime: 12:46:57 PM   HCV Operating Statement

January,roberta 2018

 Variance Year To Date Budget Current Year Current Period
Housing Choice Voucher Operating
INCOME

-5,940.50HUD HAP Received -116,668.00 -116,668.00 -110,727.50
6,435.33Admin Fees Earned -13,503.00 -13,503.00 -19,938.33

-0.93Interest Income -0.93 -0.93 0.00
350.00Other Income 0.00 0.00 -350.00
843.90-131,015.83-130,171.93-130,171.93TOTAL INCOME

EXPENSE
  Administrative

-7,144.20Administrative Salaries 4,594.13 4,594.13 11,738.33
-75.00Legal 0.00 0.00 75.00

-281.67Staff Training 0.00 0.00 281.67
-202.50Travel 0.00 0.00 202.50
-136.47Sundry-Other Admin 246.03 246.03 382.50

4,840.16 -7,839.8412,680.004,840.16  Total Administration

  Maintenance
-229.17Contracts 20.83 20.83 250.00

20.83 -229.17250.0020.83  Total Maintenance

  General 
-53.25Insurance 334.25 334.25 387.50

1,040.84Employee Benefits 7,520.01 7,520.01 6,479.17
-24.50Other General Expense 175.50 175.50 200.00

8,029.76 963.097,066.678,029.76  Total General

 HAP Payments
7,260.83HAP Payments Occupied 109,130.00 109,130.00 101,869.17

798.42HAP Payments Home 3,013.00 3,013.00 2,214.58
49.42FSS Escrow Voucher 2,264.00 2,264.00 2,214.58

-2,047.17HAP Payments Portable 2,382.00 2,382.00 4,429.17
116,789.00 6,061.50110,727.50116,789.00  Total HAP

-1,044.42130,724.17129,679.75129,679.75TOTAL EXPENSE

-200.52Net Income/Loss -492.18 -492.18 -291.66
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Date: 2/15/2018 Page: 4Brainerd HRA
Rpt File: F:\HMS\REPTime: 12:47:02 PM   Public Housing Operating Statement

January,roberta 2018

 Variance Year To Date Budget Current Year Current Period

Public Housing Operating
INCOME

733.67Dwelling Rental -58,185.50 -58,185.50 -58,919.17
266.67Excess Utilities 0.00 0.00 -266.67

1,630.17Operating Subsidy -18,574.00 -18,574.00 -20,204.17
33.46Investment Interest 33.46 33.46 0.00

1,183.91Other Income -21,157.76 -21,157.76 -22,341.67
23.83Laundry Income -2,052.00 -2,052.00 -2,075.83

3,871.71TOTAL INCOME -99,935.80 -99,935.80 -103,807.51

EXPENSE
  Administrative

-17,515.52Administrative Salaries 8,169.48 8,169.48 25,685.00
-625.00Legal 0.00 0.00 625.00
-916.67Staff Training 0.00 0.00 916.67
-183.33Travel 0.00 0.00 183.33
-351.63Sundry-Other Admin 1,006.71 1,006.71 1,358.34

-19,592.15  Total Administration 9,176.19 9,176.19 28,768.34

-412.50Rec Public and Other 0.00 0.00 412.50
-412.50  Total Tenant Services 0.00 0.00 412.50

  Utilities
-5,109.17Water/Sewer 0.00 0.00 5,109.17
-5,845.00Electricity 0.00 0.00 5,845.00
-3,573.34Gas/Fuel 0.00 0.00 3,573.34

-14,527.51  Total Utilities 0.00 0.00 14,527.51

  Maintenance
-7,121.45Labor 7,346.88 7,346.88 14,468.33
-2,250.00Materials 0.00 0.00 2,250.00
-4,095.03Contracts 11,677.46 11,677.46 15,772.49

-13,466.48  Total Maintenance 19,024.34 19,024.34 32,490.82

  General 
-853.14Insurance 4,975.20 4,975.20 5,828.34
621.00Payment in Lieu of Tax 2,704.33 2,704.33 2,083.33

1,697.38Employee Benefits 19,569.06 19,569.06 17,871.68
-838.33Collection Losses 0.00 0.00 838.33
626.91  Total General 27,248.59 27,248.59 26,621.68

-47,371.73TOTAL EXPENSE 55,449.12 55,449.12 102,820.85

-43,500.02Net Income/Loss -44,486.68 -44,486.68 -986.66
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Date: 2/15/2018 Page: 1
Rpt File: F:\HMS\REPTime: 12:47:05 PM    Brainerd South Operating Statement

January,roberta 2018

 Variance Year To Date Budget Current Year Current Period
Brainerd South Operating
INCOME

-973.17Dwelling Rental -19,094.00 -19,094.00 -18,120.83
-88.17Rental Supplement -3,709.00 -3,709.00 -3,620.83

9.66Investment Interest 9.66 9.66 0.00
752.87Other Income -1,730.46 -1,730.46 -2,483.33
961.55Excess Utilities -17.62 -17.62 -979.17
-35.75Laundry Income -703.25 -703.25 -667.50
626.99TOTAL INCOME -25,244.67 -25,244.67 -25,871.66

EXPENSE
  Administrative

-25.00Legal 0.00 0.00 25.00
-348.58Sundry-Other Admin 3,556.43 3,556.43 3,905.01
-373.58  Total Administration 3,556.43 3,556.43 3,930.01

  Utilities
-1,163.33Water 0.00 0.00 1,163.33

-496.67Electricity 0.00 0.00 496.67
-1,500.00Gas/Fuel 0.00 0.00 1,500.00
-3,160.00  Total Utilities 0.00 0.00 3,160.00

  Maintenance
-66.67Labor 825.00 825.00 891.67

-348.33Materials 1,250.00 1,250.00 1,598.33
-1,177.42Contracts 5,289.24 5,289.24 6,466.66
-1,592.42  Total Maintenance 7,364.24 7,364.24 8,956.66

  General 
-41.87Insurance 2,585.62 2,585.62 2,627.49
133.72Payment in Lieu of Tax 933.72 933.72 800.00

1.68Employee Benefits 101.68 101.68 100.00
93.53  Total General 3,621.02 3,621.02 3,527.49

-5,032.47TOTAL EXPENSE 14,541.69 14,541.69 19,574.16

-4,405.48Net Income/Loss -10,702.98 -10,702.98 -6,297.50
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January 2018
Prior Year Comparative
Operating Statements
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Date: 2/15/2018 Page: 1Brainerd HRA
Rpt File: F:\HMS\REPORTS\\GLSTOSPTime: 12:48:13 PM   General Fund Operating Statement 

January,roberta 2018

    YTD 2015 YTD 2016YTD 2017 BudgetYTD 2017
General Fund Operating
INCOME

-12,440.90Management Fees -14,163.94 -14,083.33 -14,170.60
0.00Operating Transfer In 0.00 -666.67 0.00

-6.13Other Income 0.00 -417.09 0.00
0.00Loan Interest Revenue 0.00 -416.67 0.00

-12,447.03-14,170.60-15,583.76-14,163.94TOTAL INCOME

EXPENSE
  Administrative

3,409.35Administrative Salaries 3,391.47 12,740.00 2,531.40
0.00Legal 0.00 108.33 0.00
0.00Staff Training 0.00 333.33 0.00

34.56Travel 0.00 41.67 0.00
226.80Sundry-Other Admin 201.78 572.50 286.04

3,593.25 3,670.712,817.4413,795.83  Total Administration

  Maintenance
0.00Maintenance Salaries 838.72 915.83 425.28

19.79Contracts 20.83 91.67 65.13
859.55 19.79490.411,007.50  Total Maintenance

  General 
151.20Insurance 204.55 287.50 166.53

6,395.84Employee Benefits 7,723.78 6,314.99 6,749.21
449.03Interest 331.55 304.17 391.32

0.00Other General Expense 0.00 2,166.67 0.00
8,259.88 6,996.077,307.069,073.33  Total General

10,686.5710,614.9123,876.6612,712.68TOTAL EXPENSE

-1,760.46Net Income/Loss -1,451.26 8,292.90 -3,555.69
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Date: 2/15/2018 Page: 1Brainerd HRA
Rpt File: F:\HMS\REPORTS\\GLSTOSPTime: 12:48:16 PM   HCV Operating Statement

January,roberta 2018

    YTD 2015 YTD 2016YTD 2017 BudgetYTD 2017
Housing Choice Voucher
Operating
INCOME

-96,951.00HUD HAP Received -116,668.00 -110,727.50 -97,124.00
-18,826.00Admin Fees Earned -13,503.00 -19,938.33 -19,529.00

-0.92Interest Income -0.93 0.00 -1.58
0.00Other Income 0.00 -350.00 0.00

-115,777.92-116,654.58-131,015.83-130,171.93TOTAL INCOME

EXPENSE
  Administrative

4,091.04Administrative Salaries 4,594.13 11,738.33 4,907.12
0.00Legal 0.00 75.00 0.00
0.00Staff Training 0.00 281.67 0.00
6.91Travel 0.00 202.50 457.35

273.29Sundry-Other Admin 246.03 382.50 205.86
4,840.16 4,371.245,570.3312,680.00  Total Administration

  Maintenance
19.79Contracts 20.83 250.00 80.12

20.83 19.7980.12250.00  Total Maintenance

  General 
263.42Insurance 334.25 387.50 290.83

6,251.63Employee Benefits 7,520.01 6,479.17 7,024.25
193.80Other General Expense 175.50 200.00 210.60

8,029.76 6,708.857,525.687,066.67  Total General

 HAP Payments
92,963.00HAP Payments Occupied 109,130.00 101,869.17 94,343.00
3,112.00HAP Payments Home 3,013.00 2,214.58 2,716.00
1,539.00FSS Escrow Voucher 2,264.00 2,214.58 2,026.00
3,958.00HAP Payments Portable 2,382.00 4,429.17 3,337.00

116,789.00 101,572.00102,422.00110,727.50  Total HAP

112,671.88115,598.13130,724.17129,679.75TOTAL EXPENSE

-3,106.04Net Income/Loss -492.18 -291.66 -1,056.45
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Date: 2/15/2018 Page: 4Brainerd HRA
Rpt File: F:\HMS\REPORTS\\GLSTOSPTime: 12:48:20 PM   Public Housing Operating Statement

