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1. Introduction

For Calendar Year (CY) 2015, Public Housing Authorities (PHAS) will submit their HUD-52722
to their respective HUD Field Office in Excel. The purpose of this “PHA User Guide” is to
provide guidance and assistance to PHAs in completing the CY 2015 PHA HUD-52722 UEL
Excel Tool (hereafter referred to as the “UEL Excel Tool”) to determine the Utility Expense
Level (UEL) for a project.

The purpose of the UEL Excel Tool is to calculate the UEL for each project to determine final
operating subsidy eligibility and to enable Public Housing Agencies (PHAS) to submit form
HUD-52722 electronically to their local HUD field office.

PHAs will be able to download the HUD-52722 UEL Excel Tool from the internet and create
their PHA specific UEL Excel Tool(s). Each PHA will be able to complete all of their projects in
only one tool, which will allow for easier management of data files (emailing and storage).

2. Obtaining the CY-2015 HUD-52722 UEL Excel Tool

It must be noted that the Excel Tool is developed in MS Excel 2007 and MUST be completed
and returned as a ".xIsm' file. PHAs having difficulty in downloading the forms should review the
Technical Notes posted on the Calendar Year 2015 Processing website link below. If the PHA
still has difficulty, they should contact their local HUD field office.

http://portal.hud.gov/hudportal/HUD?src=/program offices/public indian housing/programs/ph/
am/of/opfnd2015

NOTE: If a PHA is using a machine, which has combination of MS Excel 2010 and Windows 7/
Windows XP, the PHA Excel Tool may not allow for printing. In this case the PHA should
follow steps in Section - 7.3 i.e. “Tips for Successful Submission”.

The UEL Excel Tool is compatible with Windows Operating System, but not with the MAC
operating system.

The steps given below should be followed for downloading and extracting the Excel Tool:

2.1. Create a ‘CY-2015 HUD-52722 UEL Excel Tool’ folder on the desktop.

2.2. Click on the Calendar Year 2015 Subsidy Processing website link below. Click on the
UEL Excel Tool ‘CY 2015 PHA HUD-52722 Excel Tool Version 2.04” and the prompt as

shown in Figure 2.1 appears:

http://portal.hud.gov/hudportal/HUD?src=/program offices/public indian housing/progra
ms/ph/am/of/opfnd2015



http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/programs/ph/am/of/opfnd2014
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/programs/ph/am/of/opfnd2014
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/programs/ph/am/of/opfnd2014
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/programs/ph/am/of/opfnd2014
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Next, click on “Save as” as shown in Figure 2.1

Figure 2.1: HUD-52722 Excel Tool “Save as” Prompt

Windows Internet Explorer @

What do you want to do with
cy15-52722ueltoolv2.04.xlsm?
Size: .83 MB

Type: Microsoft Excel Macro-Enabled 12
From: portal.hud.gov

2 Open

The file won't be saved automatically.

=+ Save

Cancel

2.3. Select the location of the folder, created on the desktop in Step-2.1 and click on the “Save”
button as shown in Figure 2.2:

NOTE: If a specific location is not selected, the UEL Excel Tool will save to the desktop
by default.

Figure 2.2: Saving the UEL Excel tool to the chosen location.

@ Save As @
@Qv[ b 2015 HUD-52122 PHA Tool | ~ [ 42| [ Searcn 2015 HuD-52722 PRA.. P |

Organize = New folder

EE [7]
45 Favorites Marne Date modified Type Size

BE Desktop

Mo iterns match your search,
& Downloads

2 Recent Places

4 Libraries
> 3 Docurnerts
> J‘. Music
> =] Pictures

> E Yideos

> M Camputer

File name: cyl5-52722ueltoohva 04

-

Save as type: | Microsoft Excel Macro-Enabled Worksheet v]

= Hide Folders [ s J [ conce |
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3. Enabling Microsoft Excel Trust Center Settings

Before opening the UEL Excel Tool, it must be saved as listed in Section 2 and Trust Center
settings must be enabled in Excel. Open Excel and follow the steps below in Section 3.1 or 3.2
for the version of Excel on your computer.

3.1. Enabling in Excel 2007
Click the ribbon at the top left of Excel, then click “Excel Options™ as shown in Figure 3.1:

Figure 3.1: Ribbon and ‘Excel Options’ button in MS Excel 2007

T v R
"

Recent Documents
Mew

=
@5 open
H Save
H Save As »
L@ Print 3
@ Prepare »
Cad

Send 3

.7 Publish

3 Close

|| 2] Excel Options ||| > Exit Excel | |

Next, click on “Trust Center” on the left side of the menu as shown in figure 3.2:

Figure 3.2: ‘Trust Center’ button after clicking on ‘Excel Options’ button.

o _3 Change the most popular options in Excel.
formutas

Prooting Top cptions for working with Excel

Save ¥ Show jiini TociBar on selection

¥ Enable Lve Preview
Show Developer tab in the Ribden
Customeze Color subeme:  Blue 3
Add-ins ScreenTip style:  Show feature decriptiont In ScreenTips ;]

Create Bty 10¢ wie = 106t and Nl sequences: | Ear Custge Lists..

Resources

Advanced

When Creating new workbooks

Use this foge: Body Feet [+]
Font sige u[v]
Defau ylew 100 new sheets:  Noemal View [+]

Include this many gheets: 3
Personalize your copy of Mirosoft Office

Username:  Anpel
Choose the Wnguages you want 10 use with Microsoft Office: | Language Settings...
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Click the button “Trust Center Settings” as shown in Figure 3.3:

Figure 3.3: ‘Trust Center Settings’ button after clicking on ‘Trust Center’ button.

Popular
L @ Help keep your documents safe and your computer secure and healthy.
Formulas
Proofing Protecting your privacy
Save Microsoft cares about your privacy. For more information about how Microsoft Office Excel helps to protect your privacy,
please see the privacy statements.
Advanced
Show the Microsoft Office Excel privacy statement
Customize Microsoft Office Online privacy statement
Customer Program
Add-Ins
[Trust center . Scamity & mose
Resources Learn more about protecting your privacy and security from Microsoft Office Online.

Microsoft Trustworthy Computing

Microsoft Office Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer ff%
secure. We recommend that you do not change these settings. [ Trust Center Settings

Click on “ActiveX Settings” in the Trust Center Settings window, then select the radio button
“Enable all controls...” and check the box “Safe mode...” as shown in Figure 3.4 (If these
options are already selected, simply proceed with the next step.

Figure 3.4: ActiveX Settings
Trust Center @

Trusted Publishers

ActiveX Settings for all Office Applications

Trusted Locations i
I Disable all contrals without notification

Trusted Documents ! Prompt me before enabling Unsafe for Initialization [UFD controls with additional

Al restrictions and Safe for Initialization [5FT) contrals with minimal restrictions
-ifs

) Prompt me before enabling all n:-c-ntrols wyith mini_mal restrickions

Activeld Setfings @ Enable all controls without restrictions and without prompting [mot recommended;
potentially dangerous controls can run)

Macro Settings

Protected Wiew Safe maode [helps limit the control’s access to wour compute_ri]l

Message Bar
External Content
File Block Settings

Privacy Options

[ o]4 J ’ Cancel
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Click on “Macro Settings” in the Trust Center Settings window, then select the radio button
“Enable all macros...” and check the box “Trust access to the VBA...,” then click on “OK” as
shown in Figure 3.5 (If these options are already selected, simply click on OK and proceed with
the Excel Tool).

Figure 3.5: Macro Settings
Trust Center @

Trusted Publishers

Macro Settings

Trusted Locations i
() Disable all macros without notification

Trusted Documents ) Disable all macros with notification

add-ins () Disable all macros except digitally signed macros
I @ Enable all macros [not recommended; potentially dangerous code can run]I
ActiveX Settings

Developer Macro Settings

Macro Settings
Protected Yiew Trust access to the WB& project object modell

Message BEar

External Cantent
File Block Settings

Privacy Cptions

[ o] 4 ][ Cancel

If the user still gets an error, it may be because the system does not trust the file location when
the file is opened the first time. In this case, the user must close the file and open the file again.

