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The Tenant Application Guide walks you screen by
screen through the online application for tenants.

Included throughout the guide are tips and tricks
for navigating technical issues along with

HOW to Use information on which documents are best to use

thlS Guide for faster application processing and what issues

may require a longer process to verify. Items that

are critically important for your application are

highlighted throughout the guide. '

To apply, go to knoxhousingassistance.org /
P 4

If you are a landlord, please see the Landlord Application Guide, «®

Important Information

After clicking the application link, the first seven questions you will
be asked are part of our program eligibility questionnaire. After
you answer these questions, if your household meets the program
eligibility requirements, you will be required to register for access
to the online applicant portal where you can submit your application
and track its status as we complete the review process.

The first seven questions are NOT the application— just an initial screening tool.




Please answer the following questions to
see if you are eligible for this program.

If you qualify, you you will be asked to
create an account and complete your
application.

You MUST create an account and complete
your application to receive relief under this
|| program.
Click OK to
begin.
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VO S L0
Logout

NDXHOUS2G s istance
Preferred Language *

o : English

Welcome

Eligibility Questionnaire Cantonese

English

Korean

Preferred Language *

/Click here to choose a language for your application Options

English v
The Knox Housing Assistance Program is'a joint City of Knoxville/Knox County initiative funded through the'US ~ Mandarin
Treasury Emergency Rental Assistance Program to aid income-eligible city and county renters adversely affected s "

panis

by the COVID-19 pandemic.

Please click on the link below and answer the eligibility screening questions. If your answers indicate your household is eligible for the program, you will be abl Russian

to set up an account and apply for assistance.
Tagalog / Filipino

For a list of eligibility requirements, please go to https./knoxhousingassistance.org/ and click on the "Am | Eligible” tab.
Vietnamese

Eligible program applicants may apply the benefits to the following:
Kirundi - Available April 1st

1) Unpaid rent and/or utility charges from March 13, 2020 through the current month Swahili

2) Future rent payments for applicants at highest risk of experiencing homelessness

After selecting your preferred language, click
on the begin eligibility questionnaire button and

answer the following seven questions to
determine if your household is eligible to apply.

Already have an account? Log In Here
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P S
KNOXHOUSING fssistanc Logout

Welcome Get Started
Are you a renter or a landlord? * /
. Choose One
() tamarenter

| am a landlord, managing agent or owner

PREVIOUS l

For tips on completing your application, go to https://knoxhousingassistance.org/ and click on the "Application Help” Tab. If you need additional
assistance, please call 211. This project is being supported, in whole or in part, by federal award number 21,023 awarded to Knox County by the U.S.
Department of the Treasury

et Connectud. Get Heip™

KNOXHOUSING f33istan. Logout

Welcome Get Started Residence

Is the property your primary residence (where you receive your mail and live most of the year)?,

How we define

Yes, it is my primary residence “primary

") No,itis not my primary residence residence”

PREVIOUS NEXT

For tips on completing your application, go to https:/{knoxhousingassistance.org/ and click on the "Application Help” Tab. If you need additional
assistance, please call 211, This project is being supported, in whole or in part, by federal award number 21,023 awarded to Knox County by the U.S,
Department of the Treasury.

Got Coneacted. Getp.™
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Logout

Welcome Get Started Residence Property

Is your property located in Knox County, Tennessee? *

4 e This application is for Knox

& County residents only.

If you live in another

Tennessee county, go to
PREVIOUS thda.org for information on

how to apply for assistance.

For tips on completing your ication, go to https://knoxhousir ance.org/ and click on the “Application Help” Tab. If you need additional
assistance, please call 217, This project is being supported, in whole or in part, by federal award number 21.023 awarded to Knox County by the U.S.
Department of the Treasury.

ot Connactaa. Get g™

n )

KNOXHOUSING Hssistance Logout

Welcome Proparty Income

How many people live in your household? @ *

If you click on combined average
monthly income, a “How to

Select either the total household income for 2020 or the household's monthly income. Click the down arrow to

see an example of how to calculate combined monthly income. * Calculate” box will appear.

Combined 2020 annual income of all household members aver the age of 18

Click on the arrow on the right for an
Combined average monthly income of all household members over the age of 18* example of how to calculate the total.

