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I. INTRODUCTION 
 
The Housing Trust Fund Corporation (HTFC) through the Office of Community Renewal 
(OCR), invites eligible applicants to submit applications in this Request for Proposal (RFP) 
for the Mobile and Manufactured Home Replacement Program (MMHR) to assist 
homeowners to replace dilapidated mobile or manufactured homes that are sited on land 
owned by the homeowner, with a new manufactured, modular or site built home. 

 
This RFP describes the requirements to apply for funds for this initiative and explains the 
process by which the OCR will evaluate applications.  Applicants apply for these funds 
using HCR’s Community Development On-Line System (CDOL), which is accessible online 
at http://www.nyshcr.org/Apps/CDOnline/.  
 

II. ELIGIBLE FUNDING: 

 
Applications will be accepted for the Mobile and Manufactured Home Replacement 
Program (MMHR): 

 
a. Funds may be requested to provide an existing homeowner of a dilapidated mobile 

or manufactured home with the replacement of that home with a new manufactured, 
modular or site built home. 

 

III. FUNDING LIMITS 

 
a. The HTFC will make approximately $2 Million dollars in State MMHR funds available 

in this RFP. 
 

b. The minimum award amount is $100,000.  The maximum award amount is 
$500,000. 

 
c. The total payment to include hard and soft costs to replace a mobile or 

manufactured home pursuant to any one property is capped at $100,000. 
 

d. Applicants should request only the amount of funding that can be expended within 
the contract term. 

 

IV. ELIGIBLE APPLICANTS 

 
a. Eligible applicants include units of local government or not-for profit corporations with 

substantial experience in affordable housing and are known to the OCR as Local 
Program Administrators (LPAs). 

 
b. To be eligible to apply, applicants must have been in existence and providing recent 

http://www.nyshcr.org/Apps/CDOnline/
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and relevant residential affordable housing services to the community for at least one 
year prior to application. 

 

V. CONTRACT TERM 

 
a. The contract term shall not exceed three (3) years from commencement of the 

program. 
 

b. Upon request, the HTFC may extend the term of the contract for up to an additional 
one year period for good cause. 
 

VI. ADMINISTRATIVE FEES: 

 
a. LPA’s will be able to access 7.5% of the total award for approved planning and costs 

associated with administering the program.   
 

VII. APPLICANT CAPACITY AND PRIOR EXPERIENCE 

 
a. Applicants for MMHR funds, as with all competitive OCR Program funds, are subject 

to an evaluation of prior program funding history, prior program administration 
performance and organizational capacity.  

 
b. The contract term is a maximum of 3 years.  Interested parties are discouraged from 

applying for MMHR funds if: 
 

i. The program activities and amount of funding cannot be completed within the 
3 year term. 

 
c. Applicants to the OCR must resolve any and all outstanding monitoring and/or non-

compliance issues that involve a violation of Federal, State or local regulations, 
and/or program and OCR requirements prior to the submission of an application for 
funding. Applicants that do not resolve monitoring and/or non-compliance issues will 
be deemed ineligible and the application will not be accepted or reviewed.  The OCR 
will provide, upon request, status information related to the above items for any 
potential applicants. 

 
d. Prior to submitting an application for funding, applicants should evaluate the progress 

of their open HCR/HTFC grant award portfolio to determine if additional funds are 
warranted at this time.  

 
e. Applicants may be negatively impacted by unsatisfactory performance or may be 

determined to be ineligible for a grant when prior performance evidences significant 
lack of capacity to carry out the proposed project or program as required and 
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according to the applicable laws, regulations, policies and procedures governing the 
program.   

 
f. The HTFC and the OCR reserve the right not to fund any application if it has been 

determined that the applicant is not in compliance with existing State contracts and 
has not taken satisfactory steps to remedy such non-compliance. 
 

