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S ection 1: Introduction 

P urpos e of this  ma nua l

The LTO Fina ncia l Tra ining ma nua l conta ins  a ll essentia l informa tion for LTO B oa rd 
members  to meet complia nce sta nda rds  set by the B oston H ousing A uthority in use of 
a ll public funds  provided to recognized tena nt orga niza tions . This  ma nua l includes  a  
description of the requirements , regula tions , policies , a nd processes  necessa ry to 
a ccess  a nd utilize tena nt pa rticipa tion funds  a nd la undry funds . 

This  ma nua l should be used in conjunction w ith the follow ing policies  a nd documents  
a nd in a ccorda nce w ith a ll federa l a nd sta te regula tions :

• B H A ’s  R es ident P a rticipa tion P olicy, 
• the LTO’s  B yla w s , 
• Memora ndum of A greement requirements

Loca l Tena nt Orga niza tions  a nd other users  of this  ma nua l should rea ch out to the 
B H A ’s  R es ident Ca pa city P rogra m for a dditiona l support a nd technica l a ss is ta nce, a s  
necessa ry. 

The R es ident Ca pa city P rogra m provides  technica l support a nd tra ining to build the 
ca pa city of res ident orga niza tions  in a ll B H A  P ublic hous ing properties  a nd mixed 
fina nce properties . 

The R es ident E mpow erment Coa lition (R E C), opera ting w ithin the Center for 
Community Enga gement a nd Civil R ights  (CCECR ), is  des igned to strengthen res ident 
enga gement through educa ting a nd mobiliz ing res idents  to support orga nizing. The 
ma in goa l of the R EC is  to enga ge res idents  in B oston H ousing A uthority progra ms, 
policyma king, a nd community development opportunities . Ultima tely, this  enga gement 
w ill guide res idents  to ma ke better informed life decis ions . 
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S ection 1: Importa nt Definitions

EO H LC: Executive Office of H ousing a nd Liva ble Communities , formerly the 
Depa rtment of H ousing a nd Community Development (DH CD)

H UD: U.S . Depa rtment of H ousing a nd Urba n Development

LT O : Loca l T ena nt Orga niza tion, a lso know  a s  R es ident/T ena nt T a sk Force

B H A : B oston H ousing A uthority

LT O  B oa rd: T he B oa rd of Directors  of the LT O

P ublic H ousing: H ousing units  receiving opera tiona l subs idies  a nd subject to 
federa l a nd/or S ta te public hous ing regula tions

B H A  Instrumenta lity: A n independent lega l entity a ffilia ted w ith the B H A

Mixed Fina nce Development: A  former B H A  development tha t ha s  been 
redeveloped a nd is  publicly subs idized in w hole or in pa rt. A  Mixed Fina nce 
development ma y be ow ned by a  B H A  instrumenta lity or by a nother ow ner entity 
not rela ted to the B H A . 

Federa l Development: A  Development receiving federa l opera ting subs idies . 

Lea sed H ousing: T he B H A  depa rtment tha t a dministers  tena nt a nd project-
ba sed vouchers . 

Q uorum: T he minimum number of LT O B oa rd members  required to be present a t 
a  LT O B oa rd meeting in order to ma ke decis ions

R es ident Empow erment Coa lition (R EC)- des igned to strengthen res ident 
enga gement through educa ting a nd mobiliz ing res idents  to support orga nizing.
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S ection 1: Importa nt Definitions

T ena nt P a rticipa tion Funds  (T P F): Federa l a nd S ta te funds  a dministered 
pursua nt to the federa l a nd S ta te regula tions  a nd B H A  policy. 

S ta te Development: A  Development receiving sta te opera ting subs idies . 

R es ident P a rticipa tion P olicy (R P P ): T he B H A  policy tha t defines  the rights  a nd 
responsibilities  rega rding pa rticipa tion of B H A  res idents  a nd their LT Os  in the 
ma na gement of developments  ow ned a nd opera ted by the B H A  a nd B H A  
instrumenta lities , both federa l a nd S ta te funded, in complia nce w ith a ll la w s .
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H UD issued Notice P IH  2021- 16 to cla rify previous guida nce on the use of tena nt 
pa rticipa tion funds in public housing. T he public housing opera ting fund formula  provides 
ea ch public housing a gency (P H A ) $25 per occupied public housing unit for tena nt 
pa rticipa tion a ctivities .

P revious guida nce w a s through 2013, now  superseded by P IH  2021- 16.

E ligible s elf- s ufficiency a ctivities  include:

•  C oordina tion of support services

•  T ra ining rela ted to child ca re, ea rly childhood development, pa rent involvement, before 

a nd a fter school progra ms, senior progra ms, hea lth, a nd nutrition

•  C hild a buse a nd neglect prevention

•  T utoria l services

•  Youth educa tion a nd sports  progra ms

•  Drug use a nd violence prevention progra ms

•  Fina ncia l litera cy

S ection 2: T ena nt P a rticipa tion Fund 
R egula tions  - H UD
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6.09: LT O a nd R es ident P a rticipa tion
(1) P urpose. P a rticipa tion by residents  of public housing, including representa tion 
on LH A  governing boa rds a nd through effective Loca l T ena nt Orga niza tions 
(LT Os), is  beneficia l to the a dministra tion of public housing. Coopera tive w orking 
rela tionships enha nce housing progra ms a nd benefit both LH A s a nd residents . T he 
purpose of 760 CMR  6.09 is  to encoura ge the forma tion of representa tive 
orga niza tions a nd to provide a ll res idents  the opportunity to be hea rd on a nd 
pa rticipa te in ma tters  a ffecting the interests  of the residents . Ea ch LH A  sha ll 
comply w ith 760 CMR  6.09 a nd a ny a dditiona l w ritten guida nce issued by the 
Depa rtment.

