
. 

Brainerd HRA Board of Commissioners Meeting 
January 28th, 2026 @ 1:00pm 

Brainerd City Hall Council Chambers 
501 Laurel St, Brainerd, MN 56401 

Members of the Board of Commissioners may be participating remotely 

“Our mission is to provide affordable housing and redevelopment opportunities 
to strengthen our neighborhoods and community.” 

AGENDA 

1. CALL TO ORDER

2. ROLL CALL

3. REVIEW AND APPROVE AGENDA

a. Approval of Agenda for Board Mtg. dated January 28th, 2026

4. ANNUAL MEETING – Attachment 1 (pg. 3)
a. Oath of Office
b. Election of Officers
c. Review of Bylaws

5. APPROVAL OF MINUTES – Attachment 2 (pg. 13)
a. Approval of Minutes from Regular Board Mtg. on December 17th, 2025

6. UNFINISHED BUSINESS

Join from browser: 
https://brainerdhra.my.webex.com/brainerdhra.my/j.php?MTID=m74f4a1b8432deeccfdf8eb9ced
d55b67 
Join by phone: 415-655-0001 
Meeting number (access code): 2550 478 8911 
Meeting password: qdVXckhv372  
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7. NEW BUSINESS
a. Designation of Official Depository – Attachment 3 (pg. 17)
b. Update to Employee Policy Manual – Attachment 4 (pg. 19)

8. BILLS & COMMUNICATIONS
a. Financial Report – Attachment 5 (pg. 61)

b. HCV Report  – Attachment 6 (pg. 83)

c. Housing Management Report – Attachment 7 (pg. 87)

d. Rehab Programs Report – Attachment 8 (pg. 91)

e. Executive Director Report – Attachment 9 (pg. 93)

9. COMMISSIONER COMMENTS

10. NEXT MEETING: February 25th, 2026

11. ADJOURN

Katie Deblock, term expiring 12/31/28 
Janet Decker, term expiring 12/31/26 

Michael Duval, term expiring 12/31/30 
Wayne Erickson, term expiring 12/31/30 
      Kevin Yeager, term expiring 12/31/26 

Allie Verchota, term expiring 12/31/29 
Justin Grecula, term expiring 12/31/27 
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To: Brainerd HRA Board Members 
From: Eric Charpentier, Executive Director 
Date: January 28th, 2026 
Re: Annual Meeting 

Typically at annual meetings, all new or reappointed members are given the oath of office, the board 
elects officers, bylaws are reviewed, and a meeting schedule is established for the upcoming year.   

Oath of Office (Attachment ) 
There are two commissioner positions that were up for renewal for 1/1/2026 start dates as 
commissioner Duval’s and commissioner Erickson’s terms expired on 12/31/25.  Staff will administer the 
oath of office to both commissioners during our annual meeting.      

Election of Officers  
According to the Brainerd HRA Bylaws, the chair, vice chair and secretary/treasurer shall be elected at 
the annual meeting of the HRA.     

The 2025 slate of officers and commissioners was as such:  
Michael Duval, Chair, term expiring 12/31/25 
Kevin Yeager, Vice Chair, term expiring 12/31/26 
Allie Verchota, Secretary/Treasurer, term expiring 12/31/29 
Wayne Erickson, term expiring 12/31/25 
Janet Decker, term expiring 12/31/26 
Justin Grecula, term expiring 12/31/27 
Katie Deblock, term expiring 12/31/28 

Review Bylaws (Attachment ) 
Staff is not recommending any changes to the bylaws at this time.   

Action Items: Elect HRA chair, vice chair and secretary/treasurer. 

Attachment 1
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BY-LAWS 

BY-LAWS OF THE HOUSING AND REDEVELOPMENT AUTHORITY 
IN AND FOR THE CITY OF BRAINERD, MINNESOTA 

Adopted 02-21-2001 
Revised 06-20-2001 
Revised 09-24-2003 
Revised 06-09-2005 
Revised 03-24-2010 
Revised 07-25-2012 
Revised 07-23-2014 
Revised 07-29-2015 
Revised 06-26-2019 

ARTICLE I – THE AUTHORITY 

Section 1.1. Name of the Authority.  The name of the Authority shall be the 
Housing and Redevelopment Authority in and for the City of Brainerd, Minnesota 
(hereinafter, the “Authority”), and it governing body shall be called the board of 
Commissioners (hereinafter, the “Board”). 

Section 1.2. Seal of Authority.  The seal of Authority shall be in the form of a 
circle and shall bear the name of the Authority and the year of its organization. 

Section 1.3. Office of the Authority.  The offices of the Authority shall be at 324 
East River Road in Brainerd, Minnesota. 

ARTICLE II – ORGANIZATION 

Section 2.1. Officers.  The officers of the Authority shall consist of a Chair, a Vice 
Chair, a Secretary/Treasurer, and an Executive Director.  The Chair, Vice Chair, and the 
Secretary/Treasurer shall be members of the board and shall be elected at the annual 
meeting of the Authority. 

Section 2.2.  Chair.  The Chair shall preside at all meetings of the board. 

Section 2.3.  Vice Chair.  The Vice Chair shall preside at any meeting of the 
Board in the absence of the Chair and may exercise all powers and perform all 
responsibilities of the Chair if the Chair cannot exercise or perform the same due to 
absence or other inability. 

Section 2.4.  Chair Pro Tem.  In the absence or inability of the Chair and the Vice 
Chair at any meeting, the Board may appoint any remaining Commissioner as Chair Pro 
Tem to preside at such meeting. 

Section 2.5.  Secretary/Treasurer.  The Secretary/Treasurer shall oversee the 
keeping of all minutes of the Board and shall oversee the maintenance of all records of 
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the Authority.  He or she shall be responsible for the oversight and recording and 
maintaining of accurate records of the meetings of the Board and of all official actions, 
official, financial and otherwise, taken by or on behalf of the Authority. 

Section 2.6.  Executive Director.  The Executive Director shall be appointed by 
resolution and shall serve at the pleasure of the Board of Commissioners, shall be the 
chief appointed executive officer of the Authority, and shall have such additional 
responsibilities and authority as the Board may from time to time by resolution 
prescribe. 

Section 2.7.  Resident Commissioner.  One Resident Commissioner shall hold an 
Authority Board position.  The nature of selection shall be governed by federal 
regulation and Minnesota state statute, with ratification from the City of Brainerd 
consistent with other Board Commissioners.  The term of the Resident Commissioner 
and their authority shall be consistent with the other Commissioners serving on the 
Board. 

ARTICLE III – PROCEDURES OF THE BOARD OF COMMISSIONERS 

Section 3.1.  Annual Meeting.  The annual meeting of the Board shall coincide 
with the regular meeting of January in each year. 

Section 3.2. Regular Meetings.  The Board shall hold regular meetings on the 
fourth Wednesday of each month, commencing at 1:00 o’clock P.M., Central Time or at 
such other time as the Board and Executive Director may determine, and be held at the 
principal office of the Authority, or at such other location as the Board and Executive 
Director may determine.  

Section 3.3.  Special Meetings.  Special meetings of the Board may be called by 
the Chair, or in the event of the Chair’s absence or inability, by the Vice Chair at any 
time, upon seventy-two hours prior notice exclusive of Saturdays, Sundays, and 
holidays to all Commissioners and the Executive Director.  Upon the same notice, any 
two Commissioners may also call special meetings of the Board.  The Executive 
Director shall post notice of any special meeting in the principal office of the Authority no 
less than seventy-two hours prior to such special meeting exclusive of Saturdays, 
Sundays, and holidays. 

Section 3.4.  Quorum.  A quorum of the Board shall consist of a simple majority 
of Commissioners.  In the absence of quorum, no official action may be taken by, or on 
behalf of, or in the name of the Board or the Authority.  Commissioners can attend any 
regular, special, or annual meetings and participate in any manner allowed by MN 
Statute 13D. 

Section 3.5.  Adoption of Resolutions.  Resolutions of the Board shall be deemed 
adopted if approved by at least a simple majority of all commissioners present.  
Resolutions may but need not be read aloud prior to vote taken thereon and may but 
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need not be executed after passage. All resolutions shall be in writing and shall be 
copied in a journal of the proceedings of the Authority. 

Section 3.6.  Rules of Order.  The most recent edition of Robert’s Rule of Order 
shall govern the Meetings of the Board. 

Section 3.7.  Order of Business.  The order of business will be determined by the 
Chair.   

Section 3.8.  Manner of Voting.  The voting on all questions coming before the 
Authority shall be by voice vote, recorded into the official minutes.  A roll call vote can 
be instituted for a particular vote at the discretion of the Chair. 

Section 3.9.  Attendance.  Commissioners shall be expected to attend all 
meetings except with an excused absence.  Any Commissioner who misses three 
consecutive meetings without an excused absence is considered to have resigned from 
the Board of Commissioners 

ARTICLE IV – AMENDMENTS 

Section 4.1.  Amendments to By-Laws.  The By-Laws of the Authority shall be 
amended only with the approval of a simple majority of a quorum of the Commissioners 
of the Authority at a regular or a special meeting. 

ARTICLE V – MISCELLANEOUS 

Section 5.1.  Fiscal Year.  The fiscal year of the Authority shall be the calendar 
year. 

Section 5.2.  Execution of Contracts.  All contracts, notes, and other written 
agreements or instruments to which the Authority is a party or signatory or by which the 
Authority may be bound shall be executed by the Chair and/or Executive Director or 
other authorized signatory of the Authority as prescribed by the Chair and/or Executive 
Director. 
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Oath 
STATE OF MINNESOTA  

COUNTY OF CROW WING  

CITY OF BRAINERD  

I, Michael Duval, do solemnly affirm that I will support the 

Constitution of the United States, the Constitution of the State 

of Minnesota, and that I will faithfully and impartially 

discharge the duties as a commissioner of the HOUSING AND 

REDEVELOPMENT AUTHORITY in and for the CITY of BRAINERD, to 

which I have been appointed to the best of my knowledge and 

ability, so help me God.  

Michael Duval 

Subscribed and sworn to before me this 28th day of January, 
2026. 

ERIC CHARPENTIER 
Executive Director 

ss.
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Oath 
STATE OF MINNESOTA  

COUNTY OF CROW WING  

CITY OF BRAINERD  

I, Wayne Erickson, do solemnly affirm that I will support the 

Constitution of the United States, the Constitution of the State 

of Minnesota, and that I will faithfully and impartially 

discharge the duties as a commissioner of the HOUSING AND 

REDEVELOPMENT AUTHORITY in and for the CITY of BRAINERD, to 

which I have been appointed to the best of my knowledge and 

ability, so help me God.  

Wayne Erickson  

Subscribed and sworn to before me this 28th day of January, 2026.  

ERIC CHARPENTIER 
Executive Director 

ss.
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Brainerd HRA
BOARD MEETING MINUTES 

Wednesday, December 17th, 2025 @ 1:00pm 

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 in person at the Brainerd City Hall 
Council Chambers and via Webex video/teleconference at 1:00 p.m., Wednesday, December 

17th, 2025. 

1. CALL TO ORDER:

Chair Michael Duval called the meeting to order at 1:00 p.m. 

2. ROLL CALL:

Present: Commissioners Katie Deblock, Janet Decker, Michael Duval, Kevin Yeager, Allie 
Verchota, Justin Grecula. Absent: Wayne Erickson.  

Staff Present: Eric Charpentier (Executive Director), Karen Young (Finance Director, via Webex), 
Mallory Demel (Rental Assistance Manager), John Schommer (Rehab & Maintenance Director), 
Hannah Gangl (Housing Manager), Brit Thompson (Rehab Administrative Specialist). 

3. REVIEW AND APPROVE AGENDA:

Agenda for December 17, 2025, reviewed and approved unanimously. 

Motion: Commissioner Yeager moved approval; Commissioner Verchota seconded. Motion 
carried. 

4. APPROVAL OF MINUTES:

a. Approval of Minutes from the Regular Board Meeting on November 19, 2025.

Motion: Commissioner Yeager moved approval; Commissioner Decker seconded. Motion 
carried. 

5. UNFINISHED BUSINESS:

Attachment 2
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a. Review of Strategic Goals — Presented by Executive Director Eric Charpentier. City Council
direction on Gustafson Park was to explore re-platting the 1.2-acre site and potentially selling up
to seven lots directly via the Community Development department; HRA will reduce staff
priority on this site until the City formalizes a path. Staff also reported: (1) Wright Street—EDA
relisted parcels with Kamp Realty; CMHP remains interested in a tax credit multifamily on a
reduced footprint of the 26-acre north parcel; staff is coordinating on land needs with an eye
toward a July 2026 LIHTC application; (2) 805 Laurel—developer remains committed but lacks a
feasible 2026 start; Crow Wing County HRA rescinded the ~$1.3M trust fund loan, returning
dollars to the pool (≈$840k available in 2026) for other county projects; and (3) Site control—
staff is evaluating for-sale land in Brainerd and anticipates recommendations Q1–Q2 2026 to
enable an RFP to developers.

b. Amendment to Grant Agreement between Brainerd HRA, Crow Wing County HRA and Level
Contracting, LLC — Presented by Director John Schommer. Resolution 2025-10 adopted an
amended and restated grant agreement for Outlots E & F (Brainerd Oaks) to include the Board’s
additional $50,000 approved in November. The aggregate Brainerd HRA commitment for
infrastructure reimbursement now totals $150,000, complementing the County HRA’s prior
commitment. Development is planned for twin homes (20 units) with sale anticipated in late Q1
2026 and construction in 2026.

Resolution 2025-10 adopted. Motion: Commissioner Verchota moved adoption; Commissioner 
Grecula seconded. Motion carried unanimously (roll call). 

6. NEW BUSINESS:

a. Accounts Receivable Write-Off — Presented by Finance Director Karen Young. Approval to
write off uncollectible Public Housing and Valley View accounts outstanding at 12/31/2025 (≥90
days past move-out; no repayment activity). Staff noted Minnesota Revenue Recapture will be
used when feasible (minimum claim $25; exclusions include deceased tenants and no income)
and confirmed a 7-year collection window; staff will return with estimated recovery percentages
at a future meeting.

Motion: Commissioner Grecula moved approval; Commissioner Deblock seconded. Motion 
carried. 

b. 2026 Meeting Calendar — Presented by Executive Director Eric Charpentier. Approved the
2026 regular meeting schedule (fourth Wednesday at 1:00 p.m.; exceptions to third Wednesday:
November 18 and December 16 to avoid holiday conflicts). Publishing in the packet satisfies the
open meeting notification baseline; additional notices will continue via The Dispatch.

Motion: Commissioner Yeager moved approval; Commissioner Grecula seconded. Motion 
carried. 
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c. Shared Services Agreement between Brainerd HRA and Crow Wing County HRA —
Presented by Executive Director Eric Charpentier. Resolution 2025-09 adopted the 2026
agreement (annual compensation $200,151; monthly $16,679.25). Staff highlighted continued
initiatives (e.g., tax-forfeit policy administration, SCDP grants, Housing Trust Fund projects) and
noted the County housing trust fund has ≈$840k available in 2026 following the 805 Laurel
rescission.

Resolution 2025-09 adopted. Motion: Commissioner Verchota moved adoption; Commissioner 
Yeager seconded. Motion carried unanimously (roll call). 

d. Bring It Home Grant Agreement with Minnesota Housing — Presented by Executive Director
Eric Charpentier. Authorized execution of the state rental assistance grant contract (not-to-
exceed $815,884; startup up to $102,640; HAP up to $573,900; admin up to $139,344). Key
program notes: MHFA permits advances of up to 50% of startup and two months HAP; admin
will accrue on issued vouchers (not only leased); staff estimates ~49 vouchers; work plan
includes: 180-day voucher search term; allowance to exceed payment standards and up to 50%
tenant rent share in constrained markets after exhausting options; expanded project-based
capacity (no per-project caps under BIH); acceptance of shorter-term leases; and use of
alternate inspections aligned with local standards where permissible. Staffing plan includes
hiring one FTE for BIH startup and administration.

Motion: Commissioner Deblock moved approval; Commissioner Verchota seconded. Motion 
carried. 

7. BILLS & COMMUNICATIONS:

a. Financial Report — Presented by Finance Director Karen Young. Payments approved as
presented; November disbursements approximately $348,664.81. Fund balance status: Board
commitments include $150,000 for Outlots E & F infrastructure and ongoing Housing Rehab
commitments; assigned fund balance of $180,000 for Housing & Redevelopment Initiatives will
be revisited post year-end for audited presentation. Public Housing performance ratios remain
strong; write-offs are expected to improve Tenant Accounts Receivable ahead of HUD’s 2025
scoring cycle.

