
ATTACHMENT B

APPLICATION SUPPORTING DOCUMENTATION CHECKLIST

INITIAL APPLICATION REVIEW SUPPORTING DOCUMENTATION:
The Human and Community Development Department will accept and process only those applications which are complete and contain the following Initial Application Review Supporting Documentation (as applicable) at a minimum.  Four copies of these documents should be submitted in a loose-leaf notebook with tabs numbered to correspond with the document as indicated.  A brief item by item description of these documents follows:

· Resumes of all Development Team Principals – Tab 2

Provide the firm’s name, mailing address, FAX number, information about the firm’s experience, resumes for all persons who will be working specifically on this development, and resumes for any supervising principals (Policy O/D-1).

· Experience Summaries of Owner & Developer – Form 105 – Tab 3

A copy of Form 105 must be submitted for the proposed ownership entity, all general partners of the ownership entity, the proposed developer entity, and all general partners of the developer entity (Policy O/D-1).

· Ownership Entity Organizational Documents – Tab 5

If the proposed owner is not an individual, submit copies of registration documents issued by the Secretary of State for the ownership entity.  The proposed ownership entity must be legally formed as of the date of application (Policy O/D-1).

· Financial Statements and Tax Returns – Tab 6

Provide financial statements of the proposed ownership entity for the year-to-date which are no more than three months old, along with annual financial statements and tax returns for the prior two years.  If the proposed ownership entity is less than two years old, provide the financial statements and tax returns for the managing general partner or primary shareholder (Policies O/D-1 & O/D-3).

· Annual Operating Expense Budget – Form 125 – Tab 7

Complete and submit Form 125.  Equivalent documents can be accepted only if all line item categories are identical.

· Sources of Funds – Form 130 – Tab 8
Complete and submit Form 130.  Instructions for completing the form are included (Policy F-4).
· Sources and Uses of Funds – Form 135 – Tab 9

Complete and submit Form 135.  Equivalent documents can be accepted only if all line item categories are identical.  Instructions for completing the form are provided (Policy F-4).

· 15-Year After-Tax Income Projections – Form 140 – Tab 10

Complete and submit Form 140.  Be sure that the income figures are based on the rents shown on page 7 and 8 of the Application (Form 100), the expense figures are based on the figures on the Annual Operating Expense Budget (Form 125), and the debt service matches the figures on the Sources of Funds (Form 130).  Instructions for completing these forms can be found in the Sources and Uses Guide, (see page 25) (Policy F-5).

· Evidence of Site Control – Tab 12

Copies of documents evidencing site control by the proposed ownership entity must be submitted.  This requirement may be satisfied by a valid option agreement or purchase/sale contract if the transfer has not yet been completed, or by a copy of the warranty deed for transactions already completed (Policy O/D-4).

· Neighborhood and Community Maps – Tab 14

Submit two maps of the area surrounding your development site.  The first map should cover the area immediately adjacent to the site, within roughly a half-mile radius.  This map should show all commercial and industrial facilities, all schools, churches, and government facilities, and the general nature of residences in the area (single family or multifamily).  The second map should be of the entire community, should identify the site, and should show all primary and secondary roads in the community.  These maps should be no larger than 11” X 17”.

· Project Management Information Summaries – Form 121 – Tab 16
The proposed Property Manager must complete a Development Information Summary (Form 121) for each property currently managed (Policy O/D-2).

· Interior and Exterior Photographs – Tab 18

Photographs of the development site must be submitted, including typical interior and exterior building conditions.

· Financing Letters of Intent – Tab 21

Submit letters from lender and investors who will confirm the sources and terms set out in the Source of Funds.  Although not necessary, a firm commitment will improve chances of having the application approved.

· Equity Investment Letter – Tab 22

Equity investments in “cash” will be evidenced by a signed letter from a lender certifying that the borrower has liquid assets equal to the equity injection in unencumbered funds.  Equity being met by other means will require a commitment detailing the source and applicable terms (Policy F-11).

· Other Lender Packages – Tab 23

Applicants will be required to provide copies of funding application packages submitted to other lenders and financial resource providers (Policy P-3).

· Actual Operating Statements – Tab 24

If the development is an existing occupied rental-housing complex, provide detailed operating revenue and expenses for the twenty-four months prior to application (Form 125).  Also complete this form for the project as proposed within 60 days following rehabilitation and annually thereafter on the project’s year-end (Policy –19).

· Nonprofit Eligibility Questionnaire – Form 110-Tab 25

If a nonprofit organization is to play a material role in the development as Owner, Developer, or Property Manager, Form 110 and all required supporting documents must be submitted.

However, if the nonprofit has been pre-qualified by DeKalb County as a CHDO, Form 110 may be submitted without the supporting documents (Policy O/D-1).

· Rent Register and Building/Unit Profile – 115 and 116 – Tabs 26 & 27

For all rehabilitation projects in which one or more units are occupied at time of application, one Rent Register Form #115 must be completed for each occupied unit and one Building/Unit Profile, Form #116 must be completed for each building, vacant or occupied.  These forms must be submitted with the initial application material (Policy R-12).