S ection 2: T ena nt P a rticipa tion Fund 
R egula tions  - EOH LC (formerly DH CD)

B elow  is  a n excerpt from the EOH LC R egula tions  760 CMR : DEP A R TMENT OF 
H OUS ING A ND COMMUNITY DEV ELOP MENT, DH CD) R egula tions  for Tena nt 
P a rticipa tion in S ta te Developments  . The full document ca n be found in the a ppendix. 
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions  - Overview  of T P F

Ea ch yea r, typica lly in July, the B oston H ousing A uthority receives  opera ting funds  
from H UD, for res ident pa rticipa tion a ctivities . B H A  then pa sses  those funds  (the tota l 
of up to $25 per unit for federa l developments) to duly- elected a nd recognized loca l 
tena nt orga niza tions . B y Ma rch 1, ea ch LTO must prepa re a nd submit a  proposed 
a nnua l budget a nd budget na rra tive to the B H A , ba sed on their TP F a lloca tion 
a mount, outlining how  they intend to use their funds . The Fisca l Yea r for B H A  a nd 
LTOs is  A pril 1 - Ma rch 31. 
Under the B oston H ousing A uthority R esident P a rticipa tion P olicy only duly- elected a nd 
recognized loca l tena nt orga niza tions ma y qua lify to receive the funds directly. 

E ligibility includes: 

• C onducting a nd ha ving a n officia l elections process a s  described in S ection 8 of the 

R esident P a rticipa tion P olicy. For a  copy, plea se log in into w w w .bos tonhous ing.org

or ca ll 617- 988- 5316 or ema il R EC @ bos tonhous ing.org.

• R eceived officia l w ritten recognition from the B oston H ousing A dministra tor

• S ign a  letter of A rbitra tion

• S ign a  Memora ndum of A greement

• S ubmit a  B udget

• S ubmit monthly reports  for La undry Funds a nd Qua rterly R eports  for T ena nt 

P a rticipa tion Funds

• Use funds for only eligible a ctivities

• C omply w ith a ny fina ncia l request required under the MOA

• C omply w ith ma nda tory fina ncia l tra ining upon completion of a n election process (a ll 

elected members must a ttend)

• C omply w ith ma nda tory fina ncia l tra ining w hen a n LT O fa lls  behind reporting 

timeline (a ll elected members must a ttend)

Fa ilure to comply ca n result in the loss  of recognition a nd/or remova l of funds
T he B oston H ousing A uthority ha s tw o types of properties  federa l a nd sta te. T here a re 
different regula tions a nd guida nce in a lloca ting a nd distributing tena nt pa rticipa tion 
funds. T hese regula tions w ill be discussed in the next cha pters .

B H A  Complia nce & LT O E ligibility
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions  - Federa l A lloca tion 
Ca lcula tion

Federa l C a lcula tions

Ea ch federa l development is  a lloca ted $25.00 per occupied unit once a  yea r only. H UD 
sta tes  the LTO must get 15 dolla rs  out of the $25.00 a nd B H A  ma y keep 10.00 dolla rs  
for tena nt pa rticipa tion a ctivities . S ta rting w ith FY 2025, LTOs  w ill begin receiving 
their  TP F pa yments  qua rterly.

The B H A  review s their portfolio (number of units  tha t ha ve someone living in them) in 
the month of July of ea ch yea r a nd ca lcula tes  the number of units  eligible. 

E xa mple:

Cha rlestow n ha s  1036 Units
Occupied units  in July w a s  1011
1011 x 25.00 = 25,275.00 (how ever this  a mount w ill be prora ted)

P rora tion: Divided ba sed on a nother va lue, usua lly a  unit of time. Common exa mples  of 
things  tha t a re prora ted a re rent or utility bills , w hich a re reduced ba sed on the a mount 
of time you ha ve lived in the house. If you sta rt living in a  res idence mid- month, your 
bills  a re usua lly prora ted to cons ider tha t you only lived there a  percenta ge of the 
regula r billing cycle.

B H A  receives  from H UD a  percenta ge of opera ting funds  on a n a nnua l ba s is .  They 
never received the sa me percenta ge ea ch yea r a nd it is  ra re tha t they receive 100% of 
the cost needed to run the da y- to- da y a ctivities  a t a  public hous ing development. For 
exa mple, the cost needed to opera te a  development is  100%.  H ow ever, H UD ma y 
decide to only give B H A  83% out of the 100%.   B H A  uses  tha t prora tion to ca lcula te 
w ha t w ill be a lloca ted to ea ch federa lly ma na ged development for Tena nt P a rticipa tion 
Funds .
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions  - S ta te A lloca tion 
Ca lcula tion

S ta te C a lcula tions

The Formula  for S ta te Developments  is  different. B H A  receives  s ta te development 
tena nt pa rticipa tion funds  from the Executive Office of H ousing a nd Liva ble 
Communities . S ta rting w ith FY 2025, LTOs  w ill begin receiving their TP F pa yments  
qua rterly.

The 760 CMR  S ection sta tes  6.09: Tena nt P a rticipa tion (C) “LTO Funding by the LH A . 
Upon request the LH A  sha ll fund a ll LTOs  in a  city or tow n a t the a nnua l ra te of $3.00 
per public hous ing unit occupied or a va ila ble for occupa ncy by res idents  represented 
by such LTO(s) or a n a nnua l tota l of $250.00 for a ll such LTO(s), w hichever is  more; 
provided, how ever, tha t the LTO(s) a nd the LH A  ma y a gree to tota l funding not to 
exceed $6.00 per unit so occupied, if the LTO(s) sha ll ha ve convinced the LH A  of a  
need for a dditiona l funds .” Like the federa l s ide, fund a re a lloca ted per occupied units  
a s  w ell.