Motion: Commissioner Yeager moved approval; Commissioner Deblock seconded. Motion 
carried. 

b. Housing Choice Voucher (HCV) Report — Presented by Rental Assistance Manager Mallory
Demel. Through 11/30/2025, Unit Months Leased (UML) at 88.56% and HAP utilization at
94.95%. Activity: 4 vouchers issued in November; additional 9 issued in December with 10+
more pending; 2 new families fully through the process with inspections complete and HAP
contracts set for 1/1/2026; 4 participants searching. FSS: 46 active participants; $237,942 total
escrow; one recent graduate received $7,108.68 (used toward a home purchase).
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c. Housing Management Report — Presented by Housing Manager Hannah Gangl. Valley View:
100% occupancy; waitlist 24. Staffing: ROSS Service Coordinator Shalea Greene started
11/12/2025; conditional offer accepted for Housing Administrative Specialist (start 12/15/2025).
ROSS activity: 20 active participants; 27 contacts with enrollees and 21 with non-enrolled
residents; 29 CSFP food boxes distributed; 72 Thanksgiving meals provided by the Legion, VFW,
Eagles, and Elks.

d. Rehab Programs Report — Presented by Director John Schommer. Washington Street SCDP:
environmental review posting underway. Current SE Brainerd SCDP: 7 rental rehabs and 7
owner-occupied rehabs completed; two owners withdrew from five-unit cohort, prompting
outreach to target area B; one owner-occupied rehab currently in process. Housing
Management office renovation: awaiting long-lead equipment; staff move-in scheduled for
12/19/2025.

e. Executive Director Report — Presented by Executive Director Eric Charpentier. Gustafson
Park development remains with the City for re-platting and sales exploration; HRA will support
as needed. Staff expressed appreciation for board support over the past year and noted
upcoming staff leave during the holidays.

8. COMMISSIONER COMMENTS:

Commissioners expressed appreciation to staff and noted enthusiasm for launching the Bring It 
Home program. Holiday greetings were extended. 

9. NEXT MEETING:

Scheduled for Wednesday, January 28, 2026, at 1:00 p.m., City Hall Council Chambers. 

10. ADJOURNMENT:

Motion: Commissioner Yeager moved to adjourn at 1:43 p.m.; Commissioner Grecula 
seconded. Motion carried unanimously. 
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To: Brainerd HRA Board Members 

From: Karen Young, Finance Director 

Date: January 21, 2026 

Re: Designation of Official Depository

Pursuant to Minnesota Statute 118A.02, the Brainerd HRA Board shall designate as a depository 
of its funds, one or more financial institutions.  At this time, the official depository is Old National 
Bank.   

Action Requested:   Approve the designation of Old National Bank as the official depository. 

Attachment 3
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To: Brainerd HRA Board Members 
From: Eric Charpentier, Executive Director 
Date: January 22nd, 2026 
Re: Updates to the Employee Policy Manual 

Effective January 1, 2026, the Minnesota Legislature modified the language surrounding meal and break 
times for hourly employees (absent a collective bargaining agreement (CBA) that states otherwise).  The 
language changed the wording from “permit” to “allow” a meal break of 30 minutes for an employee 
that works more than eight consecutive hours.  The language was also updated from “permit” to “allow” 
employees to take a rest break of at least 15 minutes within each 4 consecutive hours of work.   We 
have had our attorney update the language in our employee policy manual, specifically in section 5.04 
“Meals and Breaks”, to mirror the amended state statute governing rest and meal break requirements 
(Minnesota Statutes Section 177.253 and 177.254 respectively).  This avoids unintentional deviations 
from the law and ensures employees are getting what they are entitled to.   

As of January 1st, 2026, employers are now required to: 
- “Allow” employees to take a meal break of at least 30 minutes if they work six or more

consecutive hours.  This is a significant change from last year, when employers were only
required to “permit” employees working eight or more consecutive hours “sufficient” time
to eat, without specifying how much time that would be; and

- ”Allow” employees to take a rest break of at least 15 minutes or enough time to utilize the
nearest convenient restroom, whichever is longer, within each four consecutive hours of
work.  This is another significant change because previously the rest break requirement only
was for employees to be given “adequate” time to use the restroom, without specifying the
specific amount of time that could be.

Also, effective January 1st, 2026 is the new Minnesota Paid Leave.  We are including the updates to our 
employee policy manual to add section 6.02 which reflect the statutory requirements for employers and 
employees for such leave.   Minnesota’s Paid Leave law provides most employees with up to 20 weeks 
of combined paid family and medical leave per year.  The program is funded though a 0.66% payroll 
premium as a small employer, split between employers and employees.  Leave benefits are paid by the 
State of Minnesota, with partial wage replacement based on an employee’s earnings.   

Attachment 4
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Attached for your review are the updated sections of our policy manual along with a markup version.  To 
remain compliant with state law we are also updating that our stated regular workday is from 7am – 
5:30pm.  Per the Department of Labor’s literature on the new statute, they do allow for a waiver or 
acknowledgement for staff if staff are choosing to deviate from the requirements listed above.  We are 
having our legal staff draft such an acknowledgement so that our office staff would have that option.    
Staff is recommending the adoption of these updates as presented and to approve resolution 2025-1.   

Action Requested; Approve Resolution No. 2026-01 updating the Hours of work, Meals and Breaks and 
Minnesota Paid Leave section of the Employee Policy Manual. 
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SECTION 4.0 

BENEFITS 
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4.01 Benefits 

Brainerd HRA provides the following benefits to all full-time employees including health 
insurance, life insurance, long-term disability coverage, flexible spending, cafeteria plan, 
retirement plan, vacation pay, sick pay, employee sick and safe leave, and sixteen 
hours of additional paid leave. For specific information regarding these benefits, please 
contact your supervisor or the Finance Department. Brainerd HRA maintains the right 
to revise, change, delete, amend, modify, or cancel any of these benefits at any time, 
with or without notice. The plan documents contain the accurate representation of the 
benefits provided and are not superseded by summaries of benefits provided herein, or 
in explanations of benefits given by Brainerd HRA. 

4.02 Holidays 

Brainerd HRA observes the following holidays: 

 New Year’s Day
 Martin Luther King Day
 President’s Day
 Memorial Day
 Juneteenth
 Independence Day
 Labor Day
 Veteran’s Day
 Thanksgiving Day
 Day after Thanksgiving
 Winter Holiday


If a recognized holiday falls on a non-working day, Brainerd HRA will observe it on 
another day in the week before or after the holiday based on employees work 
schedules. If a recognized holiday falls during an employees’ paid absence, holiday 
pay will be provided instead of vacation that would have otherwise applied. Holiday pay 
will not be granted during unpaid leave of absence, unless otherwise required by local, 
state or federal law. Holiday pay will not be counted as having worked for the purpose 
of determining overtime. 

Full-time employees working at least 30 hours per week but less than 40 hours per 
week will receive holiday pay in a prorated amount based on the actual number of hours 
worked by the employee. 

4.03 Vacation 

Brainerd HRA provides eligible employees with paid vacation to promote flexibility with 
respect to employee time away from work. All employees, except temporary and 
substitutes, who work thirty (30) or more hours per week are eligible for vacation 
benefits as described in this policy. Full-time employees working at least 30 hours per 
week but less than 40 hours per week accrue vacation leave in a prorated amount 
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based on the actual number of hours worked by the employee. Each eligible employee 
working 40 hours per week shall accrue monthly vacation (based on the employee’s 
date of hire) in accordance with the following schedule: 

Vacation Accrual Schedule 

Years of Eligible Service Hours Accrued Per Month 

0-4 years 6.67 hour per month 
5-9 years 10 hours per month 
10 years 10.67 hours per month 
11 years 11.33 hours per month 
12 years 12 hours per month 
13 years 12.67 hours per month 
14 years 13.33 hours per month 
15 years 14 hours per month 
16 years 14.67 hours per month 
17 years 15.33 hours per month 
18 years 16 hours per month 
19 years 16.67 hours per month 
20 years 18.67 hours per month 
21 years 18.67 hours per month 

22 + years 20 hours per month 

Employee use of vacation is subject to Brainerd HRA scheduling needs and 
management approval. The scheduling of vacation is based on a first come, first served 
basis and is the sole discretion of management. Only a limited number of employees 
will be allowed to take vacation at any one time. Whenever practicable, vacation 
requests must be approved by management through the timekeeping software in 
advance of the vacation leave. Employees may use vacation time in 15-minute 
increments. Management also has the discretion to request that an employee take a 
minimum or maximum number of vacation days or hours at any given time. 

Employees may accumulate up to a maximum of 240 vacation hours at any given time. 
Employees will immediately forfeit any vacation hours more than the 240 vacation hours 
permitted to accumulate. Management may make an exception to the loss of accrual of 
hours more than 240 hours in the case of an employee emergency or crisis. 
Management encourages all employees to take advantage of vacation pay. Vacation 
accrual will cease if an employee is off the Brainerd HRA’s payroll system for any 
reason whatsoever, except as required by law. Employees who separate from 
employment with Brainerd HRA in good standing, as the term is defined in this 
handbook, are entitled to receive pay for any accrued, unused vacation leave. 
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4.04 Personal Leave 

Brainerd HRA provides eligible employees with sixteen (16) personal hours of paid 
leave per calendar year to promote flexibility with respect to employee time away from 
work. All employees, except temporary and substitutes, who work thirty (30) or more 
hours per week are eligible for personal leave benefits as described in this policy. If the 
sixteen hours of personal leave are not used within the eligible calendar year, they are 
forfeited and do not carry over to the following year. Employee use of personal leave is 
subject to Brainerd HRA scheduling needs and management approval. Brainerd HRA 
retains sole discretion to approve or deny incremental use of personal leave. 
Employees who separate from employment with Brainerd HRA in good standing, as the 
term is defined in this handbook, are entitled to receive pay for any unused personal 
leave. 

4.05 Sick Leave 

Brainerd HRA’s sick leave policy is intended to provide income to eligible employees 
who are absent due to an eligible reason under the Earned Sick and Safe Time 
(“ESST”) law, as set forth in section 4.06(D). 

All full-time employees, except temporary and substitute employees, who work thirty 
(30) or more hours per week are eligible for sick leave. Each full-time employee
working 40 hours per week accrues eight (8) hours of sick pay per month. Full-time
employees working at least 30 hours per week but less than 40 hours per week accrue
sick leave in a prorated amount based on the actual number of hours worked by the
employee. Full- time employees may accrue a maximum of 960 hours of sick leave.
Sick leave generally shall not be earned by an employee during a leave of absence
without pay, unless otherwise required by local, state, or federal law.

Employees begin to accrue sick leave from the first day of employment. An employee 
may use sick leave in 15-minute increments at any time after it is earned and accrued. 
Employees should make every effort to schedule medical or dental appointments during 
the employee’s own time.  
Employees should return to work following an appointment or elect to take vacation for 
the remainder of the day. If an employee has exhausted his/her sick leave, the 
employee may use any earned and accrued vacation leave for illness or medical/dental 
appointments. If an employee has exhausted both sick leave and vacation leave, 
Brainerd HRA may grant the employee unpaid sick leave with the approval of the 
Executive Director. 

If an employee is absent for more than twothree (23) consecutive scheduled workdays, 
Brainerd HRA may require the employee to submit reasonable documentation that the 
leave is being used for an eligible reason.  Brainerd HRA may also request the 
employee provide information from his/her doctor under other circumstances, as 
permitted by local, state, and federal law. 

An employee must notify his/her supervisor of the need to use sick leave as soon as 
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practicable under the circumstances, and whenever possible prior to the start of the 
employee’s scheduled working hours. When the need for sick leave is foreseeable, 
employees must provide notice at least seven (7) days in advance. Any misuse of the 
sick leave policy will subject the employee to discipline, up to and including termination 
from employment. 

Upon separation from employment, an employee will not be paid for any unused, 
accrued sick leave. 

4.06.  Earned Sick and Safe Time Leave 

A. Earned Sick and Safe Time

Employees who are not eligible for sick leave and who are anticipated to work at least 
80 hours in a year for Brainerd HRA shall accrue one hour of earned sick and safe time 
(“ESST”) for every 30 hours worked, up to 48 hours per year.  

B. Carryover Year to Year

An employee may carry over up to a maximum of eighty (80) hours of their unused 
ESST from year to year. Year to year shall be calendar year. The first partial year of 
employment shall constitute a year for the purposes of this policy. 

C. Earning ESST

ESST benefits shall only accrue when an employee is in compensated payroll status. 
ESST benefits shall not be earned by any employee while in a non-paid status. 

D. ESST Use

ESST may be used for: 

1. An employee’s own or their family member’s mental or physical illness,
injury, or other health condition; need for medical diagnosis, care, or
treatment of a mental or physical illness, injury, or health condition; or
need for preventative medical or health care.

2. Absence due to domestic abuse, sexual assault, or stalking of the
employee or their family member, provided the leave is taken to seek
medical care for related physical or psychological injury or disability
caused by domestic abuse, sexual assault, or stalking, to obtain services
from Victim Services organization, to obtain counseling, to seek
relocation, or take steps to secure an existing home, or to receive legal
advice, take legal action, or prepare for any related legal proceeding
related to or resulting from domestic abuse, sexual assault or stalking.
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3. Closure of the employees’ workplace due to weather or a public
emergency or an employee’s need to care for a family member
whose school or place of care has been closed due to weather
or public emergency. However, an employee may not use leave
for this purpose if the employee’s preassigned or foreseeable
work duties during a public emergency or weather event would
require the employee to respond to the public emergency or
weather event.

4. Employee’s inability to work or telework because:

a. The employer prohibits them from working due to potential
transmission of illness related to a public emergency; or

b. They are seeking or awaiting the results of test or diagnosis
of communicable disease related to a public emergency due
to exposure or at the employer’s request.

5. When a health care professional determines the presence of the
employee or family member of the employee in the community would
jeopardize the health of others because of exposure to a communicable
disease regardless of whether they contracted the disease.

6. An employee’s need to make arrangements for or attend funeral
services or a memorial, or address financial or legal matters that arise
after the death of a family member.

E. Definition of Family Member

For ESST, an employee’s family shall include those individuals identified by Minn. Stat. 
181.9445 Subd. 7. 

Family member includes the following individuals: 

(1) an employee's:

(i) child, foster child, adult child, legal ward, child for whom the employee is legal
guardian, or child to whom the employee stands or stood in loco parentis;

(ii) spouse or registered domestic partner;

(iii) sibling, stepsibling, or foster sibling;

(iv) biological, adoptive, or foster parent, stepparent, or a person who stood in loco
parentis when the employee was a minor child;

(v) grandchild, foster grandchild, or stepgrandchild;
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(vi) grandparent or stepgrandparent;

(vii) a child of a sibling of the employee;

(viii) a sibling of the parents of the employee; or

(ix) a child-in-law or sibling-in-law;

(2) any of the family members listed in clause (1) of a spouse or registered domestic
partner;

(3) any other individual related by blood or whose close association with the employee is
the equivalent of a family relationship; and

(4) up to one individual annually designated by the employee.

F. Request for Leave

Employees shall request ESST leave from their supervisor prior to the start of the workday 
when leave is not foreseeable, or as soon thereafter as practicable. Requests shall be 
made in the timekeeping software in no less than 15-minute increments. When leave is 
foreseeable, the employee shall request leave as far in advance as possible, at least 
seven (7) calendar days, and shall schedule appointments to have the least impact on 
the business of the employer. 

G. Documentation

For ESST, the employer may request reasonable documentation that the leave is being 
used for an ESST eligible reason after leave is used for more than twothree consecutive 
scheduled workdays, consistent with the requirements of Minn. Stat. § 181.9447 Subd. 3. 

Upon exhaustion of ESST time, the employer may require medical documentation for any 
unpaid absences due to illness or injury. 

The employer may designate ESST time used for an FMLA qualifying reason as FMLA 
leave and may request a certification of a health care provider. 

For the use of ESST for domestic abuse, sexual assault, stalking, or other qualifying 
reasons, the employer may request reasonable documentation consistent with the 
requirements of Minn. Stat. § 181.9447 Subd. 3. 

Employees are not required to disclose details relating to domestic abuse, sexual assault, 
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or stalking or the details of an employee’s or an employee’s family member’s medical 
condition as related to an employee’s request to use ESST. 

H. Retaliation Prohibited

An employer shall not discharge, discipline, penalize, interfere with, or otherwise retaliate 
or discriminate against an employee for asserting Earned Sick and Safe Time rights, 
requesting an Earned Sick and Safe Time absence, or pursuing remedies. 

Upon separation from employment, an employee will not be paid for any unused, 
accrued ESST leave. 

4.04 Employee Development 

Brainerd HRA may reimburse employees for job-related training through conferences, 
seminars, workshops, or classes, or for membership in certain work-related 
organizations. If training is authorized or mandated, all necessary and approved 
expenses will be reimbursed by Brainerd HRA in accordance with its reimbursement 
policies. To receive reimbursement for training, an employee must receive advance 
approval from their supervisor or the Executive Director prior to incurring any expense 
related to such training. 

4.05 Retirement Plan Participation 

Upon becoming eligible, all full-time employees of Brainerd HRA are required to 
participate in the Agency Retirement Plan as a condition of employment for as long as 
they remain eligible, current employee of Brainerd HRA. The detailed provisions and 
benefits of the retirement plan are provided to employees upon plan enrollment. 
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SECTION 5.0 

COMPENSATION AND TIMEKEEPING PRACTICES 
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5.01 Hours of Work 

Brainerd HRA’s normal hours of operation are 7:00 a.m. to 54:30 p.m. Monday through 
Thursday. Each employee at Brainerd HRA is required to work the hours normally 
scheduled for his/her position. Management or the employee’s supervisor will 
determine which days of the week and hours of the day an employee is scheduled to 
work. Employees will be scheduled in a manner that meets Brainerd HRA’s needs. 
Supervisors will attempt to give employees as much advance notice as possible with 
respect to changes to their regularly scheduled hours. Employees are expected to be at 
their workstation on time and work until the end of their established work schedule. 
Regular and punctual attendance at work shall be required of all employees. 
Employees reporting to work after the scheduled start time, or end of a break will be 
considered tardy. Tardiness may result in disciplinary action, up to and including 
termination. 