· Owner/Developer Agreement – Tab 28

If the proposed owner of the development is not the same entity that is proposed as the developer, a copy of a written agreement between the owner and the developer must be submitted.  This agreement must set forth the responsibilities of the developer, the authority granted to the developer, the authority retained by the owner, and the amount and schedule of compensation to the developer.

· Utility Allowances – Tab 29

The applicant must include a copy of the Section 8 Existing Housing Allowance for Tenant Paid Utilities provided by the Housing Authority of the County of DeKalb, Georgia (Housing Authority) which were used to calculate rents (Policies R-8).

· Rehabilitation Assessment – Tab 30

A physical need assessment must be submitted for all developments involving some level of rehabilitation activity.  This report must be no more than three months old when submitted

(Policy O/D-5).

· Certificate of Handicap-Accessible and Equipped Units – Tab 33
A letter from an architect certifying the number of units in a new construction of substantial rehabilitation development that will be fully accessible and equipped for lease in conformance with the applicable ANSI code (Policies R-1).

· Owner Housing Authority Tenant Priority Agreement – Tab 36

A fully-executed written agreement between the applicant and the Housing Authority stating the number of units for which the applicant will give priority to tenants referred by the Housing Authority from its public housing waiting list, and that the rents charged to such tenants by the applicant will not exceed 30% of the Area Median Income, less the applicable utility allowance.

· Application Preference Documentation – Tab 38

The issuance of a conditional commitment of funding letter will be based on: a) availability of HOME funds; b) compliance with County policies and related issues; and c) the applicant’s proposal to address the County’s preference issues.

In order to advance to final consideration for a conditional funding commitment, applicants must demonstrate compliance with all Human and Community Development Department procedural requirements and funding policies.  In addition, considerable preference will be given to applicants whose proposal satisfies the stated preferences.  See Attachment C for preferences.
LOAN UNDERWRITING INFORMATION:

If not included in the initial application submittal, the Applicant will be required to provide the following items within 30 days of the date that the conditional funding commitment is issued.  Four copies of these documents should be submitted in a loose-leaf notebook with tabs numbered to correspond with the document as indicated. A brief item by item description of the documents follows:

· Experience Summaries of Property Manager – Form 106 – Tab 4

A copy of Form 106 must be submitted for the proposed property management entity (Policy O/D-2).

· Market Study – Tab 11

The market study must be done by an independent market analyst and must be no more than six months old when submitted (Policy F-1).\

· Zoning Confirmation Letter – Tab 13

Submit an official letter from the DeKalb County Planning Department stating the zoning of the location.

· Management Agent Questionnaire – Form 120 – Tab 15
The proposed Property Manager must complete Form 120 and submit all required supporting documentation (Policy O/D-2).

· Project Management Information Summaries – Form 121 – Tab 16
The proposed Property Manager must complete a Development Information Summary (Form 121) for each property currently managed (Policy O/D-2).

· Management Plan and Proposed Lease Form – Tab 17

Submit a Management Plan including a copy of the standard form lease document that you plan to use.  Refer to Appendix D for Tenant Selection Policies and Criteria and Appendix E for Prohibited Lease provisions (Policies O/D-2 and R-7).

· Affirmative Marketing Plan – Tab 19

All applicants must submit an Affirmative Marketing Plan (Policy R-4).

· Section 3 Outreach Plans – Tab 20

All applicants must submit a Section 3 Outreach Plan (Policy P-20 and P-22).

· Owner/Developer Agreement – Tab 28

If the proposed owner of the development is not the same entity that is proposed as the developer, a copy of a written agreement between the owner and the developer must be submitted.  This agreement must set forth the responsibilities of the developer, the authority granted to the developer, the authority retained by the owner, and the amount and schedule of compensation to the developer.

· Design Specifications – Tab 31

The applicant must submit a package of drawings and specifications which have been prepared by a licensed architect (Policy O/D-5).

· Evidence of Project Subsidies – Tab 32

If the development has been awarded subsidies in the form of operating grants or rental subsidies, such as Section 8 project-based assistance, provide written documentation of the firm commitment, the amount of the subsidy, and the remaining term of the contract.

· Certificate of Handicap-Accessible and Equipped Units – Tab 33
A letter from an architect certifying the number of units in a new construction of substantial rehabilitation development that will be fully accessible and equipped for lease in conformance with the applicable ANSI code (Policies R-1).

· Special Needs Services Provider Agreement – Tab 34

A fully-executed agreement between the applicant and qualified provider of services to persons with disabilities, the mentally ill, developmentally disabled, mentally retarded, or homeless, stating the scope of services to be provides, the fees for services, and the terms and conditions of the agreement.  This agreement can be contingent on the provision of resources from DeKalb County to the development.

· Supportive Services/Self-Sufficiency Plans – Tab 35

As part of the application, the Applicant shall submit a plan identifying the services to be provided, compensation, and performance standards which will be applied to the programmed staff.  Additional supportive information must be attached to document the service provider’s current organization, staffing, and past experience (Policy P-11).  Any agreements with existing providers must also be included.  

