Addendum I

Process Changes

Management companies should submit replacement reserve reimbursement requests by either sending an email to MassHousing, using the following email address:   ReplacementReserveMailbox@MassHousing.com  or by mailing the request to the attention of Rental Management administrative staff. 

Once the submission is received, it is logged in, assigned a tracking number, and forwarded to the assigned asset manager via email.  A confirmation email acknowledging receipt is sent to the management company with the tracking number and name of the assigned asset manager. The asset manager will process the request within 14 business days of receipt in order to ensure reimbursement within 21 days.

Upon receipt of the request the asset manager reviews the submission to determine completeness and, if required, requests additional information. The additional information is needed within 3 days.  If not received within 3 days the request is either partially approved or returned to the management agent for resubmission.

Once the asset manager has reviewed the request, an email is sent to the agent explaining his or her decision to approve, deny or partially pay the requested amount.   The approved package is then forwarded to Loan Servicing for payment.  
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