It is important to return to the “Trust Center Settings” window and return to the original ActiveX
setting (usually “prompt me before enabling all controls with minimal restrictions”) and Macro
setting (usually “disable all macros with notification”) to ensure the security of your computer
after you have completed the PHA Excel Tool

3.2. Enabling in Excel 2010

Open Excel and click on the “File” button on the top left, then click on ‘Options’ as shown in
Figure 3.6.
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Figure 3.6: Click on File and ‘Excel Options’ button in MS Excel 2010
Pi - - :‘-

L= ]

el taer
bl tar da
i Cheth
of O

X
Recend
]
Frrt
S B Gand

Heip

) Ovtiam
3

Next, click on “Trust Center” on the left side of the menu and click “Trust Center Settings” on
the bottom right as shown in Figure 3.7.

Figure 3.7: Click on ‘Trust Center’ and then click on ‘Trust Center Settings’

Excel Options —~ - 7 |
General @ Help keep your documents safe and your
computer secure and healthy.
Formulas
Proofing Protecting your privacy
Save Microsoft cares about your privacy. For more
information about how Microsoft Excel helps to protect
language your privacy, please see the privacy statements.
Advanced h Micr: ft Excel men
ffice.com pr men
Customize Ribbon mer Experience Improvement Program
k Access Toolbar
Quick Access Toolba Sec N,

Add-ins Learn more about protecting your privacy and security

from Office.com.

Trust Center
) Microsoft Trustworthy Computin

Microsoft Excel Trust Center

The Trust Center contains
security and privacy
settings. These settings
heip keep your computer

secure. We recommend [ Trust Centes Settings. ]
that you do not change
these settings.

[ ox ][ concer |




PHA User Guide - 2015 HUD-52722 UEL Excel Tool

Click on “ActiveX Settings” in the Trust Center Settings window, then select the radio button
“Enable all controls...” and check the box “Safe mode...” as shown in Figure 3.8 (If these
options are already selected, simply proceed with the next step.

Figure 3.8: ActiveX Settings
Trust Center @

Trusted Publishers

ActiveX Settings for all Office Applications

Trusted Lacations i
() Disable all controls without notification

Trusted Documents ) Prampt me befare enabling Unsafe for Initialization (UFT contrals with additional

Al restrictions and Safe for Initialization [SFI controls with minimal restrictions

-ins .

() Promptme before enabling all cantrols with minimal restrictions

Activer Settings @ Enable all controls without restrictions and without prompting (not recommended;
potentially dangerous contrals can run)

Macro Settings

Protected Wiews Safe maode [(helps limit the control’s access to wour computeE]I

Message Bar
External Content
File Block Settings

Privacy Options

[ QK ][ Cancel ]

Click on “Macro Settings” in the Trust Center Settings window, then select the radio button
“Enable all macros...” and check the box “Trust access to the VBA...,” then click on “OK” as
shown in Figure 3.9 (If these options are already selected, simply click on OK and proceed with
the Excel Tool).

Figure 3.9: Macro Settings
Trust Center IEI

Trusted Publishers

Macro Settings

Trusted Locations i
() Disable all macros without notification

Trusted Documents ) Disable all macros with notification

Add-ins ) Disahle all macras exceet diﬁitallx signed M acko s
I @ Enable all macros [not recommended; potentially dangerous code can run]I

ActiveX Settings

e i Developer Macro Settings

Protected Yiews Trust access to the WBA project object model |

Message Bar

External Cantent
File Block Settings

Privacy Cptions

[ Ok ][ Cancel ]

If the user still gets an error, it may be because the system does not trust the file location when
the file is opened the first time. In this case, the user must close the file and open the file again.
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NOTE: It is important to return to the “Trust Center Settings” window and return to the original
ActiveX setting (usually “prompt me before enabling all controls with minimal restrictions”) and
Macro setting (usually “disable all macros with notification) to ensure the security of your
computer after you have completed the PHA UEL Excel Tool

4. Creating the PHA-specific UEL Excel Tool (PHA UEL Excel Tool)

The following steps must be followed for creating the PHA specific UEL Excel Tool:

4.1. Double-click on the “UEL Excel Tool” that was saved per instructions in Section-2. The
“PHA Selection Form” will appear as shown in Figure 4.1.

Figure 4.1: “PHA Selection Form”

UserForml @

CY-2015 HUD-52722 (IUEL) EXCEL Tool
Version 2.04

— | v _

Create PHA Tool

4.2. Select the PHA by locating the PHA code in the drop down box as shown in Figure 4.2.
Upon selecting the PHA code, the full name of the PHA will appear in the white text box to
the right of the drop down menu as shown in Figure 4.3.

Figure 4.2: PHA Dropdown List
UserFarml @

CY-2015 HUD-52722 (LUBL) EXCEL Tool
Version 2.04

Flease select your PHA,

H|-||||1

Create PHA Tool
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Next, click on the “Click to create a customized download for PHA” button, as shown in
Figure 4.3.

Figure 4.3: “PHA Selection” screen with a PHA Code

UserForml @

CY-2015 HUD-52722 (UBL) EXCEL Tool
Version 2.04

Pleass select your PHA AEOOL - laska Housing Finance Corporation

e —
Click to create a

customized download for
AkKOo1

| —

4.3. Upon Completion of Step-4.2, the “Save” prompt appears as shown in Figure 4.4. The user
MUST select the folder on their desktop that was created in Section 2, Step-2.1 in order to
save the PHA UEL Excel Tool (e.g. AK001_2015UELTool v2.04 2015-01-14) saved as
shown in Figure 4.5 (PHA Tool name is generated automatically), which will also result in
easy file management.

If the user simply clicks “OK” without selecting the location, the PHA UEL Excel Tool
will be automatically saved to the desktop.

Figure 4.4: “Save” prompt for saving the newly created PHA Tool

|z| Save my PHA-UEL Tool here @
@\_‘/-vll: » 2015 HUD-52732 PHA Toal | ~ [+ |[ search 2005 HUD-52722 PHA .. 2|
Organize * New folder B= » ﬂ
MHarne : Date modified Type Size

|'n_7.| Microsoft Excel
Mo items match your search,
O Favorites
Bl Desktop
& Downloads

=l RecentPlaces

=l Libraries
| Docurments
@' Music
= Pictures

BB videos

1M Camputer

Folder narme: 2015 HUD-52722 PHA Tool

Tools - [ QK ] | Cancel

10
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Figure 4.5: Folder structure after saving the UEL Excel Tool

[E= e =3
@-v-=| » 2015 HUD-52722 PHA Tool v [44][ Search 201 p|
Organize « Include in library « Share with + MNew folder =~ 0 @
> P : Mame : Date modified Type Size
Bl Desktop 3 @ AK001_2015UELTool v2.04_2015-01-14 171472015 9:39 &AM Microsoft Bxcel M. 876 KB
& Downloads @ cyl5-52722ueltoolvz. 04 171472015 9:17 Ak Microsoft Excel M., 4,052 KB

= Recent Places

4.4. After completing Step-4.3, the PHA Excel Tool will launch itself and will appear as shown
in Figure 4.6. The “Load Data” and “Save Data” buttons are grayed out and are
unavailable.

NOTE: If the PHA is working with an older version of the 2015 UEL Excel Tool (prior to
version 2.04), the “Load Data” button is labeled “Load Project Data” but it has the same
functionality in all versions. The “Save Data” button is labeled “Store Project Data,” but it
also has the same functionality in all versions.

Figure 4.6: UEL Excel Tool Template

Operating Fund U.S. Department of Housing and Wersion 2.04
Calculation of Utilities Expense Level Urban Development
PHA-Owned Rental Housing Office of Public and Indian Housing

OMB Approval Mo, 2577-0029 (exp. 0630520177
inre i zhin inil

ruskionr,

qewirting datarourzer, athsring and mai daanceded, and

nd by 2d PR Fare 430 HUD

farmationan the Project E

rby Gongrees. HUD alroures the infarmation ar the baris For requerting annual apprapristions fram
Canareer, Fierponrer tothe <olle-ction of inFarmation are require d ta abtain abenefit, Theinfarm ation requerte ddoer nat lend itrelf ta confidentialivy.