Exa mple:

Fra nklin Field S ta te ha s  104 Units
100 occupied in July
100 x 6.00=600.00
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions

T he LT O A nnua l Fis ca l Yea r B udget - A pril 1 - Ma rch 31

NOT E : The per unit a mount va ries  from fisca l yea r to fisca l yea r depending on the 
budget provided to B H A  by H UD. For exa mple, for FY 2024, a  prora tion of 98.72% of 
$25 per unit equa ls  $24.68. S ta rting w ith FY 2 0 25, LTOs w ill begin receiving their T P F 
pa yments  qua rterly.
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions

R es ident P a rticipa tion A ctivities  E ligible for Funding

Ea ch duly- elected a nd recognized LTO must comply w ith the a bove criteria . In 
a ddition, they must follow  their byla w s a nd the Memora ndum of A greement (MOA ) 
requirements . The B H A  ha s  developed guida nce on w ha t a ctivities  a re eligible for 
funding. 

NOT E : There a re some specific requirements  in a ssuring tha t LTOs  use their funds  for 
interpreta tion for their meetings  a nd to conduct their ow n elections . 

The Loca l Tena nt Orga niza tion (LTO) a ctivities  for res ident pa rticipa tion a re intended 
to inform, tra in, a cqua int, a dvise a nd orga nize, a nd empow er res idents  of the 
Development concerning issues  a nd/or opera tions  tha t a ffect their rights  a nd 
responsibilities  a s  B H A  res idents , a s  w ell a s  their households  a nd living environment. 

LTO a ctivities  should a lso include informing res idents  of policies  set by the B oston 
H ousing A uthority, the Depa rtment of H ousing a nd Urba n Development (H UD), a nd 
the Executive Office of H ousing a nd Liva ble Communities . 

S ee the next pa ge for a  lis t of a llow a ble LT O a ctivities  eligible for funding. 
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions  - A llow a ble A ctivities

R es ident P a rticipa tion A ctivities  E ligible for Funding

LTO a ctivities  MA Y include a ny of the items lis ted below  (a s  determined by the LTO):

(A ) LT O R esponsibilities  a nd Orga niza tion 
• Lea dership development tra ining (loca l, city- w ide, a nd/or s ta te/regiona l/na tiona l);
• Election, byla w  a nd pa rlia menta ry procedure tra ining, a s  w ell a s  coordina ting a nd 

monitoring of elections , or a doption of cha nges  in byla w s ;
• A ss ista nce w ith, a nd tra ining in, proposa l w riting a nd computer litera cy, a s  

rela ted to ma inta ining or expa nding res ident pa rticipa tion a ctivities ;
• Multi- cultura l a w a reness  a nd a nti- ra cism tra ining; 
• English a s  a  S econd La ngua ge (ES L) cla sses  or cla sses  in other la ngua ges  

commonly spoken a t the development to promote intercha nge a mong res idents ; 
• Interpreta tion a ss is ta nce a t meetings  a nd events ; w ritten tra ns la tion for notices  

a nd flyers . 

(B ) LT O S upport a nd E quipment
• Computers  a nd computer tra ining a nd Internet a ccess
• Office equipment or furniture, such a s  copy ma chines , fa x ma chines , telephones , 

printers , cha irs , desks , ta ble, etc.;
• Tra vel/tra nsporta tion costs  in conjunction w ith res ident pa rticipa tion a ctivities  

a pproved by the LTO B oa rd; 
• S tipends* for w orkshops  a nd other res ident pa rticipa tion tra ining a nd per diem 

expenses ;
• Da yca re a nd a rra ngement for ca re of disa bled/fra il household members  to 

fa cilita te LTO pa rticipa tion in tra ining a nd events ; 
• S pecia l equipment a s  ma y be needed to a ddress  a ccess ibility needs  for LTO 

pa rticipa nts ; 
• Tra nscription a nd copying of LTO, committee a nd community meetings , 

documents , flyers , tra inings , a nd events ; 
• A udio a nd video receivers  a nd  records , ca mera s , overhea d projectors , rela ted 

a udio- visua l equipment a nd tra ining
• V irtua l meeting a ccounts  (Zoom, Google Meet, etc.)
• Ma ilings , including envelopes , pa per a nd posta ge 11



S ection 3: Funding for Loca l T ena nt 
Orga niza tions  - A llow a ble A ctivities

R es ident P a rticipa tion A ctivities  E ligible for Funding

LTO a ctivities  MA Y include a ny of the items lis ted below  (a s  determined by the LTO):

(C) Genera l A ctivities
• LTO, Committee, a nd Community meetings  w ith incidenta l refreshments , used for 

informa tion, tra ining, a nd pla nning on topics  rela ted to tena nts ’ rights , B H A  
policies , H UD regula tions , guidelines  a nd policies , sa fety a nd security, 
revita liza tion a nd moderniza tion, property ma na gement, the P H A  P la n, a nd R A B  
a ctivities  hosted by the LTO;

• Other conferences , semina rs , w orkshops  a nd events , on a ppropria te topics  w ithin 
the H UD’s  res ident pa rticipa tion guidelines ; 

• S urveys  a nd survey stipends  to greet feedba ck from res idents  of the development 
on a ppropria te topics  w ithin H UD’s  res ident pa rticipa tion guidelines ; 

• Consulta nts  (on lega l issues  or a ny of the a bove items) w here a ppropria te w ithin 
the H UD’s  res ident pa rticipa tion guidelines ; 

• Fisca l ma na gement, including tra ining of LTO a nd implementa tion of s teps  to 
obta in non- profit incorpora tion or ta x- exempt sta tus  for the LTO; 

• Fina ncia l a dministra tion or support for the LTO.