® Combined y income of all over the age of 18+
PREVIOUS ] What is the household's monthly incame at the time of application? *
$
‘ How To Calculate? ~ ‘

*To datermine average monthly income add household income for the praceding two menths and
divide by 2. As an example:

Jane & Bill are a 2 person household. Jane was pald $600 dollars in January and $900 in February. Bil
was paid $300 in January and $500 in February,

For tips on completing your application, go to https://knoxhousing Add Jane's wages S600+5900 ($1,500) and Bill's Wages $300+5500 ($800) together = $2.300 then
assistance, please call 211. This project is being supported, in wh divide by 2=§1,150,
Department of the Treasury. Jane and Bill's average monthly income = $1,150

GatCannacted ot Heto™
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KNOXHOUSING ssiatance. Legout
Welcome Get Started Residence Property Income Type of Assistance

What type of assistance are you seeklng?
Check all that ly. £

SRRy i Eligible households may apply for
= assistance with past due rent and/or past
[ Rent Assistance 0 .

due utility bills.
[ unilities === 8 5 :
— Each tenant will submit a single
application regardless of which type of
assistance they are requesting.
PREVIOUS . .
Check both boxes if you are applying for
assistance in both categories.
For tips on completing your 1, go to hitps://knoxhousingassistance.org/ and click on the “Application Help” Tab. If you need additional

sistance, please call 211. This project is being supported, in whale or in part, by federal award number 21.023 awarded to Knox County by the U.S

artment of the Treasury,

W S’ N
Logout

KNOXHOUSING fssistance

Welcome

Get Started

Residence

Property

Income

Type of Assistance

Has anyone in your household experienced any of the following adverse financial impacts related, directly or indirectly, to the COVID-19 pandemic?

‘7| Unemployed for the 90-day period prior to application date.

is prog is funded by the
Treasury in response to the financial
impact of COVID-19. Only households

["] Qualified for unemployment benefits due directly or indirectly to COVID-19

] i a redution in household income due directly or indirectly to COVID-19 that have been financially impacted by
the pandemic, will be eligible to receive

[] ncurred significant costs due directly or indirectly to COVID-19 funding assistance.

\7| Experienced other financial hardship due directly or indirectly to COVID-19

PREVIOUS

COVID-19 Impact

10
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KNOXHOUSING ff3sistance.

Not Eligible Screen

The answers you provided in the eligibility questionnaire indicate you are not eligible to receive assistance through this program. Eligibility for the program is based on the following criteria:
1. You must be a renter or landiord.
2. The property must be the primary residence of the renter.
3. The property must be located in Knox County, Tennessee.
4. Your household income cannot exceed the program income-eligibility criteria, For mora information on income limits go to https://knoxhousingassistance.org/ and click on the "Am | Eligible” tab.
5. Someone in your household must have experienced a financial hardship due to the COVID-19 pandemic

If you meet all the criteria listed above, complete the eligibility questionnaire again and check to be sure your answering the questions correctly. If you need additional assistance, call 211

come Eligibility Cha

Household Size 80% Area Median Income
" I your household income s at or below the HEerson EAU00
amount listed next to the number of people Rlbcrson $47,300
living in your home, retake the eligibility 3 Person $53,200
questionnaire and check that you answered all 4 Person $59,100
the questions correctly. 5 Person $63,850
6 Person $68,600
7 Person $73,300
8 Person $78,050
11

KNOXHOUSING Assiatince Logout

e o o6 o o o o o

Welcome Get Started Residence Property income Type of Assistance COVID-19 impact Register
First Name * ’ o
If your answers indicate your household
meets the eligibility requirements, you will
8 B be asked to register for an account. This
ast Name - . -
is NOT the application.
Email . |
mail address you provide here. Make
sure to use an email address you check
Confirm Emal* frequently.

Phone Number

k “Sign Up” and an

L_| m nota rabot S 7 email with instructions on
= how to login to the
After submitting you will receive an email from “no-reply@UNGOrk.com” ta canfirm your account application portal will be
sent to the address you
Already have an account? Log In Here entered above.
PREVIOUS

12



Click Here to Start the
Application Process

KNOXROUS NG f sistance

o © o

Welcome Get Started Gwner

Eligible to Apply Screen

o @

Register

<

@

U Are Eligible To Apply For Rent Relief!

CONTINUE TO PRE-EL

tter This Pre-Eligibility Approval You Must
Complete An Application

There Is Another Step To Complete The Application.