5.02 Pay Period and Timekeeping Practices 

Brainerd HRA employees are paid every two (2) weeks on Thursday. All time sheets 
must be approved through the timekeeping software by the supervisor or designated 
staff and Executive Director to the Finance Department by 9:00 a.m. on the Monday 
following the end of the pay period. It is the general policy of Brainerd HRA to pay 
employees by ACH deposit of pay into the employee’s checking or savings account. If 
a scheduled payday falls on a recognized holiday, the electronic deposit of paychecks 
will be issued the previous business day. Pay stubs are available securely through the 
online portal. Detailed paystubs will not be distributed to anyone other than the 
employee unless a written request is received from the employee. 

Federal and state laws require Brainerd HRA to keep accurate records of time worked 
by employees. Brainerd HRA’s timekeeping system works to assure compliance with 
the law and to ensure that employees are paid in full for all the time they have worked. 
For non-exempt hourly employees, the approved time record is used to compute 
earnings on hours worked. Accordingly, employees are required to maintain an 
accurate time record using the timekeeping software. Employees pay and deductions 
for withholding and social security taxes are determined from these figures. 

Altering, falsifying, tampering with time records, or recording time on another 
employee’s behalf may result in disciplinary action, up to and including termination. 

5.03 Time and Attendance 

If an employee has not received prior approval to be absent, the employee must notify 
his or her supervisor as soon as practicable prior to the scheduled start time. If the 
employee’s supervisor is not available, the employee must notify another supervisor or 
the Executive Director. The employee must inform the supervisor of the reason for the 
employee’s absence and the expected date the employee will return to work. If the 
absence extends past one day, the employee must notify his or her supervisor daily. 
Absenteeism may result in disciplinary action, up to and including termination. 

5.04 Meal and Rest Breaks 

Brainerd HRA Board Packet 1.28.2026 Page 30 of 93



36 

Employee schedules for breaks and meals will be determined by the employee’s 
supervisor and coordinated with other employees to avoid interruptions to customer 
service. For each four (4) hour scheduled work periodWithin each four (4) consecutive 
hours of work, employees will be allowed a paid rest break of at least fifteen (15) 
minutes or enough time to utilize the nearest convenient restroom, whichever is longer. 
given the option (with their supervisor’s approval) of taking one (1) paid fifteen (15) 
minute break. If an employee does not receive a fifteen (15) minute break, Brainerd 
HRA will provide the employee with adequate time to use the restroom once during 
each four (4) consecutive hour period of work. Employees will receive a thirty (30) 
minute unpaid meal break for each eight (8)six (6) hour shift. Meal breaks are not 
considered hours worked unless the employee performs work during the meal break. 

Overstaying a break or meal period will be considered tardiness. 

5.05 Reasonable Work Time for Nursing Mothers 

Minnesota’s Nursing Mothers, Lactating Employees, and Pregnancy Accommodations 
law (Minn. Stat. §181.939) gives pregnant and lactating employees certain legal rights 
and remedies. Brainerd HRA will provide a reasonable amount of break time to 
accommodate for an employee desiring to express breast milk for the employee’s child, 
in accordance with and to the extent required by applicable law. The break time may 
run concurrently with the rest and meal periods already provided to the employee. 

To provide privacy, Brainerd HRA will provide employees with the use of a room or 
location near the employee’s work area, other than a bathroom or a toilet stall, that is 
shielded from view, free from intrusion by coworkers and the public, and includes 
access to an electrical outlet. Employees with questions regarding this policy should 
consult human resources. 

5.06 Overtime Pay/Compensatory Time 

There may be times when the demands of Brainerd HRA’s business require an 
employee to work overtime. All overtime must be authorized in advance by the 
employee’s supervisor. Overtime must be requested and approved by the employee’s 
supervisor prior to the work being performed. Non-exempt employees will be paid or 
receive compensatory time at a rate one- and one-half times the employee’s regular 
rate of pay for all hours worked in excess of forty (40) during a one-week pay period in 
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accordance with federal and state law. Only hours worked will be considered in 
calculating the 40 hours for purposes of overtime. Vacation leave, sick leave, personal 
leave, holidays, and other paid time off will not be counted as hours worked in 
calculating overtime pay or compensatory time. Employees should work with their 
supervisor to schedule time off during a work week if it appears the employee may 
exceed forty hours worked. 

The overtime provisions do not apply to exempt employees. Exempt employees are 
employees who are exempt from the overtime provisions of the FLSA regarding 
overtime and are not entitled to overtime pay. It is anticipated that exempt employees 
may be required to work more than 40 hours in a week. 

5.07 On Call 

Employees normally will not be paid for on-call time when waiting to be called, unless 
otherwise required by law. While an employee that is on call will be expected to be 
accessible and assist with calls as needed, the employee is not required to be on site 
while on call. When the employee is on call, the employee can use their time for their 
own purposes. Such time is not considered time worked. However, any time the 
employee spends responding to calls when on call would be considered time worked 
and the employee must record this time. 

5.07 Expense Reimbursement 

It is Brainerd HRA’s policy to reimburse all actual, reasonable business-related 
expenses incurred by employees in the performance of their job responsibilities. 
Supervisors must approve all expenses claimed by employees before they are 
submitted for payment. 

Employees shall submit an expense sheet and receipts to verify expenses. Receipts 
are required for all lodging, meals, and for other expenses except mileage. Other 
information requirements are as follows: dates, beginning and ending locations of 
travel, a brief description of the purpose for the travel, and the number of miles driven or 
reimbursable. Employees shall use the most cost-effective means of transportation 
when traveling. The value of the employee’s time shall be a determining factor in the 
decision. 

Employees with allowable expenses shall submit an expense sheet and receipts 
monthly. To ensure timely payment of employee expenses, it is the policy of the 
Brainerd HRA that no more than 30 days pass from the time of the expense to the 
submission for reimbursement. 

The following guidelines apply with respect to the reimbursement of various expenses: 

 The amount for mileage reimbursement shall be consistent with the
current rate set by the IRS.
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 Mileage allowance does not include traveling to and returning home from
an employee’s work site.

 When an employee chooses to drive his/her own vehicle when car- 
pooling options are available, he/she will not be reimbursed for their
mileage.

 All employees are expected to arrange travel in a fashion where the
fewest number of miles are driven.

 Employees using their private vehicles will be required to demonstrate
proof of automobile insurance coverage in accordance with state minimum
coverage annually. In all cases of mileage reimbursement, complete and
accurate mileage totals for the work-related travel must be turned in at the
time of reimbursement.

 Parking: employees using private automobiles shall be reimbursed on an
actual expense basis for parking and are required to turn in receipts
documenting the actual cost.

 Commercial Transportation: employees may travel in-state and out of
state by commercial transportation when authorized. Air transportation
shall be by coach class unless such space is not available.

 Car Rental: employees may use a rental vehicle at Brainerd HRA
expense only when previously authorized or in an emergency. When
using rental vehicles, the lowest possible rate shall be used.

 Taxi/Shuttle Service: payment for taxi and shuttle services when on
Brainerd HRA business is allowed when no private vehicle is available or
authorized.

 Supplies: reasonable work-related purchases will be reimbursed at actual
cost upon submission of itemized statement.

 Lodging: when the employee is required to stay away from home in the
performance of his/her duties, the Brainerd HRA shall pay the actual cost
of reasonable lodging with prior approval from the employee’s supervisor.
Meals: Brainerd HRA shall pay the actual cost of meals, including
reasonable tips not to exceed 20%. Brainerd HRA will not reimburse
employees for amounts spent on alcoholic beverages. Detailed receipts
are required.
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SECTION 6.0 

LEAVES OF ABSENCE 
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6.01 Family and Medical Leave 

Under the Family and Medical Leave Act (FMLA), eligible employees are entitled to a 
total of 12 work weeks of unpaid Family and Medical Leave during the applicable 12-
month period. An eligible employee is an employee who has: (1) been employed by 
Brainerd HRA for at least 12 months; (2) has worked at least 1,250 hours during the 12-
month period immediately preceding the commencement of the leave; and (3) who is 
employed under the umbrella of the City of Brainerd which employs 50 or more 
employees within 75 miles of that worksite. The applicable 12-month period is a “rolling” 
12-month period measured backward from the date an employee uses any family or
medical leave.

Leave may be taken for one or more of the following reasons in accordance with 
applicable law: 

 To care for the employee’s newborn or newly placed adopted or foster
child.

 To care for the employee’s parent, child, or spouse with a serious health
condition.

 To care for the employee’s own serious health condition.

 For a “qualifying exigency” arising out of the fact that a spouse, child, or
parent of an employee is on active military duty or has been notified of an
impending call to active military duty.

 If an eligible employee is the spouse, son, daughter, parent, or next of kin
of a covered service member, to care for the covered service member who
is recovering from a serious illness or injury sustained in the line of duty (in
this instance, an eligible employee may take up to 26 weeks of leave in a
single 12-month period to care for the service member).

A “serious health condition” typically requires either inpatient care or continuing 
treatment by or under the supervision of a healthcare provider as defined by applicable 
law. “Serious health condition” also includes any incapacity relating to pregnancy or 
prenatal care. When an employee takes Family and Medical Leave due to a serious 
health condition of their own or of a qualifying relative, intermittent or reduced schedule 
leave will be granted when medically necessary. An employee who is eligible for 
intermittent or reduced schedule leave may be temporarily transferred to a position with 
equivalent pay and benefits that better accommodate the recurring periods of leave. 

Employees requesting Family and Medical Leave should submit in writing a request for 
a leave of absence to their supervisor. Employees requesting leave for their own or a 
family member’s serious health condition must submit, as soon as practicable, a 
certification of the health condition from the healthcare provider. The City of Brainerd 
may also require a second opinion at the Brainerd HRA’s expense. 
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Payment during a leave due to an employee’s serious health condition may be 
governed by Brainerd HRA’s long and short-term disability policies. Employees on 
Family and Medical Leave must use at least 100% of any remaining and available 
vacation, personal, compensatory, ESST and sick leave benefits during the leave. 

Except in emergency situations, employees must give notice of their need for a leave of 
absence to his or her immediate supervisor not less than thirty (30) days before the date 
the leave is scheduled to begin. Employees are expected to make a reasonable effort 
to schedule leaves for planned medical treatment so as not to disrupt unduly the 
operations of Brainerd HRA subject to the approval of the healthcare provider. 

In general, an employee returning from Family and Medical Leave will be placed in the 
same position that he or she held before taking the leave or an equivalent position. 
However, if during the leave, the employee’s position changed in such a way as would 
have affected that employee if he or she had not been on leave (e.g., there had been a 
lay-off or reduction of hours), the employee’s right to reinstatement may be limited by 
the changed conditions. The employee will not lose any benefits accrued before the 
leave and will not accrue benefits or seniority during the leave. Exceptions to these 
reinstatement rules may apply to those salaried employees who are among the highest 
paid ten (10) percent of the employees employed by Brainerd HRA. See your 
supervisor for further clarification regarding these exceptions. 

During the leave, the employee will remain eligible for group health benefits. Brainerd 
HRA will continue to pay the same share of the premiums that it pays for all full-time 
regular employees. The employee must make arrangements with Brainerd HRA to pay 
his or her regular share of the cost of the health care coverage during the leave. 
Brainerd HRA’s share of the premium will stop if the employee fails to return to work at 
the end of a leave, if the employee advises Brainerd HRA that he or she does not intend 
to return to work, and if the employee fails to make a required payment of his or her 
share of the cost within 30 days of when the payment was due, whichever happens first. 

Family and Medical Leave is governed by a complex set of rules and regulations. The 
provisions of this policy are intended to comply with applicable law. To the extent that 
this policy could be construed as ambiguous or contradictory to applicable law, the 
language of the law will prevail. Anyone wishing to exercise their rights under the 
Family and Medical Leave Act should contact their supervisor to discuss their eligibility 
for a leave. Vacation, ESST, and sick time do not accrue after all types of paid leave 
are exhausted. 

Brainerd HRA Board Packet 1.28.2026 Page 36 of 93



42 

Coordination of Leaves 

There may be times when an employee is out of the office on paid leave (such as short- 
term disability, ESST, sick leave, or vacation leave) that also qualifies as Family and 
Medical Leave. To allow for coordination of paid leaves with Family and Medical 
Leave, an employee requesting disability leave (short-term), ESST, sick leave and/or 
vacation leave will be required to provide enough information to allow a determination 
of whether the leave would also qualify for Family and Medical Leave. If the paid leave 
also qualifies for Family and Medical Leave, the employee must take both leaves 
simultaneously.  Further, Minnesota Paid Leave shall run concurrently with FMLA leave 
and any other applicable leaves under Minnesota law when taken for the same 
qualifying purpose. 

6.02 Minnesota Paid Leave 

Effective January 1, 2026, eligible employees may qualify for paid leave pursuant to the 
Minnesota Paid Leave law, which provides for partial wage replacement to eligible 
employees.  Brainerd HRA will deduct the employee’s portion of the premiums for 
Minnesota Paid Leave from the employee’s wages.   Employees may, but are not required 
to, use accrued paid leave to supplement or “top off” the partial wage replacement benefits 
provided under Minnesota Paid Leave. The combined leave benefit of the partial wage 
replacement and any supplemental paid leave shall not exceed an employee’s regular 
wage or salary.  

Eligible employees may apply for Minnesota Paid Leave benefits based on qualifying 
events for medical care related to pregnancy, childbirth, bonding leave, family care, 
military family leave, safety leave, or the employee’s own serious health condition as set 
forth in Minnesota law.  Paid leave will be administered by the Commissioner of the 
Department of Employment and Economic Development. 

When an employee’s need for Minnesota Paid Leave is foreseeable, the employee must 
provide at least 30 days’ advance notice to Brainerd HRA.  If 30 days’ advance notice is 
not practicable because of a lack of knowledge of approximately when leave will be 
required to begin, a change in circumstances, or a medical emergency, notice must be 
given as soon as practicable.  Notice must be given in writing to the Human Resources 
Representative. An employee requesting leave taken intermittently shall provide a 
schedule of needed workdays off as soon as practicable and must make a reasonable 
effort to schedule the intermittent leave so as not to disrupt unduly the operations of 
Brainerd HRA.  Intermittent leave may be taken in fifteen (15) minute increments.  The 
portion of an employee’s leave entitlement which may be taken intermittently is limited to 
480 hours per benefit year.   

During the period when an employee is receiving Minnesota Paid Leave benefits, Brainerd 
HRA will continue group insurance coverage, including health insurance, for the employee 
and any dependents as if the employee was not on leave, provided that the employee 
continues to pay any employee share of the cost of such benefits. 

Employees will accrue vacation, sick leave, or ESST only on any portion of the leave 
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period that is paid by Brainerd HRA through the use of accrued paid leave.  No vacation, 
sick leave, or ESST will be earned on Minnesota Paid Leave wage replacement benefits.   

Minnesota Paid Leave shall run concurrently with FMLA leave and any other applicable 
leaves under Minnesota law when taken for the same qualifying purpose. 

6.026.03 Parental Leave 

Parenting Leave, as provided for in Minnesota Statutes, section 181.941, as amended, 
grants qualifying employees unpaid leave of up to twelve (12) weeks for: (1) a biological 
or adoptive parent in conjunction with the birth or adoption of a child; or (2) a female 
employee for prenatal care, or incapacity due to pregnancy, childbirth, or a related health 
condition. Parental Leave is taken simultaneously with FMLA leave. If leave is taken due 
to the birth or adoption of a child, the leave must begin within twelve (12) months of the 
birth or adoption, unless the child remains in the hospital after the mother has been 
discharged, in which case the leave must begin within twelve (12) months after the child 
leaves the hospital.  Leave under this paragraph shall also run concurrently with 
Minnesota Paid Leave. 

Brainerd HRA will inform employees of their parental leave rights at the time of hire and 
when an employee makes an inquiry about or requests parental leave. Brainerd HRA will 
not discharge, discipline, penalize, interfere with, or otherwise retaliate or discriminate 
against an employee for asserting parental leave rights or remedies. 

6.036.04 Parental Leave for School Activities 

Brainerd HRA provides a maximum of 16 hours unpaid leave during any 12-month 
period for an employee to attend school-related activities related to the school, child- 
care, or pre-kindergarten program of the employee’s child. 

The leave is available only if the activities cannot be scheduled during non-work hours. 
The employee must make a reasonable effort to schedule the leave so as not to unduly 
disrupt Brainerd HRA’s operations. When the need for leave is foreseeable, the 
employee must provide reasonable notice of leave. If available, an employee may 
substitute accrued vacation time for any of the leave. 
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6.046.05 Bereavement Leave 

Brainerd HRA provides paid bereavement leave, not to exceed three (3) days, to eligible 
employees who request time off due to the death of an immediate family member. An 
employee’s immediate family is considered to include the following: spouse, children, 
stepchildren, parents, stepparents, in-laws, grandparents, grandchildren, siblings, and 
foster children. 

