
 

 
1001 WASHINGTON AVENUE NORTH MINNEAPOLIS, MN 55401-1043 PHONE: (612) 342-1400 FAX: (612) 342-1407 WWW.MPHAONLINE.ORG 

EQUAL HOUSING OPPORTUNITY – EQUAL EMPLOYMENT OPPORTUNITY 

Change in Property Ownership and/or Property Manager Designation Packet 
 
The following packet contains the information and forms needed to submit a change in property 
ownership or change in property manager designation to MPHA.  

All documents must be provided before MPHA can begin processing the change requested.  

Documents should be submitted at:  

https://app.smartsheet.com/b/form/14b1357e2bb2425ba667d82481b78155  

Documents included in this packet: 
1. Important information to know about Property Ownership and Property Manager Changes – 

This is just helpful information for you. 
2. MPHA Change in Property Owner Form - Required only if the legal owner of the property is 

changing. 
3. MPHA Change in Property Manager Designation - Required only if a property manager is being 

designated, or if the property manager is changing. 
4. Blank w9 form – Required to be completely filled in, with the information for the entity that will 

receive the payments. This is required, even if the entity receiving payments is already in our 
system and receiving payments from us. 

External documentation that must be provided: 
 

1. If this is a Change in Property Ownership: 
a. Copy of a valid rental license, with the new owners information – We will accept a 

copy of the receipt from submitting the rental license application until approval is 
received. 

b. Proof of Property Ownership – This could be a copy of the closing documents, or a 
deed, so that we can verify the legal owner of the property. 

2. If this is a Change in Property Manager Designation (to include assigning the first property 
manager): 

a. Copy of the management agreement  

If you have any questions or are concerned anything is missing, please contact Chad Biggers, at 
cbiggers@mplspha.org or 612-342-1222. 
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Important Information for Property Ownership and Property Manager Changes 
 

1. Notice and Documentation – 
 

a. MPHA must be made aware of a change in property ownership or property manager, as 
soon as possible, that way holds can be placed on payments to prevent them from going 
to the former owner or former property manager. 

b. In the case of a change in property ownership, it is the responsibility of the new 
property owner to inform MPHA of the change, as well as submit the required 
documentation. In some cases the former property owner can let MPHA know that the 
property will be changing ownership, but it is still the responsibility of the new property 
owner to submit the required documentation. 

c. Documentation must be submitted at: 
i. https://app.smartsheet.com/b/form/14b1357e2bb2425ba667d82481b78155  

 
2. Payments – 

 
a. If notice is not provided to MPHA about the change in property owner or property 

manager in time to stop the payments from going to the wrong entity, then it is the 
responsibility of the new property owner or property manager to retrieve those funds 
from the previous property owner or property manager.  

b. MPHA requires that direct deposit is set up for payments to be made. MPHA will issue 
and mail up to three checks. After those three checks are mailed, if direct deposit has 
not been set up, then MPHA will hold the checks the until the time that direct deposit is 
set up. 

i. Instructions for setting up direct deposit will be provided when we set up the 
property owner or property manager is our system.  

 
3. If you have questions related to changes in property owners or property managers, please reach 

out to Chad Biggers, Community Engagement Specialist, at cbiggers@mplspha.org or (612) 342-
1222 
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Change/Designation of Property Manager 
Instructions 

1. Fill out this form if you are a property owner with a Section 8 HCV tenant and you want to designate a 
property manager for your property and/or have the HAP payments made to them.

2. Please make sure to include the following documentation:
a. A completed w9 for the entity receiving payment
b. a copy of the property management agreement

3. All documentation should be submitted at: https://app.smartsheet.com/b/
form/14b1357e2bb2425ba667d82481b78155

Unit Information: 
Rental Property Address 

Tenant Name 

Property Owner Name 

Property Manager Information:  The following agency/individual is designated as an authorized 
representative and is authorized to act on the property owner's behalf which includes signing leases or 
contracts, and any pertinent documents relating to the rental of the above property: 

Agency/Individual Name If agency, specify contact person 

Address 

City State ZIP 

Phone Email 

HAP Payments should be made to (Only check 1): 

    Property Owner SSN/Tax I.D. # 

 Property Manager SSN/Tax I.D. # 

Signature: _______________________________________    Date: _______________ 

Warning: Section 1001 of Title 18 of the U.S. Code makes it a criminal offense to make willful false statements or 
misrepresentations to any department or agency of the United States as to any matters within its jurisdiction. 
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Effective Date of Change:
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Change of Property Ownership 
Instructions 
1. Fill out this form if you purchased a property with a Section 8 HCV tenant and need to get set up to receive the

rent payments.  Please attach the following required documentation along with this form:
a. Signed and notarized proof of sale (warranty deed)
b. City of Minneapolis rental license (or receipt showing you have applied for a rental license, then

provide the actual license within 30 days)
c. A completed w9 for the entity that will receive payments.

2. All documentation should be submitted at: https://app.smartsheet.com/b/
form/14b1357e2bb2425ba667d82481b78155
Please Note

• If you are a property owner with a Section 8 HCV tenant and you want to designate a property manager for your
property and/or have the rent checks mailed to them fill out the “Change/Designation of Property Manager” form

Unit Information:
Rental Property Address(es) 

Tenant Name 

Property Owner Information: 

Name If company/organization, specify contact person 

Address 

City State ZIP 

Phone Email 

 Individual Owner Social Security Number 

 Non-Profit Tax ID. # 

Effective Date of Change:

Tax ID. # 

By signing this I ____________________ accept the assignment of all rights, assumption 
of the title, and interest in the lease and existing Housing Assistance Payment Contract.   

Owner Signature: ________________________________________    Date: ___________________

MPHA USE ONLY: Consent of this assignment is given in accordance with the provisions of the Housing Assistance Payment Contract 

Staff: Date: 

Warning: Section 1001 of Title 18 of the U.S. Code makes it a criminal offense to make willful false statements or 
misrepresentations to any department or agency of the United States as to any matters within its jurisdiction.  

EQUAL HOUSING OPPORTUNITY – EQUAL EMPLOYMENT OPPORTUNITY 
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Corporation

All documentation should be submitted at: https://app.smartsheet.com/b/
form/14b1357e2bb2425ba667d82481b78155
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