VIII. PROPERTY ELIGIBILITY 

 
a. The unit to be replaced must be sited on land owned by the homeowner. 

 
b. The property must be the primary residence of the homeowner. 

 
c. The new replacement unit, if a manufactured home, must be installed according to 

the Manufactured Home Construction and Safety Standards at 24 CFR Part 3280, 
HOME Permanent Foundation Requirements at 92.251(e) and HTFC design 
standards upon completion.  
 

d. The unit must meet all required NYS and/or Local Code requirements for new 
construction, as applicable at completion of replacement. 

 
e. All replacement units (manufactured, modular or site built) shall be Energy Star 

Rated for energy efficiency. 
 

f. The cost of demolition and removal of the dilapidated unit is an eligible use of 
program funds. 
 

g. Rehabilitation of a manufactured home unit is not an eligible activity.   

IX. HOMEOWNER ELIGIBILITY 

 
a. The property must be the primary residence of the homeowner and be sited on land 

owned by the homeowner. 
 

b. The property must be dilapidated and in a state of serious disrepair as defined by 
the applicant and approved by the OCR at contract execution  
 

c. The homeowner income must be less than 80% of area median income for the 
county in which the project is located, as calculated by the United States Department 
of Housing and Urban Development. 

 

X. TERMS OF ASSISTANCE AND REGULATORY TERM 

 
a. Financial assistance to the homeowner shall be one hundred percent (100%) grants in 
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the form of a deferred payment loan (DPL).  Homeowners will execute a ten (10) year 
declining balance lien in the form of a note and mortgage, duly filed at the County 
Clerk’s office where the project is located. 
 

b. No interest or repayments will be required on the DPL unless the property is sold or 
transferred before the regulatory term expires.  In such cases, funds will be recaptured 
from the proceeds of the sale of the home, on a declining balance basis, unless an 
income eligible immediate family member accepts ownership of and resides in the 
home for the remainder of the regulatory term. 

XI. OTHER PROGRAM REQUIREMENTS: 

 
The following is a listing, not all inclusive, of applicable regulations that apply to the 
MMHR. Applicants receiving awards will be expected to be familiar with and understand 
these governing regulations, and will be periodically monitored throughout the 
administration of an awarded program to ensure continual compliance with these and 
other rules and regulations. 

a. Environmental Review:  

i. Awards made under the Program are subject to the requirements of the State 
Environmental Quality Review Act (SEQR) at 6 NYCRR Part 617. The 
environmental effects of each activity must be assessed, and applicants must 
obtain Environmental Clearance from the HTFC Environmental Analysis Unit 
prior to commencing grant activities. 

b. Property Standards: 

 
i. Applicants requesting funds for the replacement of dilapidated owner occupied 

mobile or manufactured homes must demonstrate that the proposed replacement 
will have the effect of correcting all health and safety issues and NYS and/or 
Local Code violations and that the replaced unit will meet Energy Star standards 
and NYS and/or Local Code upon completion. 

c. Equal Employment Opportunity/Minority and Women Owned Business:  

i. EEO/MWBE and Affirmative Action Policy: under Article 15A of the New York 
State Executive Law, all award recipients and their contractors are required to 
comply with the Equal Employment Opportunity provisions of Section 312 of that 
Article. All contractors and awardees are required to make affirmative efforts to 
ensure that New York State Certified Minority and Women-Owned Business 
Enterprises are afforded opportunities for meaningful participation in projects 
through inclusion on the list of contractors funded by HTFC pursuant to Section 
313 of the Article. Please visit NYS Empire State Development’s Division of 
Minority & Women Business Development website for a directory of certified 
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Minority and Women-Owned Businesses: http://www.esd.ny.gov/MWBE.html 

d. Accessibility: Reasonable Accommodations and Modifications 

 
i. The LPA must work with any household with accessibility needs to address 

those needs as part of the scope of work.  Accommodations and modifications 

to address accessibility needs are an eligible cost with MMHR funds.  

e. Relocation Assistance 

 

i. The MMHR is subject to an overall policy of minimizing displacement.   