Go to your email and use the link provided and the Y p dto lete the li

You ication will not be and reviewed until you do so! L}

PREVIOUS
KNOXHOUSING AssisTance = Logout
B with your
rd wl“
no-reply@una
% " in the
: instructions = =
Account registered successfully. Follow ﬂ}\et‘o eSS YOur From: Ungork <po-reply@undork.com>
emall Date: Sat, Mar 13, 2021, 6:11 AM
ot unt.
ation acco iack
Please check your email for a temporary password to log into your account. app\‘c Su?]ect Youetemp]Urigork asswaid
If you have already set up a password, click below to login. Tois
LOGIN > Welcome to Ungork!
‘Vour temporary Ungork password: kU?/It7u
To access your account, click here
Your temporary password willga
Login
E-mail Address
Once you register, you can go
t?. any login screen"and cI|c|_< on | Your new password
Forgot _Pas_sw_ord to receive P must be at least 8
an email with instructions on characters long and
how to change your password. include - one
uppercase letter, one
Forgot Password lowercase letter, and
one number.

4/20/2021



Logout

Logout

Jane Renter’s Applications

| + START NEW APPLICATION
My Applications . )

© There are no applications to display.

Please click 'Start Application’ to begin a new application.

omcomvecies Cottin.”

15

Get Started

@ HAVE A PROBLEM?

Has anyone Ir

Unemplayed for the 90-day period prior to application date It is very important that you check the correct box

that applies to your household. On another screen,
you will be asked to upload documentation to verify
how COVID has impacted your household.

Qualified for unemployment benefits due directly or indirectly to COVID-19

Experienced a reduction in household income due directly or indirectly to COVID-19

Incurred significant costs due directly or indirectly to COVID-19 If someone in your household has been unemployed
for past 90 days, make sure and check that box.
Experienced other financial hardship due directy or indirectly (o COVID-19 Households that document meeting this criteria, will

be in the prioritized group to receive funding.

NEXT AND SAVE

16
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Households must pick one person to serve as the
primary applicant for the application.

The primary applicant should be one of the people listed on the rental lease.

nce. sexusl essault, or stalking

Primary Applicant
primary
App\'\caﬂl
ation
Inform? et s N
s
S
You must include information in all O tonspamenontsme
boxes marked with ST
Applications that do not include a - S
Social Security number for the
primary applicant will require extra ) S temnioneg
time for processing

4/20/2021



Rent Relief Application

Households must pick one person to serve as the
primary applicant for the application.

The primary applicant should be one of the people listed on the rental lease

I

Primary Applicant Detals.
Jane Renter

Jjanerenter @email e, com

(oas) 3555855

0 DELETE

Important — Click the ?
for more info on

opse B Iy Dousenola

household size

Once you add the number of
T i 745 oA o it e Ao A o el G household members, if more
s e e e o o e than one, additional boxes
s i e oon will appear below where you
’ B 5 will add the name and
birthdate of all other
household members.

SAVE AND NEXT

19

Proof of Identity

Rent Relief Application

Bacument Type *

United States Employment Authorizstion Card
United States Certificate of Naturalization (good for 10 years after date of issue)

Leamer Permit with photograph {from the United States of America or any of its termtories)

Non-Driver's (dentification Card with photograph (from the United States or any of its temritories)

Applicant Identity Verification

Current Driver License with photograph (from the United States or any of its temitories)
nt Iraud, we need to veri
pload one of the

entity of the primary applicant. Pleas
fication documents listed and answer three ide

on the Verify bution
alidation

Passport

Proof of [dentity

United States Permanent Resident Card

Document Type *
Ida not have a valid 1D (chooging thia option will significagtly dafoy the procesaing of your epplication)|

If you do not have a valid ID, you may still be eligible for assistance; ho
your application.

t will take longe

Frontof 0+

6 g drop

Household Member Details
See info on the next page, if
applying without a valid ID.

Full Name

Backof i

Jane Renter

( & VERIFY ] There is a 10 mb limit
for all documents. If

your documents won’t

save, the file size may

be too large.

20
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A\ternaﬁ?
\dem'\hca“on
Documems

" If the primary applican esﬁ

not have a valid ID, you are
still eligible to apply, but it will
take longer to process your
application.

