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MTW Upload Delimited File Format

Uploading Household and Household Member Data Using a Pipe Delimited File

A pipe delimited file allows you to export the values in a database table as a series of ASCII text lines.  A pipe “|” separates each column value from the next column value, and each row starts a new line.  When you decide to submit your data in the pipe delimited format you must ensure that the text file is correctly formatted.  Each row of data must be structured in the order that is specified in the detailed instructions listed below. Also the rows must contain the appropriate data elements for that particular column. If a specific column in a row of data is not available and is not required you must still insert a placeholder for that column by adding a space (space between pipes) eg: | |.  Please follow the detailed instructions on the file layout and content. 

File Format 

1. All files should have .csv as the file extension, for example; mtwuploaddata.csv.  

2. The first row of all files must contain a header that identifies the subsequent records.

3. All rows of data records must be separated by a new line or hard return.

4. All household records are grouped first in the file followed by all of the household member records.

5. The “record number” used in the household record to identify the John Q Smith household will also be used in all of the household member records for that household. 

Examine the example below for guidance on how to format your data for submission to HUD.

Example of two Household records in pipe delimited format.

[tilde character- ASCII 126] Record Identifier |Record Number |Agency Name - 1a |PHA Code - 1b |Program Type - 1c |Project Number - 1d |Building Number - 1e |Building Entrance Number - 1f |Unit Number (PH only) - 1g |Action Type - 2a |Effective Date of Action - 2b |Correction – 2c |Correction Code – 2d |Date of Admission - 2h |Projected Effective Date of Next Re-Exam - 2i |Last Name - 3b |First Name - 3c |Middle Initial - 3d |SSN - 3n |Number of Household Members - 3t |Unit Address(Number and Street) – 5a |Unit Apartment Number – 5a |Unit City – 5a |Unit State – 5a | Unit Zip Code – 5a |Unit Zip Code + 4 – 5a |Number of Bedrooms - 5d |MTW Asset Income - 18j |Total Income After Exclusions - 19h |Total Annual Income - 19i |Adjusted Annual Income - 19k |Type of Rent - 20a |Tenant Rent - 20b |Mixed Family Tenant Rent - 20c |Utility Allowance/monthly allowances - 20d |Ceiling Rent Indicator - 20e |Flat Subsidy or Inc. based sub. - 21a |Number of Bedrooms - 21b | Portability Indicator – 21d |Cost Billed per Month – 21e |PHA Code Billed -21f |Rent to Owner – 21i |Utility Allowance/monthly allowances – 21j |Gross Rent of Unit – 21k |Flat Subsidy Amount - 21m |Tenant Rent to owner - 21n |Mixed Family Tenant Rent to Owner - 21p |Ceiling Rent Indicator- 21q |Flat Sub or Income based sub - 22a |Portability Indicator – 22d |Cost Billed per Month – 22e |PHA Code Billed – 22f | Monthly Homeownership payment - 22g | Utility Allowance/ Estimate - 22h |Other monthly allowances - 22i | Gross Homeownership expense - 22j | Flat Subsidy Amount - 22k |Total Family Share - 22m |Mixed Family Total Family Share - 22n |Ceiling Family Share Indicator - 22p | Employed Status Indicator - 23h(1) |Benefits In Current Employment - Health Indicator - 23h(3)(A) |Benefits In Current Employment - Retirement Account Indicator - 23h(3)(B) |Benefits In Current Employment - Other Indicator - 23h(3)(C) |GED Needs Met Indicator - 23i(2)(A) |High school Needs Met Indicator - 23i(2)(B) |Post Secondary Needs Met Indicator - 23i(2)(C) |Vocational/Job Training Needs Met Indicator - 23i(2)(D) |Job Search/Job Placement Needs Met Indicator - 23i(2)(E) |Job Retention Needs Met Indicator - 23i(2)(F) |Transportation Needs Met Indicator - 23i(2)(G) |Health Services Needs Met Indicator - 23i(2)(H) |Alcohol and Other Drug Abuse Prevention Services Needs Met Indicator - 23i(2)(I) |Mentoring Needs Met Indicator - 23i(2)(J) |Homeownership Counseling Needs Met Indicator - 23i(2)(K) |Individual Development Account (IDA) Needs Met Indicator - 23i(2)(L) |Child Care Needs Met Indicator - 23i(2)(M) |Selection Preference - 23j(5) |Current Monthly Credit - 23k(1) |Current Account Balance - 23k(2) |Current Amount Disbursed to Family - 23k(3) |Completed Contract Participation Indicator - 23m(1) |Left Because Family Moving to Homeownership Indicator - 23m(2) |Reason for Exiting Program - 23m(3)