 

ii. Funds shall be made available for relocation assistance to eligible property 

owners who are unable to voluntarily relocate during the demolition and 

construction phases of the project. 

 
iii. Relocation is an eligible project cost, however the cost of relocation must be 

included under the cap for per unit assistance. 

 
iv. Questions related to relocation must be addressed and answered in the 

applicant’s administrative plan.  

f. Insurance Requirements: 

 

i. As a condition of the award of MMHR funds, LPAs are required to obtain and 

maintain proper insurance and fidelity bonds.  During the term of the contract, the 

LPA shall take all adequate measures to safeguard against the risk of liability for 

injuries or death of employees of the LPA, contractors and subcontractors, and 

any other persons. 

 

ii. The LPA shall provide HTFC with a certificate for comprehensive general liability 

coverage in a minimum amount of one million dollars ($1,000,000) naming the 

HTFC and the State of New York as additional insured/loss payee. 

 
iii. Fidelity bond/crime coverage in an amount of $50,000 naming the HTFC as loss 

payee, together with certificates for automobile insurance (if applicable), fire 

insurance, workers’ compensation and disability benefits.  The LPA must also 

extend these insurance requirements to contractors hired under the contract. 
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iv. All insurance certificates shall be with a New York State licensed carrier of 

insurance rated “A” or higher.  At a minimum, copies of the following must be 

provided to the HTFC prior to the execution of any contracts:  

 

 A Certificate of General Liability Insurance 

 Workers’ Compensation and Disability Insurance 

 Fire and Casualty Insurance 

 A Fidelity Bond in the amount of $50,000 
 
The Housing Trust Fund Corporation (HTFC) must be named as loss payee and/or as 
additional insured in accordance with the contract requirements. 

XII. APPLICATION REFERENCE MATERIALS  

 
a. This RFP provides only a portion of the information and materials needed by 

applicants.  Other materials are available from the HCR website, 
http://www.nyshcr.org/Funding/ and may include the following: 

 
i. CDOL Application Instructions 
ii. Administrative Plan 
iii. Budget Policy 
iv. Budget Worksheet 
v. Other related documents 

 
b. The HTFC reserves the right to award all, a portion of, or none of an applicant’s 

requested funds based upon funding availability, feasibility of the applications 
received, the competitiveness of the applications, an applicant's ability to meet 
HTFC criteria for funding, and an applicant’s ability to advance the State’s 
housing goals.  
 

c. The HTFC also reserves the right to change or disallow aspects of the 
applications received and may make such modifications an expressed condition 
of its commitment to provide funding to a program. 
 

XIII. APPLICATION DEADLINES 

 
a. The MMHR application for funds available through this NOFA and corresponding 

RFP will be available on the NYS Homes and Community Renewal website, 
www.nyshcr.org/Funding/, on Tuesday, November 8, 2016. Applications are 
due no later than 4:00 PM (EST) on Tuesday, January 17, 2017. Applications 
must be submitted using the Community Development Online Application System 
(CDOL) at: http://www.nyshcr.org/Apps/CDOnline/. 

 
b. The above-stated application deadline is firm as to date and hour. In the interest 

http://www.nyshcr.org/Funding/
http://www.nyshcr.org/Funding/
http://www.nyshcr.org/Apps/CDOnline/
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of fairness to all competing applicants, applications received after the specified 
date and time will be deemed ineligible and will not be considered for funding. 
Applicants should make early submission of their applications to avoid risks of 
ineligibility resulting from unanticipated delays or other delivery-related problems.  

 
c. Applicants may make a request, based on demonstrated need, to submit a paper 

application in lieu of using the CDOL application system. Requests for approval 
to submit a paper application must be received by the OCR no later than  
Tuesday, November 22, 2016, at the following address: NYS Homes and 
Community Renewal, Office of Community Renewal, Hampton Plaza, 4th Floor 
South, 38-40 State Street, Albany, NY 12207, ATTN: MMHR 2016 

 
d. For those applicants with prior approval to submit a paper application, applications 

will be accepted only at the address stated above. Paper applications received or 
postmarked after 4:00 PM, EST, Tuesday, January 17, 2017 will be considered 
late and will not be accepted or reviewed. Use of delivery confirmation services is 
required by those pre-approved to submit paper applications to ensure an on time 
and traceable delivery.  