January,roberta 2018

    YTD 2015 YTD 2016YTD 2017 BudgetYTD 2017

Public Housing Operating
INCOME

-52,556.00Dwelling Rental -58,185.50 -58,919.17 -58,400.00
0.00Excess Utilities 0.00 -266.67 0.00

-24,353.00Operating Subsidy -18,574.00 -20,204.17 -21,012.00
36.70Investment Interest 33.46 0.00 43.60

-34,969.75Other Income -21,157.76 -22,341.67 -21,783.53
-1,636.15Laundry Income -2,052.00 -2,075.83 -2,512.00

-113,478.20TOTAL INCOME -99,935.80 -103,807.51 -103,663.93

EXPENSE
  Administrative

8,192.37Administrative Salaries 8,169.48 25,685.00 9,123.09
132.00Legal 0.00 625.00 0.00
575.45Staff Training 0.00 916.67 0.00

27.65Travel 0.00 183.33 457.35
1,750.29Sundry-Other Admin 1,006.71 1,358.34 1,037.81

10,677.76  Total Administration 9,176.19 28,768.34 10,618.25

0.00Rec Public and Other 0.00 412.50 0.00
0.00  Total Tenant Services 0.00 412.50 0.00

  Utilities
0.00Water/Sewer 0.00 5,109.17 0.00
0.00Electricity 0.00 5,845.00 0.00
0.00Gas/Fuel 0.00 3,573.34 0.00
0.00  Total Utilities 0.00 14,527.51 0.00

  Maintenance
6,905.68Labor 7,346.88 14,468.33 6,613.18

220.25Materials 0.00 2,250.00 29.10
9,716.48Contracts 11,677.46 15,772.49 9,775.96

16,842.41  Total Maintenance 19,024.34 32,490.82 16,418.24

  General 
4,033.42Insurance 4,975.20 5,828.34 4,268.33
2,207.60Payment in Lieu of Tax 2,704.33 2,083.33 2,732.03

19,009.62Employee Benefits 19,569.06 17,871.68 19,006.33
0.00Collection Losses 0.00 838.33 0.00

25,423.51  Total General 27,248.59 26,621.68 26,028.37

52,943.68TOTAL EXPENSE 55,449.12 102,820.85 53,064.86

-60,534.52Net Income/Loss -44,486.68 -986.66 -50,599.07
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Date: 2/15/2018 Page: 1
Rpt File: F:\HMS\REPORTS\\GLSTOSPTime: 12:48:22 PM    Brainerd South Operating Statement

January,roberta 2018

    YTD 2015 YTD 2016YTD 2017 BudgetYTD 2017
Brainerd South Operating
INCOME

-18,916.00Dwelling Rental -19,094.00 -18,120.83 -19,544.00
-3,630.00Rental Supplement -3,709.00 -3,620.83 -3,803.00

6.75Investment Interest 9.66 0.00 11.50
-2,047.34Other Income -1,730.46 -2,483.33 -2,780.00

-36.43Excess Utilities -17.62 -979.17 0.00
-342.50Laundry Income -703.25 -667.50 -679.25

-24,965.52TOTAL INCOME -25,244.67 -25,871.66 -26,794.75

EXPENSE
  Administrative

0.00Legal 0.00 25.00 0.00
3,506.28Sundry-Other Admin 3,556.43 3,905.01 3,579.03
3,506.28  Total Administration 3,556.43 3,930.01 3,579.03

  Utilities
0.00Water 0.00 1,163.33 0.00
0.00Electricity 0.00 496.67 0.00
0.00Gas/Fuel 0.00 1,500.00 0.00
0.00  Total Utilities 0.00 3,160.00 0.00

  Maintenance
575.00Labor 825.00 891.67 825.00

1,508.58Materials 1,250.00 1,598.33 1,269.35
2,637.99Contracts 5,289.24 6,466.66 2,678.64
4,721.57  Total Maintenance 7,364.24 8,956.66 4,772.99

  General 
2,356.54Insurance 2,585.62 2,627.49 2,368.16

824.69Payment in Lieu of Tax 933.72 800.00 957.62
81.00Employee Benefits 101.68 100.00 100.14

3,262.23  Total General 3,621.02 3,527.49 3,425.92

11,490.08TOTAL EXPENSE 14,541.69 19,574.16 11,777.94

-13,475.44Net Income/Loss -10,702.98 -6,297.50 -15,016.81
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Brainerd Housing Authority
Payment Summary Report

January 2018

Payment
Date

Payment
Number

Remit to Vendor Total Check Amt

1/2/2018 1273 Health Savings Accounts $8,750.00
1/4/2018 1274 Minnesota State Retirement System $630.00
1/4/2018 1275 Electronic Federal Tax Payment System $6,905.44
1/4/2018 1276 MN Dept of Revenue $1,122.09
1/4/2018 1277 Health Savings Accounts $2,462.34
1/4/2018 1278 Security Benefit $3,970.72

1/10/2018 1279 Wells Fargo Bank $1,498.24
1/10/2018 1280 Wells Fargo Bank $331.55
1/18/2018 1281 Minnesota State Retirement System $630.00
1/18/2018 1282 Electronic Federal Tax Payment System $7,383.62
1/18/2018 1283 MN Dept of Revenue $1,316.60
1/18/2018 1284 Health Savings Accounts $1,012.34
1/18/2018 1285 Security Benefit $4,118.73
1/4/2018 21486 Brainerd Public Utilities $1,560.23
1/4/2018 21487 Casterline Associates P.C. $99.00
1/4/2018 21488 Climate Makers Acquisition, Inc. $4,090.00
1/4/2018 21489 Crow Wing Cty Recorder's Office $46.00
1/4/2018 21490 Culligan $105.75
1/4/2018 21491 Housing Insurance Svc Inc. $31.00
1/4/2018 21492 MCIT $1,790.00
1/4/2018 21493 MN Multi Housing Association $85.00
1/4/2018 21494 Verizon Wireless $289.31
1/4/2018 21495 Mike's Tree Company LLC $251.25

1/18/2018 21496 Avesis Third Party Admininstrators $55.88
1/18/2018 21497 Borden Steinbauer Krueger & Knudson, PA $340.00
1/18/2018 21498 Brainerd Public Utilities $699.63
1/18/2018 21499 Business Forms Plus $5.50
1/18/2018 21500 CTC $5,342.97
1/18/2018 21501 CenterPoint Energy $32.53
1/18/2018 21502 Dearborn National $434.46
1/18/2018 21503 HAB, Inc. $4,648.00
1/18/2018 21504 HealthPartners $823.36
1/18/2018 21505 Life Insurance Company of North America $168.48
1/18/2018 21506 Nan McKay & Associates Inc $349.00
1/18/2018 21507 Nisswa Sanitation $2,243.76
1/18/2018 21508 Patnode's Custom Cabinets $694.00
1/18/2018 21509 Postmaster $490.00
1/18/2018 21510 Quick Construction, Inc $380.00
1/18/2018 21511 Sun Life Financial $665.86
1/18/2018 21512 Wells Fargo - CC $83.33
1/18/2018 21513 Wells Fargo - CC $185.00
1/18/2018 21514 Crow Wing Cty Recorder's Office $46.00
1/18/2018 21515 Crow Wing Cty Recorder's Office $46.00
1/18/2018 21516 Crow Wing Cty Recorder's Office $46.00
1/18/2018 21517 Crow Wing Cty Recorder's Office $46.00
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Brainerd Housing Authority
Payment Summary Report

January 2018

Payment
Date

Payment
Number

Remit to Vendor Total Check Amt

1/18/2018 21518 Crow Wing Cty Recorder's Office $46.00
RReport Total $66,350.97
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HCV Report 
Please see Attachment 3a.

Our Unit Months Leased (UML) for January is 103% and HAP utilization for January is 90%. 

For 2018, we have $17,212 in HAP reserves and $127,412 in admin reserves. We anticipate getting 
$1,304,271 in HAP, but we won’t know for sure until HUD notifi es us in May 2018. To lease up to 98%, we 
anticipate having to spend $1,381,142. This is a difference of $59,660. 

We’ve been having the shortfall discussion for two years now. It’s become a realization for us that we 
don’t have enough money to pay for what we anticipate spending to lease up to 98% in 2018. HUD also 
sees we don’t have enough to pay for what we anticipate using. As a result, we are now required to have 
shortfall calls with our fi eld offi ce rep and two reps from Washington, DC. HUD can’t mandate yet, only make 
recommendations on, how to run our program to stay out of shortfall. After appropriations have been made, 
HUD can step in and start mandating. 

When we are offi cially in shortfall, they can tell us we can’t issue vouchers, lease anyone up, allow moves 
to higher cost units (including ports) and absorb ports. They can also tell us to start taking leased vouchers 
away and remove people from the program. 

For now, we are going to open our waiting list on February 26th, 2018, and increase our numbers, so if we 
are told we can’t do these things, we hopefully don’t permanently degrade our program. We will fi nd out 
more in May.

“What Home Means to Me” Poster Contest
The Brainerd HRA is participating in the NAHRO-2019 “What Home Means to Me” Poster contest. We have 
given the opportunity to our Public Housing and HCV families to take part in telling us what their housing 
means to them. The age category is K–12 and the Brainerd HRA will be sending their poster along with a 
short essay to Regional NAHRO. Regional NAHRO will then select nine from each region, which then will be 
forwarded to National NAHRO for fi nal judging. The national winner’s poster and essay will be featured in the 
2019 calendar. They will also receive and IPad and attend the awarding ceremony in Washington D.C. 

All Brainerd HRA entries receive a $5.00 gift card for participating and the Brainerd HRA will also select two 
winners to receive a $25.00 gift card.

We are asking for volunteers from the Board to come in and judge the posters and select the two winners.  
Days we have selected for judging are Monday, March 12th or Tuesday, March 13th.

To:  Brainerd HRA Board Members
From:  Tania Eller, Rental Assistance Manager
Date:  February 19, 2018
Re:  HCV Programs Report

AT
TA

CH
M

EN
T 3



26

Brainerd HRA Board Packet ▪ FEBRUARY 2018 

Bridges Report
Please see Attachment 3b.