Section 1 - General Information

1. Hame of Public Housing Agency: 2. Funding Period: 3. Type of Submission: 4. Unit 5. DUHS 6. Rate
Change Humber: Reduction
112015 to 1273152015 Incentive:
7. ACC Humber: 8. Operating Fund Project 4. Fiscal Year End: 10. ROFO Code (HUD Use
Number: Onhyi:
| Please Select PPH j (o i) CoEFm togEn OoaEd
Load Data | Save Data |

NOTE: If the wrong PHA code is selected during the PHA Excel Tool creation
process, please follow the following steps:

1) Delete the incorrect PHA UEL Excel Tool from the location where the file was saved.
2) Follow Steps 4.1 through 4.4 in order to create a new PHA Excel Tool.

5. Understanding the PHA UEL Excel Tool

The PHA UEL Excel Tool is a replica of the paper form HUD-52722. However, the Excel form

uses color-coding (Similar to the HUD-52723 Excel Tool) to guide users as shown in Figure 5.1.
As a general reference, “yellow” cells can be edited. “Orange” cells are locked (i.e. not editable)
for data entry. Cells that are black are not used and locked.

11
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Figure 5.1: Color coding on the PHA UEL Excel Tool

Section 7 - Actual Wility Costs and Average Rate

15 [Actusl iy costs [12-month Yellowy cellsare openfor PHA input

period TH 20 2 to Br3002014) $14 996 $35 744 $1.123 50 according tothe | ncenfive type chasen,
17 Aciual sverage Ltilly rate (Line

16 + Line (1) $21.5770 $0.0928[Flal Rate $0.0000

Section § - Base Wiilities and Inflation/Defation Factg Orange cells are lockedto prevert PHA

18 Bage ulilties expende level - data ertry.

urhols dalars (Line 15 xLihe 17) $15,160 $35,237 $1,123 $0

‘Surcharges for excess

consumption of PHA-supplied .
19 |utities (12-morth period Black cells an_a not wsed inthe farm and

TH2M 310 602N 4) - whle cannot be edited.

idollars

Table 5.1 presents a summary of the fields in Sections 1 through 9, which may be user input, pre-
populated and may or may not allow for editing of data in the PHA UEL Excel Tool.

Table: 5.1: User input/ Pre-populated fields in the PHA UEL Excel Tool with Field Descriptions

Line Description Pre-populated Can be Field Description

based on 2014 edited?
Submissions Yes/No)
(Yes/No)

Section - 1: General Information

1. Name and address of PHA Yes No

2. Funding Period Yes No

3. Type of Submission Yes No "Original" is checked by default.

4. Unit Change Indicator Yes Yes Dropdown: Pre-selected as "No", but user may
change as required.

5. DUNS Number Yes Yes

6. Rate Reduction Incentive Yes Yes Dropdown: Pre-selected as "No", but user may
change as required.

7. ACC Number Yes Yes

8. Project Number Yes No Dropdown: Contains list of Projects in that PHA
for which the Tool is created. Though the cell is
orange, user can select the required project
number, however the cell is locked for data
entry.

9. Fiscal Year End Yes Yes

10. ROFO Code Yes Yes

Incentive Type Yes Yes Dropdown: User can select from three (3) types
of Incentives. Pre-populated selections cannot
be altered.

Delete No Yes Check box: In case the user does not intend
having one of the pre-populated incentive types
and the corresponding data, the column can be
deleted by checking this box.

Utility Type Yes Yes Dropdown: User can select from a list of Utility
Types. Pre-populated selections cannot be
altered.

12
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Line Description Pre-populated Can be Field Description
based on 2014 edited?
Submissions Yes/No)
(Yes/No)
Section - 2: Current Consumption Level
1. Actual consumption No Yes User input field.
1a. Unit of Consumption Yes Yes Dropdown: User can select any unit of
consumption available based on the
combination of "Incentive" and "Utility" Type
selected. Pre-populated selections cannot be
altered.
Section - 3: Rolling Base Consumption Level
2. Rolling base year 1 Yes/No Yes User input field. The data may be pre-
populated, but can be altered as required. If
not pre-populated, the user can input data.
3. Rolling base year 2 Yes/No Yes User input field. The data may be pre-
populated, but can be altered as required. If
not pre-populated, the user can input data.
4. Rolling base year 3 Yes/No Yes User input field. The data may be pre-
populated, but can be altered as required. If
not pre-populated, the user can input data.
7. Actual Consumption for No Yes User input field.
New Units
Section - 6: Payable Consumption
14. Annualization of No Yes User input field.
consumption for new units
Section - 7: Actual Utility Costs and Average Rate
16. Actual utility costs No ‘ Yes ‘ User input field.

Section - 8: Base Utilities and Inflation/Deflation Factor

19. Surcharges for excess No Yes User input field.

consumption

Section - 9: Calculation of Utilities Expense Level

23. Energy Rate Incentive No Yes User input field. If an amount is entered in this
field the dropdown selection in Section-1 # 6,
must be changed to "Yes".

25. Eligible Unit Months No Yes User input field. Should be entered from the

(EUMSs)

2015 HUD-52723 PHA Excel Tool (Section-2,
Column B, Line 15 plus Line 17 minus Line 04)

Section -10 Remarks

In order to go to the next line in the comments cell the user must hit the keys ‘Alt’ and ‘Enter’ together on the

keyboard.

*NOTE: The PUM UEL on Line 26 will not be calculated if Eligible Unit Months

are not entered on line 25. Entries in these fields can be changed at any time while

completing the UEL Excel Tool.

13
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6. Completing the PHA UEL Excel Tool

6.1.

After creating the PHA UEL Excel Tool in Section-4 and gaining an understanding of the
PHA UEL Excel Tool, the user will now be ready to complete the PHA UEL Excel Tool.
Section-8 provides detailed steps for completing the UEL Excel Tool.

Select a project from the dropdown menu as shown in Figure 6.1. Then click on the “Load
Data” button in order to begin working on a project submission as shown in Figure 6.2.

NOTE: “lL oad Data” button should be clicked before making any changes to the Tool.

The Tool will not allow for any data entry until a project is loaded.

Figure 6.1: Project Dropdown Menu

Operating Fund U.S. Department of Housing and Wersion 2.04
Calculation of Utilities Expense Level Urban Development
PHA-Owred Rental Housing Office of Public and Indian Housing
OB Approval Mo, 2577-0029 (exp. 0673052017
FublizF. inqEurdsnForthir znlle ztinn of informakion ir srtimaked ko ausrage . TS houer por rerpons s, ineludingthe time For reuisuing inrkruskione, rear zhing sxirking 4akarourzor, 3athering and mainkaining datanesdod, and Loki

and ravieuning the zalle shion of infarmation, Thir 29¢nsy may nat zolls<tthis inFarmation, and yau are nok required ba somelote thir Farm, unloss it dirplayr a surrently valid OME zontral number, Thisinfarmationicrequired by Se<tion 9(al of
the U5, Howuring Bt of 1937, ar amende d, and by 24 GFF Part 990 HUD requlations, HUD maker paymenkr For the aper abion and mainkenanse of lausincame hawrinaproicstr ta FHA The Operating Fund determines the amaunt af aperating
rubridytobepaid to FHAr FHAS pravideinfarmation on the Fraie et Exp enre Lovel (FELY, Utilitior Expenre Lovel (UELY, Other Farmula Expenrer (Ad4-ons) and Farmulalnzome - the maior Op crating Fund camponentr, HUD revieur the
infarmatian ta dzberming cazh FHE' Farmula fimount and the Funds ta be obligaked Far the perind ke cazh FHE bared an the appropriation by Congrarr. HUD alra urer the infarmatinn ar the barir for requerting annual appropriations fram

Canqrerr. Farponres kakhe zalle stion af information ars requirsd ke ok ain abenefic, The infarmation re querted doer natlenditesIF ka zanfidentialivy.