 

XIV. TECHNICAL ASSISTANCE 

  
a. LPA’s may request technical assistance from the OCR during the application 

process.  LPA’s must review the RFP instructions prior to beginning the 
application process. The instructions provide detailed guidance for completing 
the application as well as troubleshooting issues with the CDOL system.  If 
needed, LPA’s are encouraged to request technical assistance from OCR staff. 
Questions regarding this RFP may be directed via email to OCRinfo@nyshcr.org. 

 
b. LPA’s may also contact Stephanie Galvin-Riley, Office of Community Renewal, 

Hampton Plaza 4th Floor South, 38-40 State Street, Albany, NY 12207 
Telephone: (518) 474-2057 

 
c. At the completion of this funding round, LPA’s not receiving an award may 

participate in an exit conference to review general reasons as to why applications 
were not funded. 

XV. ADMINISTRATIVE PLAN 

 

a. The OCR has developed an Administrative Plan (Plan) that LPAs must use to 
guide them in the administration of their program. The Plan must be followed in 
the administration of the proposed activity.  

b. Applicants do not submit an administrative plan, but instead, are required to 
answer questions that are inserted in the Plan, regarding the administration of 
the proposed program.  

mailto:OCRinfo@nyshcr.org
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c. Answers to the questions will be a scored factor in this application.  Responses 
to the questions are to be written in the text boxes located within the Plan.   

d. Responses are limited to the number of characters, as listed in the text box after 
the question. 

e. If awarded funds, these Plans and the responses to the questions will become 
the administrative plan for the proposed program. 

XVI. RATING CRITERIA  

 

Each MMHR application that is determined to be eligible will be scored on a 100-
point scale, based on the criteria listed below: 

 
a. Average income level served (10 Points) - Applications are rated on the extent 

to which they propose deeper income targeting than required.  Applicants 
proposing assistance to households with incomes at the lowest feasible levels 
will receive the most points, and applicants that do not target below the statutory 
or programmatic minimum will not receive points in this category.  
 

b. Persons with special needs targeted (5 points) – Applications are rated on the 

extent to which the proposed program will assist members of the targeted groups 

identified in the MMHR Application, compared to other applicants.  

 
c. Percent below federal poverty level in program service area (5 points) – 

Programs in areas with the highest percentage of persons below the poverty 

level compared to service areas of other applications will receive the most points.  

Programs in areas with the lowest percentage of persons below the poverty level 

compared to service areas of other applications will receive the least points.   

 
d. Number of persons below federal poverty level in program service area (5 

points) – Programs in areas with the greatest number of persons below the 
poverty level, compared to service areas of other applications, will receive the 
most points.  Programs in areas with the least number of persons below the 
poverty level compared to service areas of other applications, will receive the 
least points.  
 

e. Age of Housing (5 Points) – Need for manufactured home replacement 
programs is evaluated in part based on the age of housing in the service area.  
Manufactured homes in areas with the highest percentage of housing units built 
before 1960, compared to other applications received, will receive the most 
points. Applications that do not include the source of data will not receive points. 
 

f. Leveraging (5 points) – Measures the ratio of MMHR funds as part of the total 
project cost. Applicants documenting high percentages of committed matching 
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and leveraged funds will receive the most points. Sources of funds included in 
the project budget must be supported by formal documentation of commitments 
in the relevant application attachment to receive points. 
 

g. Administrative Plan Questions: Program Design and Capacity (45 points) – 
Answers to the questions, as inserted in the administrative plan based on the 
activity, will be reviewed to assess the in-house processes for compliance and 
the readiness and capacity of the applicant. All responses must be answered in 
the text box provided and are limited to the number of characters listed in the text 
box. Applicants must carefully review the questions and respond based on the 
information provided in the administrative plan. Unanswered questions or 
deficiencies in the response will receive fewer points or no points. Responses 
that include superfluous data or information not specifically requested may risk a 
lower rating.  Such inclusion often results in a lack of clarity about the program’s 
overall design. 

 
h. Experience and prior performance (20 Points) – The applicant’s experience 

with mobile or manufactured home replacement or modular or site built 
construction, as performed for OCR in the past or for recent, relevant and similar 
affordable housing development programs will be evaluated as an indication of 
the likelihood of successful program completion. 