(D) Miscella neous/ Other A ctivities , permiss ible under H UD’s  res ident pa rticipa tion 
guidelines  w hich a re chosen by the LTO to support the needs  of the LTO a nd the 
res idents  of the development: 

• Unexpected costs  rela ted to LTO responsibilities , for exa mple ba nk fees ;
• Group rela tionships ; 
• Tena nts  rights  a nd responsibilities ;
• Development ma na gement;
• Community empow erment a nd ca pa city building
• Other a ppropria te topics .
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S ection 3: LT O S tipend Guida nce

B H A  S tipend Guida nce for Inclus ive & Mea ningful LT O P a rticipa tion

R P P  S ection 19 - Funding R es ident P a rticipa tion A ctivities

In a ccorda nce w ith the B H A  R es ident P a rticipa tion P olicy S ection 19 Funding R es ident 
P a rticipa tion A ctivities , if permitted by the LTO’s  B y- la w s , the LTO B oa rd ma y use LTO 
funds  to pa y a  s tipend to LTO B oa rd members  for their volunteer boa rd service, 
including but not limited to a ss igned w ork completed, meetings  a ttended, committee 
pa rticipa tion, a nd other boa rd a ctivities . To a llow  such stipends  to LTO B oa rd members , 
the LTO by ma jority vote sha ll a nnua lly a s  pa rt of the LTO budget process  to a uthorize 
such stipends  in but in no event a llow  for retroa ctive stipends . 19.8 The LTO B oa rd sha ll 
submit a  proposa l to the B H A  to pa y such stipends  to LTO B oa rd members . The B H A  
w ill review  tha t the stipends  pa id is  rea sona ble in rela tion to the tota l a mount of the 
LTO’s  funds  a nd the services  provided. The LTO B oa rd w ill esta blish a  tra cking a nd 
a ccounting process  for the pa yment a nd use of the LTO funds  for s tipends . In a ny event, 
s tipends  ma y not exceed $200 per month. 

19.9 In the event there is  no recognized LTO a t a  Development, the B H A  ma y determine 
how  to fund res ident pa rticipa tion a ctivities  a t the Development, including the forma tion 
of a n LTO. Interested res idents  of the Development ma y submit proposa ls  for the B H A ’s  
review .

Importa nt R equirements
• P er the B H A  R P P  stipends  ma y not exceed $200 per month
• S tipends  should be pa id a fter the w ork ha s  been done (for exa mple, a fter the officer   

ha s  a ttended the monthly meetings). 
• Include A nnua l P roposa l w ith B udget Na rra tive; 
• S ubmit w ork pla n proposa l for initia l s tipend proposa l 
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions

R eques ting Your T ena nt P a rticipa tion Funds

Every three yea rs , the federa l recognized loca l tena nt orga niza tion a re required to s ign 
a  new  copy of the Memora ndum of A greement a nd submit a  yea rly budget on Ma rch 
1st of every yea r. A  sa mple budget is  included in the a ppendix, pa ge 29. S ta rting in 
2023, the B H A  now  requires  LTOs a t S ta te a nd P roject- B a sed V oucher (P B V ) 
developments  to a lso s ign a  Memora ndum of A greement. These MOA s include 
la ngua ge releva nt to their respective subs idy type. Templa tes  of ea ch MOA  ca n be 
found in the a ppendix of this  ma nua l. S ta rting w ith the 2025 Fisca l Yea r, under the 
2023- 2026 MOA  LTOs w ill receive their TP F disbursements  on a  qua rterly ba s is .

S ta te a nd P B V  LTOs a re a lso required to submit a n a nnua l budget a nd budget 
na rra tive. 

A  LTO ma y cha nge their budget ha lfw a y through a  yea r but must submit a  letter for 
a uthoriza tion of the cha nge. V is it pa ge 31 in the a ppendix to view  the letter templa te 
to ma ke budget cha nges . 

T ena nt P a rticipa tion Qua rterly reports  Cycle Due Da tes :

July 15,
Oct 15,
Ja n 15,
A pril 15, 

A ll new  T P F budgets  must be submitted by Ma rch 1st of ea ch yea r

Once you receive your funds  you w ill be expected to fill out monthly a nd/or 
qua rterly reports . 
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions

Guidelines  for Us e of La undry Funds

A ll la undry funds  a re public monies , a nd the spending of la undry funds  must clea rly 
a nd directly benefit the tena nts  (a lso know n a s  the genera l membership) in support of 
the overa ll miss ion to “improve qua lity of life” a t the development. Expenditures  of 
public funds  ma y not benefit the persona l needs  of one or more individua ls  unless  
such expenditure is  specifica lly a uthorized by la w . A ll expenditures  of la undry funds  
must be prudent a nd economica l. 

R esponsibility of Loca l T ena nt Orga niza tions
The Loca l Tena nt Orga niza tion sha ll limit use of public funds  to include recognition 
a nd promotiona l progra ms tha t foster goodw ill w ith the genera l membership a nd local 
communities  a nd a cknow ledge contributions  of va rious  tena nts  res iding a t the 
development they a re representing. The LTO sha ll consult a nd seek a pprova l from the 
genera l membership (a ll tena nts) on how  they intend to use the funds  in the form of a  
s igned petition by no less  tha n 20% of the tena nts  res iding a t the development. The 
LTO w ill provide monthly upda tes  through meetings , notes  a nd posting the La undry 
ba nk sta tements  in a  genera l a rea  a ccess ible to a ll tena nts  for view ing. 