Family Self-Suffi ciency (FSS) Report
Please see Attachment 3c.

No Action Requested; Discussion Items
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January Housing Choice Voucher Programs (HCV)

Voucher Allocation 320
January Move-ins 2
January Move-outs 7
January Vouchers - looking for housing 6
January Vouchers - first day of month 329
Average Vouchers to date 329
Unit Months Leased 103%
HAP Utilization through 1/31/18 90%

Reasons For Leaving Program

Terminated 1

Volunatrily Left 5

Deceased 1

Payments

Housing Assistance Payment (HAP) $116,394

January HUD Administrative Fee $13,503

Port Out Vouchers 5

HAP    St. Cloud (1), Cass (2), Colorado (1) Florida (1) $2,382

Homeownership 9

Homeownership HAP $3,013

Annual Average Income $13,733

Length of Time on Program

< 1 year 23%

< 2 years 6%

< 3 years 14%

< 4 years 9%

< 5 years 5%

> 5 years 42%

Demographics

Elderly Households 82

Disabled/Handicapped Households 159

Families with Children 144

Waiting List Total 38

AT
TA

CH
M

EN
T 3a
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Bridges Program
January 2018

Currently
 » Waiting list: 67
 » Tenants leased up in units: 13
 » Participants issued a voucher & searching for a unit: 5 
 » Participants moving into Section 8: 0 

Counties Tenants Reside In
 » Cass County: 0
 » Morrison: 4
 » Aitkin: 1
 » Crow Wing: 10
 » Todd: 0
 » Wadena: 0

Total HAP payment: $6,264.00 

AT
TA

CH
M

EN
T 3b
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Family Self-Suffi ciency Report
January 2018

Currently:    
 » Active FSS participants: 26
 » Tenants going OFF for month: 0
 » Tenants going ON for month: 0
 » Tenants start ESCROWING: 0
 » Total number of FSS participants escrowing monthly: 8
 » Total amount of escrow for December: $2,264.00
 » Total escrow: $ $49,443.32

Summary:
Nothing to report for January. 

AT
TA

CH
M

EN
T 3c
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Vacancy Report for January 2018
Please see Attachment 4a.

Monthly Property Performance Report for January 2018
Please see Attachment 4b. 

ROSS
Please see Attachment 4c.

Shannon has adjusted the format of the monthly Board report so that it more closely follows the reporting 
we have to do for HUD. She will be supplying numbers monthly and then at the conclusion of each quarter 
(April, July, October) we will provide to the Board a narrative of Shannon’s agency contacts, projects, plans, 
and success stories.

No Action Requested; Discussion Items

To:  Brainerd HRA Board Members
From:  Teresa L. Hettver, Housing Manager
Date:  February 21, 2018
Re:  Housing Manager Report

AT
TA

CH
M

EN
T 4
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Brainerd HRA 2018 Vacancy Report
Section 236

North Star
Scattered
Sites

Valley
Trail

Total PH
Vac/%

Brainerd
South

College
Drive

Trail
Ridge

Valley
View

# units 162 16 25 203 60 24 18 20
Jan 31 2 0 0 2 2 0 0 0
Jan % 1.23% 0.00% 0.00% 0.99% 3.33% 0.00% 0.00% 0.00%

Feb 28 0
Feb % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%

March 31 0
March % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
April 30 0
April % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%

May 31 0
May % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%

June 30 0
June % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%

July 31 0
July % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Aug 31 0
Aug % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Sept 30 0
Sept % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Oct 31 0
Oct % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Nov 30 0
Nov % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Dec 31 0
Dec % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Total 2 0 0 2 2 0 0 0
% 1.23% 0.00% 0.00% 0.99% 3.33% 0.00% 0.00% 0.00%

Public Housing Tax Credit DW Jones

0

1

2

3

4

Feb Mar Apr May June July Aug Sept Oct Nov Dec Jan

Public Housing Vacancy Report

North Star Scattered Sites Valley Trail

0

1

2

3

4

5

Feb Mar Apr May June July Aug Sept Oct Nov Dec Jan

Managed Properties Vacancy Report

Brainerd South College Drive Trail Ridge Valley View
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To:  Brainerd HRA Board Members
From:  Jennifer Bergman, Executive Director
Date:  February 22, 2018
Re:  Executive Director Report

AT
TA

CH
M

EN
T 5

Small Business Revolution/Main Street Makeover
We found out on February 13th that Brainerd did not make the top 5 of the Small Business Revolution 
program. The cities that were selected for the top 5 are: Alton, IL; Bastrop, TX; Amesbury, MA; Siloam 
Springs, AR; and, Martinez, CA. Although we did not make the top 5, the amount of community support and 
excitement around downtown Brainerd has really made a difference. We will continue this effort through the 
River to Rail Initiative. I forwarded Board members an invite to River to Rail Community Event on February 
26th and would encourage you to attend. We have posted this event in case of quorum. 

Administration of the City of Brainerd’s Revolving Loan Program
The City of Brainerd has asked the HRA for their assistance in creating program guidelines and administering 
a revolving loan program on their behalf. The City of Brainerd has approximately $145,000 in an old 
Community Development Block Grant (CDBG) and would like to establish guidelines for the use of those 
funds (see Attachment 5a). The Personnel and Finance Committee discussed the proposed guidelines at 
their February 5th meeting. The City will hold an EDA meeting to discuss the program. After consent of the 
EDA, the City and the HRA will consider a Memorandum of Agreement for the administration of the program. 
I would anticipate the MOA being on the March Brainerd HRA agenda.

Opportunity Zones
The Minnesota Department of Employment and Economic Development (DEED), in partnership with 
Minnesota Housing and the Minnesota Department of Revenue, is accepting Opportunity Zone proposals 
from cities of the fi rst class, counties and tribal governments. 

Opportunity Zones use tax incentives in low-income urban and rural communities nationwide to draw long-
term investment to areas that are in the most economic need by creating a fund for these investments. In 
Minnesota, Governor Dayton can recommend 123 census tracts out of a possible 491 that meet the law’s 
low-income requirements for Opportunity Zone designation. Of the 123, nine are located in Crow Wing 
County.

The Governor must make recommendations to the Department of Treasury by March 21st, with the possibility 
of an extension granted until April 20nd. This could mean a substantial level of new investment in selected 
communities across the state. Priority for these resources would be areas that are currently underserved or 
underinvested.

The Brainerd HRA, CWC HRA, BLAEDC, the City of Brainerd, the City of Baxter and Crow Wing County are 
discussing the nine qualifi ed census tracts (see Attachment 5b) in Crow Wing County and preparing a 
recommendation to the County Board to submit to the Governor by the deadline of March 8th.
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Brainerd SCDP Application
We will be submitting a Small Cities Development Program (SCDP) application to the Department of 
Employment and Economic Development (DEED) on behalf of the City of Brainerd for a rental and owner-
occupied rehab program for NE Brainerd. In addition, we are requesting funds for the Iron Rail. The 
application is for a total of $692,000, which includes six owner-occupied homes, 10 rental units, one 
commercial and nine rental units above the commercial property. The application is due on February 22nd 
and we will be notifi ed of funding in May with funds available in July.

MHFA Rehab Loans
We have had several requests from homeowners for the Minnesota Housing Rehab Loan program (see 
Attachment 5c) from outside of Crow Wing County, specifi cally in Pillager. We would like to discuss with the 
Board the potential of offering this program outside of Crow Wing County. 

HCP Housing Task Force
In 2017, the HCP Housing Task Force met four times. We would like to have a discussion with the Board in 
regards to the future of the HCP Housing Task Force.

No Action Requested; Discussion Item
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1

CITY OF BRAINERD REVOLVING LOAN PROGRAM 

I. PURPOSE 

The City of Brainerd (City), acting by and through the Brainerd HRA (hereinafter referred 
to as HRA) having its principal office located at 324 East River Road, Brainerd, MN 
56401, has established a Revolving Loan Program to assist the financing of projects that 
promote redevelopment within the target area (See Exhibit A) or rehabilitation in the City 
of Brainerd (the "City"). Without limitation, the funds in the Revolving Loan Program 
may be used, as permitted by law, for the following general purposes: 

1. To provide a fund in support of qualifying projects which allows the City flexibility to 
respond when such projects require financial assistance. 

2. To provide a single depository for any debt incurred to assist the City's projects. 
3. To centralize financial control of assisted projects. 
4. To provide a depository for funds received by the City in the future. 

II. PROCESS 

No use of or disbursement from the Revolving Loan Program account shall be made 
without proper procedure. The following guidelines serve to direct the HRA in their 
consideration and do not constitute laws. These guidelines will supersede any and all 
previous guidelines involving these Revolving Loan Funds. A project may not meet all 
the criteria listed in these guidelines and yet may serve the redevelopment or 
rehabilitation needs of the City and therefore be eligible. 

Guidelines to Consider for Qualifying Projects 
1. The project shall meet a redevelopment or rehabilitation need of the City and shall 

demonstrate a relative need for financial assistance. 
2. The highest priority shall be given to those projects which provide: 

a. Increased tax base 
b. Potential for future development 
c. High quality construction in the facility to be built 
d. Development which will meet a specific community need of the City 
e. Redevelopment of an area which is under-developed or blighted 
f. Significant other development or redevelopment 
g. Correction for code violations cited to homeowners 

3. All projects are subject to the National Environmental Policy Act (NEPA) which 
seeks to avoid adverse impacts on the environment by mandating careful 
consideration of the potential impacts on any project assisted with federal funds. 

4. All projects must have an appropriate environmental review completed prior to 
project costs being incurred. 

5. Davis Bacon and Related Acts shall apply to redevelopment activities. This includes 
the Federal Contract Work Hours and Safety Standards Act, and the Copeland “Anti-
Kickback” Act. 

6. Acquisition/Displacement and Relocation Requirements apply to any acquisition of 
real property when these funds are used for the acquisition. 