All full-time employees are eligible for paid bereavement leave. Eligible employees may 
also use available vacation leave time for additional time off for Bereavement Leave 
with the approval of their supervisor. 

This leave is separate from any sick or ESST leave taken for an employee’s need to 
make arrangements for or attend funeral services or a memorial, or address financial or 
legal matters that arise after the death of a family member. 

Brainerd HRA reserves the right to request that the employee provide a copy of the 
memorial notice for the bereavement leave. 

6.056.06 Military Leave 

Employees called or volunteering for active military duty, Reserve, or National Guard 
training will be granted a military leave of absence without pay for the period of military 
service in accordance with applicable federal and state laws. 

6.066.07 Jury Duty Leave 

Employees who are summoned to court either as a juror or witness must notify their 
supervisor immediately. Jury leave with regular pay will be granted to an employee for 
the period of the employee’s jury duty service. Although jury leave will be reflected in 
attendance records, jury leave will not be deducted from the employee’s accrued 
vacation leave, sick leave, or compensatory time off. An employee cannot receive more 
than the employee’s normal take-home pay because of taking jury leave pursuant to this 
policy. Consequently, an employee taking jury leave pursuant to this policy must 
surrender any compensation for jury duty attendance to Brainerd HRA. Reimbursed 
expenses shall be retained by the employee. When an employee is excused from jury 
duty during his or her regular working hours, he or she is expected to return to work if 
practicable. 

6.076.08 Voting Leave 

An employee who is eligible to vote and desires to vote in any election, as defined by 
Minnesota Statutes section 204C.04, as amended, shall be granted paid leave for the 
time necessary for the employee to appear at the employee’s polling place, cast a 
ballot, and return to work on the day of that election or during the period allowed for 
voting in person before election day. Brainerd HRA encourages employees to exercise 
their voting privileges in local, state, and national elections. An employee is expected to 
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give reasonable notice to his/her supervisor of the need for time off ir to vote in an 
election. 

6.086.09 Other Leave 

Brainerd HRA may grant other leaves of absence at the sole discretion of the Executive 
Director. Employees may request a leave of absence for any personal reason. The 
employee should make the request in writing, with reasonable advance notice. 
Employees will be required to use applicable accrued time concurrently with the leave of 
absence. 

Employees may continue all group insurance during the leave by paying the necessary 
premiums. Employees must mail a check for their portion of the premiums to Brainerd 
HRA by the first of every month. If Brainerd HRA does not receive payment for the 
employee’s share of the medical premiums, the employee could lose insurance 
coverage. 

Employees out on leave for any medical condition may be required to present a doctor’s 
release/fitness for duty certificate prior to returning to work. 

Brainerd HRA will comply with all applicable local, state, and federal laws regarding the 
granting of leaves of absence. 
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SECTION 4.0 

BENEFITS 
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4.01 Benefits 

Brainerd HRA provides the following benefits to all full-time employees including health 
insurance, life insurance, long-term disability coverage, flexible spending, cafeteria plan, 
retirement plan, vacation pay, sick pay, employee sick and safe leave, and sixteen 
hours of additional paid leave. For specific information regarding these benefits, please 
contact your supervisor or the Finance Department. Brainerd HRA maintains the right 
to revise, change, delete, amend, modify, or cancel any of these benefits at any time, 
with or without notice. The plan documents contain the accurate representation of the 
benefits provided and are not superseded by summaries of benefits provided herein, or 
in explanations of benefits given by Brainerd HRA. 

4.02 Holidays 

Brainerd HRA observes the following holidays: 

 New Year’s Day
 Martin Luther King Day
 President’s Day
 Memorial Day
 Juneteenth
 Independence Day
 Labor Day
 Veteran’s Day
 Thanksgiving Day
 Day after Thanksgiving
 Winter Holiday


If a recognized holiday falls on a non-working day, Brainerd HRA will observe it on 
another day in the week before or after the holiday based on employees work 
schedules. If a recognized holiday falls during an employees’ paid absence, holiday 
pay will be provided instead of vacation that would have otherwise applied. Holiday pay 
will not be granted during unpaid leave of absence, unless otherwise required by local, 
state or federal law. Holiday pay will not be counted as having worked for the purpose 
of determining overtime. 

Full-time employees working at least 30 hours per week but less than 40 hours per 
week will receive holiday pay in a prorated amount based on the actual number of hours 
worked by the employee. 

4.03 Vacation 

Brainerd HRA provides eligible employees with paid vacation to promote flexibility with 
respect to employee time away from work. All employees, except temporary and 
substitutes, who work thirty (30) or more hours per week are eligible for vacation 
benefits as described in this policy. Full-time employees working at least 30 hours per 
week but less than 40 hours per week accrue vacation leave in a prorated amount 
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based on the actual number of hours worked by the employee. Each eligible employee 
working 40 hours per week shall accrue monthly vacation (based on the employee’s 
date of hire) in accordance with the following schedule: 

Vacation Accrual Schedule 

Years of Eligible Service Hours Accrued Per Month 

0-4 years 6.67 hour per month 
5-9 years 10 hours per month 
10 years 10.67 hours per month 
11 years 11.33 hours per month 
12 years 12 hours per month 
13 years 12.67 hours per month 
14 years 13.33 hours per month 
15 years 14 hours per month 
16 years 14.67 hours per month 
17 years 15.33 hours per month 
18 years 16 hours per month 
19 years 16.67 hours per month 
20 years 18.67 hours per month 
21 years 18.67 hours per month 

22 + years 20 hours per month 

Employee use of vacation is subject to Brainerd HRA scheduling needs and 
management approval. The scheduling of vacation is based on a first come, first served 
basis and is the sole discretion of management. Only a limited number of employees 
will be allowed to take vacation at any one time. Whenever practicable, vacation 
requests must be approved by management through the timekeeping software in 
advance of the vacation leave. Employees may use vacation time in 15-minute 
increments. Management also has the discretion to request that an employee take a 
minimum or maximum number of vacation days or hours at any given time. 

Employees may accumulate up to a maximum of 240 vacation hours at any given time. 
Employees will immediately forfeit any vacation hours more than the 240 vacation hours 
permitted to accumulate. Management may make an exception to the loss of accrual of 
hours more than 240 hours in the case of an employee emergency or crisis. 
Management encourages all employees to take advantage of vacation pay. Vacation 
accrual will cease if an employee is off the Brainerd HRA’s payroll system for any 
reason whatsoever, except as required by law. Employees who separate from 
employment with Brainerd HRA in good standing, as the term is defined in this 
handbook, are entitled to receive pay for any accrued, unused vacation leave. 
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4.04 Personal Leave 
 
Brainerd HRA provides eligible employees with sixteen (16) personal hours of paid 
leave per calendar year to promote flexibility with respect to employee time away from 
work. All employees, except temporary and substitutes, who work thirty (30) or more 
hours per week are eligible for personal leave benefits as described in this policy. If the 
sixteen hours of personal leave are not used within the eligible calendar year, they are 
forfeited and do not carry over to the following year. Employee use of personal leave is 
subject to Brainerd HRA scheduling needs and management approval. Brainerd HRA 
retains sole discretion to approve or deny incremental use of personal leave. 
Employees who separate from employment with Brainerd HRA in good standing, as the 
term is defined in this handbook, are entitled to receive pay for any unused personal 
leave. 

 

4.05 Sick Leave 
 
Brainerd HRA’s sick leave policy is intended to provide income to eligible employees 
who are absent due to an eligible reason under the Earned Sick and Safe Time 
(“ESST”) law, as set forth in section 4.06(D). 

 
All full-time employees, except temporary and substitute employees, who work thirty 
(30) or more hours per week are eligible for sick leave. Each full-time employee 
working 40 hours per week accrues eight (8) hours of sick pay per month. Full-time 
employees working at least 30 hours per week but less than 40 hours per week accrue 
sick leave in a prorated amount based on the actual number of hours worked by the 
employee. Full- time employees may accrue a maximum of 960 hours of sick leave. 
Sick leave generally shall not be earned by an employee during a leave of absence 
without pay, unless otherwise required by local, state, or federal law. 

 
Employees begin to accrue sick leave from the first day of employment. An employee 
may use sick leave in 15-minute increments at any time after it is earned and accrued. 
Employees should make every effort to schedule medical or dental appointments during 
the employee’s own time.  
Employees should return to work following an appointment or elect to take vacation for 
the remainder of the day. If an employee has exhausted his/her sick leave, the 
employee may use any earned and accrued vacation leave for illness or medical/dental 
appointments. If an employee has exhausted both sick leave and vacation leave, 
Brainerd HRA may grant the employee unpaid sick leave with the approval of the 
Executive Director. 

 

If an employee is absent for more than two (2) consecutive scheduled workdays, 
Brainerd HRA may require the employee to submit reasonable documentation that the 
leave is being used for an eligible reason.  Brainerd HRA may also request the 
employee provide information from his/her doctor under other circumstances, as 
permitted by local, state, and federal law. 

 
An employee must notify his/her supervisor of the need to use sick leave as soon as 
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practicable under the circumstances, and whenever possible prior to the start of the 
employee’s scheduled working hours. When the need for sick leave is foreseeable, 
employees must provide notice at least seven (7) days in advance. Any misuse of the 
sick leave policy will subject the employee to discipline, up to and including termination 
from employment. 

 
Upon separation from employment, an employee will not be paid for any unused, 
accrued sick leave. 

 
4.06.  Earned Sick and Safe Time Leave 

 
A. Earned Sick and Safe Time 

 
Employees who are not eligible for sick leave and who are anticipated to work at least 
80 hours in a year for Brainerd HRA shall accrue one hour of earned sick and safe time 
(“ESST”) for every 30 hours worked, up to 48 hours per year.  

 
B. Carryover Year to Year 

 
An employee may carry over up to a maximum of eighty (80) hours of their unused 
ESST from year to year. Year to year shall be calendar year. The first partial year of 
employment shall constitute a year for the purposes of this policy. 

 
C. Earning ESST 

 
ESST benefits shall only accrue when an employee is in compensated payroll status. 
ESST benefits shall not be earned by any employee while in a non-paid status. 

 
D. ESST Use 

 
ESST may be used for: 

 
1. An employee’s own or their family member’s mental or physical illness, 

injury, or other health condition; need for medical diagnosis, care, or 
treatment of a mental or physical illness, injury, or health condition; or 
need for preventative medical or health care.  

2. Absence due to domestic abuse, sexual assault, or stalking of the 
employee or their family member, provided the leave is taken to seek 
medical care for related physical or psychological injury or disability 
caused by domestic abuse, sexual assault, or stalking, to obtain services 
from Victim Services organization, to obtain counseling, to seek 
relocation, or take steps to secure an existing home, or to receive legal 
advice, take legal action, or prepare for any related legal proceeding 
related to or resulting from domestic abuse, sexual assault or stalking. 

 
3. Closure of the employees’ workplace due to weather or a public 

emergency or an employee’s need to care for a family member 
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whose school or place of care has been closed due to weather 
or public emergency. However, an employee may not use leave 
for this purpose if the employee’s preassigned or foreseeable 
work duties during a public emergency or weather event would 
require the employee to respond to the public emergency or 
weather event. 

 
 

4. Employee’s inability to work or telework because: 
 

a. The employer prohibits them from working due to potential 
transmission of illness related to a public emergency; or 

 
b. They are seeking or awaiting the results of test or diagnosis 

of communicable disease related to a public emergency due 
to exposure or at the employer’s request. 

 
5. When a health care professional determines the presence of the 

employee or family member of the employee in the community would 
jeopardize the health of others because of exposure to a communicable 
disease regardless of whether they contracted the disease. 
 

6. An employee’s need to make arrangements for or attend funeral 
services or a memorial, or address financial or legal matters that arise 
after the death of a family member. 

 
E. Definition of Family Member 

 
For ESST, an employee’s family shall include those individuals identified by Minn. Stat. 
181.9445 Subd. 7. 

 
Family member includes the following individuals: 
 
(1) an employee's: 
 

(i) child, foster child, adult child, legal ward, child for whom the employee is legal 
guardian, or child to whom the employee stands or stood in loco parentis; 
 
(ii) spouse or registered domestic partner; 
 
(iii) sibling, stepsibling, or foster sibling; 
 
(iv) biological, adoptive, or foster parent, stepparent, or a person who stood in loco 
parentis when the employee was a minor child; 
 
(v) grandchild, foster grandchild, or stepgrandchild; 
 
(vi) grandparent or stepgrandparent; 
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(vii) a child of a sibling of the employee;

(viii) a sibling of the parents of the employee; or

(ix) a child-in-law or sibling-in-law;

(2) any of the family members listed in clause (1) of a spouse or registered domestic
partner;

(3) any other individual related by blood or whose close association with the employee is
the equivalent of a family relationship; and

(4) up to one individual annually designated by the employee.

F. Request for Leave

Employees shall request ESST leave from their supervisor prior to the start of the workday 
when leave is not foreseeable, or as soon thereafter as practicable. Requests shall be 
made in the timekeeping software in no less than 15-minute increments. When leave is 
foreseeable, the employee shall request leave as far in advance as possible, at least 
seven (7) calendar days, and shall schedule appointments to have the least impact on 
the business of the employer. 

G. Documentation

For ESST, the employer may request reasonable documentation that the leave is being 
used for an ESST eligible reason after leave is used for more than two consecutive 
scheduled workdays, consistent with the requirements of Minn. Stat. § 181.9447 Subd. 3. 

Upon exhaustion of ESST time, the employer may require medical documentation for any 
unpaid absences due to illness or injury. 

The employer may designate ESST time used for an FMLA qualifying reason as FMLA 
leave and may request a certification of a health care provider. 

For the use of ESST for domestic abuse, sexual assault, stalking, or other qualifying 
reasons, the employer may request reasonable documentation consistent with the 
requirements of Minn. Stat. § 181.9447 Subd. 3. 

Employees are not required to disclose details relating to domestic abuse, sexual assault, 
or stalking or the details of an employee’s or an employee’s family member’s medical 
condition as related to an employee’s request to use ESST. 
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H. Retaliation Prohibited 

 
An employer shall not discharge, discipline, penalize, interfere with, or otherwise retaliate 
or discriminate against an employee for asserting Earned Sick and Safe Time rights, 
requesting an Earned Sick and Safe Time absence, or pursuing remedies. 

Upon separation from employment, an employee will not be paid for any unused, 
accrued ESST leave. 

 
 

4.04 Employee Development 
 
Brainerd HRA may reimburse employees for job-related training through conferences, 
seminars, workshops, or classes, or for membership in certain work-related 
organizations. If training is authorized or mandated, all necessary and approved 
expenses will be reimbursed by Brainerd HRA in accordance with its reimbursement 
policies. To receive reimbursement for training, an employee must receive advance 
approval from their supervisor or the Executive Director prior to incurring any expense 
related to such training. 

 
4.05 Retirement Plan Participation 

 
Upon becoming eligible, all full-time employees of Brainerd HRA are required to 
participate in the Agency Retirement Plan as a condition of employment for as long as 
they remain eligible, current employee of Brainerd HRA. The detailed provisions and 
benefits of the retirement plan are provided to employees upon plan enrollment. 
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SECTION 5.0 

COMPENSATION AND TIMEKEEPING PRACTICES 
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5.01 Hours of Work 

Brainerd HRA’s normal hours of operation are 7:00 a.m. to 5:30 p.m. Monday through 
Thursday. Each employee at Brainerd HRA is required to work the hours normally 
scheduled for his/her position. Management or the employee’s supervisor will 
determine which days of the week and hours of the day an employee is scheduled to 
work. Employees will be scheduled in a manner that meets Brainerd HRA’s needs. 
Supervisors will attempt to give employees as much advance notice as possible with 
respect to changes to their regularly scheduled hours. Employees are expected to be at 
their workstation on time and work until the end of their established work schedule. 
Regular and punctual attendance at work shall be required of all employees. 
Employees reporting to work after the scheduled start time, or end of a break will be 
considered tardy. Tardiness may result in disciplinary action, up to and including 
termination. 

5.02 Pay Period and Timekeeping Practices 

Brainerd HRA employees are paid every two (2) weeks on Thursday. All time sheets 
must be approved through the timekeeping software by the supervisor or designated 
staff and Executive Director to the Finance Department by 9:00 a.m. on the Monday 
following the end of the pay period. It is the general policy of Brainerd HRA to pay 
employees by ACH deposit of pay into the employee’s checking or savings account. If 
a scheduled payday falls on a recognized holiday, the electronic deposit of paychecks 
will be issued the previous business day. Pay stubs are available securely through the 
online portal. Detailed paystubs will not be distributed to anyone other than the 
employee unless a written request is received from the employee. 

Federal and state laws require Brainerd HRA to keep accurate records of time worked 
by employees. Brainerd HRA’s timekeeping system works to assure compliance with 
the law and to ensure that employees are paid in full for all the time they have worked. 
For non-exempt hourly employees, the approved time record is used to compute 
earnings on hours worked. Accordingly, employees are required to maintain an 
accurate time record using the timekeeping software. Employees pay and deductions 
for withholding and social security taxes are determined from these figures. 

Altering, falsifying, tampering with time records, or recording time on another 
employee’s behalf may result in disciplinary action, up to and including termination. 