~MTWHR|00002|Maryland Agency|MD001|P|MD001002|A|1|02101|1|12/13/2004| | |12/13/2004| |Smith|John| |123456999|2| | | | | | |1|1000|1000|2000|1000|F|1000|1000|1000|N| | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | |

~MTWHR|00003|Maryland Agency|MD001|P|MD001002|A|1|02101|1|12/13/2004| | |12/13/2004| |Rick|John| |123456780|1| | | | | | |1|1000|1000|2000|1000|F|1000|1000|1000|N| | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | | |

*Please ensure that each record ends with a ‘|’

*Please ensure that all pipes are separated by a space, if there is no data.

Example of two Household Member Records in pipe delimited format. 
[apostrophe character – ASCII 96] Record Number |Member number – 3a |Last Name - 3b |First Name - 3c |Member Initial – 3d |Date of Birth - 3e |Sex - 3g |Member Relation Code - 3h |Citizenship - 3i |Disability - 3j |Race White Indicator - 3k(1) |Race Black / African American Indicator - 3k(2) |Race American Indian / Alaska Native Indicator - 3k(3) |Race Asian Indicator - 3k(4) |Race Native Hawaiian / other Pacific Islander Indicator - 3k(5) |Ethnicity - 3m |SSN - 3n |Family Member Number - 19a |Income Code - 19b |Dollars per Year - 19d

`00002|01|SmithSon1|JohnSon1| |12/14/1976|M|H|EC|Y|Y|Y|Y|Y|Y|1|123456999|1|P|10000|

`00002|02|SmithSon2|JohnSon2| |12/14/1976|M|A|EC|Y|Y|Y|Y|Y|Y|1|123456998|2|P|0|

`00003|01|Rick|John| |12/14/1976|M|A|EC|Y|Y|Y|Y|Y|Y|1|123456780|2|P|0|
*Please ensure that each record ends with a ‘|’

*Please ensure that all pipes are separated by a space, if there is no data.

Detail instructions for data

Household Template

	No.
	Household Field
	Description

	1.
	Record Identifier
	A 5 character field to identify the file as MTW data file preceded by a tilde (ASCII symbol 126) 

	2.
	Record Number
	A number to identify the household in the file.

	
	Section 1 - MTW Agency
	

	3.
	Agency Name - 1a
	Name of the Public Housing Agency (PHA) that completes the family’s Form HUD-50058 MTW.

	4.
	PHA Code - 1b
	Code composed of the 2-letter postal state code and 3-digit PHA number. The state code indicates the location of the reporting PHA and the number identifies each PHA within a particular state.

	5.
	Program Type - 1c
	Indicates the housing assistance program in which the family participates.

	6.
	Project Number - 1d
	The project number is composed of the 2-letter project state code, 3-digit PHA number, 3-digit project number, and 3-digit suffix (if applicable).