AT
TA

CH
M

EN
T 5a
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III. ELIGIBLE USES 

All improvements eligible for financial assistance must be physically attached to the 
property and be permanent in nature. The following types of activities are eligible: 

In the target area (See exhibit A): 

Acquisition of Real Property 
Disposition
Public Facilities and Improvements  
Clearance
Redevelopment
Special Economic Development Activities if ineligible for BLADC Unified Funds or 
other programs 
Micro enterprise Assistance if ineligible for BLADC Unified Funds or other programs 

City Wide: 

Owner Occupied Residential Code Citation Enforcement  

IV. OWNERSHIP REQUIREMENTS 

1. The applicant(s) for assistance must possess at least a one-half interest in one of the 
following types of ownership in the property to be improved: 

a. Fee title 
b. Life estate 
c. Fee title or life estate subject to a mortgage or other lien securing a debt 
d. Contract for Deed 
e. Limited Liability Company 
f.  Limited Liability Partnership 
g. Corporation 

2. Ownership includes the titleholders and their spouses. 

3. If an applicant is separated, the spouse must also sign all forms necessary for the 
completion of rehabilitation. 

4. If an applicant is divorced, but the spouse still holds title, the spouse must either 
quit claim his/her interest or a divorce decree must be provided which states sole 
ownership (not only occupancy) in the applicant's name. 

5. Only one loan per property during each 10 year loan term will be allowed. 

V. THE APPLICATION PROCESS 

The application for use of the Revolving Loan Program shall include the following 
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information: 

1. Statement of the public purpose and need 
2. Description of the project and the estimated costs 
3. Description of the company and a financial statement or a certified letter from a 

financial institution with knowledge of such financial capacity 
4. Amount of assistance being requested and the use to which the assistance will be 

applied 
5. Plans and drawings of the project, including landscaping 
6. Letter of feasibility 
7. Zoning and planning analysis 
8. Description of the financial institutional support for the project 

VI. LOANS 

 Guidelines for the Use of Revolving Loan Funds 

 The HRA will follow the guidelines below to determine eligibility: 

1. There shall be a demonstrated need for financial assistance 
2. The application and bids will be reviewed by the HRA to ensure they comply with 

program requirements. 
3. The proposed project shall be analyzed within the context of the Funds overall risk. 
4. The applicant must demonstrate the ability to repay the loan provided through the 

Revolving Loan Program for a proposed project. 
5. The applicant must submit a minimum of two (2) bids. 
6. The applicant must provide a documented minimum 1:1 match. Owner occupied 

residential code citation enforcement may be excluded from this match. 
7. Applicants for rehabilitation loans must be at or below 80% of Area Median Income. 
8. The maximum loan under this program is $25,000. 
9. Revolving Loan Program Funds shall be adequately secured by liens. 
10. The Owner must execute all required documents after which a Notice to Proceed will 

be issued. 
11. If possible, the funds should be allocated directly or indirectly to a number of projects. 

Spreading the funds over several projects will reduce the risk that funds to be repaid 
will not be available for future use. 

12. No loans will be made for work that has already begun.

VII. REPAYMENT 

Revolving Loans 
Interest rates on loans shall be the current U.S. Federal Prime Rate, minus 1%. The 
Owner will make direct payments to the HRA of interest and principal, or a lump-sum 
repayment of interest and principal as may occur through sharing the projects from the 
sale of any assisted project. A Repayment Agreement must be executed between the 
Owner and the HRA which will include terms, interest and payment amounts. A lien will 
be placed on the property. Any direct costs associated with the loan shall come out of the 
loan proceeds. 
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VIII. DISBURSEMENT OF FUNDS 

After the loan has been approved, the Rehab Coordinator shall proceed with executing 
the Agreement. Funds will not be disbursed until the property owner has paid their match 
portion to be retained by the HRA as escrow.   

The following shall guide the disbursement of funds to the Contractor: 
1. No pre-payments are allowed for any reason. 
2. Partial payments are not allowable for any work not yet completed. 
3. Payments will be made only after the work is completed according to the 

Rehab Coordinator. In order for the contractor to be paid, a signed (by both 
the applicant(s) and the Rehab Coordinator) Completion Certificate must be 
presented at the time of payment. 

4. Final payment will not be made until all work is satisfactorily completed. 
5. Payments will be made only upon presentation of the following documents: 

a. Billing Statement 
b. Lien Waiver. 
c. Completion Certificate 
d. Payroll Reports if applicable 
e. Proof of completion of contractors affidavit (final payment only) 

No disbursement of Revolving Loan funds shall be authorized until the Rehab 
Coordinator has approved that the work has been completed and all compliance 
requirements have been met. Approval shall be evidenced by a Contractor Payment 
Request signed by the Rehab Coordinator, applicant and contractor. 

IX.  CHANGE ORDERS 

Any alterations, variation, modification or waiver of the provisions of this Agreement 
shall be valid only after it has been reduced to writing, approved and signed by owner, 
contractor and Rehab Coordinator.  No work resulting from a change order may start 
until after the change order has been executed by the owner, contractor and Rehab 
Coordinator.

X. INTERIM INSPECTIONS  

During the course of a rehab, the Rehab Coordinator will inspect ongoing work at least 
once every two weeks to ensure compliance with scope of work specifications and 
contract terms and conditions. Inspections will be required before partial disbursement to 
ensure that the work, which the partial payment covers, is satisfactorily completed. 

XII. CONFLICT OF INTEREST 

Any potential conflicts of interest under Minnesota Statutes 471.88 shall be evaluated on 
the basis of a legal opinion to be requested from the City Attorney. No rehab work may 
begin until such opinion has been made. 

XIII. DATA PRIVACY 
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The City Council, HRA Board and staff are not authorized to discuss loan applications or 
other business contacts related to the Revolving Loan Fund with any persons other than 
loan officers of involved financial institutions and representatives of public business 
finance programs. Files belonging to the City are not open for public inspection except as 
regulated by the Minnesota Data Practices Act. The City and HRA may find it 
appropriate to verify any data contained in the application. 
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Stay safe and secure in 
your home. We can help.

Rehabilitation Loan Program

651.296.8215 | 800.710.8871 
TTY 651.297.2361

www.mnhousing.gov
 
 

 

Minnesota Housing is a trusted state agency. 
We believe that housing is the foundation for 
success, so we collaborate with individuals, 
communities and partners to create, preserve 
and finance affordable housing. 
Whether you’re just starting your home search 
or ready to tackle home improvements, we’ve got 
you covered. Learn more at www.mnhousing.gov.
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How can the Rehabilitation Loan 
Program help me?

• 
• 
• 

What improvements can I make?

• 
• 
• 
• 
• 
• 
• 
• 
• 

Am I eligible?

• 
• 

• 
• 
• 

www.mnhousing.gov

www.mnhousing.gov  651.296.8215

Minnesota Housing is a trusted state agency that 
works with local lenders to provide affordable home 
improvement loans. 
The Rehabilitation Loan Program helps low-income 
homeowners finance important home repair projects.

Household 
Size

Income 
Limit

Household 
Size

Income 
Limit
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Rehab Programs Update

SSRP – SCATTERED SITE REPLACEMENT PROGRAM
Crow Wing County has conveyed 601 South 10th Street, Brainerd, to the HRA for $1.00.  

DOWNTOWN BRAINERD SCDP 
 » Application approved by DEED for $650,105.00.    
 » 216 South 7th Street, 605 and 711–717 Laurel Street are complete and closed out. 
 » 217 South 7th Street; 214 & 216 South 8th Street; 602, 606 & 719 Laurel Street are in progress.  

NE BRAINERD SCDP 
 » The application has been submitted to DEED.
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The intent of the Fund Balance Policy is to defi ne the classifi cations of fund balance based on the 
constraints placed on the use of the current fund balance. Per GASB Statement No. 54, the following 
classifi cations are established for governmental funds.

1. Nonspendable - fund balance not expected to be converted to cash such as inventory or prepaid 
expenses.

2. Restricted - fund balance with constraints from an external source such as Tax Increment 
Financing (TIF) funds.

3. Committed – fund balance constrained for a specifi c purpose by the HRA board prior to yearend. 
Such as the Housing Rehab and Scattered Site Replacement Program (SSRP) funds allocated by 
the board.

4. Assigned – fund balance that is intended for a specifi c purpose by the Board or executive 
director/fi nance director. These funds are neither restricted nor committed.

5. Unassigned – General Fund balance that is available for any purpose.

The Fund Balance Policy recommends 8 to 10 months of expenses. The Board has funds assigned for:

 » Housing - $10,000
 » Matching Grant - $10,000
 » Downtown Redevelopment - $15,000
 » Downtown TIF Funding - $12,000
 » Budgeted Stabilization from Prior Year Fund Balance - $23,640

Staff recommends that the Board refl ect the following assigned fund balance at 12/31/17:

 » Budgeted Stabilization from Prior Year Fund Balance - $23,640
 » Retirement of General Fund Mortgage - $98,100

Action Requested:  Approve a motion to change the assigned fund balance amounts as specifi ed above. 

To:  Brainerd HRA Board Members
From:  Karen Young, Finance Director
Date:  February 22, 2018
Re:  Review Assigned Fund Balance
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After the approval of the Tax Forfeit Policy in January, I worked with attorney Martha Ingram to draft Crow 
Wing County’s companion policy (see Attachment 7a). This policy will be considered at the County Board 
Committee of the Whole meeting on February 20th.  

As a result, there were several changes to the Brainerd HRA policy (see Attachment 7b). Since the changes 
were more than just administrative, I am asking that the Board adopt this revised policy.  

Action Requested:  Approve the revised Brainerd HRA Tax Forfeit Hold Policy and Sales Procedure 

To:  Brainerd HRA Board Members
From:  Jennifer Bergman, Executive Director
Date:  February 22, 2018
Re:  Consider Tax Forfeited Property Policy
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Brainerd HRA 

Tax Forfeited Property Hold Policy and Sales Procedure 

Tax Forfeited Hold Policy 

The purpose of this policy is to ensure tax forfeited property in Brainerd is returned to productive use. 