· Energy Standard Certificate – Tab 37

A letter from an architect, engineer, or utility company certifying that the development, after construction or rehabilitation as set forth in the plans and specifications, will exceed the requirements of the Georgia State Energy Code for Building.

· Firm Financing Commitments – Tab 39

Submit letters from lenders or investors setting forth the terms and conditions of their financing, subject only to the receipt of DeKalb County resources (Policy F-2).

· Proposed Management Agreement – Tab 40

A copy of the proposed contract between the Owner and the selected Property Manager must be submitted in substantially final form.  This document should not be executed since DeKalb County shall require the right to approve the selection of the Manager (Policy O/D-2).

· Appraisal – Tab 41

Submit an appraisal prepared by an independent appraiser (Policy O/D-3).

· Environmental Reports – Tab 42

Submit reports prepared by an independent environmental engineer (Policy R-10).

· Temporary Relocation Plan – Tab 43

If there were any occupied units at the time of application, a plan must be submitted which sets forth the details of how rehabilitation will be done around existing tenants, or how tenants will be moved to allow for rehab of their units.  Under DeKalb County policy, permanent relocation is not allowed except under limited circumstances (Policy P-9).

· Contractor’s Qualification Statement – Tab 44

All developments involving rehabilitation or new construction activity must submit a proposed Contractor’s Qualification Statement for the proposed general contractor.  This must be submitted on AIA Form A 305, along with all required supporting documentation (Policy P-14).

· Soils Report – Tab 45

If the development activity involves any rehabilitation of existing building foundations, a soil report, prepared by a licensed engineer, must be submitted, if required by other lenders.

· Schedule of Values – Tab 46

A detailed Schedule of Values must be submitted detailing the line item amounts including the general contractor’s contract amount.  This schedule must be submitted on HUD or an AIA Form or a facsimile of those forms.   This item does not have to be submitted separately if it is included as part of the Owner/Contractor Agreement described below (Policy O/D-5).

· Construction Work Schedule – Tab 47

A construction schedule must be submitted which sets forth the expected construction start date, the expected order of trades and physical build-out, any expected interim completion dates, and the expected project completion date.  This item does not have to be submitted separately if it is included as part of the Owner/Contractor Agreement described below (Policy O/D-5).

· Proposed Owner/Architect Agreement – Tab 48

A copy of a proposed agreement with the project architect must be submitted in substantially final form.  This agreement should be executed by both parties once the architect is selected.  This agreement should be on an AIA Form or on a document of equivalent substantive content.  Professional liability insurance coverage requirements in this contract must meet or exceed DeKalb County standards.

· Proposed Owner/Contract Agreement – Tab 49

A copy of the proposed agreement with the General Contractor must be submitted in substantially final form.  This agreement should be executed by both parties once the contract is selected.  This agreement should be on an AIA Form or on a document of equivalent substantive content.  Insurance and bonding requirements in this document must meet or exceed DeKalb County standards (Policy P-14 and P-21).

LOAN CLOSING INFORMATION:

The following loan closing supporting documentation must be provided prior to loan closing and within 30 days of the date the County issues a firm Commitment.  Four copies of the documents should be submitted in a loose-leaf notebook with tabs numbered to correspond with the document as indicated.  A brief item by item description of these documents follows:

· Site Survey – Tab 50

Submit a site survey prepared by an independent licensed surveyor.  The Housing Authority will require an updated survey no more than 90 days old at time of loan closing, but an older survey may be submitted with the application.

· Insurance Certificates – Tab 51

Submit evidence of insurance coverage for Owner, Contractor and Management Agent.  If additional insurance is required, the applicant will be notified (Policy P-16).

· Wood Infestation Report – Tab 52

Submit a copy of a Georgia standard form inspection certificate for each existing building to be rehabilitated.

· Architect’s Certificates – Tab 53

A copy of an executed Architect’s Certificate must be submitted, certifying that the plans and specifications meet all Federal, State, and local codes, laws and regulations.

· Initial HOME Income Certifications and Updates – Form #117 – Tab 54

For all rehabilitation projects in which one or more units are occupied, one HOME Income Certification Form #117 must be submitted for each occupied unit at the time of loan closing (Policy R-6).

The borrower must also submit a monthly rent roll, identifying HOME-assisted recipients specifically, to the Human and Community Development Department for the period of affordability, using Form #115).  The Department has the right to verify rent rolls on-site at any time (Policy R-12).

· Final Management Agreement – Tab 55

Submit a copy of the executed contract in final form between the Owner and the selected property manager (Policy O/D-2).

· Final Owner/Architect Agreement – Tab 56

A copy of the executed agreement with the architect must be submitted in final form.  This agreement should be on an AIA Form or on a document of equivalent substantive content.  Professional liability insurance coverage must be provided.  If additional insurance coverage is required, the applicant will be notified.

· Final Owner/Contractor Agreement – Tab 57

A copy of the executed agreement with the general contractor must be submitted in final form.  This document should be on an AIA Form or on a document of equivalent substantive content.  Insurance and bonding requirements in this document must meet or exceed the Housing Authority standards (Policies P-14 and P-21).

· Certification of Cost Reasonableness – Tab 58
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