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• Provide brief description of the program, eligibility guidelines, and participation 
requirements.  

• Assess readiness and commitment to participate and realism of goals and timeline. 
• Schedule applicant review session for those eligible w/ list of doc. requirements. 

Orientation Session #1  
A 1 hr. session about IDAs, the role of 
saving and asset building, and program 
requirements. Present an overview of 
financial education and asset-specific 
training requirements. 

Participant Enrollment (One-on-One) 
1. Savings Plan Agreement 
2. Open account authorization 
3. Release of information  
4. Participant beneficiary form 

Phase 4 
Financial Education 

Phase 2 
Orientation 

Sessions 

Asset-Specific Training  
 

 
 
     Phase 5 

Asset-Specific 
Training 

Phase 6 
Asset 

Investment 

Purchase of Asset! 
• PS submit a copy of completed Qualified Withdrawal Request Form and Notification to Financial Institutions 

Form and other documents as required by RCO to RCO 
• RCO reviews and approves or denies QW request with reason, verifies that all signatures are in place & helps 

assure that appropriate funds are being used. 
• RCO forwards copies of the QW request forms to MIDAP. 
• RCO writes a check for the match amount in the name of the vendor and sends it to the PS for disbursement 

to the vendor. 
• PS submits final closing documents for home purchases to RCO. 
• PS maintains contact with participant and provides services to support their asset investment for at least one 

year following their final qualified withdrawal. 

Case Management and follow-up meetings 

Buying A Home 
♦ Preparing for ownership 
♦ Pre-qual. requirements 
♦ Mortgage product types 

Starting a Business 
♦ Business Plan 
♦ Marketing Plan 
♦ Financial Statements 

Higher Education/ Training 
♦ Career Planning 
♦ Scholarship opportunities 
♦ Life experience credits 

Open IDA Account 
Participant takes appropriate forms to 
financial institution to open the account 
and makes the first monthly deposit within 
30 days of program enrollment. 

Phase 3 
Participant Enrollment & 
Account Opening Process

Financial Management Education 
A minimum of ten hours covering goal setting, financial record keeping, 
budgets, taxes, saving, credit and credit repair, predatory lending, consumer 
awareness, etc. 

Orientation Session #2 (Optional) 
A 1 hr. interactive session to encourage 
individual participation & group learning.  
Obtain verbal affirmation of program guidelines 
and expectations of both the organization and 
the participant. 

Phase 1 
Application 

Review 
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IDA Benchmarks Activities of Partners Responsible Agency(ies) 
IDA Marketing, Recruitment 
 
 
 

Make referrals to Michigan IDA Program Sites (PS) 
Cross-market to other programs offered 
Flyer, brochure, meetings in the community 
Cross-market to other community service providers 

RCO, PS, referral partners 
PS 
PS 
PS 

Participant Application Review (Eligibility 
Determination & Credit Report Review 

Determine eligibility to enter Michigan IDA Program 
Review program w/participant 
Complete Potential Participant Application 
Pull credit report and review 

PS 
Participant w/PS 
Participant, PS 
PS, Financial Institution (FI), or Service 
Provider (SP)  

Orientation Sessions Conduct orientation review session(s)  PS 
IDA Savings Plan Agreement (including participant’s saving, credit 
repair and asset purchase goals)  

Review IDA Savings Plan Agreement 
Sign Agreement 
Provide notice to FI to open IDA savings account at partner bank 

Participant, PS  
Participant, PS  
PS, Participant 

IDA Participation Tracking & Data Collection 
 
 

Fully complete tracking information form 
Input data into MIS IDA or transfer forms for data input off-site 
Check data integrity monthly 
Pass cleaned aggregate data to RCO monthly and MIDAP quarterly 

PS 
PS 
PS, RCO 
PS, RCO 

Savings Deposit Tracking 
 
 
 
 

Open IDA savings account  
Provide monthly savings statement or on-line access to RCO/PS 
Provide savings statement to participant 
Provide summary of participant saving to each site  
Mail saving and match statement at least quarterly 

Participant 
FI 
PS 
RCO (or PS w/MIS IDA) 
RCO (or PS w/MIS IDA) 

Financial management (FM) education Curriculum 
ASAP with follow up during length of program enrollment 

Train PS on Financial Management curriculum 
Track attendance/report to Program Site 
Provide Completion Notice 

RCO (will vary) 
Financial Management trainer (FM) 
FM 

Case Management:  Coaching, and counseling (Monthly contact during 
savings until asset investment) 

Review Savings deposit record  
Review attendance at training 
Problem solving w/participant 
Track asset investment plan progress 

PS 
PS 
PS 
PS 

Asset – Specific Training (6 months – 1 year) Provide training or refer to Service Provider (SP) PS/SP 
Billing for Direct Services (DS) Track DS provided & TANF vs. non-TANF eligible participants and 

accounts 
PS to RCO or MIDAP  

Asset Purchase 
(Most likely within 1 month-generally no more than one year after 
savings plan achieved) 

PS submit copy of Qualified Withdrawal Request form, Notification 
to FI, & supporting documents to RCO 
RCO approves or denies QW request & ensures appropriate funds are 
used. 
RCO or MIDAP writes a check for the match amount in the name of 
the vendor and sends it to the PS for disbursement to the vendor. 

PS 
  
RCO 
 
RCO/MIDAP 
MIDAP, RCO, PS 

Post- IDA purchase Contact/support 6 month and 1 year check-in  PS 
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