Primary goals of this policy are: 

• To build Brainerd’s density and tax base by ensuring tax forfeited properties are developed 
• To eliminate blight and reinvest in our neighborhoods 
• To create a clear, straightforward, and efficient procedure for the HRA and developers to act on 

acquisition of tax forfeited property 
• To encourage developer investment to stabilize Brainerd neighborhoods and construct 

affordable housing 

The Brainerd HRA receives a list of tax forfeited properties (“Properties”) from Crow Wing County 
annually and.  The Brainerd HRA has 30 days following receipt of the list to put propertiesProperties on 
hold, and threesix months to complete due diligence related to acquiring the propertiesProperties from 
the State of Minnesota through Crow Wing County as the administrator. 

The Brainerd HRA will put a hold on propertiesProperties that the Brainerd HRA determines are required 
to achieve commercial or residential redevelopment strategies by the Brainerd HRA Board. 

Residential propertiesProperties that the Brainerd HRA dodoes not desire to acquire will be made 
available to developers or community development organizations (“Developers”) utilizing the Tax 
Forfeited Hold Sale Procedure outlined below.  Properties that both are not desired by the Brainerd HRA 
and do not receive eligible applications through the Tax Forfeited Hold Sale Procedure shall be released 
to Crow Wing County.  

Sale of Tax Forfeited PropertiesHold Sale Procedure 

The following procedure will apply: 

1. Application: The Brainerd HRA will solicit proposals from Developers for the purchase of the 
lotProperty.  All interested Developers must submit a purchase agreementproposal, which will 
be contingent upon thesubject to approval ofby the Brainerd HRA Board.  Proposals may be for 
affordable housing (as defined below) or for market housing that would result in the elimination 
or prevention of blight or blighting influences on the Property. 

• Relocation: If a property isProperty contains an occupied building, relocation costs may 
apply. The Developer will be responsible for any relocation costs. The Brainerd HRA will 
clarify whether relocation costs will apply and assist the Developer to estimate the 
amount of payment required. 

• Discount for Affordable Housing: A discounted price will be targeted at 50% of 
theassessed market value for for-profit developers and targeted at 25% of theassessed 
market value for non-profit developers forproposing the construction of an affordable 
unit. Thehousing. “Assessed market price isvalue” means the estimatedcurrent-year 
market value of the lotProperty as determined by Crow Wing County Assessor. 
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“Affordable” means the end owner-occupant ishas an income at or below 115% of the 
Area Median Income, as defined by the Department of Housing and Urban 
Development.  

2. Contract: When a purchase agreementDeveloper proposal has been executed with the 
Developerapproved, the Brainerd HRA staff will send anegotiate a purchase and development 
contract to(the “Contract”) with the Developer. Brainerd HRA staff require the following before 
taking further actionfrom the Developer before presenting the Contract to the Brainerd HRA 
Board for approval: 

• Signed contract betweenContract signed by the Developer and the Brainerd HRA 
• Crow Wing County acquisition price (“Acquisition Price”): The priceAcquisition Price will 

either be the full market value or the discounted price for affordable housing per Crow 
Wing County policy plus fees known fees  

• A non-refundable acquisitionadministrative fee of $___ payable to the Brainerd HRA 
• $1,000 maintenance and holding cost payment (the “Holding Cost Payment”) payable to 

the Brainerd HRA: The maintenance and holding cost paymentHolding Cost Payment will 
be used to pay Crow Wing County or the Brainerd HRA’s holding and maintenance costs; 
any funds not expendedrequired for such purposes will be returned to the Developer 
 

3. HRA Board Approval: Brainerd HRA staff will seek Board approval forof the acquisitionContract. 
If approved, the Brainerd HRA will execute the contractContract and proceed to seek Crow Wing 
County approval. If the Contract is denied, by the Brainerd HRA will either review additional 
applications received until Board approval is achieved or the propertyBoard, staff will refund the 
Acquisition Price and Holding Cost Payment, and will either consider and seek HRA Board 
approval of other proposals for the Property, or will be releasedrelease the Property to Crow 
Wing County and refundable fees returned. 
 

4. Crow Wing County Approval: OnceIf the Brainerd HRA Board approves the applicationContract, 
staff will send a requestan application to the Crow Wing County Board asking for the 
propertyProperty to be conveyed to the Brainerd HRA. If approved by the Crow Wing County 
Board, the Brainerd HRA will proceed to schedule closing with the Developer. If denied, the 
Brainerd HRA will request the acquisition price be returned to the Brainerd HRA and 
subsequently the Developer. If the Crow Wing County Board denies an acquisition discount 
request, at the discretion of Crow Wing County, the Developer may have the option to pay the 
remaining balance owedof the assessed market value to Crow Wing County or to withdraw its 
application and request a refund of its acquisition price.Acquisition Price payment.  If Crow Wing 
County denies the application, the Acquisition Price and Holding Cost Payment will be returned 
to the Developer. 
 

5. Closing: Once the Crow Wing County Board approves the applicationacquisition of the Property, 
a deed to the Brainerd HRA will be prepared and recorded by Crow Wing County. The and the 
Brainerd HRA will schedule a closing with the Developer. At the closing, the Developer will be 
responsible to pay from funds held or directly all closing costs, holding costs orin excess of the 
Holding Cost Payment, if any, and any additional fees charged by Crow Wing County and will 
immediately take title to the tax forfeited property. 
 

6. Property Management: After closing, the Developer will be responsible to pay for all 
improvements and maintenance to the property. The Brainerd HRA and Crow Wing County 
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expectsProperty. The Contract will require that improvements willmust be completecompleted 
within 1812 months after closing. 
 

7. Failure to Perform: If the Developer fails to complete the improvements on the Property within 
1812 months ofafter closing, no additional propertyProperty may be acquired by that 
developerthe Developer through the tax forfeited acquisition processTax Forfeited Hold Sale 
Procedure until the default is cured. 
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To:  Brainerd HRA Board Members
From:  Teresa L. Hettver, Housing Manager
Date:  February 21, 2018
Re:  Criminal, Drug Treatment, and Registered Sex Offender Records Management Policy 

In the course of our regular operations, we come into possession of criminal records, records of drug 
treatment, or registered sex offender status of both residents and applicants. These records are necessary 
to accomplish HRA business, and these records must be maintained securely and kept from improper use.
The policy (Attachment 8a) outlines the acquisition, maintenance, and disposition of such records.

Action Requested: Approve Resolution No. 2018-01 adopting the Criminal, Drug Treatment, and 
Registered Sex Offender Records Management Policy.

  

AT
TA

CH
M

EN
T 8



This page has been intentionally left blank.



Brainerd HRA Board Packet ▪ FEBRUARY 2018 

71

AT
TA

CH
M

EN
T 8a

BRAINERD HOUSING AND REDEVELOPMENT AUTHORITY
CRIMINAL, DRUG TREATMENT, AND REGISTERED SEX OFFENDER 

RECORDS MANAGEMENT POLICY 
Adopted: 2/28/2018              Resolution No.: 2018-01 

Criminal, Drug Treatment, and Registered Sex Offender Records Management Policy   Page 1 

1.0 PURPOSE 
In the course of its regular operations, the Brainerd Housing and Redevelopment Authority (HRA) 
comes into possession of criminal records, records of drug treatment or registered sex offender status 
of both residents and applicants. While necessary to accomplish HRA business, these records must be 
maintained securely and kept from improper use.  

2.0 ACQUISITION 
All adult applicants and residents shall complete the HRA Authorization for Release of Information 
when they apply for housing. The HRA may request from local law enforcement agencies a check of 
local records for a criminal history of any applicant. This check is done for the purpose of screening 
applicants for housing and for the enforcement of public housing leases.  

3.0 MAINTENANCE 
The HRA may only disclose the criminal conviction records which are received from law enforcement 
agencies to officers or employees of the HRA, or to authorized representatives of the HRA who have a 
job-related need to have access to the information. 

The HRA will keep all criminal records, records of drug treatment or sex offender status that are 
received from a law enforcement agency confidential. These records will be used only to screen 
applicants for housing or to pursue evictions. The records will not be disclosed to any person or other 
entity except for official use in the application process or in court proceedings. No copies will be made 
of the records except as required for official or court proceedings. 

4.0 DISPOSITION 
The records received from any law enforcement agency shall be destroyed once action is taken on the 
application for housing and any grievance hearing or court proceeding has been completed and the 
action is finalized. This requirement does not apply to information that is public information. 
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HOUSING AND REDEVELOPMENT AUTHORITY IN AND FOR THE CITY OF 
BRAINERD 

RESOLUTION NO. 2018-01 

CRIMINAL, DRUG TREATMENT, AND REGISTERED SEX OFFENDER  
RECORDS MANAGEMENT POLICY 

WHEREAS, the Housing and Redevelopment Authority in and for the City of Brainerd is 
required to have in place a Criminal, Drug Treatment, and Registered Sex Offender Records 
Management Policy in compliance with all local, state and federal laws; and 

WHEREAS, the Housing and Redevelopment Authority in and for the City of Brainerd has 
reviewed and updated its previously established Criminal, Drug Treatment, and Registered Sex 
Offender Records Management Policy; and 

NOW, THEREFORE BE IT RESOLVED by the Board of Commissioners of the PHA as 
follows: 

1. The Criminal, Drug Treatment, and Registered Sex Offender Records Management 
Policy is hereby approved. 

I CERTIFY THAT the above resolution was adopted by the Housing and Redevelopment 
Authority in and for the City of Brainerd. 

Dated: ___________________________ ______________________________ 
      Patrick Wussow, Vice Chair 

Dated: ___________________________ ______________________________ 
      Jennifer Bergman, Executive Director  
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To:  Brainerd HRA Board Members
From:  Carrie Burrell, Resident Program Coordinator
Date:  February 20, 2018
Re:  Code of Ethics and Standards of Conduct Policy

A Code of Ethics establishes standards for employee and commissioner conduct that will assure the highest 
level of public service. While recognizing that compliance with any ethical standards rests primarily on 
personal integrity and also in general the integrity of commissioners and employees, it nevertheless sets 
forth those acts or omissions of acts that could be deemed injurious to the general mission of the Authority.
This Code of Ethics is not intended, nor should it be construed as, an attempt to unreasonably intrude 
upon the individual employee’s or commissioner’s right to privacy and the right to participate freely in a 
democratic society and economy.  

An Ethics Committee needs to be formed within 90 days of the adoption of this policy.