5.03 Time and Attendance 

If an employee has not received prior approval to be absent, the employee must notify 
his or her supervisor as soon as practicable prior to the scheduled start time. If the 
employee’s supervisor is not available, the employee must notify another supervisor or 
the Executive Director. The employee must inform the supervisor of the reason for the 
employee’s absence and the expected date the employee will return to work. If the 
absence extends past one day, the employee must notify his or her supervisor daily. 
Absenteeism may result in disciplinary action, up to and including termination. 

5.04 Meal and Rest Breaks 
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Employee schedules for breaks and meals will be determined by the employee’s 
supervisor and coordinated with other employees to avoid interruptions to customer 
service. Within each four (4) consecutive hours of work, employees will be allowed a 
paid rest break of at least fifteen (15) minutes or enough time to utilize the nearest 
convenient restroom, whichever is longer. Employees will receive a thirty (30) minute 
unpaid meal break for each six (6) hour shift.  

Overstaying a break or meal period will be considered tardiness. 

5.05 Reasonable Work Time for Nursing Mothers 

Minnesota’s Nursing Mothers, Lactating Employees, and Pregnancy Accommodations 
law (Minn. Stat. §181.939) gives pregnant and lactating employees certain legal rights 
and remedies. Brainerd HRA will provide a reasonable amount of break time to 
accommodate for an employee desiring to express breast milk for the employee’s child, 
in accordance with and to the extent required by applicable law. The break time may 
run concurrently with the rest and meal periods already provided to the employee. 

To provide privacy, Brainerd HRA will provide employees with the use of a room or 
location near the employee’s work area, other than a bathroom or a toilet stall, that is 
shielded from view, free from intrusion by coworkers and the public, and includes 
access to an electrical outlet. Employees with questions regarding this policy should 
consult human resources. 

5.06 Overtime Pay/Compensatory Time 

There may be times when the demands of Brainerd HRA’s business require an 
employee to work overtime. All overtime must be authorized in advance by the 
employee’s supervisor. Overtime must be requested and approved by the employee’s 
supervisor prior to the work being performed. Non-exempt employees will be paid or 
receive compensatory time at a rate one- and one-half times the employee’s regular 
rate of pay for all hours worked in excess of forty (40) during a one-week pay period in 
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accordance with federal and state law. Only hours worked will be considered in 
calculating the 40 hours for purposes of overtime. Vacation leave, sick leave, personal 
leave, holidays, and other paid time off will not be counted as hours worked in 
calculating overtime pay or compensatory time. Employees should work with their 
supervisor to schedule time off during a work week if it appears the employee may 
exceed forty hours worked. 

The overtime provisions do not apply to exempt employees. Exempt employees are 
employees who are exempt from the overtime provisions of the FLSA regarding 
overtime and are not entitled to overtime pay. It is anticipated that exempt employees 
may be required to work more than 40 hours in a week. 

5.07 On Call 

Employees normally will not be paid for on-call time when waiting to be called, unless 
otherwise required by law. While an employee that is on call will be expected to be 
accessible and assist with calls as needed, the employee is not required to be on site 
while on call. When the employee is on call, the employee can use their time for their 
own purposes. Such time is not considered time worked. However, any time the 
employee spends responding to calls when on call would be considered time worked 
and the employee must record this time. 

5.07 Expense Reimbursement 

It is Brainerd HRA’s policy to reimburse all actual, reasonable business-related 
expenses incurred by employees in the performance of their job responsibilities. 
Supervisors must approve all expenses claimed by employees before they are 
submitted for payment. 

Employees shall submit an expense sheet and receipts to verify expenses. Receipts 
are required for all lodging, meals, and for other expenses except mileage. Other 
information requirements are as follows: dates, beginning and ending locations of 
travel, a brief description of the purpose for the travel, and the number of miles driven or 
reimbursable. Employees shall use the most cost-effective means of transportation 
when traveling. The value of the employee’s time shall be a determining factor in the 
decision. 

Employees with allowable expenses shall submit an expense sheet and receipts 
monthly. To ensure timely payment of employee expenses, it is the policy of the 
Brainerd HRA that no more than 30 days pass from the time of the expense to the 
submission for reimbursement. 

The following guidelines apply with respect to the reimbursement of various expenses: 

 The amount for mileage reimbursement shall be consistent with the
current rate set by the IRS.
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  Mileage allowance does not include traveling to and returning home from 
an employee’s work site. 

 

  When an employee chooses to drive his/her own vehicle when car- 
pooling options are available, he/she will not be reimbursed for their 
mileage. 

 

  All employees are expected to arrange travel in a fashion where the 
fewest number of miles are driven. 

 

  Employees using their private vehicles will be required to demonstrate 
proof of automobile insurance coverage in accordance with state minimum 
coverage annually. In all cases of mileage reimbursement, complete and 
accurate mileage totals for the work-related travel must be turned in at the 
time of reimbursement. 

 

  Parking: employees using private automobiles shall be reimbursed on an 
actual expense basis for parking and are required to turn in receipts 
documenting the actual cost. 

 

  Commercial Transportation: employees may travel in-state and out of 
state by commercial transportation when authorized. Air transportation 
shall be by coach class unless such space is not available. 

 

  Car Rental: employees may use a rental vehicle at Brainerd HRA 
expense only when previously authorized or in an emergency. When 
using rental vehicles, the lowest possible rate shall be used. 

 

  Taxi/Shuttle Service: payment for taxi and shuttle services when on 
Brainerd HRA business is allowed when no private vehicle is available or 
authorized. 

 

  Supplies: reasonable work-related purchases will be reimbursed at actual 
cost upon submission of itemized statement. 

 

  Lodging: when the employee is required to stay away from home in the 
performance of his/her duties, the Brainerd HRA shall pay the actual cost 
of reasonable lodging with prior approval from the employee’s supervisor. 
Meals: Brainerd HRA shall pay the actual cost of meals, including 
reasonable tips not to exceed 20%. Brainerd HRA will not reimburse 
employees for amounts spent on alcoholic beverages. Detailed receipts 
are required. 
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SECTION 6.0 

LEAVES OF ABSENCE 
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6.01 Family and Medical Leave 
 
Under the Family and Medical Leave Act (FMLA), eligible employees are entitled to a 
total of 12 work weeks of unpaid Family and Medical Leave during the applicable 12-
month period. An eligible employee is an employee who has: (1) been employed by 
Brainerd HRA for at least 12 months; (2) has worked at least 1,250 hours during the 12-
month period immediately preceding the commencement of the leave; and (3) who is 
employed under the umbrella of the City of Brainerd which employs 50 or more 
employees within 75 miles of that worksite. The applicable 12-month period is a “rolling” 
12-month period measured backward from the date an employee uses any family or 
medical leave. 
 
Leave may be taken for one or more of the following reasons in accordance with 
applicable law: 

 

 To care for the employee’s newborn or newly placed adopted or foster 
child. 

 

 To care for the employee’s parent, child, or spouse with a serious health 
condition. 

 

 To care for the employee’s own serious health condition. 

 For a “qualifying exigency” arising out of the fact that a spouse, child, or 
parent of an employee is on active military duty or has been notified of an 
impending call to active military duty. 

 

 If an eligible employee is the spouse, son, daughter, parent, or next of kin 
of a covered service member, to care for the covered service member who 
is recovering from a serious illness or injury sustained in the line of duty (in 
this instance, an eligible employee may take up to 26 weeks of leave in a 
single 12-month period to care for the service member). 

 
A “serious health condition” typically requires either inpatient care or continuing 
treatment by or under the supervision of a healthcare provider as defined by applicable 
law. “Serious health condition” also includes any incapacity relating to pregnancy or 
prenatal care. When an employee takes Family and Medical Leave due to a serious 
health condition of their own or of a qualifying relative, intermittent or reduced schedule 
leave will be granted when medically necessary. An employee who is eligible for 
intermittent or reduced schedule leave may be temporarily transferred to a position with 
equivalent pay and benefits that better accommodate the recurring periods of leave. 

 
Employees requesting Family and Medical Leave should submit in writing a request for 
a leave of absence to their supervisor. Employees requesting leave for their own or a 
family member’s serious health condition must submit, as soon as practicable, a 
certification of the health condition from the healthcare provider. The City of Brainerd 
may also require a second opinion at the Brainerd HRA’s expense. 
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Payment during a leave due to an employee’s serious health condition may be 
governed by Brainerd HRA’s long and short-term disability policies. Employees on 
Family and Medical Leave must use at least 100% of any remaining and available 
vacation, personal, compensatory, ESST and sick leave benefits during the leave. 

Except in emergency situations, employees must give notice of their need for a leave of 
absence to his or her immediate supervisor not less than thirty (30) days before the date 
the leave is scheduled to begin. Employees are expected to make a reasonable effort 
to schedule leaves for planned medical treatment so as not to disrupt unduly the 
operations of Brainerd HRA subject to the approval of the healthcare provider. 

In general, an employee returning from Family and Medical Leave will be placed in the 
same position that he or she held before taking the leave or an equivalent position. 
However, if during the leave, the employee’s position changed in such a way as would 
have affected that employee if he or she had not been on leave (e.g., there had been a 
lay-off or reduction of hours), the employee’s right to reinstatement may be limited by 
the changed conditions. The employee will not lose any benefits accrued before the 
leave and will not accrue benefits or seniority during the leave. Exceptions to these 
reinstatement rules may apply to those salaried employees who are among the highest 
paid ten (10) percent of the employees employed by Brainerd HRA. See your 
supervisor for further clarification regarding these exceptions. 

During the leave, the employee will remain eligible for group health benefits. Brainerd 
HRA will continue to pay the same share of the premiums that it pays for all full-time 
regular employees. The employee must make arrangements with Brainerd HRA to pay 
his or her regular share of the cost of the health care coverage during the leave. 
Brainerd HRA’s share of the premium will stop if the employee fails to return to work at 
the end of a leave, if the employee advises Brainerd HRA that he or she does not intend 
to return to work, and if the employee fails to make a required payment of his or her 
share of the cost within 30 days of when the payment was due, whichever happens first. 

Family and Medical Leave is governed by a complex set of rules and regulations. The 
provisions of this policy are intended to comply with applicable law. To the extent that 
this policy could be construed as ambiguous or contradictory to applicable law, the 
language of the law will prevail. Anyone wishing to exercise their rights under the 
Family and Medical Leave Act should contact their supervisor to discuss their eligibility 
for a leave. Vacation, ESST, and sick time do not accrue after all types of paid leave 
are exhausted. 
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Coordination of Leaves 

There may be times when an employee is out of the office on paid leave (such as short- 
term disability, ESST, sick leave, or vacation leave) that also qualifies as Family and 
Medical Leave. To allow for coordination of paid leaves with Family and Medical 
Leave, an employee requesting disability leave (short-term), ESST, sick leave and/or 
vacation leave will be required to provide enough information to allow a determination 
of whether the leave would also qualify for Family and Medical Leave. If the paid leave 
also qualifies for Family and Medical Leave, the employee must take both leaves 
simultaneously.  Further, Minnesota Paid Leave shall run concurrently with FMLA leave 
and any other applicable leaves under Minnesota law when taken for the same 
qualifying purpose. 

6.02 Minnesota Paid Leave 

Effective January 1, 2026, eligible employees may qualify for paid leave pursuant to the 
Minnesota Paid Leave law, which provides for partial wage replacement to eligible 
employees.  Brainerd HRA will deduct the employee’s portion of the premiums for 
Minnesota Paid Leave from the employee’s wages.   Employees may, but are not required 
to, use accrued paid leave to supplement or “top off” the partial wage replacement benefits 
provided under Minnesota Paid Leave. The combined leave benefit of the partial wage 
replacement and any supplemental paid leave shall not exceed an employee’s regular 
wage or salary.  

Eligible employees may apply for Minnesota Paid Leave benefits based on qualifying 
events for medical care related to pregnancy, childbirth, bonding leave, family care, 
military family leave, safety leave, or the employee’s own serious health condition as set 
forth in Minnesota law.  Paid leave will be administered by the Commissioner of the 
Department of Employment and Economic Development. 

When an employee’s need for Minnesota Paid Leave is foreseeable, the employee must 
provide at least 30 days’ advance notice to Brainerd HRA.  If 30 days’ advance notice is 
not practicable because of a lack of knowledge of approximately when leave will be 
required to begin, a change in circumstances, or a medical emergency, notice must be 
given as soon as practicable.  Notice must be given in writing to the Human Resources 
Representative. An employee requesting leave taken intermittently shall provide a 
schedule of needed workdays off as soon as practicable and must make a reasonable 
effort to schedule the intermittent leave so as not to disrupt unduly the operations of 
Brainerd HRA.  Intermittent leave may be taken in fifteen (15) minute increments.  The 
portion of an employee’s leave entitlement which may be taken intermittently is limited to 
480 hours per benefit year.   

During the period when an employee is receiving Minnesota Paid Leave benefits, Brainerd 
HRA will continue group insurance coverage, including health insurance, for the employee 
and any dependents as if the employee was not on leave, provided that the employee 
continues to pay any employee share of the cost of such benefits. 

Employees will accrue vacation, sick leave, or ESST only on any portion of the leave 
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period that is paid by Brainerd HRA through the use of accrued paid leave.  No vacation, 
sick leave, or ESST will be earned on Minnesota Paid Leave wage replacement benefits.   

Minnesota Paid Leave shall run concurrently with FMLA leave and any other applicable 
leaves under Minnesota law when taken for the same qualifying purpose. 

6.03 Parental Leave 

Parenting Leave, as provided for in Minnesota Statutes, section 181.941, as amended, 
grants qualifying employees unpaid leave of up to twelve (12) weeks for: (1) a biological 
or adoptive parent in conjunction with the birth or adoption of a child; or (2) a female 
employee for prenatal care, or incapacity due to pregnancy, childbirth, or a related health 
condition. Parental Leave is taken simultaneously with FMLA leave. If leave is taken due 
to the birth or adoption of a child, the leave must begin within twelve (12) months of the 
birth or adoption, unless the child remains in the hospital after the mother has been 
discharged, in which case the leave must begin within twelve (12) months after the child 
leaves the hospital.  Leave under this paragraph shall also run concurrently with 
Minnesota Paid Leave. 

Brainerd HRA will inform employees of their parental leave rights at the time of hire and 
when an employee makes an inquiry about or requests parental leave. Brainerd HRA will 
not discharge, discipline, penalize, interfere with, or otherwise retaliate or discriminate 
against an employee for asserting parental leave rights or remedies. 

6.04 Parental Leave for School Activities 

Brainerd HRA provides a maximum of 16 hours unpaid leave during any 12-month 
period for an employee to attend school-related activities related to the school, child- 
care, or pre-kindergarten program of the employee’s child. 

The leave is available only if the activities cannot be scheduled during non-work hours. 
The employee must make a reasonable effort to schedule the leave so as not to unduly 
disrupt Brainerd HRA’s operations. When the need for leave is foreseeable, the 
employee must provide reasonable notice of leave. If available, an employee may 
substitute accrued vacation time for any of the leave. 
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6.05 Bereavement Leave 

Brainerd HRA provides paid bereavement leave, not to exceed three (3) days, to eligible 
employees who request time off due to the death of an immediate family member. An 
employee’s immediate family is considered to include the following: spouse, children, 
stepchildren, parents, stepparents, in-laws, grandparents, grandchildren, siblings, and 
foster children. 

All full-time employees are eligible for paid bereavement leave. Eligible employees may 
also use available vacation leave time for additional time off for Bereavement Leave 
with the approval of their supervisor. 

This leave is separate from any sick or ESST leave taken for an employee’s need to 
make arrangements for or attend funeral services or a memorial, or address financial or 
legal matters that arise after the death of a family member. 

Brainerd HRA reserves the right to request that the employee provide a copy of the 
memorial notice for the bereavement leave. 

6.06 Military Leave 

Employees called or volunteering for active military duty, Reserve, or National Guard 
training will be granted a military leave of absence without pay for the period of military 
service in accordance with applicable federal and state laws. 

6.07 Jury Duty Leave 

Employees who are summoned to court either as a juror or witness must notify their 
supervisor immediately. Jury leave with regular pay will be granted to an employee for 
the period of the employee’s jury duty service. Although jury leave will be reflected in 
attendance records, jury leave will not be deducted from the employee’s accrued 
vacation leave, sick leave, or compensatory time off. An employee cannot receive more 
than the employee’s normal take-home pay because of taking jury leave pursuant to this 
policy. Consequently, an employee taking jury leave pursuant to this policy must 
surrender any compensation for jury duty attendance to Brainerd HRA. Reimbursed 
expenses shall be retained by the employee. When an employee is excused from jury 
duty during his or her regular working hours, he or she is expected to return to work if 
practicable. 

6.08 Voting Leave 

An employee who is eligible to vote and desires to vote in any election, as defined by 
Minnesota Statutes section 204C.04, as amended, shall be granted paid leave for the 
time necessary for the employee to appear at the employee’s polling place, cast a 
ballot, and return to work on the day of that election or during the period allowed for 
voting in person before election day. Brainerd HRA encourages employees to exercise 
their voting privileges in local, state, and national elections. An employee is expected to 
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give reasonable notice to his/her supervisor of the need for time off ir to vote in an 
election. 