A llow a ble Uses  of La undry Funds : La undry Funds  a re more flexible a nd ca n be used 
for events  a nd progra ms tha t w ill benefit the genera l membership. S ome of these 
a ctivities  include: 

• Enterta inment
• Trips
• Food 
• S ta ff
• Office Equipment

R efer to the next pa ge for prohibited uses  of La undry Funds . 
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions

Guidelines  for Us e of La undry Funds

La undry Funds ca nnot be used for the follow ing a ctivities or purcha ses :

• Ga mbling, w hich includes lottery tickets, Ca s ino ca rds , Ca s ino chips , a nd Ca s ino

coins

• A lcoholic B evera ges , w hich includes beer, w ine, liquor, mixed a nd ha rd liquors

• To host events tha t w ill benefit less tha n 20% of the popula tion tha t res ides in that

development;

• B ribes tha t illicit support or favor in the direction of one or more individua ls a nd

ca n coerce a decis ion to benefit a n individua l or group of people. For exa mple,

pa ying tena nts to vote for a ca ndida te or pa ying tena nts to vote for a pa rticula r

decis ion.

• To pa y for tena nts ' rents

• V a ca tion trips

R emember these importa nt points :

• Expenditures must be for a public purpose

• Expenditures must be a uthorized

• P ublic funds ma y not be expended for persona l use

• Informa tion must be fa irly presented

• V iola tions bring crimina l, civil, a nd a dministra tive sa nctions
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions

S tep 1
La undry 

C ompa ny collects  
funds  a nd 

ca lcula tes  their 
portion 

R eques ting Your La undry Funds  

Once you receive your funds  you w ill be expected to fill out monthly a nd/or qua rterly reports . 

La undry funds  checks  a re received on a  qua rterly ba s is

The process  is  a s  follow s :

S tep 2
La undry C ompa ny 
sends  a mounts  to 

B H A

S tep 3
B H A  Fisca l Dept 

ca lcula tes  the a mounts  
a nd crea tes  a n 

a ccounting sprea dsheet

S tep 4
T he S prea dsheet is  

sent to the R C P  
P rogra m S ta ff to 

dra ft a nd s ign check 
request forms

S tep 5
T he R C P  Director 

a pproves  the check 
requests

S tep 6
T he a pproved check 
requests  a re sent to 

A ccounts  P a ya bles  for 
P rocess ing

S tep 7
C hecks  a re sent 

ba ck to R C P  S ta ff 

S tep 8
C hecks  a re ma iled, 
delivered or picked 

up by LT Os

S tep 9
LT Os complete a nd 

submit their report on 
a  monthly ba s is
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions

LT O Fina ncia l R eports  Overview

There a re specific forms given to recognized loca l tena nt orga niza tions , w hich must be 
filled out a nd be a ccompa nied by ba ckup documenta tion. P er the 2023 - 2026 LTO 
Memora ndum of A greement, there a re a lso new  requirements  for LTO record keeping, 
ba nk a ccounts , a nd reporting tha t w ill be expla ined in this  ma nua l. 

It is  ma nda tory tha t a ll LTOs  submit the follow ing documenta tion w ith their reports :

• B a nk sta tements
• R eceipts , invoices , copies  of issued checks , a nd ca ncelled checks  (if necessa ry) 
• Copies  of petitions  (if a pplica ble)
• S ign - In S heets  for meetings  (if a pplica ble)
• S tipend receipts  or forms (if a pplica ble) 
• Meeting notes
• Meeting or event flyers  (a s  necessa ry)

It is  ma nda tory tha t a ny leftover ca sh on ha nd should be included a s  P etty Ca sh in your 
monthly report section.

The follow ing pa ge includes  a  summa ry of the importa nt cha nges  in the LTO 2023-
2026 Memora ndum of A greement. 

A ll R ecognized Loca l Tena nt Orga niza tions  w ill be required to s ign the 2023 - 2026 
MOA  to comply a nd ma inta in their recognition. 
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S ection 3: LT O S tipend Guida nce

E xa mples  of S tipend P rovis ions  for B oa rd Members

• P rovide stipend of $15- $25 per hour (up to $200/month) for pa rticipa tion in monthly 
meetings  

• P rovide stipends  ra nging from $10 to $25 per month (up to $200/month) to officers  
a nd distribute qua rterly. 

• P rovide stipends  to res idents  w ho volunteer to support the B oa rd in more technica l 
roles  such a s  fina ncia l ma na gement or office ma na gement; up to $50 per month

• R equire B oa rd members  to pa rticipa te in up to 20 hours  a  month in B oa rd a ctivities  
to receive stipend up to $200. P a rticipa tion requirement could include monthly 
boa rd meetings , pa rticipa tion in a t lea st 1 boa rd committee, s ta ffing LTO office a t 
lea st 1- 2 hours  per w eek, a cting a s  a  P eer Lea der to support members  a t a nother 
property, etc. 

A lterna tive to S tipends

R eimburse B oa rd members  for direct expenses  for pa rticipa tion (for exa mple, reimburse 
tra nsporta tion costs  to B H A  required meetings , tra inings , etc. tha t support the miss ion 
of tha t LTO a t other B H A  s ites  or B H A  ma in office) up to $200/month. If this  a lterna tive 
is  chosen, used B oa rd members  should not be given a  s tipend. 
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions

R ecordkeeping, R eporting, & A ccounta bility

The LTO B oa rd w ill ma inta in fina ncia l records  a nd submit a ll required fina ncia l 
reports  or w ill use a  B H A - a pproved fisca l conduit w ho sha ll ma inta in a ll fina ncia l 
a ccounts  a nd records  on beha lf of the LTO. 