	7.
	Building Number - 1e
	Code to capture the tenant’s building number.

	8.
	Building Entrance Number - 1f
	Code to capture the building’s entrance number.

	9.
	Unit Number (PH only) - 1g
	Code to capture the PHA designated tenant unit number.

	
	Section 2 - MTW Action
	

	10.
	Action Type - 2a
	Codes provided to report the family’s type of action.

	11.
	Effective Date of Action - 2b
	Date the reported action becomes effective.

	12.
	Correction – 2c
	Indicate if this 50058- MTW submission is for correction of the last submitted 50058-MTW

	13.
	Correction Code – 2d
	Indicates primary reason for the correction occurring in line 2c

	14.
	Date of Admission - 2h
	Date the PHA initially admitted the family into the regular (non-MTW) version of the program reported in line 1c.

	15.
	Projected Effective Date Of Next Re – Exam – 2i
	Projected effective date of next re-exam



	
	Section 3 - MTW Household
	

	16.
	Last Name - 3b
	Indicates last name of Head of Household.

	17.
	First Name - 3c
	Indicates first name of Head of Household.

	18.
	Middle Initial – 3d
	Indicates middle initial of Head of Household.


	19.
	SSN - 3n
	Enter the 9-digit Social Security Number (SSN) issued to the Head of the Household by the Social Security Administration (SSA).

	20.
	Number of Household Members - 3t
	Total number of members in household.

	
	Section 5 - MTW Unit to be Occupied on Effective Date of Action
	

	21.
	Unit Address(Number and Street) – 5a
	Address of the unit

	22.
	Unit Apartment Number – 5a
	Apartment number of the unit

	23.
	Unit City – 5a
	City of the unit

	24.
	Unit State – 5a
	State code of the unit

	25.
	Unit Zip Code – 5a
	Five digit Zip Code of the unit

	26.
	Unit Zip Code + 4 – 5a
	Zip +4 of the unit

	27.
	Number of Bedrooms - 5d
	Total number of bedrooms in the unit that the household will occupy on the effective date of action (line 2b).



	
	Section 18 - MTW Asset Income
	

	28.
	MTW Asset Income - 18j
	Final asset income:

	
	Section 19 - Income
	

	29.
	Total Income After Exclusions - 19h
	The total income after exclusions.

	30.
	Total Annual Income - 19i
	The family’s total annual income.

	31.
	Adjusted Annual Income - 19k
	The family’s adjusted annual income.

	
	Section 20 - Public Housing
	

	32.
	Type of Rent - 20a
	Indicate whether the family pays an income based rent or a flat rent.

	33.
	Tenant Rent - 20b
	The rent amount the family pays to the owner.

	34.
	Mixed Family Tenant Rent - 20c
	The rent amount the mixed family pays to the owner.

	35.
	Utility Allowance/monthly allowances - 20d
	If the payment does not include all utilities, indicate the monthly allowance amount for tenant supplied utilities that applies to the family occupied unit or an estimate of the utility costs.

	36.
	Ceiling Rent Indicator - 20e
	Indicate if the family is paying the ceiling rent for this unit.

	
	Section 21 - MTW Tenant Based or Project Based Assistance
	

	37.
	Flat Subsidy or Inc. based sub - 21a
	Indicate whether the family pays an income based subsidy or a flat subsidy.

	38.
	Number of Bedrooms – 21b
	Unit size (number of bedrooms) listed on the family’s voucher equivalent.

	39.
	Portability Indicator – 21d
	Indicates that this family moved into this PHA jurisdiction

under portability

	40.
	Cost Billed Per Month – 21e
	Monthly amount billed to another PHA for this family

	41.
	PHA Code Billed – 21f
	ID number of PHA billed under portability

	42.
	Rent to owner - 21i
	Total monthly rent payable to the unit owner under the lease for the contract unit.

	43.
	Utility Allowance/monthly allowances - 21j
	If the payment does not include all utilities, indicate the monthly allowance amount for tenant supplied utilities that apply to the family occupied unit or an estimate of utility costs.

