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Instructions:

Prospective CHDOs should:
· Complete Sections 1-3 of this application
· Sign the certification in Section 4
· Provide all applicable required attachments in Section 6








Housing Trust Fund Corporation
38-40 State Street, Hampton Plaza 4th Floor
Albany NY 12207

	
Section 1: Organization & Key Contacts

	Organization Name




	
Tax ID Number:

Duns Number:


	Mailing Address (include physical address if different from mailing address):





	Name, Title, and Contact Information (phone and email) for the following:




	Organization President/CEO/Executive Director




	Application Contact Person (if different than President/Executive Director)




	Board President (provide personal cell phone and email address, not address of organization)




	This application is being submitted in conjunction with (or anticipation of) an application for:
	 Project funding from the CHDO Set-aside
	 CHDO operating expenses funding
	 CHDO predevelopment loan






	Section 2: CHDO Role & Project Information

	CHDO Role— The prospective CHDO will act as the Developer of homebuyer housing
	

	Project Location—Identify the City and County in which the proposed project is located and, include the proposed site addresses::

	Project Description—Provide a brief description of the project: describe the for-sale housing, new construction or rehabilitation?  Also describe the overall size, number of structures/building type, income restrictions, population(s) served (e.g. family, senior, special needs, etc.), # units to be assisted, the amount and use of HOME funds per unit and other key information.    


















 




  Signature:____________________________________   Date:______________________
Print Name:___________________________________








	Section 3: CHDO Definition

	In this section, the applicant should indicate which attached document(s) provide evidence for specific threshold criteria, and where in the attached document applicable provision can be found.  

Shaded sections are for HTFC use only.


	Part A: Legal Status

	1. The nonprofit organization is organized under State or local laws [§92.2 CHDO definition ¶ (1)]


	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· Certificate of Good Standing                                                                         
· Articles of Incorporation/Charter 
· Other: _______________

	PJ Review Notes: 




	2. The organization must have among its purposes the provision of decent housing that is affordable to low- and moderate-income people [§92.2 CHDO definition ¶ (7)]

	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· Articles of Incorporation/Charter 
· By-laws; OR
· Resolutions

	PJ Review Notes: 




	3. 
No part of the organization’s net earnings may inure to the benefit of any member, founder, contributor, or individual [§92.2 CHDO definition ¶ (2)]

	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· Articles of Incorporation/Charter

	PJ Review Notes: 




	4. The organization may not be controlled by, nor under the direction of,  individuals or entities seeking to derive profit or gain from the organization [§92.2 CHDO definition  ¶ (3)]

	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· Articles of Incorporation/Charter 
· By-laws 


	
PJ Review Notes: 




	5. The organization must be a recognized nonprofit by virtue of:
· Having a tax exemption ruling from the Internal Revenue Service (IRS) under Section 501(c)(3) or 501(c)(4) of the Internal Revenue Code of 1986; OR
· Is classified as a subordinate of a central organization non-profit under section 905 of the Internal Revenue Code; OR
· Is a wholly-owned entity that is a disregarded entity separate from its owner for tax purposes and is owned by entity with a tax exemption ruling from the IRS under Section 501(c)(3) or 501(c)(4).  [§92.2 CHDO definition  ¶ (4)]

	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· 501(c)(3) or (4) ruling or current conditional designation from the IRS OR
· A group exemption letter from the IRS under Section 905 that includes the organization

	PJ Review Notes: 




	6. The organization may not be a governmental entity such as a participating jurisdiction, other jurisdiction, Indian tribe, public housing agency, Indian housing authority, housing finance agency, redevelopment authority, zoning board or commission [§92.2 CHDO definition ¶ (5)]

	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· Articles of Incorporation/Charter 


	PJ Review Notes: 




	
Part B: Independence

	7. No more than one-third of the governing board members may be public officials or employees of a governmental entity [§92.2 CHDO definition ¶ (5)]

	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· By-laws, OR
· Articles of Incorporation/Charter
 AND
· Current Board Roster indicating which members, if any, are public officials or employees of government entities 