Action Requested: Approve Resolution No. 2018-02 adopting the Code of Ethics and Standards of 
Conduct Policy.
.
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BRAINERD HOUSING AND REDEVELOPMENT AUTHORITY
CODE OF ETHICS AND STANDARDS OF CONDUCT POLICY 

Adopted: 2/28/2018              Resolution No.: 2018-02 

 Code of Ethics and Standards of Conduct    Page 1 

PREFACE
The Brainerd Housing and Redevelopment Authority (HRA) has established standards of conduct for 
its employees and members of its Board of Commissioners. These standards are designed to assure the 
utmost in public trust and confidence in the policies and practices of the Authority. Because of its 
status as an independent public corporation, the Authority recognizes its responsibility to conduct all 
business in a manner above reproach or censure. This Code of Ethics will describe in detail the 
standards by which members of the Board of Commissioners and staff are to be held accountable. 

This code recognizes and incorporates those sections of federal, state, and local law which govern the 
conduct of public employees, and in no way supplants those provisions of law. In cases where no 
statutory precedent exists, the policy of the Brainerd HRA shall be applied, except that this policy shall 
in no way be taken to supersede the provisions of any contracts, labor agreements, or other external 
agreements affecting the rights and privileges of employees. 

The Standards of Conduct contained within the Code of Ethics shall be generally applied so as to avoid 
the appearance, or actual occurrence of, any favoritism or special treatment towards any applicant, 
resident, vendor, or agent having business, or dealings of any kind, with the Authority. No 
Commissioner or employee shall use or cause or allow to be used his or her position to secure any 
personal privileges for himself, herself, or others, or to influence the activities, actions, or proceeds of 
the Authority. 

The Brainerd HRA, in establishing standards of conduct for its employees and Commissioners, 
recognizes the importance of establishing standards of conduct for external vendors and suppliers of 
products and/or services to the Authority. While the Authority cannot mandate the internal conduct or 
policies of vendors, it nevertheless requires that vendors and suppliers adhere to certain basic 
principles in conducting business with the Authority. Specifically, these principles include: 

A. No direct or indirect personal inducement of Authority employees. This includes the giving of 
gifts, money, tickets or any item or service having value. 

B. No direct or indirect inducement of members of the Board of Commissioners. This shall 
include the same provisions covering employees, except that it is recognized that in the course 
of business dealings, there may be times when meals and/or visits may be arranged. In such 
cases, such events should be reported to the Chairman of the Board, with the nature of the visit 
explained.

C. It is expected that vendors or suppliers of professional services to the Authority will be 
governed by the Code of Ethics to which their particular profession subscribes. 

Any vendor or supplier found in violation of Authority policy shall be barred from future business 
dealings with the Authority. The Authority reserves the right to have vendors and suppliers sign a 
statement of compliance with the standards of conduct of the Authority. 
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CODE OF ETHICS AND STANDARDS OF CONDUCT POLICY 
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 Code of Ethics and Standards of Conduct    Page 2 

TITLE
This shall be called the "Brainerd Housing and Redevelopment Authority Code of Ethics and 
Standards of Conduct." 

APPLICABILITY
The provisions contained herein shall apply to all employees and the Board of Commissioners of the 
Brainerd HRA. With respect to contracted professional services of the Authority (legal, accounting, or 
otherwise), it is assumed that these professionals will abide by the professional ethics of their particular 
profession.

PURPOSE 
This Code of Ethics establishes standards for employee and Commissioner conduct that will assure the 
highest level of public service. Recognizing that compliance with any ethical standards rests primarily 
on personal integrity, and also recognizing in general the integrity of Commissioners and employees, it 
nevertheless sets forth those acts or omissions of acts that could be deemed injurious to the general 
mission of the Authority. 

This Code of Ethics is not intended, nor should it be construed as, an attempt to unreasonably intrude 
upon the individual employee's or Commissioner's right to privacy and the right to participate freely in 
a democratic society and economy. 

DEFINITIONS 
"Agent" shall mean any employee of the Authority (whether full or part time) acting in his or her 
official capacity is an agent of the Authority. 

"Claim" shall mean any demand, written or oral, made upon the Authority to fulfill an obligation 
arising from law or equity. 

"Commissioner" shall mean one of the persons serving on the Board of Commissioners of the 
Authority. 

"Contract" shall mean any obligation to do something arising from an exchange of promises or 
consideration between persons, regardless of the particular form in which it is stated. 

"Conventional" shall mean those housing programs operated by the Authority, which are broadly 
considered part of the "conventional public housing program." This shall include but not be limited to, 
such programs as public housing, the Capital Fund, HOPE VI, and the Public Housing Drug 
Elimination Program (PHDEP). 

"Employee" shall mean any person appointed or hired, whether full or part time, seasonal, temporary, 
paid or unpaid, on a fixed or unfixed term, provisional or permanent. 
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"Enrollee" shall broadly mean any applicant, resident, or program participant in any program operated 
by the Authority. Specifically, an "enrollee" shall be a person who expects to receive, or is receiving, 
some form of assistance from the Authority. 

"Family" shall mean the spouse, father, mother, son, daughter, brother, sister, uncle, aunt, first cousin, 
nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-
law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half brother, or 
half sister, or a person living in a stable family relationship. 

"Interest" shall mean a benefit or advantage of an economic or tangible nature that a person or a 
member of his or her family would gain or lose as a result of any decision, or action or omission to 
decide or act, on the part of the Authority, its Board, or employees. 

"Leasing program" shall mean those programs operated by the Brainerd HRA that are broadly included 
within the Section 8 Program or the tenant-based program, whether it be for certificates or vouchers. 
Unless otherwise noted, the provisions contained herein shall apply equally to both the "Leasing" and 
the "Conventional" programs of the Authority. 

"Person" shall mean any individual, corporation, partnership, business entity, association, organization, 
and may include an Authority employee. 

"Public Information" shall mean information obtainable pursuant to the Freedom of Information Act 
and Authority guidelines adopted pursuant thereto. 

ETHICAL STANDARDS FOR EMPLOYEES 
No employee of the Brainerd HRA shall have any employment, or engage in any business or 
commercial transaction, or engage in any professional activity, or incur any obligation in which 
directly or indirectly he or she would have an interest that would impair his or her independence of 
judgement or action in the performance of his or her official duties or that would be in conflict with the 
performance of his or her official duties. 

No employee shall have or enter into any contract with any person who has or enters into a contract 
with the Authority unless: 

A. The contract between the person and the Authority is awarded pursuant to competitive bidding 
procedures and/or purchasing policies as outlined in regulations promulgated by the U.S. 
Department of Housing and Urban Development (HUD), state law, and the Brainerd HRA 
Procurement Policy; or 

B. The contract between the person and the Authority is one in which the Authority employee has 
no interest, has no duties or responsibilities, or if the contract with the person is one which the 
Authority employee entered into prior to becoming an employee. 
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There shall be no preferential treatment given by an employee of the Authority acting in performance 
of his or her official duties to any person, agency or organization. 

No Authority employee shall use or permit the use of Authority-owned vehicles, equipment, materials 
or property for the convenience or profit of himself, herself, or any other person.  

No Authority employee shall solicit any gift or consideration of any kind, nor shall any Authority 
employee accept or receive a gift having value in excess of $5.00 regardless of the form of the gift, 
from any person who has an interest in any matter proposed or pending before the Authority. 

No Authority employee acting individually can bind the housing Authority by an action or verbal 
representation.

No Authority employee shall disclose without proper authorization non-public information or records 
concerning any aspects of the operation of the Authority, nor shall he or she use such information to 
the advantage or benefit of himself, herself, or any other person. This shall include records maintained 
on enrollees of the Authority, for whom a properly executed release of information form shall be 
obtained and kept in the client file. The release of any information relative to enrollees of the Authority 
shall be done pursuant to government regulations allowing the release of information among 
government agencies or agencies receiving government subsidy, shall be done following prescribed 
methods of requesting and transmitting such information, and shall be done with full knowledge of the 
enrollee except in those cases where through action of law the enrollee's knowledge is not required. 
Employee shall discuss with clients the use of technology and should obtain client’s informed consent 
before making audio or video/picture recordings of clients.

Authority Employee shall be aware that posting personal information on professional Web sites or 
other media might cause boundary confusion and/or inappropriate dual relationships. 

No Authority employee currently employed shall represent any person, other than himself, in business 
negotiations, judicial or administrative actions or procedures, to which the Authority may be a party. 

No former employee of the Authority shall personally represent any person in a matter in which the 
former employee personally participated while employed by the Authority for one year, if such 
representation would be adverse to the interests of the Authority. This provision shall not, however, bar 
the timely filing by a current or former employee, of any claim, account, demand, or suit arising out of 
personal injury, property damage, or any benefit authorized or permitted by law. 

No member of the family of any Authority employee shall be appointed or hired to serve under the 
direct supervision or authority of that employee, and in no event shall any Authority employee 
participate in the decision-making regarding employment or contract for services of any family 
member. 

No employee of the Authority shall discuss, vote upon, decide or take part in (formally or informally) 
any matter before the Authority in which he or she has an interest. Exception shall be made in the case 
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of an employee whose interest in the matter is minimal (e.g. an employee helping decide on a new 
telephone system owns 100 shares of AT&T stock), provided the employee shall fully and specifically 
describe his or her interest, in writing, and the underlying basis of it, whether it be ownership, 
investment, contract, claim, employment or family relationship, to his or her immediate supervisor 
prior to the employee's participation. If, in the opinion of the supervisor, there is any question as to 
whether the interest is minimal, the matter shall be referred to the Ethics Review Committee for a 
binding decision on the question. 

Any matter decided on, contracted, adjudicated, or in any way acted upon by an employee who does 
not disclose a personal interest either in the matter, or in any person or organization having an interest 
in the matter, may be considered null and void by the Authority. Such a matter may be referred to the 
Ethics Review Committee to render judgement and assess any penalties if necessary. 

If the Ethics Review Committee renders judgement that a matter was performed; a contract entered 
into; or any matter was conducted, decided or acted upon in a manner prohibited by the Code of 
Ethics; it may then propose, among other things, that the Board of Commissioners seek an injunction 
against the prescribed action. 