6.09 Other Leave 

Brainerd HRA may grant other leaves of absence at the sole discretion of the Executive 
Director. Employees may request a leave of absence for any personal reason. The 
employee should make the request in writing, with reasonable advance notice. 
Employees will be required to use applicable accrued time concurrently with the leave of 
absence. 

Employees may continue all group insurance during the leave by paying the necessary 
premiums. Employees must mail a check for their portion of the premiums to Brainerd 
HRA by the first of every month. If Brainerd HRA does not receive payment for the 
employee’s share of the medical premiums, the employee could lose insurance 
coverage. 

Employees out on leave for any medical condition may be required to present a doctor’s 
release/fitness for duty certificate prior to returning to work. 

Brainerd HRA will comply with all applicable local, state, and federal laws regarding the 
granting of leaves of absence. 
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HOUSING AND REDEVELOPMENT AUTHORITY IN AND FOR 
THE CITY OF BRAINERD 
RESOLUTION NO. 2026-01 

EMPLOYEE POLICY MANUAL 

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

WHEREAS, the Housing and Redevelopment Authority in and for the City of Brainerd has 
amended Section 5.01 Hours of work, 5.04 Meals and Breaks and Section 6.02 Minnesota Paid 
Leave Benefits portions of the above mentioned policy; and 

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

1. The Employee Policy Manual is hereby amended and approved.

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

Dated: _________________________ ______________________________ 
Chair  

Dated: ___________________________ ______________________________ 
Executive Director - Eric Charpentier 
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To: Brainerd HRA Board Members 
From: Karen Young, Finance Director 
Date: January 21, 2026 
Re: January Financial Report 

Please find attached the financial information for December 2025. 

Urban Companies Payment – Capital Fund Program (CFP) Draw 
The final payment for the North Star project was processed in December to Urban Companies for 
$136,562.50.  A draw was processed out of the 2024 CFP grant in the amount of $117,847.00 
towards this payment and fully expended the 2024 grant.  The total contract amount for this 
project was $950,000 and the project is complete. 

HyTec Construction Payment – Capital Fund Program (CFP) Draw 
The first payment for the North Star office remodel project was processed in December to HyTec 
Construction for $54,174.95.  A draw was processed out of the 2025 CFP grant in January for this 
payment.  The total contract amount for this project is $139,164.44. 

2025 Levy Payment 
In December we received the second half 2025 tax settlement of $74,837.26 as reflected in the 
General Fund financial statements.  Year to date, we received $171,641.64 in levy payments.  The 
2025 tax levy was approved at $173,960. 

We also received a total of $20,198.08 in Tax Increment Financing (TIF) for the Downtown TIF 
District. 

Revenue Recapture 
At the December meeting, the board asked staff to come back with additional information 
regarding the success of the Revenue Recapture process with the State of MN.  This process 
allows Housing Authorities to collect outstanding balances through any state return that the 
tenant is entitled.  The collection window to recover outstanding balances is a six-year statute of 
limitations.   

In looking back at the past six years, we submitted approximately 120 claims totaling $240,000 
from five programs (Public Housing, Housing Choice Voucher, Valley View, Trail Ridge and College 
Drive).  According to the Revenue Recapture system, we have recovered approximately $145,000 
during this time.  The collections recovered over this six-year period would have included 
payments for claims older than six years, but this does provide a glimpse of the success of our 
Revenue Recapture collections. 

Attachment 5
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Integrated Protections Systems Inc. Payment 
The full payment for the Valley View Salto keyless lock system project was processed in December 
to Integrated Protections Systems Inc. for $34,254.12. 

Year-end Financial Statements and Ratios 
The December ratios and financial statements do not fully reflect all yearend entries and 
adjustments.  The final yearend entries and adjustments will be recorded prior to the audit and 
Real Estate Assessment Center (REAC) submission.  Therefore, the financial information is subject 
to change due to necessary year-end adjustments. 

Audit Schedule 
The 2025 audit schedule has been set with CliftonLarsonAllen (CLA).  The Brainerd HRA audit is 
scheduled for the second week of February.  The Crow Wing County HRA audit and Brainerd 
South compilation are scheduled for the fourth week in February.  The Agency unaudited 
financial statements are due to the Real Estate Assessment Center (REAC) by February 28th, and 
the unaudited Brainerd South financial statements are due to REAC by March 31st. 

Action Requested:  Motion for approval of December payments as presented. 
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Brainerd Housing & Redevelopment Authority
2025 Ratios  (and December, 2024)

FASS Ratios Max Pts Scoring Jan Feb Mar Apr May June July Aug Sept Oct Nov Dec 2025

Quick Ratio 12 QR <1 =-0-, QR >2 =12 12.00 12.00 12.00 12.00 12.00 12.00 12.00 12.00 12.00 12.00 12.00 12.00 12.00

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

Net Assets 

Debt Svc Coverage 2 DSC < 1 = 0,  DSC >1.25 =2 2.00 2.00 2.00 2.00 0.00 0.00 0.00 2.00 2.00 2.00 2.00 2.00 2.00

Total Points 25 25.00 25.00 25.00 25.00 23.00 23.00 23.00 25.00 25.00 25.00 25.00 25.00 25.00

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

Tenant Accounts 5 TAR <1.5%=5 , TAR >2.5% =0 5.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 2.00 2.00 2.00 2.00 5.00

Receivable

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

Total Points 25 25.00 20.00 20.00 20.00 20.00 20.00 20.00 20.00 22.00 22.00 22.00 22.00 25.00

Total of Above Ratios 50 50.00 45 45 45 43 43 43 45 47 47 47 47 50

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

Obligation <90% at OED = 0

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

Must have 5 points or

Total Points 10 Capital Fund Troubled 10.0 10.0 10.0 10.0 10.0 10.0 10.0 10.0 10.0 10.0 10.0 10.0 10.0

Dec 2024 
After YE JE, 

B4 audit
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Property/Program December 2024 November 2025 December 2025
General Fund $644,213.12 $866,719.17 $962,753.29
Housing Rehab Program $303,748.21 $252,871.88 $293,721.30
Bridges $64.56 $9,379.83 $12.23
Crow Wing County HRA $2,095,997.98 $1,977,275.78 $2,315,791.75
Public Housing $702,765.34 $829,030.66 $796,283.12
Valley View $361,158.43 $469,942.13 $446,186.85
Brainerd South Housing Group $66,493.57 $113,028.60 $56,880.72
Housing Choice Voucher $21,690.35 $6,381.99 $40,822.31
Total $4,196,131.56 $4,524,630.04 $4,912,451.57

December 2025 Operating Account Balances
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Other General Exp: The transfer of Outlot F to CWC HRA for $77,400.
Contract Costs: Security upgrades to our IT system.
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December 2025 YTD General Fund Expense/Annual Budget Comparison
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Administrative Salaries: End of year accural of paid time off.

0% 20% 40% 60% 80% 100% 120%

Month Proration

Administrative Salaries

Legal

Staff Training

Travel

Other Admin

Contract Costs

Insurance

Employee Benefits

December 2025 YTD Housing Rehab Expense/Annual Budget Comparison
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Training: HCV and NAHRO training.
Legal: Costs related to HR issues and participant claims.

Collection Losses: Write off defaulted repayment agreements.
Other General Exp:  Port Out Admin Fees.

Contract Costs: Security upgrades to our IT system.

0% 50% 100% 150% 200% 250%

Month Proration

Administrative Salaries

Legal

Staff Training

Travel

Auditing Fees

Other Admin

Contracts

Insurance

Employee Benefits

Collection Losses

Other General Expense

HAP Payments

Home Ownership

FSS Escrow

HAP - Portable

December 2025 YTD Housing Choice Voucher Expense/Annual Budget Comparison
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December 2025 YTD Bridges Expense/Annual Budget Comparison
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Contract Costs: Security upgrades. Exterminating at North Star. Unit turn painting and flooring.
Training: National procurement, NAHRO, and Housing Manager trainings.

Materials: Unit turnovers.

0% 20% 40% 60% 80% 100% 120% 140%

Month Proration

Administrative Salaries

Legal

Staff Training

Travel

Audit Fees

Other Admin

Tenant Services

Water

Sewer

Electricity

Gas

Maintenance Labor

Materials

Contracts

Payment in Lieu of Tax

Collection Losses

Lease Interest

Insurance

Employee Benefits

Other General Expenses

December 2025 YTD Public Housing Expense/Annual Budget Comparison

Brainerd HRA Board Packet 1.28.2026 Page 71 of 93



Legal: Tenant Evictions
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Brainerd HRA

Operating Statement

Twelve Months Ending 12/31/2025

Program: 210 - General Fund          Project: General Fund

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

Investment Interest 3,395.31 1,250.00 2,145.31 35,634.91 15,000.00 20,634.91 15,000.00 20,634.91

Operating Transfer In 10,250.00 925.42 9,324.58 10,250.00 11,105.00 (855.00) 11,105.00 (855.00)

Other Income 603.63 1,104.17 (500.54) 6,336.56 13,250.00 (6,913.44) 13,250.00 (6,913.44)

City Tax Settlements 74,837.26 14,496.67 60,340.59 171,641.64 173,960.00 (2,318.36) 173,960.00 (2,318.36)

Developer Revenue 0.00 0.00 0.00 233,786.21 0.00 233,786.21 0.00 233,786.21

Management Fees 32,980.26 22,395.00 10,585.26 276,832.98 268,740.00 8,092.98 268,740.00 8,092.98

Loan Interest Revenue 7,417.31 679.17 6,738.14 7,417.31 8,150.00 (732.69) 8,150.00 (732.69)

TOTAL INCOME 129,483.77 40,850.43 88,633.34 741,899.61 490,205.00 251,694.61 490,205.00 251,694.61

EXPENSES

ADMINISTRATIVE

Admin Salaries 24,780.91 21,675.00 (3,105.91) 251,036.47 260,100.00 9,063.53 260,100.00 9,063.53

Legal 171.90 416.67 244.77 1,602.16 5,000.00 3,397.84 5,000.00 3,397.84

Staff Training (410.50) 833.33 1,243.83 4,045.41 10,000.00 5,954.59 10,000.00 5,954.59

Travel 78.50 41.67 (36.83) 330.33 500.00 169.67 500.00 169.67

Auditing Fees 0.00 833.33 833.33 8,787.50 10,000.00 1,212.50 10,000.00 1,212.50

Other Admin 737.51 908.33 170.82 9,575.76 10,900.00 1,324.24 10,900.00 1,324.24

TOTAL ADMINISTRATIVE 25,358.32 24,708.33 (649.99) 275,377.63 296,500.00 21,122.37 296,500.00 21,122.37

MAINTENANCE

Labor (1,128.43) 1,950.00 3,078.43 19,663.03 23,400.00 3,736.97 23,400.00 3,736.97

Contracts 1,558.33 1,493.33 (65.00) 21,199.97 17,920.00 (3,279.97) 17,920.00 (3,279.97)

TOTAL MAINTENANCE 429.90 3,443.33 3,013.43 40,863.00 41,320.00 457.00 41,320.00 457.00

OTHER

TIF Expense 0.00 10.83 10.83 33.20 130.00 96.80 130.00 96.80

Other General Exp 77,400.00 3,152.17 (74,247.83) 77,658.30 37,826.00 (39,832.30) 37,826.00 (39,832.30)

Depreciation Expense 1,602.51 0.00 (1,602.51) 1,602.51 0.00 (1,602.51) 0.00 (1,602.51)

Insurance 658.38 968.33 309.95 7,324.71 11,620.00 4,295.29 11,620.00 4,295.29

Employee Benefits 9,027.85 9,389.17 361.32 108,423.87 112,670.00 4,246.13 112,670.00 4,246.13

TOTAL OTHER 88,688.74 13,520.50 (75,168.24) 195,042.59 162,246.00 (32,796.59) 162,246.00 (32,796.59)

TOTAL EXPENSES 114,476.96 41,672.16 (72,804.80) 511,283.22 500,066.00 (11,217.22) 500,066.00 (11,217.22)

SURPLUS 15,006.81 (821.73) 15,828.54 230,616.39 (9,861.00) 240,477.39 (9,861.00) 240,477.39
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Brainerd HRA

Operating Statement

Twelve Months Ending 12/31/2025

Program: 660 - Rehab          Project: Consolidated

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

Other Income - Misc 0.00 41.67 (41.67) 436.12 500.00 (63.88) 500.00 (63.88)

Other Inc - Mgnt Fees 10,000.00 10,000.00 0.00 120,000.00 120,000.00 0.00 120,000.00 0.00

Other Inc - MHFA 40,077.40 27,566.67 12,510.73 178,219.55 330,800.00 (152,580.45) 330,800.00 (152,580.45)

SC Grant Admin 1,052.75 1,895.83 (843.08) 20,253.75 22,750.00 (2,496.25) 22,750.00 (2,496.25)

TOTAL INCOME 51,130.15 39,504.17 11,625.98 318,909.42 474,050.00 (155,140.58) 474,050.00 (155,140.58)

EXPENSES

ADMINISTRATIVE

Admin Salaries 22,377.04 8,847.50 (13,529.54) 119,908.40 106,170.00 (13,738.40) 106,170.00 (13,738.40)

Legal 0.00 416.67 416.67 252.00 5,000.00 4,748.00 5,000.00 4,748.00

Staff Training 0.70 416.67 415.97 2,820.94 5,000.00 2,179.06 5,000.00 2,179.06

Travel 37.66 125.00 87.34 517.93 1,500.00 982.07 1,500.00 982.07

Other Admin 17.50 491.67 474.17 2,026.49 5,900.00 3,873.51 5,900.00 3,873.51

TOTAL ADMINISTRATIVE 22,432.90 10,297.51 (12,135.39) 125,525.76 123,570.00 (1,955.76) 123,570.00 (1,955.76)

MAINTENANCE

Contracts Costs 138.00 25,000.00 24,862.00 191,132.31 300,000.00 108,867.69 300,000.00 108,867.69

TOTAL MAINTENANCE 138.00 25,000.00 24,862.00 191,132.31 300,000.00 108,867.69 300,000.00 108,867.69

OTHER

Insurance 0.00 134.17 134.17 590.20 1,610.00 1,019.80 1,610.00 1,019.80

Employee Benefits 2,979.04 3,561.25 582.21 35,534.92 42,735.00 7,200.08 42,735.00 7,200.08

TOTAL OTHER 2,979.04 3,695.42 716.38 36,125.12 44,345.00 8,219.88 44,345.00 8,219.88

TOTAL EXPENSES 25,549.94 38,992.93 13,442.99 352,783.19 467,915.00 115,131.81 467,915.00 115,131.81

SURPLUS 25,580.21 511.24 25,068.97 (33,873.77) 6,135.00 (40,008.77) 6,135.00 (40,008.77)
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Brainerd HRA

Operating Statement

Twelve Months Ending 12/31/2025

Program: 310 - Housing Choice Vouchers          Project: General

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

REVENUE

HUD HAP Received 136,164.00 167,207.50 (31,043.50) 2,079,437.00 2,006,490.00 72,947.00 2,006,490.00 72,947.00

HAP Received - Portable 778.00 0.00 778.00 778.00 0.00 778.00 0.00 778.00

Admin Fees Earned 29,913.17 30,920.00 (1,006.83) 378,865.00 371,040.00 7,825.00 371,040.00 7,825.00

Admin Fees - Portable 63.52 0.00 63.52 63.52 0.00 63.52 0.00 63.52

Investment Interest 19.19 250.00 (230.81) 1,035.08 3,000.00 (1,964.92) 3,000.00 (1,964.92)

Other Income 161.78 2,083.33 (1,921.55) 22,996.47 25,000.00 (2,003.53) 25,000.00 (2,003.53)

TOTAL REVENUE 167,099.66 200,460.83 (33,361.17) 2,483,175.07 2,405,530.00 77,645.07 2,405,530.00 77,645.07

EXPENSES

ADMINISTRATIVE

Admin Salaries 28,947.84 19,784.17 (9,163.67) 239,897.11 237,410.00 (2,487.11) 237,410.00 (2,487.11)

Legal 871.30 225.00 (646.30) 5,745.60 2,700.00 (3,045.60) 2,700.00 (3,045.60)

Staff Training 1,017.90 416.67 (601.23) 6,656.03 5,000.00 (1,656.03) 5,000.00 (1,656.03)

Travel 197.62 125.00 (72.62) 1,334.54 1,500.00 165.46 1,500.00 165.46

Auditing Fees 0.00 860.83 860.83 10,330.00 10,330.00 0.00 10,330.00 0.00

Other Admin 468.69 650.00 181.31 6,044.97 7,800.00 1,755.03 7,800.00 1,755.03

TOTAL ADMINISTRATIVE 31,503.35 22,061.67 (9,441.68) 270,008.25 264,740.00 (5,268.25) 264,740.00 (5,268.25)

MAINTENANCE

Contracts 4,362.43 2,560.00 (1,802.43) 33,172.19 30,720.00 (2,452.19) 30,720.00 (2,452.19)

TOTAL MAINTENANCE 4,362.43 2,560.00 (1,802.43) 33,172.19 30,720.00 (2,452.19) 30,720.00 (2,452.19)

OTHER EXPENSE

Insurance 722.37 958.75 236.38 7,823.69 11,505.00 3,681.31 11,505.00 3,681.31

Employee Benefits 9,614.50 10,477.09 862.59 120,927.33 125,725.00 4,797.67 125,725.00 4,797.67