The LTO B oa rd w ill a pprove a ll expenditures , ma inta in record keeping of petty ca sh, 
a nd keep copies  of a ll fina ncia l records  a nd tra nsa ctions  in conjunction w ith the 
tena nt pa rticipa tion funds  received under the Memora ndum of A greement. The LTO 
sha ll provide rea sona ble a ccess  for the B H A  rega rding the sa me w hen needed for 
a udit purposes . W here a  fisca l conduit is  used, its  na me, a ddress , a nd na mes of 
responsible individua ls  w ill be provided to the B H A  a s  pa rt of the B H A  a pprova l 
process . 

F isca l A ccounting a nd B ookkeeping

T P F & La undry R eporting R equirements : 

A  complete fina ncia l report should include the follow ing forms: 

• Monthly R eport Form
• B a nk sta tements
• R eceipts , invoices , copies  of issued checks , a nd ca ncelled checks  (if necessa ry) 
• Copies  of petitions  (if a pplica ble)
• S ign - In S heets  for meetings  (if a pplica ble)
• S tipend receipts  or forms (if a pplica ble) 

C ons equences  of N on- C omplia nce:
Under the Memora ndum of A greement, the B oston H ousing A uthority is  a uthorized 
to remove a ll funds from the loca l tena nt orga niza tion if they a re not complying w ith 
the reporting or eligible use requirements .  B efore the designa ted sta ff request 
remova l, they w ork w ith the LT O to bring them to complia nce w hich includes tra ining, 
a ss ista nce putting together the reports , a nd/or identifying other steps tha t could help 
the LT O get into complia nce such a s  finding a n a ccounta nt or fisca l conduit. LT Os 
w ill receive the follow ing letters  w hen they a re not in complia nce (see next tw o 
pa ges).  If a ll a venues a re explored a nd not successful, funding w ill be removed a nd 
rea sons for remova l w ill be documented in w ritten form a nd w ill be reported to the 
B H A  lega l depa rtment. 20



Da te ________________________
P res ident
Trea surer
LTO

Dea r M, a nd M.

W e received your expense report for the month of ___________________ 2023 under the Tena nt 
P a rticipa tion Funds  P rogra m you submitted la st ________________.

A fter a  deta iled a nd ca reful review , w e found the follow ing:

Da te             Check #/Debit Ca rd |  Expense Description  |  A mount |  TP F Exp.? | R eceipt
MM/DD/YY           001                        Food for LTO Mtg           $100              Yes               No
MM/DD/YY           Debit                     No Info                              $50                No              Yes

P lea se submit miss ing documenta tion a nd/or a n expla na tion of the expenses  w ithin the next 10 
bus iness  da ys . Fa ilure to comply w ith this  request ma y impa ct future funding. Tha nk you for 
helping us  to keep your a ccount current a nd a ccura te.

If you ha ve a ny question, plea se ca ll me a t (617) 988- xxxx, or e- ma il me a t 
_________________________

S incerely,

___________________

Cc:
Da te ________________________

Forew a rning Letters  
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Forew a rning Letters  

P res ident
Trea surer
LTO

Dea r M, a nd M.

A s  you a re a w a re you a re required to submit your monthly reports  for a ll la undry 
a ctivities  a nd no less  tha n qua rterly reports  or a s  often requested by the B H A  for tena nt 
pa rticipa tion.  Our records  indica te tha t you ha ve not pa ssed in a ny expenditure reports  
to our office. P lea se submit a ll expense reports  for the a ccount lis ted below  no la ter tha n 
___________________ 2024. 

A ccount (s ) a nd months  you need to submit for:

A ccount Month  La st R eport submitted on:

P lea se submit miss ing documenta tion a nd/or a n expla na tion of the expenses  w ithin the 
next 10 bus iness  da ys . Fa ilure to comply w ith this  request ma y impa ct future funding. 
Tha nk you for helping us  to keep your a ccount current a nd a ccura te

If you ha ve a ny question, plea se ca ll me a t (617) 988- xxxx, or e- ma il me a t 
_________________________

S incerely,

__________________

Cc:
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions

R ecordkeeping, R eporting, & A ccounta bility

LT O A ccounta bility

It is  the responsibility of the loca l tena nt orga niza tion to give a  fina ncia l a ccounting of 
how , w hen, a nd the tota l a mount of funds spent from la undry a nd tena nt 
pa rticipa tion a ccounts . Your loca l by- la w s norma lly govern w hen you must provide a  
fina ncia l report to the residents  of your development. In a ddition, a ll loca l tena nt 
orga niza tions a re encoura ged to post their fina ncia l reports  monthly in a  secure a nd 
vis ible loca tion to show  tra nspa rency. T his  w ill help to a void misundersta ndings a nd 
keep residents  informed of the LT Os a ctivities . 

Follow  thes e ba s ic s teps :

• W hen disclosing informa tion to residents , provide them w ith informa tion tha t is  
a ccura te, complete, objective, releva nt, timely a nd understa nda ble. R efer to your 
byla w s for a dditiona l informa tion. 

2 .  P romptly report code viola tions to the B oston H ousing A uthority

If you need support or ha ve questions rega rding this  policy, conta ct the B H A ’s  
R esident Lea dership & C ommunity A ffa irs  Depa rtment.
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions

A ccepta ble Not A ccepta ble

S ma ll purcha ses  such a s  coffee, suga r, 
millk

S upplies  or enterta inment expenses  
w hich tota l grea ter tha n $25; a lcohol

Loca l tra vel w ithin the city
Tra vel expenditures  (except for loca l 

tra vel) 

P osta ge P ersonnel services

S ma ll office or clea ning supplies , such a s  
ta pe, s ta ples , pens , etc. 