Section 1 - General Information

1. Hame of Public Housing Agency: (2. Funding Period: 3. Type of Submission: 4, Unit 5. DUHS 6. Rate
Change Humber: Reduction
Alazka Housing Finance Corporstion 112015 to 1213152015 Incentive:
PC Box 101020 Mo J 101930000 No j
Anchorage, &K 99310
7. ACC Humber: 8. Dperating Fund Project 9. Fiscal Year End: 10. ROFO Code (HUD Use
Number: only):
SF-210 @AKID1000213 j 0120 Do ®OF30 Cowso (1001
= $ave Data |
Li @AKD0100024 [ ceeTe B [ veeTe [ veeTe B [ ceETE [ ceETE [JeeETe
e @AKI01000247 7 ] 1 1 1 1
0. @AK001000257
Description EAKI01000260
A L maKN l]llll2li3| < - D E F G H I

Figure 6.2: Load Data

Operating Fund U.S. Department of Housing and Wersion 2,04
Calculation of Utilities Expense Level Urban Development
PHA-Owned Rental Housing Office of Public and Indian Housing
OB Approval Mo, 2577-0029 (exp. 0653002017
Pukliz Reparting Burden For thir colle ction of informationir erkimated ko averaqe 78 hourr per respanre, including the time For reviewing inrkructionr, rearching exirting datarourzer, gatheri 4 mainkaining 4 ded, and le i

and revicuingthe collection of infarmation. Thir aqen<y may nak <ollect thir information, and youare ok required bo complekte thir form, unlosr it dirplayr a currently walid OME control number. Thirinfarmation ir required by Section9(a) of|
the W15, Houring A<t of 1937, ar amended, and by 24 GFR Part 990 HUD requlationr. HUD maker paymentr for the operation and maintenans< e of lousincome howring projectr to PHAr. The Op erating Fund determiner the amount of operating
subridy ko be paidto PHAr. FHAS provide infarmation onthe Project Expenre Lovel (PEL), Utilitior Exponre Lewe| (UEL), Other Formula Expenrer (Add-onrland Formula Income - the major Qperating Fund componentr, HUD revicor the

infarmation ko dekerming cach PHA'Y Formula dtheFundrto ke okl dFfarth indtocachPHAEarcdon the appropriation by Cangrees. HUD alro urer the inFarmation ar the barir Far requerting annual appropriations fram

Canqress. Rerponrer bo the colle ction of infarmation are require dtaoktaina benefit. The infarmationre querte d doer nok lend itrelf ta confidentiality.

Section 1 - General Information

1. Hame of Public Housing Agency: |2. Funding Period: 3. Type of Submission: 4, Unit 5. DUHS 6. Rate
Change Humber: Reduction

Alazka Housing Finance Corpotation 120048 to 12131520148 Incentive:

P Box 101020 No J 101930000 No j

Anchorage, Ak 99310

7. ACC Humber: §. Operating Fund Project 9. Fiscal Year End: 10. ROFO Code (HUD Use

Number: Only):
SF-210 @AKIO1000213 j [ & bk OO @BOEFI 00930 1001
Load Data Save Data
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6.2. The project will now load with pre-populated data as shown in Figure 6.3. Once the project
is loaded, the project number will be grayed out. The user must click the “Save Data”
button before loading a different project.

Figure 6.3: Load Data Screen
Dpesating Fuid U,%, Departmersd of Housing and Wyryion 0K
Caloulation of Utilites Expense Level Urban Developmen
PHA-Chamed Rerbal Hoazing i of Public and Indian Housing
e apgaeonl rdp ST NGRS derap DRSS T
p——
1. Hemao of Pabilic g Pericd: A Typ= of Submiswion 4 UinA . INHE |-I\.“.Hf
Charge Humibes; Redwcilen
Alsata Herstirg France Coporsion A5 1o 1 BH2NE |
P B A0 ™ | tesaneen | b 3]
AK W0
T, ACC Bumbar: |'u.|:|pn-|-g Frared Prafece |3 Frscal ¥ e Erat i, ROED Cochs (HUN Llsa
Rumbai: | Tnilyie
HFHB [ B ] 1355 O OO TORCAT iyl
lncraibes T | | | Jl
Lng | Qs O =
. K K| K| K
Lzt i3l ka1 |
a | n | = " '
qp [Pk ol 1 2wl |
parind THIEH 140 LOAGTAY L & q 1] ] ] |
L P, S| 4 4
Saciian 1 - [ TR iani Lessl
Pl Dot i 1 = Dbl r
02 |coraunpiion (13-ronth paricd
TG0 3 e BRI T ST30SE T4 Fial Rils a a a 0
Fioll's) Datvles iyl 2 gl
1 |coraupiion (13-ronth paricd
TG o RT3 A07.59% T80 [Flal Rala 1] 1] 1] 1]
Foollrsy Datvdss iyt 3 - il
01 |coraurpian (13-ronth parcd
71150 BB | el Eale i} a a a
6.3. Once data entry has been completed for the loaded project, click on the “Save Data” button,

as show in Figure 6.4. Clicking on this button stores the project information within the
PHA UEL Excel Tool. The user will notice that the “@” sign will disappear from the
beginning of the project number which has just been stored, as shown in Figure 6.5.

Figure 6.4: Storing project data

Operating Fund

Calculation of Utilities Expense Level
PHA-Cwned Rental Housing

U.5. Department of Housing and
Urban Development
Office of Public and Indian Housing

ersion 2.0¢

b time Far reuieui

OmB Approval Mo, 2577-0029 (exp. 0BE02017)

hir farm, unlaes it dirplaye a currently valid OME cantral numbor. Thirinfarmation ir roquired by

law: 3 jc ztr ko PHA,

andFy

porating

ion by Gongroer. HUD alro uror the i

1 - General Infor

1. Hame of Public Housing Agency: (2. Funding Period: 3. Type of Submission: 4. Unit 5. DUHS 6. Rate
Change Humber: Reduction

Alaska Housing Finance Corporation 1012018 to 1203102015 Incentive:

PO Box 101020 No J 101930000 No j

Anchorage, &K 99510

7. ACC Humber: 8. Dperating Fund Project 9. Figcal Year End: 10. ROFO Code (HUD Use

Number: Only):
SF-210 J [ol e'ici] OOy m0osE0 Oogso (1001
Load Data | E Save Data J
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6.4.

7.1.

NOTE: The PHA file has already been saved as AK001 2015UEL Tool v2.04 2015-01-
14 xIsm. (automatic naming convention: PHA Code_2015 UEL Tool_Version #_Creation
date)

Figure 6.5: @ sign disappears once the “Save Data” button is clicked.

Operating Fund U.5. Department of Housing and Wersion 2.04
Calculation of Utilities Expense Level Urban Development
PHA-Cwned Rental Housing COffice of Public and Indian Housing

OMB Approval Mo, 2577-0029 (exp. 0653002017

1 qathe

aq¢ T hourr per respanse, insliding the ki

o tian of infarmation. Thir 3qeney may ot callet thir i i, andyou are
the LLS. Hawring fict ol ., ended, and by 24 CF RPart 990 HUD requlatione. HUD maker p

subsidy tabe paidta PHAr PHAC pravide infarm ation an the Praje
infarmation ta determine cach 4 the Fun.

Cararers. Fiorpanrar ko the zollsstion ofinfor

Section 1 - General Information

1. Hame of Public Housing Agency: | 2. Funding Period: 3. Type of Submission: 4. Unit 5. DUNS 6. Rate
Change Humber: Reduction
Alazka Housing Finance Corporstion 1112015 to 1203172015 Incentive:
PO Box 101020 J 101930000 J
Anchorage, &K 99510
7. ACC Number: 8. Dperating Fund Project 9. Fiscal Year End: 10. ROFO Code (HUD Use
Number: onhy):
SF-210 Please Select PPH j ol i O 0% 0530 OoE0 1001
2 Save Data |
e 7 I bl bl bl ]
il @AK001000244 CELETE N DELETE DELETE ] CELETE CELETE CELETE
;'"e @DAKO01000247 o o s —[E —[E |
0 DAKD01000257
Description DAKD01000260
A | @AK001 000263' - - D E F G H |

In order to complete submissions of all the projects in the PHA Excel Tool, the user must
select the next project from the dropdown menu and follow steps 6.1 through 6.3 until the
last project is completed. The “Save Data” button does not save the Excel file. It only
stores the project data on a hidden sheet in the workbook. The user must also save the
Excel tool to prevent losing the stored data as shown in steps 7.1.

NOTE: Once the current project data is saved, user can choose another project from the
drop-down menu and click “Load Data.

Tips for Successful Submission

Saving and Emailing the PHA Excel Tool: When the user has completed all the projects
in the PHA Excel Tool, the file can be closed by clicking on the close file button WS
in MS Excel in the top right hand corner of the PHA Excel tool. The user will then be
prompted to save changes to the file as shown in 7.1. Alternatively, the user can click on
"File, Save".
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7.2.

