€9 Bc HousING

Enter a Tenant| Internal Transfer Method

Scope:

This guide provides instructions for processing an internal transfer. This guide does not cover updating
tenant income and assets or rent calculation. If rent calculation is required for your development, seek
assistance from The Rent Desk.

Rent Desk | Phone: 604-439-4167 | Toll free: 1-800-257-7756, local 4167 Email: rentdesk@bchousing.org

Applicable Area(s): For Use By:

e Housing Connections e Housing Providers

Before You Start:
e Confirm you have access to Housing Connections | submit access requests to
hconnections@bchousing.org
e Confirm that the unit the tenant is transferring into is vacant
e Confirm move out/move in dates

Procedure:
(’ Development T 3 cuares 1. Select your building from the
T N e Development drop-down list
Search
Sodety [ Tilly's Society for Training and Leaming [+]
Development | Mathilda Manor IV [~
2. Go to the Blocks/Units tab
( ’ Development

¢ Prompt 1"|’ " Detail 1".’ : Blocks/Units 1“|’ " Profiles 1"|“ " Commen

3. Click on the name of the tenant
you wish to transfer

‘Dromp("l"Detail“I"Blocks/UnKs\‘l” fil \\I/'r t \‘l"-“ hment. “I“Health Service Requests |

Development: Ref #: 9%
Society: Tilly’s Society for Training and Learning

Address Ref Sz Subsidy Tenant
Mathilda Manor IV
101 - 160 Ontario Street, General Delivery 10272.101 0 The Frog. Kermit
102 - 160 Ontario Street, General Delivery 10272.102 0 None

103 - 160 Ontario Street, General Delivery 10272.103 0 Monster. Cookie
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4. From the Tenancy page, click on
Request Transfer/Transfer to a New Unit Request Transfer/Transfer to a
New Unit from the quick action
bar.

0 Note: If the Request
Transfer/ Transfer to a New Unit
links are not displayed in the quick
action bar, use the Direct Entry
method to enter the tenant.

» 5. A new window will pop up. Select
Request Transfer . .
) the Transfer to a new unit option
Tenancy: The Frog, Kermit HC348594_10272.210_02 i
() A complete transfer application has been received a nd Cl |Ck NeXt.

@ Transfer to a new unit
() Change funding program or rent scale

Household members that will transfer away from the current unit:
Kermit The Frog {primary applicant)
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” 6. Input the required information:
Request Transfer - step 3 (to a new unit)
Tenancy The Frog, Kermit - HC348594_10272.210_02 =
Date maoving into new unit | 17272026 | . . .
Please choose reason(s) for transfer [ ] Date movl ng lnto new u n It
] Escalating behaviors [ Alcohel and Drug use o
] Community need Fire setting
| Aggression/\iolence Closer to family and/or friends E n te r t h e T ra n Sfe r Date
| Victimized [7] Unable to manage stairs
| Leaving the community [_| Change in support needs
T Health condition ) Other
¢ Reason for Transfer
Current Unit Development  paghiiga Manor IV
Block

Umic210 - 160 Ontario Strest, Ganeral Seitvery Must select one reason

Funding Program611 - Supportive Housing Fund
Rent ScaleFixed Rent on the Door
Cap RentsNone
Vacate Date31 Jan, 2026

Current Unit Available to Rent H H
® Exactly ondate [01/02/2026 |G calendar e Current Unit Avai Ia b I e to Rent
Select Exactly

' Approximately

Transfer-To Unit Development] 15t Avenue Rapid Modular Project (95331) [+]
Block1st Avenue Rapid Modular Project (10272

runding » uni _(Please choose a unit) . b [ ] Transfer tO Unit
unding ng"\BM - 160 Ontario StreetGeneral Delivery 4 .
= %m 160 antaro Sreetenaral ey : Select the unit address from the

Cap Rents| 1 0 Ontario Str
dropdown list.

Comments (required)

O Transfer Date Guidelines:

15t -14th set start date to 15t of the month.

Example: Tenant moves in on Nov 3" you
set it as effective Nov 1%

15t - end of month, set start date to 1
of the next month.

Example: Tenant moves in on Nov 17" you
set it as effective Dec T

(; Tip: Vacant units available to
transfer into will be at the top of the
drop-down list. Greyed out addresses
are occupied and cannot be selected.

7. Click Finish.

Comments {required)

Moving closer to Miss Piggy

The Transfer is complete.

If you experience any issues, please contact Housing Connections Support at
hconnections@bchousing.org
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