Equipment purcha ses

Check ca shing fund

P ersona l loa ns  or sa la ry a dva nces

T he P urpos e of P etty Ca s h

The purpose of a  petty ca sh fund is  to provide loca l tena nt orga niza tions  w ith 
sufficient ca sh to cover minor expenditures . The intent is  to s implify the purcha s ing of 
emergency or low - cost supplies  or reimbursements  of out- of- pocket costs  incurred by 
B oa rd Members . The cost should not exceed $25.00. S uch costs  ma y include ta xi 
fa res , posta ge, office supplies , light refreshments , etc. 

It is  preferred tha t checks  be used for reimbursement other tha n ca sh to crea te 
fina ncia l tra il of documenta tion. P lea se note tha t receipts  should a ccompa ny the 
check. 

P etty ca sh custodia ns  a re responsible for sa fegua rding petty ca sh funds  a nd 
ma inta ining receipts  a nd deta iled records  to support a ll tra nsa ctions . 

W ha t should P etty Ca sh be used for? 
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions

La undry Fund Check Cycle a nd T P F R eport Due Da tes

La undry Fund R eports  a re due monthly. 

The La undry Fund Check Cycles  a re:

A pril - June                        R equest must be ma de by June 30

July - S eptember              R equest must be ma de by S eptember 30

October - December       R equest must be ma de by December 31

Ja nua ry - Ma rch              R equest must be ma de by Ma rch 31

T ena nt P a rticipa tion Fund R eports  a re due on a  qua rterly ba s is . 

The TP F R eports  a re due by 

A pril - June                        R eports  a re due by July 15

July - S eptember              R eports  a re due by October 15

October - December       R eports  a re due by Ja nua ry 15

Ja nua ry - Ma rch             R eports  a re due by A pril 15

A ll new  TP F budgets  must be submitted by Ma rch 1st of ea ch yea r. 
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S ection 3: Funding for Loca l T ena nt 
Orga niza tions

H ow  to Complete the Monthly R eport Form (on pa ge 28)

• Enter the na me of your development

• Enter the month a nd yea r of the report

• Indica te if the report is  for TP F or La undry funds

• Enter the a ccount number

• Enter the beginning ba nk ba la nce for the month you a re reporting

• Enter the da te of the tra nsa ction

• Enter the a mount of the w ithdra w a l

• A dd or subtra ct a nd enter the new  ba la nce in the ba la nce column

• V ote Column - P la ce a  checkma rk if there w a s  a  vote ta ken on the tra nsa ction

• Enter a  description of the tra nsa ction, (i.e., it w a s  a  w ithdra w a l, ca terer, holida y 

event, a  deposit for a  return, etc.).

• Include a ny vending ma chine fund received in the la undry report

• A dd the a mount of deposits  for the month a nd enter in the tota l box

• A dd the a mount of w ithdra w a ls  a nd enter in the tota l box

• Enter the ending ba la nce for the month. (this  becomes your beginning ba la nce for 

next month)

• S ign the prepa rers  na me on the line ma rked “S ubmitted B y”:

• Enter the second s igna ture of loca l tena nt orga niza tion officer review ing the report

• Ma na gers  s igna ture if a pplica ble

• Da te prepa red a nd/or submitted to the R CP  P rogra m Director or Des igna ted S ta ff
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S ection 4: H elpful T empla tes

• LT O T P F & La undry Fund Monthly R eport Form & Instructions  to complete reports
• T ena nt P a rticipa tion Fund B udget T empla te
• T ena nt P a rticipa tion Fund B udget Na rra tive T empla te
• Letter T empla te to R equest Cha nge to A nnua l T P F B udget
• Letter T empla te for S ta te LT O T P F R equests
• Letter T empla te for S ta te LT O Fina ncia l R eport
• 2023 - 2026 Memora ndum of A greement Overview
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Resident Capacity Program
40 Bickford Street, 2nd Floor 

Jamaica Plain, Massachusetts 02130 
P 617.988.4169 F 617.988.4335 

TDD 800.545.1833 x420 
www.bostonhousing.org 

Tenant Task Force/Organization/Council: ____________________ 
Tenant Participation Funds 

Development Name: __________________ 

Allocation Total: $ # of occupied units: 

For the Period of: April 1, 202__ to March 31, 202__ 

Line Item Budget:                                                                                           Amount Budget 

Current Balance                                                                                              $___________ 

LTO responsibilities and organizational Development                          $___________ 
(For example, membership dues, educational conferences, meetings, 
and trainings) including elections cost 

LTO Support and equipment $___________ 
(For example, office equipment, furniture, audio visual, phone internet, paper, pens, 
pencils, etc.) 

Outreach Activities $___________ 
(For example, flyers, stipends for youth to put out flyers, Holiday Outreach Event 
newsletters), including interpretation and translation 

-
General activities                                                                                             $___________ 
For example, committee meetings, HUD regulation meetings, fiscal 
support and transportation to meetings) 

Miscellaneous/other $___________ 
(food and unexpected cost related to LTO responsibilities, bank fees) 

Used funds already (if applicable)                                                                 $___________ 

Total amount of check to be written out                                                     $___________ 

President’s Signature ________________________ Date Submitted: __________ 

Treasurer’s Signature _______________________ 
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Resident Capacity Program
40 Bickford Street, 2nd Floor 

Jamaica Plain, Massachusetts 02130 

P 617.988.4169 F 617.988.4335 
TDD 800.545.1833 x420 
www.bostonhousing.org 

Tenant Participation Funds Budget Narrative 
Using your narrative and expected expenses, predict about how much each item might cost over
the next year and fill out the budget below.