To apply without a valid ID,
upload a copy of a utility bill,
showing you live at the
address on your application, or
any other documents we can
use to verify you live in the
home and are eligible to apply.

Proof of Identity

Document Type *

{ | do not have a valid ID this option will i delay

Frontof ID *

G Drag & drop your files here, or browse Maximum aflowed

file size (each file): 10MB

Back of ID

o Drag & drop your files here, or browse Maximum afiowed

file size (each file): 10MB

P

If you included your social security
number and a valid ID, this is the
final step in the identification
verification process.

If you could not provide that
information, we will use an
alternate verification method that
will require additional time to
process your application.

Please answer some personal
questions to confirm your identity:

In which of the following counties have you ever lived or owned property?
Cloud, Kansas
Craig, Oklahoma
Dickinson, Kansas
) Linn.Kansas
Marshall, Kansas

(@ Ihave never lived in any of these counties

Which of the following vehicles have you ever owned or leased?
() 2000 Ford Contour
) 2002 Volkswagen Euovan
(") 2003 Oldsmabile Bravada
(@) 2005 Buick Terraza
2007 Mercedes-benz Clk Class

| have never been associated with any of these vehicles

Which of the following people have you known?
() DustinHeina
Elke Escher
) Emma Ziegler
(@) Trudy Bien
) Zelda Silber

I do not know ANY of the people listed

22

4/20/2021
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- Relief Application

Income Verification

Proof of income is required to process your application. Please click on the Add Document
button and upload documentation verifying your household income.

To proceed to the next step, you must take the following actions:
« Add Document
= AddIncome

= Add Signature

Test Tenant I B ADD DOCUMENTS l l 5 ADO INCOME I I F. ADDSIGN I

23

Definitions for Types of Documents

2020 1040 as filed with IRS Upload a copy of 2020 Tax Return for fastest application processing.

2020 W-2s for all household members over you haven't filed your taxes yet, you can upload copies o
age 18 a
received by all members of your household who are over the age of 18.

Individuals unemployed for the past 90 days
receive priority funding. To receive

fritzation, upload proof of current
tsanenslnsempl kil N Upload proof of unemployment here. You must include documentation here
documentation (unemployment award letter, SO we can prioritize your appllcatlon.

information from employer, bank statements
reflecting loss of salary)

Pay stubs for the previous 2 months for all If'you do not have your 2020 tax return or W-2s, you much upload proof of
income for the previous 60 days.

household members over age 18

Determination letter from a local, state, or

federal government assistance program | y have documentation from a loca 5 sae, or federal program sowmg
verifying applicant qualifies as low-income you qualify as low to moderate income, upload it here as proof of income.

(for an example, go to
knoxhousingassistance.org and click on
Examples tab)

D i proving & reduction in You MUST upload proof of COVID impact here if you did not upload
income, significant costs incurred, or a unemployment documents above. If you are applying based on reduction in
inancial TrcEhjp income, significant costs, or financial hardship, upload proof here.

24

4/20/2021
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2020 1040 as filed with IRS

2020 W-2s for all household members over
age 18

Individuals unemployed for the past 90 days
receive priority funding. To receive
prioritization, upload proof of current
unemployment status along with income
documentation (unemployment award letter,
information from employer, bank statements
reflecting loss of salary)

Pay stubs for the previous 2 months for all
household members over age 18

Determination letter from a local, state, or
federal government assistance program
verifying applicant qualifies as low-income
(for an example, go to
knoxhousingassistance.org and click en
Examples tab)

Documentation proving a reduction in
income, significant costs incurred, or a
financial hardship

Step 1 — Click on Add next to the
document type you're uploading.

Step 2 - Add your file,

Upload Documents and click “Save”

Document type: 2020 1040 as filed with IRS

| e

6 rop fhes 0. rmach. o ioed ~ 10

Incame Verification Step 3 — Add additional documents. Click on the
o “Documents Added” button and add income
documents for other household members, if

needed AND documentation proving

unemployment or other COVID impact boxes
s e e you checked in the earlier step of the
application.

