Instructions for Preparing the Budget Form (Version 3)
1.)  Double click on the pdf file to open.
2.)  Before entering any data, do a FILE SAVE AS, using the development name as the file name and save it to any 
directory you choose.
3.)  Once the file has been saved, you may go ahead and enter data.  Refer to the BUDGET DEFINITIONS for the definitions of the line items in the form.  Do a FILE SAVE every time you make changes 
on the form since it won’t save it automatically for you.
4.)  The “Development Name”, “Prepared By”, “Reporting Period” and “IHDA Loan Number” are all required fields.

“Reporting Period” – you may select any day in the calendar as long it is in the correct reporting year.

“IHDA Loan Number” - enter the loan # that’s showing in your monthly billing statements, 
(ex. 10-999-01).

Do not enter here the project id# that was used in previous year’s Budget submission.
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5.)  Once the form is completed and ready to be submitted to IHDA, click on the button that is called “Submit by Email” 
on the upper right side of Page 4.  You may also click on the “Print Form” button to print the form.
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6.)  Once you click on the “Submit by Email” button, you will get the message shown below.  As what the message 
says select the best option on how you send an e-mail. 
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7.)  If you selected:

a.)  “Desktop Email Application” - this will automatically attached the Budget form pdf file to your e-mail and 

send to IHDA at the fpateam@ihda.org e-mail address after you click OK.  You may go to your Sent 


Out box to verify that the file was sent out.


b.)  Both “Internet Email” and “Other” – will give you the window shown below.  Follow the steps shown and 

after you attached the pdf file to your e-mail and type your message (Step 3), send it to 



fpateam@ihda.org e-mail address.
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8.)  You will get a confirmation once your e-mail is received and is forwarded to your Financial Portfolio Analyst

for review.

9.)  A letter will be sent electronically to the Owner and Managing agent we have on record in regards to the approval 


of the Budget submitted.
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