7.3.

Figure 7.1: Prompt for saving changes to the PHA Tool

kAicrosoft EBxcel @
I Do wou want to save the changes vou made to
£o8 % AKO01_Z01SELTool_we.04_2015-01-14.xlsm'?

If wou click "Don't Save", a recent copy of this file will be temporarily available,
Learn mare

[ Save ] | Con't Save | | Cancel |

Clicking on the “Save” button will save all changes to stored projects. If changes were
made to a project that was loaded, but not stored when the Excel Tool was saved, the
changes will show on the un-stored project when you re-open the Tool, but you must click
the “Save Data” button before loading a different project or you will lose the changes to the
un-stored project. The saved file will have a “.xIsm” file extension and it should be
emailed, as an attachment to the PHA’s respective Field Office. The following syntax
should be used in the subject line of your e-mail:

PHA Code + Completed 2015 HUD-52722 UEL Excel Tool
For example: AK001 2015 HUD-52722 UEL Excel Tool

Project Deleted from inventory: In case a PHA decides not to submit a particular project,
then this project should not be loaded and stored. Thus, for a project that is not being
submitted, it is ok to have an “(@.” sign before the project number in the dropdown menu.
In case the project is accidentally loaded and saved and the PHA would not like to submit,
the PHA MUST inform their Field Office.

Printing the PHA Tool in MS Excel 2010: If the PHA is working on a machine that has a
MS Excel 2010 and Windows 7/Windows XP the PHA Excel Tool may not allow for
printing. In this case the following steps must be followed:

7.3.1. Create a folder “Print 2015 HUD-52722 PHA Tool” on the desktop.
7.3.2. Open the PHA Tool e.g. “AK001 2015UELTool_v1” and load the project that

needs to be printed. Click on the ribbon on the left most corner of the file, now
select “Save As” and then select “PDF or XPS” as shown in Figure 7.2,

17



PHA User Guide - 2015 HUD-52722 UEL Excel Tool

Figure 7.2: File menu “Save As” option

FEECE-TYE

j N Save a copy of the document
(; Excel Workbook
~ BN I Save the file as an Excel Workbook.
/ Qpen

= 5 Excel Macro-Enabled Workbook
: '{la

I I Save )| Save the workbook in the XML-based and
macro-enabled file format.

— F 5 Excel Binary Workbook
=y SaveAs | » | X F : -
1 = oosa| Save the workbook in a binary file format

optimized for fast loading and saving.

‘ ‘j';'l print > @ Excel 97-2003 Workbook
o fis] I Save a copy of the workbook that is fully

compatible with Excel 97-2003.

5Z’| Prepare » ~ j OpenDocument Spreadsheet

Save the workbook in the Open Document
Format,

_d Send 4
; PDF or XPS

. Publish a copy of the workbook as a POF or
. j Share > XPS tile,

7.3.3. Upon selecting “PDF or XPS” a prompt as shown in Figure 7.3 will appear. The
user must select the folder created in Step 7.3.1 and check the appropriate
“Optimize for” / “Minimum Size” options and the click on “Publish”.

Figure 7.3: Saving the PHA Tool as PDF for printing

[| Publish as PDF or XPS P —— [t
& )=+ [print 2018 Hup-52722 Pra ool ~ |43 | Search Print 2014 HuD-52722... P |
- — e =
Organize = Mew folder 4= - @

-~ - g
[f_;‘ Microsoft Office Bxcel r hams Datelmodific
= Mo items match your search.
[ Favorites
h 4. Downloads f
=l Recent Places U
Bl Desktop !
Change the file name to the project \
- R . that iz beingsaved. Eg.
7 Libraries AKOO1000213.pof
] 2013 HUD-52723 PHA Excel Tool
51| Desktop -4 I L
i |
File name: AK001_2014UELTooI_vl.0_2013-04-1?I -
Save as type: | PDF (*.pdf) -
Open file after Optimize for: (©) Standard (publishing
l publishing online and printing)
@ Minimum size
({publishing online)
; Options...
| I
Il (= Hide Folders Tools || Publish l Cancel
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7.3.4. The file will be saved by the project name in the folder created in step 7.3.1 as

shown in Figure 7.4, which can be opened and printed.

Figure 7.4: PDF file saved in the Print 2015 HUD-52722 PHA Tool folder
===

File Edit View Tools Help

Organize « BB Open with Adobe Reader9 = Share with_» Print Burn

"~ Change the file name to the project
_ 5 - Mame that is being saved. E5.
- Favorites I AKO01000213. pdf

4 Downloads i Ei) AKDO1_2014UELTool_v1.0_2013-04-17 4/17/2013 5:12 PM Microsoft Office E... 891 KB
=] Recent Places I T AKD01000213_2014UEL Tool_v1.0 I 4/18/2013 717 AM  Adobe Acrobat D... 84 KB
Bl Desktop F‘i] CY-2014 HUD-52722 UEL ExcelTool VerlD  4/17/2013 5:09 PM Microsoft Office E... 10,214 KB

4 Libraries
=) 2013 HUD-527. 5

NOTE: Steps 7.3.2, 7.3.3 and 7.3.4 will have to be followed in order to print any
project in the PHA Tool

7.4. Warning/Stop Error Messages in Tool: The UEL Tool uses a number of validation
checks in the form of pop-up messages to ensure PHAS enter valid data into cells. This
section presents a list of the stop error messages that a user may come across while
completing their PHA UEL Excel Tool. These are called “stop errors” as the user will be
unable to move forward with the submission until he clicks on “OK” and changes the cell
data to meet the requirements requested in the message.

74.1.

7.4.2.

If a PHA tries to load/enter any data before selecting a project (PPN), a message as
shown in Figure 7.5 will appear.

Figure 7.5: Loading/entering any data before selecting a Project

Microsoft Excel @

Select a PPN first then click Load Data

If a PHA tries to load/enter any data in the Tool before clicking the “Load Data”
button, a message as shown in Figure 7.6 will appear.

Figure 7.6: Load Data
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7.4.3.

7.4.4.

Micrasoft Excel @

Click Load data before editing the data

If a PHA tries to enter data in a new column without having selected an “Incentive
Type”, “Utility Type” or “Unit of Consumption”, a message as shown in Figure 7.7
will appear.

Figure 7.7: Entering data without selecting an incentive type

Microsoft Office Excel

The cell or chart that you are trying to change is protected and therefore read-only.
! To modfy a protected cell or chart, first remove protection using the Unprotect Sheet command (Review tab, Changes group). You may be prompted for a

password,

If a PHA tries to select a “Unit of Consumption” before selecting an “Incentive
Type” and “Utility Type”, a message as shown in Figure 7.8 will appear.
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Figure 7.8: Selecting “Unit of Consumption” before selecting “Incentive” and Utility Type”

=

Microsoft Excel &J

You must select a Utility Type first (Water, Electricity, etc.).

7.4.5. If a PHA tries to select a “Utility Type” before selecting an “Incentive Type”, a
message as shown in Figure 7.9 will appear.

Figure 7.9: Select an “Incentive Type”

Microsoft Excel lﬁl

You must select an Incentive Type first (Frozen, Men-Frozen or FlatRate),

7.4.6. Once a PHA selects an “Incentive Type” a message as shown in Figure 7.10 will
appear.

Figure 7.10: Select a “Utility Type”

Microsoft Excel ﬁ

You need to select a utility type

7.4.7. If a PHA tries to enter data without selecting a “Unit of Consumption”, a message
as shown in Figure 7.11 will appear.
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Figure 7.11: Select a “Unit of Consumption”

Microsoft Excel

=)

You need to select a unit of consumption

8.

Completing the UEL Excel Tool

Completing the UEL Excel Tool will allow a PHA to calculate the UEL for each project.

NOTE: In order to select and work on a different project, the current project has to be first

stored by clicking on “Save Data” button.

8.1. Main User Form

The main user form is where the project is selected and general information is populated as shown
in Figure 8.1. The form will not allow the user to enter or edit any information on the form unless
the project is selected from the drop-down menu and data is loaded by clicking “Load Data”
button. The main screen also allows editing/ deleting of incentive/utility type as illustrated in
Section-8.2. Once the project is selected the data input fields are enabled. Follow the steps below
to complete the UEL Excel Tool for the applicable project.