BT e
e
el

. A i - =)

25

TestTenant

Income 20201040 a3 fled with IRS

Income 20201040 2 fleg with 1S

Documersation proving

costs incurred, or a financial
nardahip

indrviduals unamplioyed for e
past 00 days recenve prionty
#anding. To receive
priotitization, upload proot of

curvent unemployment status
fncome oy

ratacting loss of sslary)

1ed0cTion in incoma, signicant

Test Tenant

TestTenant

TestTenant

TestTenant

/—'

| ~ DOCUMENTSADDED | [ 3 ADD INCOME I l w ADDSIGN ]

When you finish uploading your
documents, you should have at
least 2 documents showing on
this screen - 1 income document

and 1 COVID impact document.
You can upload as many
documents as needed, but we
must have both an income
document and a COVID impact
document to process your
application.

26
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Rent Relief Application

Income Verification

Proof of income is required to process your application. Please click on the Add Document
button and upload documentation verifying your household income.

After you add your documents,
click on “Add Income”

Test Tenant I

@ ADD DOCUMENTS l [

B ADD INCOME I | k.  ADDSIGN I

27
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Household Income

Test Tenant

r IRS Form 1040 or 1040-SR? *

ONU

If you uploaded your 2020 tax
return, click “Yes” and enter your
adjusted gross income from Line

11 of your IRS Form.

Household Income

Test Tenant

Do you have your IRS Form 1040 or 1040-SR? *

@- Yes

From your IRS Form 1040 or 1040-SR for 2020, enter your annual adjusted gross
income according to line 11 *

s L)

QM your IRS Form 1040 or 1040-SR for 2020 enter your annual adjusted gross income

200 1o fine 11 is required

28
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Do you have your IRS Form 1040 or 1040-SR? *

Q
b amount for your household
(minimum of two months).

If you DID NOT upload your
2020 tax return, click “NO” and
Household Income click on “Monthly Income” or
“Annual Income”.

Test Tenant

In the “Total Household
Income” box, input the average

Then click on the number of
months included in your total
in the “How Many Months of

Income are Included in the
Total Income Listed Above”

box.
How To Calculate?

*To determine average monthly income add household income for the preceding two months and
divide by 2. As an example:

Jane & Bill are a 2 person household. Jane was paid $600 dollars in January and $900 in February. Bill
was paid $300 in January and $500 in February.

Add Jane's wages $600+$900 ($1,500) and Bill's Wages $300+$500 ($800) together = $2,300 then
divide by 2=§1,150.
Jane and Bill's average monthly income = $1,150

Household Income

Test Tenant v

Do you have your IRS Form 1040 or 1040-5R7 *
QO ves
@ ne

Select mppsd Qg o annual income in 2020 to enter amount *

@ Monthly income

(\} Annual income

holkd monthly

Enter your total house

box below. For old:

ousing Assistance
applicants. Fot a co
ase go to hips//knaxhousingassista

& 35
and click on the "Am |

Tetal Household income *

$

Hew many months of income are included in the total income listed sbove? *

29

Rent Relief Application

/—"“_"'""_""_'""‘
You can sign using either
your mouse or touchscreen

Proof of income is required to process your application. Please click on the Add Doc KO LIS ITN-E T RAY LRI E Ty [-)
button and upload documentation verifying your household income. in the box below the

Income Verification

signature line.

After you sign, check the
box and click submit.

To proceed to the next step, you must take the following actions:
* Add Document
* Add Income
* AddSignature

Tast Tenant

Signature

orType your Signature beiow

included is correst

income 2020 1040 a3 filed with IRS Test Tenant Downioad

30

4/20/2021
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Rent Relief Application

What type of assistance are you seeking?

It you donot have 2 lease with your landlord, you may stil be aligible

If you are requesting
assistance for both rent and
ies, click on both boxes, or

click only the box that applies.

Click on the Add Month and Amount box below to input the amount of assistance you are requesting. If you are applying for assistance with your past due rent,
you must upload a copy of your lease, a notice of past due rent showing the total amount you owe, and if you are being evicted, a copy of the eviction notice.

o receive assistance; however, there will be a significant delay in processing your application, If you do not have a lease, upload as
oents (letter from your landlord stating the amount you pay each month, coples of cancelied checks, money orders or bank

e costs will be included below under “Rent. If you pay a utility company directly (KUB. LCUB, Hallsdale Powell, Comeast. etc),

——

Click on “Add Month and Amount”.