No person employed by the Authority shall be permitted to participate as a lessor or lessor's agent in 
the leasing programs. Similarly, no member of the Board of Commissioners in his or her individual 
capacity shall be a lessor or lessor's agent. These prohibitions, however, shall not apply where the 
employee or Commissioner is a principal in a not-for-profit or charitable, educational, or humanitarian 
agency or organization that may own or manage housing for rental purposes. 

ETHICAL STANDARDS FOR COMMISSIONERS 
The Board of Commissioners of the Brainerd HRA is the architect of policy governing the operations 
of the Authority and retains legal and fiscal responsibility for the Authority. Recognizing that the 
commissioners are chosen from a broad range of fields and professions and community interests 
renders difficult the circumscription of external interests and activities of the Commissioners. It is the 
intent that, insofar as is possible, the members of the Board of Commissioners are generally enjoined 
to follow the standards of conduct which are outlined in the Code of Ethics for employees. Further, it is 
expected that a Commissioner will voluntarily and fully outline his or her personal interests and 
potential conflicts of interest prior to assuming their seat on the board. Such a statement should be 
submitted to the Board Chairman within ninety (90) days of the Commissioner's appointment. For 
Commissioners currently serving, such an updated statement shall be developed within ninety (90) 
days of their re-appointment for a new term. Such a statement shall disclose the following: 

A. The names of any business, organizational, or professional involvements that might reasonably 
be inferred as having business with the Authority and for which at some point a Commissioner 
might be expected to vote, legislate, or rule on a matter involving said party. 

B. Any current or past contact in, or interest in, activities or programs of the Authority, including, 
but not limited to, any contracts previously bid and let, familial relationships with any staff or 
other board members, or any consultative or professional contracts. 
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1. No Commissioner shall vote, decide on, or discuss any matter before the Board if that 
Commissioner has an interest in the matter, except that: 

a) A Commissioner having interest through a voluntary association with the person or 
organization may be allowed to discuss the matter. 

b) If the matter concerns a person or organization with which the Commissioner had 
former contact, and that former contact existed either prior to his or her selection, or 
occurred at least two years prior to the current discussion of the matter, the 
Commissioner may freely act. 

2. No Commissioner may use his or her position on the Board to intimidate, coerce, persuade 
or otherwise influence any of the activities or employees of the Authority. 

ETHICS REVIEW COMMITTEE 
There shall be established an Ethics Review Committee of the Brainerd HRA. 

The purpose of the Committee shall be to review and render decisions on any matters involving ethical 
conduct, or breach of ethical conduct, by employees, vendors, or commissioners. 

The Committee is empowered by the Board of Commissioners to: 

A. Call witnesses and receive depositions in the performance of its duties. 

B. Call for provision of appropriate records, files or tapes relative to the performance of its duties. 

C. Review any records maintained by the Authority, except those records that are considered 
confidential or personal. However, confidential records may be examined upon execution of a 
proper release by the subject person. 

In performing its duties, the Committee may: 

A. Issue rules and regulations consistent with and to clarify the Code of Ethics. 

B. Review any questions concerning alleged or suspected infractions of the Code of Ethics and 
make recommendations to the Board of Commissioners or Executive Director for further or 
final actions. 

C. Require financial disclosure or disclosure of any other pertinent information by employees, 
vendors, or commissioners. 
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The Committee shall be composed of three (3) members and one (1) alternate: Board of 
Commissioners (1), employees (1), and a neutral third party (1). The alternate member of the panel 
shall be a party versed in legal/ethical issues, e.g., an attorney not currently serving as counsel to the 
Authority or an academic authority on ethical issues. 

The members of the Committee shall be appointed in the following manner: 

A. The representative of the Board of Commissioners and the neutral third party shall be selected 
by vote of the Board of Commissioners. 

B. The employee representative and alternate shall be selected by the Executive Director. 

The alternate member of the Committee may attend all meetings of the Committee. In case of a 
conflict of interest by a committee member, the alternate member will assume the role as a voting 
member of the Committee. The alternate may at any and all time’s voice opinions regarding the 
deliberations of the Committee. 

The Committee shall, upon receiving a written request from either the Board of Commissioners or any 
individual associated with the Authority, respond in writing within sixty (60) days after receipt of the 
request, unless the Committee determines that additional time is required. If additional time is 
required, it shall inform the requestor of the approximate time it will be able to render a response. 

The Committee shall make reports and recommendations for action to the Board of Commissioners. If 
the Board finds a recommended action is properly within the purview of the Executive Director or his 
or her designee, it shall delegate the matter without further Board action. 

The legal counsel of the Authority may be involved in the deliberations of the Committee, but he/she 
has no vote and cannot serve as the alternate committee member. 

STARTUP PROCEDURES 
Within ninety (90) days of the adoption of this policy, the members of the Ethics Review Committee 
shall be appointed. 

The Board of Commissioner Representative and the alternate shall initially serve three (3) year terms. 
The employee representative shall initially serve a two (2) year term. The neutral third party shall 
initially serve a one (1) year term. This way at least one appointment will expire each year and yet 
continuity can be maintained. 

Within ninety (90) days of the adoption of this policy, the current Commissioners shall file the 
required disclosure with the Board Chairman. 
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RESOLUTION NO. 2018-02 

CODE OF ETHICS AND STANDARDS OF CONDUCT POLICY 

WHEREAS, the Housing and Redevelopment Authority in and for the City of Brainerd is 
required to have in place a Code of Ethics and Standards of Conduct Policy in compliance with 
all local, state and federal laws; and 

WHEREAS, the Housing and Redevelopment Authority in and for the City of Brainerd has 
reviewed and updated its previously established Code of Ethics and Standards of Conduct 
Policy; and 

NOW, THEREFORE BE IT RESOLVED by the Board of Commissioners of the PHA as 
follows: 

1. The Code of Ethics and Standards of Conduct Policy is hereby approved. 

I CERTIFY THAT the above resolution was adopted by the Housing and Redevelopment 
Authority in and for the City of Brainerd. 

Dated: ___________________________ ______________________________ 
      Patrick Wussow, Vice Chair 

Dated: ___________________________ ______________________________ 
      Jennifer Bergman, Executive Director  
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To:  Brainerd HRA Board Members
From:  Tania Eller, Rental Assistance Manager
Date:  February 19, 2018
Re:  EIV Security Policy and Procedures

Enterprise Income Verifi cation (EIV) System
EIV provides an on-line system for the verifi cation of various resident information and income that PHAs 
use in determining rental subsidy. EIV collects supplemental employment and benefi t information. EIV 
reports help identify and resolve certain regulatory defi ciencies and help implement proactive measures 
to effectively mitigate risk and program waste, fraud and abuse. EIV reports also help ensure that limited 
federal resources are available to serve as many eligible families as possible by reducing the high incidence 
of program errors and to improve the integrity and accuracy of information contained in the PIC and EIV 
systems.

The purpose of the EIV policy is to provide instruction and information to staff, auditors, and tenants on the 
acceptable use, disposition and storage of data obtained through HUD - EIV (Enterprise Income Verifi cation) 
System. 

Action Requested: Approve Resolution No.2018-03 adopting the EIV Policy.
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PURPOSE 
The purpose of this policy is to provide instruction and information to staff, auditors, and tenants on 
the acceptable use, disposition, and storage of data obtained through HUD - EIV (Enterprise Income 
Verification) System.  

The purpose of EIV is to assist HUD and the HRA in streamlining the income verification process and 
to help in minimizing the need for third party verification. EIV allows the user to identify: 

• Applicants currently receiving HUD assistance 
• Income not previously reported 
• New employment 
• Historical patterns of earnings and received income 
• Multi-subsidy for household members included in both PIC and TRACS databases 
• Deceased household member(s) 

In addition, information in EIV can be used to provide more comprehensive oversight to compliance 
policies and their implementation. The data provided via the EIV system will be protected to ensure 
that it is only used for official purposes and not disclosed in any way that would violate the privacy of 
the individuals represented in the system data. Privacy of data and data security for computer systems 
are covered by a variety of federal laws and regulations, government bulletins, and other guiding 
documents.  

SAFEGUARDING EIV DATA  
The information processed by the EIV system can include wage and income data about private 
individuals, as well as identifying information such as Social Security Number, address, and 
employment information. This policy describes methods to comply with HUD’s required EIV 
safeguards.

Technical Safeguards 
1. Reduce the risk of a security violation related to the EIV system's software, network, or 

applications.  
2. Identify and authenticate all users seeking to use the EIV system data.
3. Deter and detect attempts to access the system without authorization.  
4. Monitor the user activity on the EIV system.  

Administrative Safeguards 
1. Ensure that access rights, roles, and responsibilities are appropriately and adequately assigned.
2. Protect copies of sensitive data and destroy system-related records to prevent reconstruction of 

the contents.  
3. Ensure authorized release of tenant information consent forms are included in all family files, 

before accessing and using data.  
4. Maintain, communicate, and enforce standard operating procedures related to securing EIV 

data.
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5. Train staff on security measures and awareness, preventing the unauthorized accessibility and 
use of data.

Physical Safeguards 
1. Establish barriers between unauthorized persons and documents or computer media containing 

private data.
2. Clearly identify restricted areas by use of prominently posted signs or other indicators.
3. Develop a list of authorized users who can access restricted areas-e.g., contractors, 

maintenance, and janitorial/cleaning staff.  
4. Prevent undetected entry into protected areas and/or documents.  
5. Notify coordinators/security administrators of system breaches and penetration by unauthorized 

users.

The housing manager will have the responsibility of ensuring compliance with the security policies and 
procedures outlined in this document. These responsibilities include:  

• Maintaining and enforcing the security procedures. 
• Keeping records and monitoring security issues.  
• Communicating security information and requirements to appropriate personnel including 

coordinating and conducting security awareness training sessions.
• Conducting review of all User IDs issued to determine if the users still have a valid need to 

access EIV data and taking necessary steps to ensure that access rights are revoked or modified 
as appropriate.

• Reporting any evidence of unauthorized access or known security breaches and taking 
immediate action to address the impact of the breach including but not limited to prompt 
notification to HUD. The housing manager will escalate the incident by reporting to appropriate 
parties or HUD.  

Limiting Access to EIV Data 
User accounts for the EIV system will be provided on a need-to-know basis, with appropriate approval 
and authorization by the executive director.  