	44.
	Gross Rent of Unit - 21k
	Gross rent of unit or space rent.

	45.
	Flat Subsidy Amount - 21m
	Amount of monthly flat subsidy that the PHA provides to unit owner,

	46.
	Tenant Rent to owner - 21n
	Rent amount the family pays to the owner.

	47.
	Mixed Family Tenant Rent to Owner - 21p
	Rent amount the mixed family pays to the owner.



	48.
	Ceiling Rent Indicator- 21q
	Indicate if the family is paying the ceiling rent for this unit.

	
	Section 22 - MTW Homeownership
	

	49.
	Flat Sub or Income based sub - 22a
	Indicate if flat subsidy or income-based subsidy.

	50.
	Portability Indicator – 22d
	Indicates that this family moved into this PHA jurisdiction

under portability

	51.
	Cost Billed Per Month – 22e
	Monthly amount billed to another PHA for this family

	52.
	PHA Code Billed – 22f
	ID number of PHA billed under portability

	53.
	Monthly Homeownership payment - 22g
	The monthly homeownership cost.

	54.
	Utility Allowance/ Estimate - 22h
	The PHA’s utility allowance for the unit.

	55.
	Other monthly allowances - 22i
	The amount of PHA’s allowances for the homeowner’s monthly routine maintenance costs, major home repairs and maintenance, and co-op/condominium assessments.

	56.
	Gross Homeownership expense - 22j
	Calculation of tenant’s total cost of homeownership.

	57.
	Flat Subsidy Amount - 22k
	Total monthly amount of subsidy the PHA contributes toward homeowners if a flat subsidy is provided to the family.

	58.
	Total Family Share - 22m
	Total amount the family contributes toward homeownership.

	59.
	Mixed Family Total Family Share - 22n
	Indicate the mixed family total family contribution based on the proration calculation.

	60.
	Ceiling Family Share Indicator - 22p
	Indicate if the family is paying the ceiling payment for this unit.

	
	Section 23 - FSS/MTW FSS Addendum
	

	62.
	Employed Status Indicator - 23h(1)
	Indicate the head of household’s current employment status.

	62.
	Benefits In Current Employment - Health Indicator - 23h(3)(A)
	Indicate the head of household’s current employment Health benefits

	63.
	Benefits In Current Employment - Retirement Account Indicator - 23h(3)(B)
	Indicate the head of household’s current employment retirement benefits



	64.
	Benefits In Current Employment - Other Indicator - 23h(3)(C)
	Indicate the head of household’s current employment other benefits



	65.
	GED Needs Met Indicator - 23i(2)(A)
	Indicate whether or not the PHA identified individual training and service needs of the family members. – GED

	66.
	High school Needs Met Indicator - 23i(2)(B)
	Indicate whether or not the PHA identified individual training and service needs of the family members. – High School

	67.
	Post Secondary Needs Met Indicator - 23i(2)(C)
	Indicate whether or not the PHA identified individual training and service needs of the family members. – Post Secondary

	68.
	Vocational/Job Training Needs Met Indicator - 23i(2)(D)
	Indicate whether or not the PHA identified individual training and service needs of the family members. – Vocational/Job Training

	69.
	Job Search/Job Placement Needs Met Indicator - 23i(2)(E)
	Indicate whether or not the PHA identified individual training and service needs of the family members. – Job Search/Job Placement

	70.
	Job Retention Needs Met Indicator - 23i(2)(F)
	Indicate whether or not the PHA identified individual training and service needs of the family members. – Job retention

	71.
	Transportation Needs Met Indicator - 23i(2)(G)
	Indicate whether or not the PHA identified individual training and service needs of the family members. – Transportation

	72.
	Health Services Needs Met Indicator - 23i(2)(H)
	Indicate whether or not the PHA identified individual training and service needs of the family members. – Health Services

	73.
	Alcohol and Other Drug Abuse Prevention Services Needs Met Indicator - 23i(2)(I)
	Indicate whether or not the PHA identified individual training and service needs of the family members. – Alcohol and Other Drug Abuse Prevention Services