Figure 8.1: Main User Form

Section 1 - General Information
1. Hame of Public Housing Agency: |2. Funding Period: 3. Type of Submission: 4. Unit 5. DUHS 6. Rate
Change Humber: Reduction
1102015 to 1203172015 Incentive:
Mo B No -l
7. ACC Humber: 8. Operating Fund Project 9. Figcal Year End: 10. ROFO Code {HUD Use
Humber: Only):
Please Select PPH j 023 [ofnccyl el u=c sl ofn = c ]
Load Project Data | Store Project Data |
Incentive Type j j_ j j_ j j j
Line [] wEL PROSECT CATA| [] CEL PROIBCT CATA| [] DEL PRONECT DWTA| [] DEL PROJECT DATA| [ CEL PROIECT CATA| [ DEL PROIECT DATA| [ DEL PROUECT CATA
Ho. Utility Type -l B B . : : ' -l
hlicrosaft Excel 3
Description
A B C 1] E 1
Select a PPM first th lick Load Dat;
Section 2 - Current consumption FlECta s En ClickLoa ata
m Actual Consumption (12-manth
period 7112013 to 673042014 0 i] 0 a
Unit of consumption (e.g. 014
m ' - = = -
& galons, KWh, therms) J J J J
Section 3 - Rolling Base consumption Level
Raolling baze year 1 - actual
02 |consumption (12-month period
THI2012 to B30/2013) 1] 0 0 0 1] 0 0
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Step 1: In order to select the appropriate Operating Fund Project Number the user must click on
the drop down list in Section-1, block 8 “Operating Fund Project Number” as shown in Figure
8.2. Once selected, click “Load Data” as shown in Figure 8.3 and the form will populate with the
project data as shown in Figure 8.4.

Figure 8.2: Selecting a project from the drop down menu.

Operating Fund U.S. Department of Housing and Version 2.04
Calculation of Utilities Expense Level Urban Development
PHA-Owned Rental Housing Office of Public and Indian Housing

OMB Approval Mo, 2577-0029 (exp. 0653002017

Fubliz Foporting Burden for thir zallestion of infarmation ir ertimated o aueraqe TEhours perrorpanre, including the time For revis Linqinrtructione, re arching xirkting datarnurcer, qathoring and maintaining data neodod, and zomploting]

and revicuingthe zollstion of infarmation. Thir 3qenzy may nak zollest thirinfarmation, and yau are nak e quire dbo complete thir Farm, unlerr it dirplagr 2 zureantly valid OME zontralnumb cr. Thir infarmakion ir require d by Se.ction 3(a)af]
the LS. Heuring fizk af 1937, ar amndad, and by 24 CFF P ark 930 HUD requlationr. HUD makor payments Far the operation andmainkenanze of lousinzome hauring prajects ta PHAr. The OporatingFurd detsrmines the amaunkof opsraking
rubridy ko be paidin FHAr FHAr pravide infarmation onthe Frajest Expenre Lows| (FEL), Ukilitior Expanrs Lovel (UEL], Othor Farmula Exp enser (Ad4-ans) and Farmulalnzome - the majar Operaking Fund sampansner, HUD rovisur the
infarmation ke dekarming cazh FHE' Farmula Smaunt and the Fundr to be abligaked for the porind tacazh FHE bare dan the apprapriation by Gangrerr. HUD alra urer the infarmation ar the barir Far requarting annual appragpristions fram

Gonqross. Fiorponser tothe collection of infarmation are required tnobtain a bencfit. Theinfarmation requerted door not lend itrolf to confidentialicy.

Section 1 - General Information

1. Hame of Public Housing Agency: |2. Funding Period: 3. Type of Submission: 4, Unit 5. DUHS 6. Rate
Change Humber: Reduction
Alazka Housing Finance Carparation 12018 to 1203120158 Incentive:
PO Blox 101020 No ~-||_101930000 | |
Anchorage, AKX 93510
. ACC Humber: 8. Operating Fund Project 9. Fiscal Year End: 10. ROFO Code (HUD Use
Humber: Only):
SF-210 @AK01000213 j O3 003 W0sE0 Oowso 1001
2 Sawe Data |
Li @AK[“" 000244 [ ceETe 1 [ ceeTe [ ceETE B [ veeTe [ reete [mLEa
“'"e @AKO0 000247 g ] ] ] 7] 7]
o @AK001000257
Description DAKN1000260
a J@m{l]lh 000263 - - 0 E F G H I

Figure 8.3: Load Data

Operating Fund U.S. Department of Housing and Wersion 2,04
Calculation of Utilities Expense Level Urban Development
PHA-Cwhned Rental Housing Office of Public and Indian Housing

OB Approval Mo, 2577-0029 (exp. 0653072017

FublizFcporting Burden for thir zollection of infarmation i crtimate dtaaveraqe TS haurs per rerpanre, inzluding the time For revieuinginrtractionr, rear ching e xirting datargurzer, qathering and maintaining datanceded, and zompleting

and rewicuing the <ollection of infarmation. Thir aqency may nok collect thir infarmation, and you are nokrequired ko complote this Form, unlerr it dirplayr a currently valid OME conkral number. Thir information ir re quired by Section 90a) of
tho U5 Houring Act of 1937, ar amended, and by 24 GFRFart 990 HUD requlationr. HUD maker payments for the operation and maintenance of lau-incame houringprojectr tn FHAr. The Operating Fund dotermines the amount of operating
subridy tobe paid to PHA. PHAr provide informationon the Proje sk Expense Lewel (PELY, Utilitics Experae Level (UELY, @ther FarmulaExpenrer (Add-ore) and Formula Inzome - the maior Operating Fund companents, HUD reviewr the
infarmatian to determine cach PHAY Farmala Amount and the Fundr ko ke obliqated for the perind bo cach PHA bared on the appropriation by Gongrenr, HUD alrowrer the information ar the baris For requesting annual appropriations fram

Conarerr. Rerponees to the <olle<tion of infarmation are required to obtain a bencfit. Theinfarmation requested docr netlend itrelf to canfidentiality.

Section 1 - General Information

1. Hame of Public Housing Agency: |2. Funding Period: 3. Type of Submission: 4, Unit 5. DUHS 6. Rate
Change Humber: Reduction

Alazka Housing Finance Corporation 1112018 to 127310120148 Incentive:

PC B 101020 Mo j 101930000 No j

Anchorage, &K 99510

7. ACC Humber: 8. Operating Fund Project 4. Fiscal Year End: 10. ROFO Code (HUD Use

Number: Only):
SF-210 @AKID1000213 j 01231 OOy @Os30 O0E 1001
Load Data Save Data
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Figure 8.4: Project data populated upon clicking the “Load Data” button.

Craerating Fund .5, Departmersd of Housing and wyegion 20H
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AK A0
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Step 2: Review the editable pre-populated data and edit if necessary. Explain any edits in
Section 10 Remarks. See section 8.2 for editing, adding or deleting an incentive/utility type.

“No” is the default selection for the “Unit Change” and “Rate Reduction Incentive” in Section 1,
but the user can change them by clicking on the drop-down menu as shown in Figure 8.5.

If the project has a HUD-approved utility rate reduction incentive, the user must select “Yes” for
“Rate Reduction Incentive”, and enter a whole dollar amount on Line 23 “Energy Rate Incentive”.

If the project’s utility records for the reporting period contain consumption data for less than a 12
month period due to new units or demolished/disposed units, the user must select “Yes” for “Unit
Change” and note the number of units, number of months associated and related consumption for
these units in Section 10 Remarks. The user must modify the applicable lines to reflect the utility
data for the new, demolished or disposed units. See the last page of the instructions on form
HUD-52722 at: http://portal.hud.gov/huddoc/52722_opfund_utility.doc
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Figure 8.5: Select “Unit Change” and “Rate Reduction Incentive”

Section 1 - General Information

1. Hame of Public Housing Agency: | 2. Funding Period: 3. Type of Submission: . Rate
duction

Alazka Housing Finance Corporation 112015 to 120312015 centive:

PO B 1101 020 Mo

Anchorage, AH 99510

7. ACC Humber: 8. Dperating Fund Project |9, Fiscal Year End:

Number:
SF-210 PO 00013 J CHFH C0Y3 R06E0 OOFH

Step 3: Enter the reporting period utility data on the applicable lines as shown in Figure 8.6.
Lines 07 and 14 are applicable only for new units according to form instructions.