Collection Losses 5,580.00 208.33 (5,371.67) 5,580.00 2,500.00 (3,080.00) 2,500.00 (3,080.00)

Other General Exp 155.91 90.00 (65.91) 1,828.11 1,080.00 (748.11) 1,080.00 (748.11)

Depreciation Expense 2,102.22 0.00 (2,102.22) 2,102.22 0.00 (2,102.22) 0.00 (2,102.22)

TOTAL OTHER EXPENSE 18,175.00 11,734.17 (6,440.83) 138,261.35 140,810.00 2,548.65 140,810.00 2,548.65

HAP PAYMENTS

HAP Payments 145,939.00 152,953.33 7,014.33 1,868,095.00 1,835,440.00 (32,655.00) 1,835,440.00 (32,655.00)

HAP - Port In 778.00 0.00 (778.00) 778.00 0.00 (778.00) 0.00 (778.00)

Home Ownership 3,167.00 2,769.58 (397.42) 36,730.00 33,235.00 (3,495.00) 33,235.00 (3,495.00)

FSS Escrow 12,302.00 9,905.42 (2,396.58) 154,583.00 118,865.00 (35,718.00) 118,865.00 (35,718.00)

HAP - Portable 2,977.00 1,579.17 (1,397.83) 26,181.00 18,950.00 (7,231.00) 18,950.00 (7,231.00)

TOTAL HAP PAYMENTS 165,163.00 167,207.50 2,044.50 2,086,367.00 2,006,490.00 (79,877.00) 2,006,490.00 (79,877.00)

TOTAL EXPENSES 219,203.78 203,563.34 (15,640.44) 2,527,808.79 2,442,760.00 (85,048.79) 2,442,760.00 (85,048.79)

SURPLUS (52,104.12) (3,102.51) (49,001.61) (44,633.72) (37,230.00) (7,403.72) (37,230.00) (7,403.72)
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Brainerd HRA

Operating Statement

Twelve Months Ending 12/31/2025

Program: 312 - Bridges          Project: General

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

MHFA HAP Revenue 9,323.00 9,597.50 (274.50) 103,975.00 115,170.00 (11,195.00) 115,170.00 (11,195.00)

MHFA Admin Rev 888.00 962.92 (74.92) 10,291.00 11,555.00 (1,264.00) 11,555.00 (1,264.00)

Operating Trans Out (10,250.00) (925.42) (9,324.58) (10,250.00) (11,105.00) 855.00 (11,105.00) 855.00

Other Income 300.00 0.00 300.00 3,000.00 0.00 3,000.00 0.00 3,000.00

TOTAL INCOME 261.00 9,635.00 (9,374.00) 107,016.00 115,620.00 (8,604.00) 115,620.00 (8,604.00)

EXPENSES

Travel 5.60 33.33 27.73 88.20 400.00 311.80 400.00 311.80

Office Supplies 0.00 4.17 4.17 0.00 50.00 50.00 50.00 50.00

HAP - Sec Dep 0.00 187.50 187.50 1,820.00 2,250.00 430.00 2,250.00 430.00

HAP Payments 9,623.00 9,410.00 (213.00) 105,155.00 112,920.00 7,765.00 112,920.00 7,765.00

TOTAL EXPENSES 9,628.60 9,635.00 6.40 107,063.20 115,620.00 8,556.80 115,620.00 8,556.80

SURPLUS (9,367.60) 0.00 (9,367.60) (47.20) 0.00 (47.20) 0.00 (47.20)
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Brainerd HRA

Operating Statement

Twelve Months Ending 12/31/2025

Program: 400 - Public Housing          Project: General

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

Dwelling Rental 75,190.00 74,939.17 250.83 894,010.00 899,270.00 (5,260.00) 899,270.00 (5,260.00)

Excess Utilities 0.00 325.00 (325.00) 3,672.00 3,900.00 (228.00) 3,900.00 (228.00)

Operating Subsidy 66,392.34 28,040.42 38,351.92 353,031.00 336,485.00 16,546.00 336,485.00 16,546.00

Other Income 12,731.77 2,115.83 10,615.94 32,012.26 25,390.00 6,622.26 25,390.00 6,622.26

Other Inc - Ross Grant 11,696.07 7,155.83 4,540.24 75,607.84 85,870.00 (10,262.16) 85,870.00 (10,262.16)

Other Income Tenant 1,289.89 2,095.83 (805.94) 26,026.24 25,150.00 876.24 25,150.00 876.24

Lease Revenue 8,937.50 8,937.50 0.00 107,250.00 107,250.00 0.00 107,250.00 0.00

Laundry Income 2,104.00 1,985.83 118.17 22,391.00 23,830.00 (1,439.00) 23,830.00 (1,439.00)

Investment Interest 5,402.36 2,083.33 3,319.03 69,823.06 25,000.00 44,823.06 25,000.00 44,823.06

Capital Fund Revenue 117,847.00 5,500.00 112,347.00 263,672.00 66,000.00 197,672.00 66,000.00 197,672.00

TOTAL INCOME 301,590.93 133,178.74 168,412.19 1,847,495.40 1,598,145.00 249,350.40 1,598,145.00 249,350.40

EXPENSES

ADMINISTRATIVE

Admin Salaries 24,948.96 31,029.17 6,080.21 326,497.90 372,350.00 45,852.10 372,350.00 45,852.10

Legal 177.20 741.67 564.47 5,572.61 8,900.00 3,327.39 8,900.00 3,327.39

Staff Training (2,424.28) 1,166.67 3,590.95 15,258.51 14,000.00 (1,258.51) 14,000.00 (1,258.51)

Travel 134.61 41.67 (92.94) 576.09 500.00 (76.09) 500.00 (76.09)

Auditing Fees 0.00 860.83 860.83 8,381.55 10,330.00 1,948.45 10,330.00 1,948.45

Other Admin 1,108.49 1,891.66 783.17 18,685.96 22,700.00 4,014.04 22,700.00 4,014.04

TOTAL ADMINISTRATIVE 23,944.98 35,731.67 11,786.69 374,972.62 428,780.00 53,807.38 428,780.00 53,807.38

TENANT SERVICES

Rec Publication Other 0.00 412.50 412.50 0.00 4,950.00 4,950.00 4,950.00 4,950.00

TOTAL TENANT SERVICES 0.00 412.50 412.50 0.00 4,950.00 4,950.00 4,950.00 4,950.00

UTILITIES

Water 9,401.99 4,063.33 (5,338.66) 54,702.28 48,760.00 (5,942.28) 48,760.00 (5,942.28)

Sewer 12,109.69 5,290.42 (6,819.27) 72,581.10 63,485.00 (9,096.10) 63,485.00 (9,096.10)

Electricity 12,225.73 6,963.33 (5,262.40) 85,700.95 83,560.00 (2,140.95) 83,560.00 (2,140.95)

Gas 6,735.78 4,799.58 (1,936.20) 48,064.77 57,595.00 9,530.23 57,595.00 9,530.23

TOTAL UTILITIES 40,473.19 21,116.66 (19,356.53) 261,049.10 253,400.00 (7,649.10) 253,400.00 (7,649.10)

MAINTENANCE

Labor 30,142.01 19,389.17 (10,752.84) 223,983.45 232,670.00 8,686.55 232,670.00 8,686.55

Materials 5,212.03 2,833.33 (2,378.70) 37,260.18 34,000.00 (3,260.18) 34,000.00 (3,260.18)

Contracts 27,199.79 21,776.66 (5,423.13) 286,923.11 261,320.00 (25,603.11) 261,320.00 (25,603.11)

TOTAL MAINTENANCE 62,553.83 43,999.16 (18,554.67) 548,166.74 527,990.00 (20,176.74) 527,990.00 (20,176.74)

OTHER

PILOT 1,735.84 2,529.17 793.33 32,531.64 30,350.00 (2,181.64) 30,350.00 (2,181.64)

Collection Losses 6,043.61 416.67 (5,626.94) 6,043.61 5,000.00 (1,043.61) 5,000.00 (1,043.61)

Lease Int Exp - Cintas 29.37 17.50 (11.87) 209.93 210.00 0.07 210.00 0.07

Casualty Loss-Non Capitalized 0.00 0.00 0.00 3,472.35 0.00 (3,472.35) 0.00 (3,472.35)

Depreciation Expense 380,701.02 0.00 (380,701.02) 380,701.02 0.00 (380,701.02) 0.00 (380,701.02)

Insurance 11,209.83 10,804.58 (405.25) 133,457.36 129,655.00 (3,802.36) 129,655.00 (3,802.36)

Employee Benefits 15,297.94 20,796.24 5,498.30 217,409.25 249,555.00 32,145.75 249,555.00 32,145.75

Other General Expense 133.95 259.17 125.22 1,607.40 3,110.00 1,502.60 3,110.00 1,502.60

TOTAL OTHER 415,151.56 34,823.33 (380,328.23) 775,432.56 417,880.00 (357,552.56) 417,880.00 (357,552.56)

TOTAL EXPENSES 542,123.56 136,083.32 (406,040.24) 1,959,621.02 1,633,000.00 (326,621.02) 1,633,000.00 (326,621.02)

SURPLUS (240,532.63) (2,904.58) (237,628.05) (112,125.62) (34,855.00) (77,270.62) (34,855.00) (77,270.62)
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Brainerd HRA

Operating Statement

Twelve Months Ending 12/31/2025

Program: 513 - Tax Credit          Project: Valley View

Period Period Period YTD YTD YTD Annual Remaining

Amount Budget Variance Amount Budget Variance Budget Budget

INCOME

Dwelling Rental 18,470.00 16,406.67 2,063.33 213,225.00 196,880.00 16,345.00 196,880.00 16,345.00

Excess Utilities 0.00 20.83 (20.83) 410.68 250.00 160.68 250.00 160.68

Investment Interest 1,428.80 1,000.00 428.80 15,116.42 12,000.00 3,116.42 12,000.00 3,116.42

Other Income 423.78 0.00 423.78 997.63 0.00 997.63 0.00 997.63

Other Income Tenant 350.00 216.67 133.33 11,222.16 2,600.00 8,622.16 2,600.00 8,622.16

Laundry Income 55.00 66.67 (11.67) 566.25 800.00 (233.75) 800.00 (233.75)

TOTAL INCOME 20,727.58 17,710.84 3,016.74 241,538.14 212,530.00 29,008.14 212,530.00 29,008.14

EXPENSES

ADMINISTRATIVE

Legal 0.00 100.00 100.00 3,257.99 1,200.00 (2,057.99) 1,200.00 (2,057.99)

Travel 0.00 4.17 4.17 1.40 50.00 48.60 50.00 48.60

Auditing Fees 0.00 870.83 870.83 9,750.00 10,450.00 700.00 10,450.00 700.00

Management Fees 1,960.00 1,960.00 0.00 23,324.00 23,520.00 196.00 23,520.00 196.00

Other Admin 0.00 170.00 170.00 1,762.64 2,040.00 277.36 2,040.00 277.36

TOTAL ADMINISTRATIVE 1,960.00 3,105.00 1,145.00 38,096.03 37,260.00 (836.03) 37,260.00 (836.03)

UTILITIES

Water 263.98 461.67 197.69 4,376.54 5,540.00 1,163.46 5,540.00 1,163.46

Electricity 542.06 258.33 (283.73) 3,079.77 3,100.00 20.23 3,100.00 20.23

Gas 1,354.23 762.50 (591.73) 9,618.91 9,150.00 (468.91) 9,150.00 (468.91)

TOTAL UTILITIES 2,160.27 1,482.50 (677.77) 17,075.22 17,790.00 714.78 17,790.00 714.78

MAINTENANCE

Materials 1,140.88 833.33 (307.55) 8,878.23 10,000.00 1,121.77 10,000.00 1,121.77

Contracts 2,121.15 4,262.50 2,141.35 29,792.37 51,150.00 21,357.63 51,150.00 21,357.63

TOTAL MAINTENANCE 3,262.03 5,095.83 1,833.80 38,670.60 61,150.00 22,479.40 61,150.00 22,479.40

OTHER

Insurance 1,035.80 1,490.83 455.03 12,172.38 17,890.00 5,717.62 17,890.00 5,717.62

Property Taxes 5,058.00 1,179.17 (3,878.83) 5,058.00 14,150.00 9,092.00 14,150.00 9,092.00

Collection Losses 2,430.73 0.00 (2,430.73) 2,430.73 0.00 (2,430.73) 0.00 (2,430.73)

Interest Expense-Mortgage 4,500.00 0.00 (4,500.00) 4,500.00 0.00 (4,500.00) 0.00 (4,500.00)

Other General Expense 0.00 441.67 441.67 262.00 5,300.00 5,038.00 5,300.00 5,038.00

Depreciation Expense 40,676.61 0.00 (40,676.61) 40,676.61 0.00 (40,676.61) 0.00 (40,676.61)

Amortization Expense 241.43 0.00 (241.43) 241.43 0.00 (241.43) 0.00 (241.43)

TOTAL OTHER 53,942.57 3,111.67 (50,830.90) 65,341.15 37,340.00 (28,001.15) 37,340.00 (28,001.15)

TOTAL EXPENSES 61,324.87 12,795.00 (48,529.87) 159,183.00 153,540.00 (5,643.00) 153,540.00 (5,643.00)

SURPLUS (40,597.29) 4,915.84 (45,513.13) 82,355.14 58,990.00 23,365.14 58,990.00 23,365.14
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Doc. Date Number Payments
12/01/2025 Security Benefit ACH  $     5,057.11 
12/01/2025 Minnesota State Retirement System ACH  $     1,502.62 
12/10/2025 Payroc LLC ACH  $        152.56 
12/10/2025 Payroc LLC ACH  $        233.32 
12/11/2025 Payroll for 12/11/2025 ACH  $   30,321.78 
12/11/2025 Health Savings Accounts ACH  $     2,443.63 
12/11/2025 Security Benefit ACH  $     5,057.11 
12/11/2025 Minnesota State Retirement System ACH  $     1,502.62 
12/11/2025 Harpers Payroll Service ACH  $          90.47 
12/11/2025 Harpers Payroll Service ACH  $   12,000.06 
12/12/2025 Old National Bank Credit Card ACH  $     1,115.04 
12/17/2025 90 Degree Benefits Inc. ACH  $   21,445.00 
12/17/2025 Wex Health ACH  $     2,403.85 
12/23/2025 Harpers Payroll Service ACH  $        111.87 
12/24/2025 Payroll for 12/24/2025 ACH  $   30,733.05 
12/24/2025 Health Savings Accounts ACH  $        703.18 
12/24/2025 Security Benefit ACH  $     5,057.11 
12/24/2025 Minnesota State Retirement System ACH  $     1,502.62 
12/24/2025 Harpers Payroll Service ACH  $   12,218.22 
12/24/2025 Payroll Manual Check ACH  $     1,003.70 
12/31/2025 To Transfer BS Repl Res Escrow ACH  $   10,000.00 
12/01/2025 Angel Zierden 303  $        995.00 
12/01/2025 Colonywood Apartments 304  $        554.00 
12/01/2025 Lorimor, Dianna 305  $        612.00 
12/01/2025 Grand Oaks Court Townhomes 306  $        168.00 
12/01/2025 Grand Oaks Townhomes 307  $        882.00 
12/01/2025 Lake Investments, LLC 308  $     1,788.00 
12/01/2025 Degen, Michael 309  $     2,143.00 
12/01/2025 Real Property Management Deluxe 310  $     1,250.00 
12/01/2025 Sprucewood Townhomes 311  $        913.00 
12/12/2025 Reynolds, Brock 312  $            7.00 
12/12/2025 Burrell, Carrie 313  $            7.00 
12/12/2025 Block, Creo 314  $        203.00 
12/12/2025 Charpentier, Eric 315  $        134.61 
12/12/2025 Olson, Jamie 316  $        215.11 
12/12/2025 Schommer, John 317  $          54.60 
12/12/2025 Demel, Mallory 318  $            6.16 
12/12/2025 Barnett, Ryan 319  $          60.90 
12/31/2025 Reynolds, Brock 329  $            8.82 
12/31/2025 Block, Creo 330  $        151.20 
12/31/2025 Charpentier, Eric 331  $        163.73 
12/31/2025 Olson, Jamie 332  $        181.02 
12/31/2025 Schommer, John 333  $          17.05 