	PJ Review Notes: 




	8. The officers (including elected or appointed officials) or employees of a governmental entity may not be employees of a CHDO. [§92.2 CHDO definition ¶ (5)]

	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· By-laws, or
· Articles of Incorporation/Charter 
· Other: _______________; 
AND
· CHDO Staff Roster

	PJ Review Notes: 




	9. If the organization was created by a governmental entity provided: 
· The governmental entity may not appoint more than one-third of the membership of the organization's governing body; and
· The board members appointed by the governmental entity may not, in turn, appoint the remaining two-thirds of the board members. [§92.2 CHDO definition  ¶ (5)]

	PJ Determination
Criterion Met:
 Not applicable, organization not created by a gov’t entity
 Yes    No
	Documentation submitted to demonstrate this item:
· Organization [ ] was [ ] was not created by a governmental entity as evidenced by:
· By-laws,
· Articles of Incorporation/Charter,                                                          
AND
· Current Board Roster indicating which members, if any, are public officials or employees of government entities along with certifications from all board members as to government official/employee status

	PJ Review Notes: 



	10. A CHDO may be sponsored or created by a for-profit entity, provided that
· The for-profit entity may not appoint more than one-third of the membership of the CHDO's governing body, and
· The board members appointed by the for-profit entity may not, in turn, appoint the remaining two-thirds of the board members, and
· The officers or employees of the sponsoring for-profit entity may not be employees of a CHDO.  [§92.2 CHDO definition  ¶ 3(i) and (ii)]

	PJ Determination
Criterion Met:
 Not applicable, organization not created by a for-profit
 Yes    No
	Documentation submitted to demonstrate this item:
· Organization [ ] was [ ] was not created by a for-profit entity as evidenced by:
· By-laws,
· Articles of Incorporation/Charter, AND
· Current Board Roster indicating which members, if any, are appointed by a for-profit parent entity

	PJ Review Notes: 


	11. A CHDO may be sponsored or created by a for-profit entity, however, the for-profit entity's primary purpose does not include the development or management of housing AND the CHDO is free to contract for goods and services from vendor(s) of its own choosing [§92.2 CHDO definition ¶ (3)(i) and (iii)]

	PJ Determination
Criterion Met:
 Not applicable, organization not created by a for-profit
 Yes    No

	Documentation submitted to demonstrate this item:
· Organization [ ] was [ ] was not created by a for-profit entity.  If organization was created by a for-profit entity, provide:
· For-profit organization profile and Articles/By-laws
· CHDO’s By-laws,
· Articles of Incorporation/Charter, or
· Other: _______________

	PJ Review Notes: 




	
 Part C: Accountability to Low Income Community

	12. The organization must have a designated service area (i.e. the “community” in which it produces housing).  A community can be a neighborhood or neighborhoods, city, county, metropolitan area, or multi-county area (but not the entire State).  [§92.2 CHDO definition  ¶ (8)(i)]


	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· By-Laws,
· Articles of Incorporation/Charter, OR
· Board Resolution
· Other: _______________; AND
· Map/description of service area

	PJ Review Notes: 




	13. The organization must maintains at least one-third of its governing board's membership for residents of low income neighborhoods, other low income community residents, or elected representatives of low income neighborhood organizations [§92.2 CHDO definition  ¶ (8)(i)]

	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· By-Laws,
· Articles of Incorporation/Charter, AND
· Current Board Roster indicating which members meet this criterion along with documentation of each such board member’s qualification (e.g. certification of low income status, documentation of home address in low income community, appointment by low income neighborhood organization)

	PJ Review Notes: 





	14. The organization must have a formally adopted process for low income, program beneficiaries to advise the organization in all of its decisions regarding the design, siting, development, and management of affordable housing projects [§92.2 CHDO definition ¶ (8)(ii)]

	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· By-laws, OR
· Resolutions, OR
· A written statement of operating procedures approved by the governing body, AND
· Statement signed by the president or chief executive officer describing input sought and received on the current project proposal
· Other: _______________

	PJ Review Notes: 






	15. The organization must have a history of serving the community within which housing to be assisted with HOME funds is to be located [§92.2 CHDO definition ¶ (10)]
The prospective CHDO or its parent organization must be able to show one year of serving the community prior to the date the PJ provides HOME funds to the organization.  The organization must describe its history (or its parent organization's history) of serving the community by describing activities which it provided (or its parent organization provided), such as, developing new housing, rehabilitating existing stock and managing housing stock, or delivering non-housing services that have had lasting benefits for the community, such as counseling, food relief, or childcare facilities.  The statement must be signed by the president or other official of the organization.