Security Awareness Training 
Security awareness training is a crucial aspect of ensuring the security of the EIV system and data. 
Users and potential users will be made aware of the importance of respecting the privacy of data, 
following established procedures to maintain privacy and security, and notifying management in the 
event of a security or privacy violation. Before granting access to the EIV information, each person 
must be trained in EIV Security policies and procedures. Additionally, all employees having access to 
EIV data will be briefed at least annually on the security policy and procedures that require their 
awareness and compliance. Information about user access and training will be maintained in the HRA 
EIV file.  

EIV System Coordinator 
The housing manager will act as the EIV Coordinator. 
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EIV Users 
Before requesting EIV user access, appropriate staff will review the EIV training material provided by 
HUD and complete the appropriate Security Awareness Training Questionnaire and review the EIV 
Security Policy and the EIV User Policy. Upon completion of these three tasks, the EIV User will 
submit to the EIV Coordinator the appropriate User Access Authorization Form. Upon receipt, the EIV 
coordinator will review the completed Security Awareness Training Questionnaire for accuracy and 
recommend further training if necessary. If the EIV coordinator feels that the EIV user candidate does 
not understand the security requirements, the EIV coordinator will not continue with the EIV setup for 
that user. 

Note: Under no circumstances will the EIV Coordinator process the User Access Authorization Form 
unless the executed Security Awareness Training Questionnaire, the signed EIV Security Policy and 
the signed EIV User Policy are attached. 

Once the user request information is satisfactorily completed, the EIV Coordinator will complete the 
appropriate steps to provide EIV access to the user. In accordance with HUD requirements, the user’s 
need for access will be reviewed on a quarterly basis. 

At least once a year, staff with EIV access will be required to: 

• Participate in training that includes a review of the EIV security policy; and 
• Complete the EIV Security Awareness Training Questionnaire 

Brainerd HRA will restrict access to EIV data only to persons whose duties or responsibilities require 
access. EIV coordinators will be required to request re-certification on an annual basis. EIV 
coordinators are authorized to provide access only to those individuals directly involved in the resident 
certification process and/or compliance monitoring. EIV coordinators will carefully review initial and 
quarterly requests for access and certify only those users who will need access within the next 90 days. 

The Brainerd HRA will maintain a log of users who have approved access to EIV data. Further, HRA 
will revoke (terminate) the access rights of those users who no longer require such access or modify 
the access rights if a change in the user’s duties or responsibilities indicates a change in the current 
level of privilege.

The HUD 9887 Fact Sheet will be provided to all adult household members required to sign the form. 
By signing this HUD Form 9887 and HUD Form 9887-A, the applicant/resident authorizes HUD 
and/or the owner/agent to obtain and verify income and unemployment compensation information 
from various sources including, but not limited to, the IRS, the Department of Health and Human 
Services, the Social Security Administration, and current and former employers and state agencies.  

Usernames, Passwords, and Password Changes
Many systems require frequent changes in passwords. Secure Systems/ EIV passwords will be changed 
in accordance with HUD Secure Systems requirements. Users will not share usernames or passwords 
with any other employee or with anyone outside the organization. EIV access granted to an employee 
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or authorized user will be revoked when access is no longer required or prior to termination of that 
employee or user to ensure data safety.  Termination of EIV access and un-assigning property access 
through “Property Assignment Maintenance” is required.

The EIV file will be documented to indicate when user access was terminated by the EIV coordinator. 
Documentation of termination will be maintained in the Brainerd HRA EIV file and in the employee’s 
personnel file. 

Computer System Security Requirements 
All computer systems and computers will have password-restricted access. The Brainerd HRA will 
also use antivirus software to limit data destruction or unintended transmission via virus, worms, 
Trojan horses, or other malicious means. Remote access by other computers other than those 
specifically authorized is prohibited.

Authorized users of EIV data are directed to avoid leaving EIV data displayed on their computer 
screens where unauthorized users may view it. A computer will not be left unattended while the user is 
“logged in” to Secure Systems. If an authorized user is viewing EIV data and an unauthorized user 
approaches the work area, the authorized user will lessen the chance of inadvertent disclosure of EIV 
data by minimizing or closing out the screen on which the EIV data is being displayed. 

Physical Security Requirements  
Storage - EIV data shall be kept in filing cabinet(s), and only those staff members who have 

been previously authorized by the housing manager may be given access to the data. The housing 
manager shall maintain a list of users having access. The filing cabinet(s) shall in turn be secured 
behind a door locked whenever the office is closed. 

Printouts - Users will retrieve computer printouts as soon as they are generated so that EIV data 
is not left unattended in printers or fax machines where unauthorized users may access them. EIV data 
will be handled in such a manner that it does not become misplaced or available to unauthorized 
personnel.

EIV printouts will be stored in the resident file and be made available to authorized people including 
appropriate staff, HUD staff, financial auditors, and the Office of the Inspector General (OIG). 

If a resident requests a copy of their own EIV printout, a copy will be produced. The staff person 
providing the copy will note that the printout is a copy provided to the resident upon request. 
This note will include the following: 

• This is not an original, this is a copy provided to:________________________________ 

• On ________________ ____________, 20____________ 

• By___________________________________________________(name will be printed) 

• Initials________________
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The appropriate staff will make a note in the file any time a copy of the EIV data is obtained by 
authorized persons and taken off site. This includes copies provided to the applicant/resident, other 
internal staff, HUD, or OIG staff. Under no circumstances will the EIV information be provided to 
anyone other than those noted in this paragraph.

Electronic Information from EIV - Under no circumstances should anyone save or scan EIV 
information to retain an electronic copy. In order to ensure compliance with HUD’s security 
requirements, EIV information should only be produced in hard copy and maintained in accordance 
with the recordkeeping requirements outlined by HUD. 

 Disposal of EIV Information - EIV data will be destroyed in a timely manner based on the 
information provided in HUD’s published EIV training materials, HUD notices, or as prescribed by the 
Brainerd HRA’s policy and procedures. The Brainerd HRA’s policy and procedures will not allow data 
retention that is longer than the time allowed in the published HUD materials.

As necessary, all EIV originals will be shredded on-site. Information about use of EIV information and 
how printouts were destroyed will be maintained in the resident file.  

Disclosure, Data Security, and Disposition 
EIV users and Brainerd HRA staff shall document that the Brainerd HRA will make use of EIV 
systems at each annual and interim recertification and to applicants during the application process. 
This disclosure shall include the following: 

a. Brief explanation of the EIV system. 
b. Brief explanation of how income discrepancies are identified, the potential effect on 

rental calculations, and penalties for committing fraud. 
c. Brief explanation of how discrepancies are resolved. 
d. Brief explanation of the actions the Brainerd HRA may take based on verified 

unreported or underreported income. 

Each tenant and applicant file shall contain a properly completed, active HUD 9886 Form, granting the 
Brainerd HRA access to EIV data.  

Discrepancies
All household income regardless of source must be reported by the family to the Brainerd HRA in 
accordance with HUD regulation and the Brainerd HRA Occupancy Policy and Dwelling Lease. The 
Occupancy Policy and Dwelling Lease are therefore included in this document by reference. 

Where EIV data is substantially different from tenant-reported and/or third party-reported income, the 
following action will be taken: 

1. In any case where staff has relied solely on EIV data to document the discrepant income, staff 
shall submit a third-party verification form to the income source. 
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2. Staff shall review historical data for prior patterns of employment, benefit payments, and/or 
other income source histories. 

3. Staff shall discuss the discrepancy with the tenant and the tenant shall be given the opportunity 
to resolve the discrepancy. Such discussion shall either be verbally or in writing.  

a. Although the tenant shall be given the opportunity to resolve the discrepancy, the final 
arbiter shall be either third-party verification or EIV data, whichever is accurate, unless 
the tenant can provide documentation that one or both parties’ data is incorrect. 

b. If the tenant is able to produce sufficient documentation of incorrect third-party and/or 
EIV data, staff shall use the data proven to be accurate.

Reporting Improper Disclosures 
Recognition, reporting, and disciplinary action in response to security violations are crucial to 
successfully maintaining the security and privacy of the EIV system. These security violations may 
include the disclosure of private data as well as attempts to access unauthorized data and sharing of 
User ID’s and passwords. Upon the discovery of a possible improper disclosure of EIV information or 
other security violation by an employee or any other person, the individual making the observation or 
receiving the information will contact the EIV coordinator immediately who will document all 
improper disclosures in writing providing details including who was involved, what was disclosed, 
how the disclosure occurred, and where and when it occurred. The EIV coordinator will immediately 
review the report of improper disclosure and, if appropriate, the EIV coordinator will remove EIV 
access. 

Improper disclosure of any information is grounds for immediate termination. All employees should 
carefully review the EIV Access Authorization Form to understand the penalties for improper 
disclosure of EIV data.

Disposal of EIV Information 
EIV data will be destroyed in a timely manner based on the information provided in HUD’s published 
EIV training materials, HUD notices or as prescribed by the owner/agent’s policy and procedures. The 
owner/agent’s policy and procedures will not allow data retention that is longer than the time allowed 
in the published HUD materials.

Signature       Date 
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HOUSING AND REDEVELOPMENT AUTHORITY IN AND FOR THE CITY OF 
BRAINERD 

RESOLUTION NO. 2018-03 

EIV SECURITY POLICY AND PROCEDURES 

WHEREAS, the Housing and Redevelopment Authority in and for the City of Brainerd is 
required to have in place an EIV Security Policy and Procedures in compliance with all local, 
state and federal laws; and 

WHEREAS, the Housing and Redevelopment Authority in and for the City of Brainerd has 
reviewed and updated its previously established EIV Security Policy and Procedures; and 

NOW, THEREFORE BE IT RESOLVED by the Board of Commissioners of the PHA as 
follows: 

1. The EIV Security Policy and Procedures is hereby approved. 

I CERTIFY THAT the above resolution was adopted by the Housing and Redevelopment 
Authority in and for the City of Brainerd. 

Dated: ___________________________ ______________________________ 
      Patrick Wussow, Vice Chair 

Dated: ___________________________ ______________________________ 
      Jennifer Bergman, Executive Director  
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