	74.
	Mentoring Needs Met Indicator - 23i(2)(J)
	Indicate whether or not the PHA identified individual training and service needs of the family members - Mentoring Needs

	75.
	Homeownership Counseling Needs Met Indicator - 23i(2)(K)
	Indicate whether or not the PHA identified individual training and service needs of the family members. – Homeownership Counseling

	76.
	Individual Development Account (IDA) Needs Met Indicator - 23i(2)(L)
	Indicate whether or not the PHA identified individual training and service needs of the family members. – Individual Development Account (IDA)

	77.
	Child Care Needs Met Indicator - 23i(2)(M)
	Indicate whether or not the PHA identified individual training and service needs of the family members. - Child Care Needs

	78.
	Selection Preference - 23j(5)
	For new enrollment, indicate whether or not the family received a selection preference due to participation in a related service program.

	79.
	Current Monthly Credit - 23k(1)
	The current dollar amount credited to the family’s account due to increases in earned income by the family.

	80.
	Current Account Balance - 23k(2)
	The current dollar amount of the family’s account based on the most recent report of account funds and activity.

	81.
	Current Amount Disbursed to Family - 23k(3)
	Total dollar cumulative amount, if any, of all escrow disbursements ever made to the family.

	82.
	Completed Contract Participation Indicator - 23m(1)
	Indicate if the family fulfilled all of its obligations under the contract during the contract term.

	83.
	Left Because Family Moving to Homeownership Indicator - 23m(2)
	Indicate if the family completed the contract and is moving to homeownership.

	84.
	Reason for Exiting Program - 23m(3)
	Indicate why the family did not complete its FSS or MTW self-sufficiency contract




 Detail instructions for data

Household Member Template

	No.
	Household Field
	Description

	
	Section 3 - MTW Household
	

	1.
	Record Number
	A number to identify the household  in the file preceded by a left single apostrophe (ASCII symbol 096).

	2.
	Member Number – 3a
	The numeric value assigned to the member of the household



	3.
	Last Name - 3b
	Indicate the last name of household member

	4.
	First Name - 3c
	Indicate the first name of household member.

	5.
	Middle Initial – 3d
	Indicate the middle initial of household member.


	6.
	Date of Birth - 3e
	Indicate the date of birth for each household member

	7.
	Sex - 3g
	Indicate the gender of each household member

	8.
	Member Relation Code - 3h
	Code that best categorizes the relation or role of each household member.

	9.
	Citizenship – 3i
	Code that indicates each household member’s United States citizenship status.

	10.
	Disability - 3j
	Indicate whether or not the household member has a disability.

	11.
	Race White Indicator - 3k(1)
	Code that indicates whether the household member’s race is white.

	12.
	Race Black / African American Indicator - 3k(2)
	Code that indicates whether the household member’s race is Black / African American.

	13.
	Race American Indian / Alaska Native Indicator - 3k(3)
	Code that indicates whether the household member’s race is American Indian / Alaska Native 

	14.
	Race Asian Indicator - 3k(4)
	Code that indicates whether the household member’s race is Asian

	15.
	Race Native Hawaiian / other Pacific Islander Indicator – 3k(5)
	Code that indicates whether the household member’s race is Native Hawaiian / other Pacific Islander

	16.
	Ethnicity - 3m
	Code that indicates each household member’s ethnicity.

	17.
	SSN - 3n


	The 9-digit Social Security Number (SSN) issued to each household member by the Social Security Administration (SSA).

	
	Section 19 - Income
	

	18.
	Family Member Number - 19a


	Member number (line(s) 3a) that corresponds to the income information reported.

	19.
	Income Code - 19b


	Code that represents the type of income for a family member.



	20.
	Dollars per Year - 19d


	Annual income amount the family member earns from the income source(s)




Note: For details regarding the validations and corresponding error messages for each field please refer to the MTW TRG
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