Line 19 is only applicable to projects with surcharges for excess consumption of PHA-supplied
utilities.

Line 23 is only applicable to projects with a HUD-approved utility rate reduction incentive.

Line 25 “Eligible Unit Months (EUMs)” MUST be entered for the selected project in order for
the UEL to calculate. The EUMs are calculated from form HUD-52723, Column B, Line 15 plus
Line 17 minus Line 04.

NOTE: The PUM UEL will not be calculated if EUMs are not entered on line 25.

For new projects, see the UEL Frequently Asked Question (FAQ) on the New Projects/Units
Guidance at:
http://portal.hud.gov/hudportal/HUD?src=/program_offices/public_indian_housing/p
rograms/ph/am/of/opfnd2015
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Figure 8.6: Reporting period utility data

Incentive Type 7] J'I_ ] j_ -
Tn e mrmuecr oerd [Joee mmecr osrsd [Joes roecr owrd [ oe sroiecr owers) [ oo pouecr oers
fl.n Lhkility Tupe K Il 7] E K
Description
A B C D E F G

1

Unit of consumption [e.g.. - -

Ula gallons, k'wh, therms) J J J J J

Section 3 - Rolling Base consumption Level
Ayerage rolling base

COMSUMELion LII'|E' 05+ 3 0 0
1] 1]
I
$0

Section 8 - Base Utilities and i ion Factor

Base utities expense level -
whole dollars (Line 15 x Line 17)

@

0 50

Surcharges for excess
consumption of PHA-supplied
Ltilitie:s (12-month period

7H 2013 to BA30/2014) - whole
clallars

©

Operating Fund Project Operating Fund Project
Number @ AKOD1000213 Number @AKO0000213
Base Ltiities expense level

minus surcharges (Line 18 minus
Line 19)

2

=

x

LHtilitie:s inflation/deflation factor

Section 9 - Calculation of Utilities Expense Level
Ltilties expanss lsvel adjustad
far inflationideflation - whale
clollars (Line 20 x Line 21)

e

]

Energy rate incertive

Ltiities expense level - whale
diollars (Line 22 + Line 23)

Eligible unit manths (from the
original form HUD-52723, Column|
B, Line 15 plus Line 17 minus
Line 04

LHtilties Expense Level - PLIM
(Line 24 + Line 25)

N Y 2 B
B % fEyE

8.2.  Editing, adding and deleting an incentive/utility type

Once the Project Data is loaded, the user can edit the consumption data. The pre-populated
“Incentive Type,” “Utility Type” and “Unit of Consumption” are grayed out and cannot be
edited as shown in Figure 8.7. To correct the “Incentive Type,” “Utility Type” or “Unit of
Consumption,” the user must delete the incentive type with the erroneous data as shown in
Figures 8.10 and 8.11 and add an incentive type with the correct data in a new column as shown
in Figures 8.8 and 8.9. Explain any changes to pre-populated data in Section 10 Remarks.

For utility reporting of new units, demolished or disposed units, conversions from one utility
type to another (ex. from oil to gas), switching from resident-purchased to PHA-supplied
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utilities or switching from PHA-supplied to resident-purchased utilities, see HUD-52722
Special Instructions at: http://portal.hud.gov/huddoc/52722 opfund_utility.doc

Figure 8.7: Locked incentive/utility data

Section 1 - General Information
1. Hame of Public Housing Agency: (2. Funding Period: 3. Type of Submission:

Alaska Housing Finance Corpotation 1201458 to 1213152014
P Box 101020
Anchorage, AK 99510

7. ACC Humber: 8. Operating Fund Project 9. Fiscal Year End:
Number:
SF-210 Pleaze Select PPH j U231 0O mOs=0 Do
Load Data | Sawe Data
Incentive Type ] || j_
Line [ wEw PoOuBCT CRTR| [ GEL PROJECT DATA| [] @EL PROJECT CETAN[T] DEL FROUECT DETA
Ho. WHility Type [ H B
Description
A B C 1] E F
Section 2 - Current consumption Level
i Actual Consumption (1 2-month
petiod TH 2013 to 620752014 1]
T nit of consumption (e.qg., J J J j

gallons, kvwh, therms)

Section 3 - Rolling Base consumption Level

Roling baze year 1 - actual
02 |consumption (1 2-month period
72012 to BA30/2013) 214 373,053 |Flat Rate I

Roling baze year 2 - actual
03 |consumption (1 2-month period
/2011 to BA30/2012) 201 407 283 |Flat Rate I

Roling baze year 3 - actual
04 |consumption (1 2-month period
THI2010 to 6530020117 1,642 353,803 |Flat Rate 1]

Additional columns may be used to enter data for incentive/utility types other than pre-
populated data. Select the incentive type, utility type and unit of consumption (if applicable) as
shown in Figure 8.8. See Sections 8.3, 8.4 and 8.5 for additional information about the
incentive types (frozen, non-frozen and flat rate).
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Figure 8.8: Add an incentive/utility

Section 1 - General Information
1. Hame of Public Housing Agency: (2. Funding Period: 3. Type of Submis=ion:

Alaska Housing Finance Corparation 1201458 to 12131720148
PC Box 101020
Anchorage, &K 99510

7. ACC Humber: 8. Operating Fund Project 9. Figcal Year End:
Number:
SF-210 J 012031 0 O3 BO5=0 Do
Load Data |
Incentive Type J J_
Line [ wEv PoouBCT DATR) [ CEL FROUECT DRTA
Ho. Liility Type [ -
Description
A B C 1]
Section 2 - Cur
0 Actual Consumption (12-mornth
period TH 2013 to 63002014 0 1]
T Unit of consumption (e.qg., J J

gallons, kv, therms)

Section 3 - Rolling Base consum

Rolling baze vear 1 - actual
02 |consumption (12-month period
7110201 2 to BA30/2013) 214 373,053 |Flat Rate

Rolling baze vear 2 - actual

03 |consumption (12-month period
7112011 to BA30/2012) 261 407 293 |Flat Rate
Rolling baze vear 3 - actual

04 |consumption (12-month period
THI2010 1o B/3072011) 1,642 353,503 |Flat Rate

After entering the data click the “Save Data” button as shown in Figure 8.8. Once the “Save
Data” button is clicked and the project re-loaded, only consumption data will be editable.
“Incentive Type,” “Utility Type” and “Unit of Consumption” will be grayed out as shown in
Figure 8.9 and cannot be edited.

NOTE: Explain any additional incentive/utility types in Section 10 Remarks.

28



PHA User Guide - 2015 HUD-52722 UEL Excel Tool

Figure 8.9 After storing project data and re-loading the project the incentive/utility type and unit of
consumption are locked

Section 1 - General Information
1. Hame of Public Housing Agency: (2. Funding Period: 3. Type of Submis=ion:

Alaska Housing Finance Corparation 1112018 to 12315120145
PO Box 101020

Anchorage, AK 99510
7. ACC Humber: 8. Operating Fund Project ‘9. Fizcal Year End:

Number:
SF-210 J S '] | [ ccl| B 0O5S0 OO0
Load Data | Save Data C
Incentive Type J J_ J
LinE D CEL FEOIECT CATH D CEL FEOIECT DETH D CEL FEOIECT DAT, D CEL FEOJECT DA,
Ho. Litility Type J J
De=scription
1) B C 1} E F

Section 2 - Current consumption Level

Actual Consumption (1 2-month
period 72013 to 62052014 0 ] 1] 455

Unit of consumption (e.q.,
o
" gallons, Kk, therms] J J J

m

Section 3 - Rolling Base consumption Level

Falling base year 1 - actual
02 |consumption (12-month period
FH 2012 to BA30/2013) 214 373,053 |Flat Rate 3245

Falling base year 2 - actual

03 |consumption (12-month period
2011 to 6/30/2012) 261 407 293|Flat Rate 396
Falling base year 3 - actual

04 |consumption (12-month period
THI2010 to B/3002011) 1,642 363,503 |Flat Rate 2484

