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All Ownership Pre-approval Requests and Habitat, Ownership, and Owner-occupied Rehab Disbursement 

Requests must be submitted online through the Members Only portal at www.fhlbcin.com.  Sponsors 
should complete the updated Disbursement Request Forms, attach the appropriate documentation as 

indicated on the forms, and forward it all to the Member via email.  The Member should save the form 

and attachment as one PDF or TIF, so it can be uploaded. 
 

How do I access Members Only? 
 
1.  Click on Login at the top of any page on our website and enter your credentials.  If you do not have 

login credentials or cannot remember them, please contact our Service Desk at 800-781-3090 or 

servicedesk@fhlbcin.com.  

 

 
 

2.  Choose Affordable Housing Program from the left-hand menu. 

 

 
How do I submit a request? 
 
3.   On the Affordable Housing Program home page, click on the AHP Disbursements box.  There are 

links on the page that will take you to the manuals, which explain what documents should be 

submitted for each type of request. 

https://www.fhlbcin.com/our-members
mailto:servicedesk@fhlbcin.com
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4. When completing the Disbursement Request Form, first choose the type of project:  Habitat, Owner-

Occupied Rehab, or Ownership. Then find the appropriate project number from the dropdown 
list. Next, answer the question “Has the household already been pre-approved for this project?”  If the 

answer is Yes, select the name of the applicant that has already been pre-approved then skip to step #6 

of these instructions.  

 

 
If the answer is No, then enter the applicant and co-applicant names using proper case (the form 

will not accept all upper or all lower-case letters), then enter the household size. Next, you must 
click on +Add new Occupant (even if the applicant is the only member of the household) and 

enter all household members as shown on the Sponsor’s intake application. There are How-To 
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directions on the form that explain how to create the occupant list.   The number of occupants 

entered here must match your answer to the household size question asked above. This means that 
even if the applicant is the only person residing in the household, you will still need to enter their 

name in the Occupant’s Name section (in addition to the Applicant section.)  

 

  
 

5.   Next, answer the targeting and source of income questions, and enter the annual gross household 
income amount. This information can be found on the FHLB Housing & Community Investment 

(HCI) Income Calculation Worksheet found in the Sponsor’s attachment. All income questions must 

be answered, and the annual gross household income field must be completed. Once the household 

size and the annual gross household income fields (along with the county, and state fields below) 

have been completed, a message will appear below the annual gross household income field that 
shows the household income as a percentage of the Affordable Housing Program limit for the selected 

county.  If the message states the income exceeds the limit for the Affordable Housing Program, the 

request may still be submitted.  After clicking on the Submit button, a pop-up box will appear asking 

if you still want to submit the request.  Click Yes if you still want to submit the request or click No if 

you need to go back and change your entries or decide not to submit the request.  Note:  The form 

will not allow you to submit if any field or question is left blank (except for the co-applicant field). 
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6.  Complete the property information fields, including the unit size.  

 
 

7.   Enter the AHP grant requested.  Note:  The amount entered cannot exceed the maximum allowed for 

the project type. 

 
 

8.   Complete the mortgage information fields.  Enter the term and amortization fields as months, not 
years.  The interest rate field can be zero but cannot be higher than the current year maximum.  

Choose the first mortgage loan product and enter the loan amount.  If there will be a second 

mortgage, answer Yes to the question and the fields will appear.  These fields are necessary to 

calculate household affordability. 

 
 
9.  The person completing the online form should enter their name and phone number.  Note:  This does 

not have to be the same person designated as the project contact.  The person completing the form 
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should also check the box indicating “The individual signing this request certifies they are authorized 

to make such requests and representations contained herein on behalf of the project Member, all 
information provided is true and accurate, and they have read and understand the requirements for the 

program mentioned in the AHP Ownership Disbursement Manual”.  Note:  The manual named in the 

certification will change depending on the project type identified at the top of the form (i.e., Habitat, 

Owner-Occupied Rehab, or Ownership). 

 

 
 
10. The Sponsor completed AHP Disbursement Request Form with the supporting documentation must 

be uploaded as one attachment, preferably a PDF or TIF.  Click on Select Files, find the attachment 

on your computer, and double click the file.  Then click on the Submit button. 

 

 
 
11.  If any field was not completed or a question was not answered, the Member will see a list of errors in 

red at the top of the page and the field or question will also appear in red.  Correct all fields and 
answer all questions, re-upload the attachment, and click on the Submit button again.  Note:  When an 

error message is received, the attachment is automatically deleted.  The attachment must be uploaded 

again once all errors have been corrected.  If a duplicate request is submitted, a pop-up box will 

appear indicating it is a duplicate request and you should just click Yes to submit it.  
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How do I know if FHLB received my request? 
 
12. If all fields were completed and an attachment was correctly uploaded, the Member will see a 

“successfully submitted” message. 

 
 

13. Click on the Main Menu button to go back to the home page and enter more requests.  Note:  A list of 

all Pre-Approval Requests and Disbursement Requests submitted online by the Member will appear 

on the home page.  
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14.  A status of “Submitted” means your request has been completed online but has not yet been received 

in our database.  A status of “Received” means your request has been completed online and received 
in our database.  Neither status constitutes an approval of funds.  Requests download into the 

FHLB database in two-hour intervals beginning at 7:00am ET and ending at 7:00pm ET.  Requests 

received after hours, over the weekend, or on a holiday, will download the following business day.  

Once a request is downloaded, both the Member and the Sponsor contacts identified on the project, 

will receive an email confirmation for the request.  The confirmation consists of a cover letter and a 
copy of the online request form. 



 
Instructions for the Member’s Submission of Disbursement Requests through Members Only  

©2024 Federal Home Loan Bank of  Cincinnati, a ll rights reserved. 11
  

Sample Cover letter. 

 
 

Sample Disbursement Request Form. 
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15. When all requests have been submitted, click on Logout at the top of the page.  
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