	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· A statement that documents at least one year of experience in serving the community by the organization, or if newly formed, by the organization’s nonprofit parent organization
· Other: _______________

	PJ Review Notes: 





	Part D: Capacity

	16. The organization must conform to the financial accountability standards of 2 CFR 200.302 and 200.303 [§92.2 CHDO definition ¶ (6)]

	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· A notarized statement by the president or chief  financial officer of the organization;
· A certification from a Certified Public Accountant, OR
· A HUD approved audit summary.

	PJ Review Notes: 




	17. The organization must have demonstrated capacity appropriate to the organization’s role under §92.300 and to the nature of the proposed or anticipated project.  This capacity must be satisfied by having paid employees with housing experience appropriate to the project or, for the first year of funding as a CHDO, by having a qualified consultant who will train the organization’s paid employees.  [§92.2 CHDO definition ¶ (9)]

	PJ Determination
Criterion Met:
 Yes    No
	Documentation submitted to demonstrate this item:
· Project description from proposal/application
· CHDO Staff Roster, with attachments of:
· Resumes/description of experience for staff assigned to development project
· Include W-2s for identified staff, or in the absence of W-2s, copies of the employment contract between the CHDO and the employee (Social Security No. may be blacked out.)

	PJ Review Notes: 






	Section 4: Certification

	
As the Board President (or Chair) of the organization named in Section 1 of this application for CHDO Certification, I hereby certify that all the information contained in this application is true and correct and that accurate versions of required attachments have been provided as part of this application.  I acknowledge that submission of materially false or misleading information is grounds for rejection of this application and any related project funding application.  Further, I certify that the submission of this application has been approved by a two-thirds vote of the Board of Directors.  


	Signature:
	Date:



	Printed Name:







	Section 5: PJ Determination of CHDO Status

	This section for PJ Use only

PJ Determination:

 The organization meets initial CHDO Threshold requirements, including the capacity requirement as demonstrated by the application and associated attachments OR

 The organization will not be designated as a CHDO at this time for the following reasons:

· The organization has failed to meet and/or document compliance with the threshold criteria as indicated in the notes below and/or 
· Staff does not have the necessary capacity given the project proposed by the organization.

Other Notes:


































	Signature of PJ HOME Staff:



	Date:




	Section 6: Required Attachments

	
Required attachments should be labeled with tabs or cover sheets.  Key sections of Articles, Bylaws, or other documents that highlight specific CHDO definitional elements should be highlighted.  For any attachment not being submitted, provide an explanation as to why the attachment is not applicable.

C-1. Articles of Incorporation/Charter
C-2. Current Bylaws
C-3. Certificate of Good Standing or Existence (issued not less than 60 days prior to application)
C-4. IRS Nonprofit Designation letter
C-5. Map and Description of CHDO Service Area
C-6. Corporate profile describing at least one year history of providing service within the organization’s service area 
C-7. Adopted process (e.g. board resolution) for Low Income Beneficiary Input
C-8. Current Board Roster, including LI representatives and public official/employee status
C-9. Board Member Certifications of Governmental Official/Employee Status – All Members
C-10. Board Member Certifications of Low Income Representation Status – LI Members
C-11. CHDO Staff Roster
C-12. W-2s (or employment contracts) for staff assigned to proposed project
C-13. Resumes/biographies/experience statements for staff assigned to proposed CHDO project
C-14. 2 CFR 200.302 and 200.303 Financial Standards Certification/Documentation
C-15. Other: ____________________
C-16. Other: ____________________
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