The user can delete an Incentive type at any time after data is entered in the column by clicking
the “DEL PROJECT DATA” check-box in the column. then click the “Save Data” button as
shown in Figure 8.10. The project will again have to be selected from the drop down and
loaded. The user will observe that the “Incentive Type”, “Utility Type” and “Unit of
Consumption” are blank and the consumption data has changed to “0” in the column where
delete was checked as shown in Figure 8.11.
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Figure 8.10: Delete Incentive/Utility type

T

Incentive Type| Monlbrose || Monkbroz - Flat Rate Mon Froz -
(] e seouecT ouTal [] OEL PoliBcT aTa| [ DEL POOIECT DATA

Line
Ho. Utility Type
Description

A B C D E F

Section 2 - Current consumption Level

Actual Consumption (12-month
period 7172013 to 63002014 0 0 0 455

Unit of consumption (9., —— o | T Al e -
018 | Jaions, kv, therms) | & - f = B

m

Section 3 - Rolling Base consumption Level

Rolling base year 1 - actual
02 |consumption (12-month period
TH20M 2 bo B30/2013) 214 373,053|Flat Rate 325

Rolling base year 2 - actual

03 |consumption (12-month period
TH2011 to 6020 2) 261 407,293|Flat Rate 396
Rolling base year 3 - actual

04 |consumption (12-month period
THZ2010 10 6E072011) 1,642 353,503|Flat Rate 2,494

Figure 8.11 After storing project data and re-loading the project, the incentive/utility data is deleted

Incentiee h'llll.'ll..’J Flat Fabe J Nl‘ll.".l.J

L s D HE T H;EM“I:II:" EaTA [ G FACdECT H:I:l
Ho. LRtility J 1 |

Description
L] B L] E F

ection 2 - Current consurmpbion Level

o Actusl Consumpion (12-month

peerioal T 201 3 to B0000H 4 0 0} 455
Oa Urit of condurnplion (2.9., ; 'J J - J

gadlons, kv, therms)

MJ-R&HI‘E‘MMW iomn Lewel

[Roting base year 1 - actual
02 |consumption (12-month period
TR0 2 0 B3N2I 3)
Fiolng baze year 2 - aciual
03 |ecrdurnglion (12-month period
FA0A 1o BRI 2)
Roliing base year J - actual
04 |ecanesirngtion (1 2-month perod
7R 2000 B0 1)

373.053|Flal Rale 325

407 293|Flat Rale 396

353,503 |Flat Rale 2,494
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8.3.

Complete/Review the fields from line 1 through line 16. A comment can be added in Section 10.

“Frozen” Incentive Type

Then click the “Save Data” button.

NOTE: The user should average the three years of the frozen rolling base, enter the amount on

Line 2 “Rolling base year 1” and Lines 3 and 4 will auto-fill as shown in Figure 8.12.

Figure 8.12: “Frozen” selected as Incentive Type

Incentive Type j J_ J J Frozen -
Line [] ©Ev FRECT CATA| ] GEL FROJECT GWTA| [ GEL FROMECT OWTA| [] GEL FROJECT CATAN[ | GEL FROMECT DAT
Ho. Utility Type [~ H H Y Eresticiry -]
De=scription
A B C D E F G
Section 2 - Current consumption Level
o Actual Conzumption (12-month
period T40201 3 to 6305201 4 1] 1] 0 455 1,000,0008
Unit of conzsumption (2.9, - Kilowett Hour -
ota gallons, kv, therms) J J J JI J
Section 3 - Rolling Base consumption Level I
Ralling base year 1 - actual
02 |consumption (1 2-marth period
THI2012 10 BI3002013) a 373,053 |Flat Rate 324 1,200,000
Rolling base year 2 - actual
03 |consumption (12-month period
72011 to BA30/2012) I 407 293 |Flat Rate 396 1,200,000
Ralling baze year 3 - actual
04 |consumption (1 2-marth period
TM2010t0 630020117 a 353,803 |Flat Rate 2494
8.4. “Non-Frozen” Incentive Type

Complete/Review the fields from line 1 to line 16 as shown on Figure 8.13. A comment can be

added in Section 10. Then click the “Save Data” button.
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Figure 8.13: “Non-Frozen” selected as Incentive Type

Incentive Type j J_ J
Line D DEL FROUECT DATH DDEL FROJECT DWATH DDEL FEOUECT DAT DEL FROUECT LATH
Ho. Utility Type [~ H H | |f Btestricity -
Description
A B [ 1} E G
Section 2 - Current cunsumptl:n Level
o Actual Consumption (12-manth
period 7 L2013 to 63052014 0 1] 1] 1,000,000
Unit of conzsumption (e.q., Wil
o1 - onett Hor -
a gallons, Kk, therms) J J JI J J
Section 3 - Rolling Base cunsun‘l:tiun Level
Raling baze year 1 - actual
02 |conzumption (12-maonth period
THR2012 to B£30/2013) 0 373,053 |Flat Rate 325 1,200000
Rolling basze year 2 - actual
03 |conzumption (12-month period
7102011 to BI302012) 0 407 293 |Flat Rate 396 1,200,000
Raling baze year 5 - actual
04 |conzumption (12-maonth period
TH201010 650520117 0 353,503 |Flat Rate 24094 1,200,000

8.5. “Flat-Rate” Incentive Type

“Units of Consumption” should not be selected when “Flat rate” incentive type is selected. An
amount must be entered on line 16 “Actual utility cost”. All the other fields from line 1 to 14
are disabled as shown in Figure 8.14. A comment can be added in Section 10. Then click the
“Save Data” button

Figure 8.14: Flat Rate selected as Incentive Type

Incentive Type j J [ -] J_ Frozen -
Lil_.E D DEL FEROUECT DATA) D CEL FROIECT DAT D CEL FEOUECT D&T D CEL FROIECT DATA D CEL FROIECT DATH
Ho. Utility Type B - | Bty -
Description
. B C 1] F G

Actual Conzumgtion (12-manth
period 772013 to 63002014 1]

Unit of consumption (e.q., -
gallons, kvwh, therms) J J

o 455 1,000,000

|| Wittt e |

01a

Ralling base year 1 - actual
02 |consumption (12-month period
T 2012 to BF3002013) 1] A73,058F|at Rate

Rolling base year 2 - actual
03 |consumption (12-month period
70172011 to 6/30/2012) 0 407 298F lat Rate

Rolling base year 3 - actual
04 |consumption (12-month period
FHI2010to Br3052011) 0 353,480

325 1,200,000

396 1,200,000

2,494 1,200,000
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9. PUM Utility Expense Level

Once all the data is entered, the PUM UEL is calculated on line 26 as shown in Figure 9.1. The
user must enter the PUM UEL from line 26 of form HUD-52722 to form HUD-52723, Section 3,
Part A, Line 05.

NOTE: The PUM UEL on the HUD-52722 and HUD-52723 MUST match. If they don’t match,
HUD won’t accept the PHA’s submission.

Figure 9.1: Calculation of PUM UEL

Base ulilties expense level -

\whale dollars (Line 15 x Line 17) §31,277 ! $38,181

Surcharges for excess
consumgtion of PHA-supplied
19 |utilties (12-month period
7172013 to B/30/2014) - whole
dallars

Operating Fund Praject
HNumber AKOO1000213 Humber AKDO1000213

Baze Ltilties expense level
20 |minuz surcharges (Line 18 minus
Line 19) $39.191

21 [Utilties inflation/deflation factor

Section 9 - Calculation of Utilities Expense Level

Ltilties expenss lsvel adusted
22 |for inflation/defiation - whole

dollars (Line 20 x Line 21) $41,397

$41,397

Line 04)

Ltilties Expense Level - PLUM
(Line 24 + Line 25)

G0

5114 .99]

10.Technical Support

For problems or questions believed to be a common Excel program question, please first attempt
to resolve these problems locally or using the Microsoft Excel help function. For problems with
the functionality of the PHA Exel Tool, please review the Technical Notes posted on the
Calendar Year 2015 Processing website link below. If the PHA still has difficulty, they should
contact their local HUD field office.

http://portal.hud.qgov/hudportal/HUD?src=/program offices/public indian housing/programs/ph/
am/of/opfnd2015

PHAs that would like to report more than 12 combinations of incentive and utility types for a
project must contact their local HUD Field Office.
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