If you are applying for both, you will
need to add information separately for

M e M ooy
Reﬂt ADD MONTH AND AMOUNT I l UPLOAD RENT DOCUMENT |
Utilities ADD MONTH AND AMOUNT l l UPLOAD UTILITY DOCUMENT |

each.

31

Adding

past bue

Add each month where you have a past due

Rent . : .
balance starting with the earliest month.

Amounts

Rent ADD MONTH AND AMOUNT I
L ount due for this per ogr; Rent Owed
February 2021 §700.00 No Assistance $700.00 EDIT RENT DELETE

[ T T N T P I APy
January 2021 $700.00 No Assistance $700.00 If your household receives any

rental assistance, check the

December 2020 $700.00 No Assistance $600.00 approp”ate box
Novemnber 2020 $700.00 Mo Assistance $500.00

EDIT RENT

[emer)

Add late fee for this mol

Add Rent and Amount

Select Month *

Contracted Monthly Rent * A —
5 Enter the amount of your
regular monthly rent payment.

Assistance Award Programs for Month Seled

[ Housing Choice Vouctier

[ Public Housing
“Ifyou made a partial
payment for the month
listed, add that amount
here

[ eroject Based Remal Assistance.
[ othes Assistance

[ worssistance
Rent Already Paid for Monn Selected *
s

Total Lute Fees for Moath Seiectad *

5

Amount Owad for Month Selected @

32

4/20/2021
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Once you have added the past due rent amount
information, click on “Upload Rent Documents”

Rent

pocuments
Upload

A copy of your current lease and past due rent notice
are required to process your application. If you do not
have a lease with your landlord, see the information
below.

ADD MONTH AND AMOUNT

Date. Amount due for this period Award Program Rent Owed

Fsbruary 2021 $700.00 Mo Assistance $700.00
x

January 2021 §700.00 No Assistance $700.00 DELETE UplOEd DOCUmentS
December 2020 $700.00 No Assistance $600.00 el Detumest TS

() Motice of Past Due Rent
November 2020 $700.00 No Assistance §500.00 L daEese ke

() Cusrent Lease

") Altemate Documentation
File Type File Name

6 Do fies 10 attach, o4 beawse Fies camot ssceod 10MB

Current Lease Lease Jane Renter.png DELETE
Notice of Past Due Rent Late Notice Jane Renter.png

If you do not have a lease with your landlord, we may still be able to qualify you for assistance. Under alternate documentation upload either:

« If the utilities for the property are in your name, upload a copy of your utility bill(s).
* Asigned letter from the landlord stating you are a tenant and the amount you pay in rent. We will verify the landlord owns the property.

33

Adding Add utilities and amount

past Due
uUtility

payments

Y

Add each month
and type of utility
provider separately. . |

Upload fatest utllity bill shoUtility Type *

Electric
Utity Type * |
Electric eter
Utilities { UPLOAD UTILITY DOCUMENT ] o
Utility Provider *
Knowvile Utity Boarnd | 5°°
‘Account Number *
Propane
February 2021 §400.00 Electric  Knoxville Utilies Board 2222222 7500 [gowuniry | [oecere | nnm 7
| Internet Service
Enter Billed Amount * T —

Add the total past
due amount.

February 2021  $45.00 Trash  Waste Management RRARRAER] $45.00
January 2021 §45.00 Trash  Waste Connection RRARRRRRSH $45.00 EDIT UTILITY -

5

Add any amount

you have already
Utility Amount Owed * paid.

This amount calculates

. s 200
automatically

34
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Adding We cannot pay past
due utility bills unless

you upload a copy of

utility
ments
Docu your bill showing the
mount past due

Utilities ADD MONTH AND AMOUNT [ UPLOAD UTILITY DOCUMENT

Months Amount due for this period  Type  Provider Account Number  Utility Owed Upload Documents
February 2021  $45.00 Trash  Waste Connection mnn §45.00 ‘ EDIT UTILITY ‘ | DELETE ] Seleet Document Type
i Past Do Uiy Nolle or Statement
February 2021 $400.00 Electric  Knowville Utilities Board 2222222 §275.00 ‘ eoIT umm," iDELETE |
= Utility Type *
January 2021 $45.00 Trash  Waste Connection munm 54500 ‘ EOIT UTILITY ‘ [ DELETE ]
File Type File N;
* zi Electric
——
Past Due Utility Notice or Statement Waste Connection Bills Jane Renter.png ‘ DELETE I Water
— Sewer
Past Due Utility Notice or Statement KUB Bill Jane Renter png | oereTe |
Gas
Trash
After you have uploaded all
: P
the required rent and/or “apane
utility documents, click Internet Service

“Save and Next”

PREVIOUS

’

35

Rent Relief Application

Landlord Details

As part of the application process, your landlord will be contacted ta verify the information provided as part of your application is complete and accurate

For faster application processing, make sure you include
an email address for your landlord. After you submit your
application, we will send them an email letting them
know you applied.