 
i. Applicants who have received and administered a mobile or manufactured 

home replacement or housing development award during the past 5 years 
will be evaluated based on timely completion, progress of contracts 
including commitments and expenditures and compliance documented by 
monitoring reviews. Applicants will need to answer questions regarding 
past experience in the Administrative Plan. 

 
ii. Applications submitted by current awardees with open contracts without 

substantial expenditures, or prior awardees with non-compliance or 
monitoring issues will be negatively impacted in the application review.  

 
iii. Applicants must present a successful record of administration of 

comparable programs during the past 5 years, with funding amounts 
similar to the proposed program to receive the most points. 

 

XVII. NEW YORK STATE GRANTS GATEWAY PREQUALIFICATION 

 
a. The New York State Grants Gateway (“Grants Gateway”) is a statewide effort 

that will improve the way New York State administers grants by simplifying and 
streamlining the grants management process. 

 
b. Effective August 1, 2013, not-for-profit organizations must be prequalified in 

order to do business with New York State. In order to prequalify, not-for-profit 
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organizations must submit an online Prequalification Application through the 
Grants Gateway. The Prequalification Application is comprised of five 
components to gauge your organizational structure and the types of services you 
provide. The required forms and document uploads are all part of the Grants 
Gateway Document Vault. Resources to complete the application and associated 
document vault can be found in the Quick Links Section of the Grants Gateway 
page at http://grantsreform.ny.gov/. 

 
c. Prequalification is designed as a way for not-for-profits to interact more directly 

with State agencies before they compete for State contracts, enabling them to 
make adjustments and answer concerns prior to entering a competitive bid 
process. Once they have been prequalified, multiple State agencies will have 
ready access to the prequalification materials, eliminating redundant submissions 
of such information by the vendor. Not-for-profits will only have to formally 
prequalify every 3 years, with the responsibility to keep their information current 
throughout the 3 year period. 

 

XVIII. APPLICATION PROCESSING STEPS 

 
a. Application Receipt - Once the application are submitted through CDOL, or pre-

approved paper applications are received, an identification number is assigned 
and the application is made available for review by the appropriate OCR program 
staff.  

 
b. Completeness and Regulatory Criteria - Applications are reviewed according 

to threshold eligibility criteria summarized below.  Applications that fail to meet 
all of the criteria will not be reviewed further and will be deemed ineligible: 

 
i. Will the program assist only homeowners of dilapidated mobile or 

manufactured homes to replace the home with a manufactured, 
modular or site built home?  
 

ii. Do the activities proposed benefit households at or below 80% of 
area median income? 
 

iii. Does the applicant have outstanding past performance, 
compliance, monitoring and/or audit issues with the OCR? 

  
c. Rating and Ranking - Each application is scored on criteria derived from the regulatory 

and policy considerations of the MMHR Program.  Application ratings are based only 
on the application materials received by the submission deadlines. 

 
d. HTFC Board Approval - Awards must be approved by the HTFC Board of Directors 

prior to contract execution. 
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e. Application Outcome E-mail: An outcome e-mail will be sent to all applicants, to the 
contact as listed in the application, to inform the applicant of the status of its application.  
The e-mail will say one of the following:  

 
i. Applicant Selected for Funding  
ii. Applicant Not Selected for Funding 
iii. Applicant Ineligible for Funding 

 
f. Applicants not selected for funding or ineligible for funding may request an exit 

interview with OCR staff to discuss why the application was not funded or was 
deemed ineligible.  

 
g. Upon HTFC Board approval of the awards, applicants selected for funding will be 

sent a formal award letter via U.S. Mail, to the contact as listed in the application.  
 
h. Revisions Prior to Contract:  MMHR applicants selected for funding may be asked to 

revise parts of their proposal prior to or in conjunction with the issuance of a contract.  
 

i. Applicants selected for funding may not begin program activities until after receiving 
programmatic environmental review approval and the contract is executed.  

 
j. Implementation Orientation Meeting - Applicants will be required to participate in an 

orientation meeting to discuss overall grant administration and program requirements.  