Payment Summary Report
Brainerd Housing and Redevelopment Authority

December 2025

Brainerd HRA Board Packet 1.28.2026 Page 79 of 93



Doc. Date Number Payments

Payment Summary Report
Brainerd Housing and Redevelopment Authority

December 2025

12/31/2025 Demel, Mallory 334  $            9.35 
12/31/2025 Barnett, Ryan 335  $          50.40 
12/02/2025 Voided Check 27769  $               -   
12/11/2025 Amazon Capital Services Inc. 27770  $          51.24 
12/11/2025 Brainerd Hardware 27771  $        326.17 
12/11/2025 Brainerd Public Utilities 27772  $   15,766.10 
12/11/2025 Capital One Commercial (Menards Card) 27773  $     2,597.39 
12/11/2025 Cintas 27774  $        434.29 
12/11/2025 DVS of Brainerd 27775  $          15.00 
12/11/2025 Floor To Ceiling Harpor-Kree, LLC 27776  $   16,243.43 
12/11/2025 Pearl Enterprise 27777  $     2,200.00 
12/11/2025 Granite Pest Control LLC 27778  $     1,692.00 
12/11/2025 Labor Logic LLC 27779  $          55.25 
12/11/2025 Holden Electric Co. Inc. 27780  $     1,328.00 
12/11/2025 Home Depot Credit Services 27781  $     2,596.85 
12/11/2025 Integrity Services Inc 27782  $     2,020.84 
12/11/2025 Kutak Rock LLP 27783  $          47.00 
12/11/2025 Jones, Mike 27784  $          38.50 
12/11/2025 MN Elevator, Inc. Lockbox 446080 27785  $        956.84 
12/11/2025 MRI Software LLC 27786  $          50.00 
12/11/2025 Office Shop 27787  $        434.34 
12/11/2025 Rise and Shine Cleaners LLC 27788  $        980.00 
12/11/2025 Safeguard Security Inc. 27789  $   70,267.00 
12/11/2025 Servicemaster Clean of Brainerd 27790  $   14,682.66 
12/11/2025 Stonehenge Properties LLC 27791  $   23,632.00 
12/11/2025 The Hartford 27792  $        329.85 
12/11/2025 T-Mobile 27793  $        326.77 
12/11/2025 Urban Companies LLC 27794  $ 136,562.50 
12/11/2025 Vsp 27795  $          57.46 
12/11/2025 Waste Partners Inc 27796  $     3,092.89 
12/11/2025 Wex Health 27797  $            9.50 
12/11/2025 Alpenglow Technologies 27798  $     2,040.75 
12/11/2025 Kenneth James Yde 27799  $          49.95 
12/11/2025 Advanced Business Methods 27800  $        195.68 
12/11/2025 Brainerd Public Utilities 27801  $        260.00 
12/11/2025 CenterPoint Energy 27802  $          58.00 
12/11/2025 Pearl Enterprise 27803  $     3,980.00 
12/11/2025 Tenant Refund 27804  $        226.39 
12/11/2025 Tenant Refund 27805  $        931.38 
12/18/2025 Tenant Refund 27806  $        203.56 
12/31/2025 Amazon Capital Services Inc. 27807  $        437.30 
12/31/2025 Atlas Abstract & Title, Inc. 27808  $        200.00 
12/31/2025 Borden Steinbauer Krueger & Knudson, PA 27809  $        102.00 
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Doc. Date Number Payments

Payment Summary Report
Brainerd Housing and Redevelopment Authority

December 2025

12/31/2025 Brainerd Hardware 27810  $          52.15 
12/31/2025 Brainerd Public Utilities 27811  $   16,772.21 
12/31/2025 Capital One Commercial (Menards Card) 27812  $        922.58 
12/31/2025 Cash 27813  $            5.18 
12/31/2025 CenterPoint Energy 27814  $   11,156.57 
12/31/2025 CenturyLink 27815  $          63.80 
12/31/2025 Cintas 27816  $        427.63 
12/31/2025 City of Brainerd 27817  $     2,267.61 
12/31/2025 Climate Makers Acquisition, Inc. 27818  $        363.00 
12/31/2025 Crow Wing County Landfill 27819  $        472.00 
12/31/2025 Crow Wing County Sheriff's Office 27820  $          80.00 
12/31/2025 Ctc-446126 27821  $     1,069.46 
12/31/2025 Culligan 27822  $        132.30 
12/31/2025 Essentia Health 27823  $        103.00 
12/31/2025 Granite Pest Control LLC 27824  $     2,163.50 
12/31/2025 Handyman's, Inc. 27825  $        175.77 
12/31/2025 Holden Electric Co. Inc. 27826  $     1,130.00 
12/31/2025 Home Depot Credit Services 27827  $        185.36 
12/31/2025 Home Depot Supply 27828  $        108.18 
12/31/2025 Hytec Construction 27829  $   54,174.95 
12/31/2025 Integrated Protection Systems Inc. 27830  $   34,254.12 
12/31/2025 Integrity Services Inc 27831  $     1,219.50 
12/31/2025 Kutak Rock LLP 27832  $     1,645.00 
12/31/2025 Life Insurance Company of North America 27833  $          56.36 
12/31/2025 Midwest Machinery Co 27834  $            5.95 
12/31/2025 Jones, Mike 27835  $          72.45 
12/31/2025 Minnesota Cleaning Solutions 27836  $        320.00 
12/31/2025 MRI Software LLC 27837  $          75.00 
12/31/2025 ODP Business Solutions 27838  $          56.36 
12/31/2025 Office Shop 27839  $          96.88 
12/31/2025 Old National Bank Credit Card 27840  $     2,363.77 
12/31/2025 Gorvin Inc 27841  $          31.20 
12/31/2025 Rasinski Total Door Service LLC 27842  $        713.80 
12/31/2025 Rise and Shine Cleaners LLC 27843  $        945.00 
12/31/2025 SCR Northern 27844  $        301.50 
12/31/2025 SS Lawn & Landscaping 27845  $        330.00 
12/31/2025 Strike Painting & Finishing 27846  $     3,600.00 
12/31/2025 SW Development 27847  $     1,250.00 
12/31/2025 The Hartford 27848  $            9.76 
12/31/2025 T-Mobile 27849  $        326.77 
12/31/2025 Viking Electric Supply LLC 27850  $          46.72 
12/31/2025 West Central Flooring 27851  $        968.25 
12/31/2025 Wex Health 27852  $            6.00 
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Doc. Date Number Payments

Payment Summary Report
Brainerd Housing and Redevelopment Authority

December 2025

12/31/2025 Alpenglow Technologies 27853  $     2,070.75 
12/31/2025 City of Brainerd 27854  $        198.00 
12/31/2025 Old National Bank Credit Card 27855  $     3,376.37 
12/31/2025 Tenant Refund 27856  $            9.00 
12/31/2025 City of Brainerd 27857  $          76.00 
12/31/2025 Labor Logic LLC 27858  $          58.50 

Total $607,017.01
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To: Brainerd HRA Board Members 
From: Mallory Demel, Rental Assistance Manager 
Date: January 14, 2026 
Re: Housing Choice Voucher Program Report  

_____________________________________________________________________________________________________________ 

HCV Program 

Through 12/31/2025, our Unit Months Leased (UML) was 96.00% and HAP utilization was 

103.39%.  

● Activity Recap:

□ Vouchers Issued: 6
□ New Move-Ins: 1
□ Annual Recertifications: 24
□ Interim Recertifications: 13
□ Inspections: 19
□ Terminations: 3

Additional Info: We were able to issue 6 new vouchers in December for participant households. As 
of the time this report was written, we had 8 new admissions (lease-ups) for the HCV Program on 
1/1/2026, with several more new admissions potentially pending for 2/1/26.  

Bring It Home (BIH) Program 

● Activity Recap: No activity to report

Additional Info: After December’s board meeting, our Bring It Home contract was signed and sent 
back to Minnesota Housing for final review. We received notice from Minnesota Housing on 
December 31, 2025, that our contract has been fully executed. The next steps of requesting 
appropriate funding and hiring a new staff member will begin in January 2026. 

Bridges Program 

● Activity Recap:

□ Tenants leased up in units: 12
□ Participants Issued Bridges Voucher/Searching for Unit: 0
□ Notified: 0
□ Participants Receiving HCV Voucher: 0
□ Participants Giving Up Bridges Voucher: 0
□ Tenants Residing Counties:

□ Cass County: 0
□ Morrison: 0
□ Aitkin: 1

□ Crow Wing: 11
□ Todd: 0
□ Wadena: 0
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Bridges Program (Continued) 

□ Total Bridges HAP Request: $9,623.00 (Rent & URP)

Additional Info: no additional information to report. 

Family Self-Sufficiency Program (FSS) 

□ Active FSS participants (as of 12/9/2025): 45
□ Tenants going OFF for month: 2
□ Tenants going ON for month: 0
□ Total number of FSS participants escrowing monthly: 31
□ Total amount of escrow: $12,302.00
□ Total combined amount of monthly escrow: $242,810.41

Additional Info: We had one FSS household give up her voucher, and she will receive a 
disbursement in the amount of $6,570.17. We had another FSS household who EOP contract
expired, and they were not successful in completing the required goal of having employment to 
earn their escrowed funds. Their escrow funds were forfeited and that amount was $712.26.   

On December 29th, 2025, HUD announced the first round of FSS FY25 renewal funding for 
existing FSS programs. Brainerd HRA was awarded the amount we requested which was 
$106,422.00 for one full-time FSS coordinator position.  

Action Requested: No action required. 
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Housing Choice Voucher Programs (HCV) 

Voucher Allocation   325 
Move-ins  1 
Move-outs   3 
Vouchers - looking for housing 9 
Vouchers - first day of month 290 
Average Vouchers to date   312 
HAP Payments $145,939 

Reasons For Leaving Program 
Voluntarily Ended Participation 2 
Participation Terminated   0 

Revenue 
Housing Assistance Payment (HAP) $136,164 
HUD Administrative Fee  $22,131 

Port Out Vouchers   3 
St Cloud HRA  $2,300 
Douglas County HRA  $677 

Homeownership   5 
Homeownership HAP $3,167 

FYI Vouchers  0 
FYI Vouchers HAP $0 

Demographics 
Elderly Households   39.65% 
Disabled/Handicapped Households 30.18% 
Families with Children  84 
Average Annual Income  $17,470 (Gross) 
Average HAP   $568 

Waiting List Total 
Crow Wing County Preference 327 
Non-Preference  97 
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To: Brainerd HRA Board Members 
From: Hannah Gangl, Housing Manager 
Date: January 20th, 2026 
Re: Housing Management Report 

Vacancy Report for December 2025 
Please see attachment.  

Valley View Townhomes: 
Occupancy: 100% 
Move Ins: 0 
Move Outs: 1 
Notified: 0 
Screening: 0 
Denied: 1 
Waiting List:     25 

ROSS Program Updates 
• 29 active participants in the ROSS program; 9 newly enrolled and 0 exited participants.
• 48 contacts with enrolled ROSS participants – 6 contacts with non-enrolled residents for
• more limited resource/referral work.
• CSFP Food Boxes: 30 residents; shelf-stable box; elderly tenants only.
• Two events were held in December – Pest Control Prevention, attended by 62 residents, and a

Ticket to Work webinar, attended by 5 residents.

No Action Requested; Discussion Items 
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Brainerd HRA 2025 Vacancy Report

Tax Credit Tax Credit - DW Jones
North 
Star

Scattered 
Sites

Valley 
Trail 

Total PH 
Vac/% Valley View College Drive

# units 162 16 25 203 20 24
Jan 31 1 0 0 1 1 1

Jan % 0.62% 0.00% 0.00% 0.49% 5.00% 4.17%
Feb 28 3 0 1 4 1 1

Feb % 1.85% 0.00% 4.00% 1.97% 5.00% 4.17%
March 31 0 0 1 1 0 0

March % 0.00% 0.00% 4.00% 0.49% 0.00% 0.00%
April 30 0 0 0 0 0 0

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

May % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
June 30 0 0 0 0 0 1

June % 0.00% 0.00% 0.00% 0.00% 0.00% 4.17%
July 31 0 0 0 0 0 2

July % 0.00% 0.00% 0.00% 0.00% 0.00% 8.33%
Aug 31 1 0 0 1 0 2

Aug % 0.62% 0.00% 0.00% 0.49% 0.00% 8.33%
Sept 30 2 0 0 2 0 1

Sept % 1.23% 0.00% 0.00% 0.99% 0.00% 4.17%
Oct 31 1 0 0 1 0 1

Oct % 0.62% 0.00% 0.00% 0.49% 0.00% 4.17%
Nov 30 2 0 0 2 0 1

Nov % 1.23% 0.00% 0.00% 0.99% 0.00% 4.17%
Dec 31 0 0 0 0 0 1

Dec % 0.00% 0.00% 0.00% 0.00% 0.00% 4.17%
Total 10 0 2 12 2 11

% 0.51% 0.00% 0.67% 0.49% 0.83% 3.82%

Public Housing
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Brainerd Housing and Redevelopment Authority 

Monthly Property Performance Report 
December 2025 

 
 
1. Physical Occupancy 

 

Properties Total Units Occupied Units Vacant Units Percent Occupied 

North Star 162 162 0 100% 
Valley Trail 25 25 0 100% 

Scattered Sites 16 16 0 100% 
TOTAL 203 203 0 100% 

 
2. Customer Traffic 

 
Applications Placed on PH Wait List 23 
Applications Denied on PH Wait List 12 

 
3. Waiting List 

 
Unit Size # of Units Total # on Wait List Notified Screening Denied 
NS: 1 BR 160 171 1 0 0 
NS: 2 BR 2 17 0 0 0 

VT/SS: 2 BR 12 72 0 0 0 
VT/SS: 3 BR 24 60 6 0 0 
VT/SS: 4 BR 5 10 0 0 0 

TOTAL 203 330 7 0 0 
 
4. Move-Ins and Move Outs 

 
 This Month Year-to-Date 

Move-Ins 3 29 
Move-Outs 0 27 

 
5. Lists of Vacant Units and Unit Status 

 

Unit Unit Size Anticipated Lease Date Applicant Approved? 
N/A    

6. Recertifications 
 

Interim Recertifications 8 
Annual Recertifications 5 

Completed for this month 13 
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7. Annual Unit Inspections

Total units to be inspected this year 203 
Number inspected for the month 0 
Number completed year-to-date 203 

Total left to be inspected this year 0 
Have all building system inspections 

been completed? Yes 

8. Lease Enforcements

Lease warnings/violations issued 2 
30-day lease terminations 15 

9. Evictions

Resident Reason 
Summons 

Date Judgment Action 
N/A 

10. Rent Collection

This Month 
Rent Charges 75,190 
Other Charges 1,290 

Total New Charges 76,480 
Arrears, tenants in possession 4,813 

11. Accounts Receivable

Current Tenant Accounts Receivable (Rent) 3,824 
Current Rent Charges 75,190 

Current Rent Collections 71,367 
Accounts Receivable Rate 5% 

Collection Rate 95% 

12. Collections - Prior 12 Month Period

Prior Tenants Accounts Receivable (Rent) 8,058 
Prior Rent Charges 823,694 

Collection Rate 99% 
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To: Brainerd HRA Board Members 
From: John Schommer, Rehab & Maintenance Director 
Date: January 21, 2026 
Re: Rehab Programs and Maintenance Report 

Brainerd SCDP Grants 
The signed Request for Release of Funds was sent to DEED by staff on January 6th, 2026 for the 
Washington Street grant making the clearance date January 22nd, 2026. This is the last step needed for 
the City of Brainerd to access the funds. 

Staff has received an application for the last owner-occupied unit to meet the grant goal for that portion 
and has interest for three units of rental rehab which would leave two more units of rental rehab 
available for the current SE Brainerd grant. 

Housing Management Office 
Staff have moved into the renovated space although we are still waiting on some equipment to arrive to 
complete the work.  

Current Projects in Process: 

------------------------------------------------------------------------------------------------------------------------------- 
Action Requested: None, discussion items.  

HTF MHFA-RLP/ELP SCDP Total 
City of Brainerd 2 1/1 0 3 
Crow Wing County 1 1/0 N/A 2 
Cass County N/A 0/0 N/A 0 
Morrison County N/A 1/0 N/A 1 
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To: Brainerd HRA Board Members 
From: Eric Charpentier, Executive Director 
Date: January 22nd, 2026 
Re: Executive Director Report 

Update on 805 Laurel St Project 
The Crow Wing County HRA had approved a loan through the Housing Trust Fund in 2024 in support of 
the proposed redevelopment commonly referred to as 805 Laurel St.  As there has been no substantial 
progress on this project the CWC HRA board has rescinded that loan approval, which the developer was 
aware of prior to the action taken in December.  There is no prohibition on the development group 
requesting funding at such time as they are ready to move forward with their project, but there is also 
no guarantee that there will be available funds in the housing trust fund.  The developer is still 
committed to the site; they are the owners of the site.  I continue to stay in touch with them every 
month or two to see how we can support this housing project.   

Update on Wright Street Extension Project 
Staff continue to work with the developer that is interested in a tax credit project in and around City 
owned land on Wright Street in Brainerd.  In speaking with the developer, they are having their 
architects review their proposed site plan to get an estimated acreage amount needed for the project.  
Once that has been decided we will work with the developer to get a proposal to Kamp Realty who is 
the listing agent for this property on behalf of the EDA to request that a purchase agreement be put 
together for review at the next EDA meeting which is to be held in March.  Staff will work with City staff 
as well as Kamp Realty on this proposed project with the hope that a purchase agreement could be 
recommended for approval by the City Council at a future meeting.   

Other Development Site Opportunities  
As staff work on strategies to help maintain and add housing within the City of Brainerd, we have 
started to look at available land that is for sale that may be suitable for housing development.  Staff 
always look to find ways to leverage our limited resources, especially as we look at acquiring land.  It is 
also prudent to review market rate land sales for acquisition.  To that effect, we want the board to be 
aware that we are looking for land opportunities and if we believe a reasonable parcel is available, we 
will bring a proposal to this board to review.   

No Action Requested; Discussion items 

Attachment 9
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