If you don’t have an email address for your landlord, you
MUST include a phone number where we can contact
them. Your application cannot be processed until we
have made contact with your landlord.

Steet Addressz

36
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Rent Relief Application

““Check the box or boxes that are true
for your household.

a R

Submitting e i
Your o T =
App\icat‘on i o
———————————————————————— - e SEm B
Review the information shown at the top of e
the screen, and make sure it is correct and S Ty, e —
complete. =
If you see anything that is incorrect, click the e e e e
“Previous” button at the bottom of the page, - R — oo
and make any corrections where needed. R o d—— v
ore Jeurhousancld -
oyment Famestthat | auilifed for unemployment 13, 1hat payment fer the specific
! I attestihat | 4 iy Iy, ta the COVID-19 outbeaak, that payment for the specific months of P —
O s e i o -
[] Lattest that |, i L RTNTNL S e
0 i e e i .
D i i heckbox, | atiest that | i Ay o indirectly, N ey o T

Only household financially impacted
by the COVID-19 pandemic are
eligible to receive assistance.
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Rent Relief Application

—
Sign your application — use
either your computer mouse
or touchscreen OR just type
your name in the box below.

e e e

= - ——,
T IS
e Fr=
E— PR -
ot Tyne your Sipnuture besaw -
samepum

s

L T T e

e IS
/ Check the black box

attesting that the

information in your
application is correct and
complete.

Click “Submit Application”.
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A

Have you confirmed all of your information
is correct?

Once you submit your application, you will not be able to
make any further changes

Final Step '

YES, SUBMIT

NO, GO BACK TO APPLICATION

©

Application Submitted

Your ication has been ly

You can check the status of your application here.

A confirmation email, with infarmation on next steps and timeline for payment, has been sent to the
email address you provided in your application. Thank you for applying to the Knox Housing
Assistance Program!

After your application is submitted,
you will receive an email from
Knox Housing Assistance with

more information.

Please continue to check your
email often. If we have questions,
or need additional documentation

to process your application, a case
manager will contact you.
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Jane Renter's - Applications
My Applications

All My Cases

Case No. Status Date Submitted Name

900059 03/13/2021 Jane Renter

You can check the status of your
application, at any time, by going to
knoxhousingassistance.org and
clicking on Log In Here. See the next
page for Status Definitions.

+ START NEW APPLICATION

Address Assistance Requested

605 BERNARD AVE KNOXVILLE TN Utilities | Rent
37921-6206
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Ready for
Case
Manager
Review

In Case
Manager
Review

Needs
More Info

Ready for
Supervisor
Review

In Final

Review

An application has been received by either the tenant or
landlord, and we are waiting for the other to apply.

Both the tenant and landlord have applied and been
matched in the system. The case is ready for review by a
Case Manager.

A Case Manager has been assigned and is reviewing the
documentation provided by the tenant and landlord to
determine eligibility for payment.

Your Case Manager has requested additional information
from the tenant or landlord. You should log in to your
account to upload the requested documents. Make sure to
check the “Update Case Status” box when you upload the
document to alert your Case Manager that you have
completed the request.

Your Case Manager is reviewing the additional documents
needed to process your application.

The Case Manager has completed their review and has
submitted their recommendation for approval or denial for
review.

A Supervisor is reviewing the Case Manager’s
recommendation and will determine if payment can be
made to the landlord or utility provider.



Grant
Signature
Requested

The supervisor has approved payment. The tenant must
log back into their account and sign the Grant Agreement
showing the total amount to be paid.

The tenant has signed the Grant Agreement and the
payment is now being processed. Payments are processed
on a weekly basis, so landlords and utility providers should
receive payment within 10 days of this status change.

Applicant was not eligible for the program. Log into your
account for additional information.

Case was closed. Log into your account for additional
information.
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