Please submit the Narrative and the TPF Budget (on other side of page) to the mailing address 
or email above, and reach out with any questions or for assistance. Keep copies of both forms for 
your own records. 

Development Name:

For the Period of FY 2024: Guiding Questions: What have been your most successful board 
activities in the past? What do your neighbors need right now? In what ways can the LTO 
support the community? 

What are three goals for your LTO this year? For example, host an end of summer block party; 
coffee hour, increase the number of residents who come to board meetings, etc. 
_____________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________
What are some ways your LTO can accomplish these goals?For example, attend professional 
development trainings, create community engagement strategies, recruit new members. 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
What common expenses does the LTO have?For example bills, bank fees, printing, food. 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 

What new events or programs do you want to try using LTO resources for? For example new 
programs, inviting community partners into the development, making resource packages for 
residents. _____________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
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TO: [B H A  R CP  S ta ff Na me]
R es ident Lea dership & Community A ffa irs
40 B ickford S treet S econd Floor
Ja ma ica  P la in, MA  02130

Dea r: [B H A  R LCA  S ta ff P erson]:

The S mith Tow n Elderly/Disa ble Tena nt Ta sk Force is  seeking a  cha nge in the 2016-
2017 Tena nt P a rticipa tion Funds  budget. Our tena nt orga niza tion, a long w ith the S mith 
tow n R es idents , ha ve decided to hire a  R es ident Coordina tor to a ss is t us  w ith resource 
orga nizing a nd fina ncia l a ccounting.  The tota l cost for this  is  expected to be 3000.00  

The origina l propose line item budget w ere a s  follow
S upplies   2500.00
Tra vel   500.00
This  w ill be cha nged to the follow ing
R es ident S ervice Coordina tor 3000.00

If you ha ve a ny question or concerns  plea se feel free to ca ll me a t 617- 123- 4567 or 
ema il me a t smithtow nlto@ gma il.com.

S incerely Yours ,

Na me of P res ident

P res ident

Letter T empla te to R eques t B udget C ha nge
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S ta te Developments  must submit a  w ritten request to a cquire their tena nt pa rticipa tion 
funds  a long w ith a  TP F budget. 

Da te: _______________________

To:
{Insert Na me}
R es ident Ca pa city P rogra m
B oston H ousing A uthority
40 B ickford S treet, 2nd Floor
Ja ma ica  P la in, MA  02130

Dea r [Insert Na me], 

The ______________ Tena nt Ta sk Force respectfully request our S ix Dolla rs  per Unit 
Tena nt P a rticipa tion Funds  for the fisca l period A pril 1, 2014 until Ma rch 31, 2015 in the 
a mount of ______________dolla rs . A s  required w e a re submitting our yea r- end report 
w ith copies  of our ba nk sta tements , expense report a nd receipts  w ith ba ck up 
documenta tions  on how  the funds  w ere spent. W e currently ha ve xxx a mount of funds  
left from fisca l yea r ____________, a tta ched you w ill find our budget.  
S hould you ha ve a ny questions  I ma y be rea ched a t 617- XXX- XXXX

S incerely Yours ,
Na me of P res ident

S ta te developments  a re only required to submit yea rly reports  for their tena nt 
pa rticipa tion funds , how ever they a re s till required to submit monthly la undry fund 
reports .

Letter T empla te for S ta te LT O T P F R eques ts
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Dea r {Insert Na me}

The [na me of development] ha d a  very rew a rding [insert yea r]. The [na me of loca l 
tena nt orga niza tion] ha d [number] meetings  a nd w orked on va rious  issues  during the 
yea r including [insert lis t]. These meetings  w ere open to the public to encoura ge input 
from a ll res idents  a nd other members  of the community. 

The purpose of the [na me of the loca l tena nt orga niza tion] is  to help improve the qua lity 
of life of the res idents  living a t na me of development a nd to enha nce the a ccounta bility 
of the B H A  ma na gement sta ff in rega rds  to a ssuring tha t they keep a n open 
communica tion dia logue a bout new  a nd existing policies , ma intena nce issues  a nd 
a va ila bility of services  for res idents .

The funds  for the yea r (insert yea r here) w ere prima ry used for lis t here w ha t it w a s  used 
for coffee hours , producing outrea ch ma teria ls  (flyers ), a nd tw o field trips .

W e w ish to a cknow ledge the ha rd w ork a nd dedica tion of the ma ny individua ls  w ho 
volunteered their time to contribute to the success  of la st yea r.

S incerely yours , 

[Insert the na me of the cha ir or co- cha irs ] 
Cha ir 
[Insert da te]

Letter T empla te for S ta te LT O Fina ncia l R eport

P lea se note tha t a ll origina l ba nk sta tements , receipts  a nd other documents  must be 
included in the yea rly report.  

33



S ection 4: H UD Notice: P IH  2021- 16 (H A )
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S ection 4: EOH LC R egula tions  for T ena nt 
P a rticipa tion 

The EOH LC regula tions  for R es ident P a rticipa tion in S ta te P ublic H ousing Developments  
ca n be found on the follow ing pa ges .  
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S ection 4: Discla imer

A lthough informa tion included in this  ma nua l ha ve been produced a nd processed from 
sources  believed to be relia ble, no w a rra nty expressed or implied is  ma de rega rding 
a ccura cy, a dequa cy, completeness , lega lity, relia bility or usefulness  of a ny informa tion. 
This  discla imer a pplies  to both isola ted a nd a ggrega te uses  of the informa tion
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