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	ANDREW M. CUOMO
Governor
	DARRYL C. TOWNS
Commissioner/CEO
	Subsidy-Only Application For the
2015 ML Funds and MLLP Notice

	



[bookmark: _GoBack]APPLICATION CHECKLIST
(Items in bold are included in the application)

I.	Sponsor/Principals of Borrower
☐	Description of Ownership Entity and Organizational Chart and, if available, the Partnership Agreement, Certificate of Incorporation and By-Laws. 
☐	Financial Statements including Listing of Contingent Liabilities, Tax Returns Including Schedule K-1 for the most recent 3 year period and Current Bank Statements for Guarantors or Sponsors/Principals with 25% or Greater Interest, 
☐	Project Information and Omnibus Certification/Schedule of Real Estate Owned.
☐	Authorization to Release Information.
☐	Lexis/Nexis and Credit Report Information (all entities).
☐	501(c) (3) Determination Letter, if applicable.

II.	Project Information 
☐   	Project Narrative. 
☐   	Applicant Certification.
☐   	Evidence of Site Control.
☐	Site Survey and Legal Description.
☐   	Evidence or estimation of Real Estate Taxes and/or PILOT Agreement.
☐   	Federal, State and Local Government Approvals Required and/or Received.

	Project Financial Analysis
☐   	Annual Income and Expense Projections.
☐   	Development/ Rehabilitation Cost Breakdown.
☐   	Sources and Uses of Funds Schedule and Proforma.
☐	Audited Project Financial Statements for the most recent 3 year period.
☐   	Utility Allowance Schedule, include source of allowance estimates. 
(Not Applicable for projects located in NYC). 
☐	Current Rent Roll (indicate subsidies).
☐	Evidence of Electronic filing of HUD Form 2530, if applicable.
☐	Historical Capital Expenditures.
☐	Three Year Occupancy History.		
☐	Payroll Schedule with supporting documentation.
☐	Cost Estimates from Service Providers.

III.	Third Party Reports
☐	Physical Needs Assessment.
   
IV.	Subordinate Financing 
☐	Letter of Intent/Term Sheet from Subordinate Lenders and/or Grant Providers, if applicable.




V.	Property Management 
☐	Management Entity Profile and Authorization to Release Information.
☐          Fair Housing and Tenant Selection Guidelines.
☐       	List of Code Violations for the 3 Year Period Prior to the Date of the Application.
☐  	Copies of the Most Recent Inspection Reports by Lenders and/or Regulators.

VI.	Construction 
☐	Preliminary Construction/Rehabilitation Drawings and Specifications, indicating Location of Affordable Units and Zoning Calculation/Analysis completed and certified by the Architect of Record. 
☐	Resume of Architect.
☐         	Architect’s Certificate of Insurance, Evidencing a Minimum of $1,000,000 (per occurrence), Liability and Errors and Omission Coverage, Enforceable for One Year from Final Certificate of Occupancy, with a Renewal Option.
☐	Contractor’s Qualification Statement (AIA Form 305).	
☐	Authorization to Release Information for Contractor and Architect. 
☐	Contractors Preliminary Trade Cost Breakdown in G702/703 Format with an Accompanying Construction/Rehabilitation Schedule (per building as applicable).
☐	Description of Construction/Rehabilitation Monitoring Procedures, if applicable.	
☐	Letter of Assurance of Utilities (non-New York City Projects only).

VII.	Environmental 
☐	State Environmental Quality Review Requirements.
☐	“No Impact” Determination Letter from the New York State Office of Parks Recreation and Historic Preservation (SHPO). .
☐	Environmental Phase I and Phase II, if required (Certain projects, based on age and location, will be required to prepare and asbestos-containing material (ACM), lead-based paint (LBP), and radon testing/analysis reports). 

VIII.	M/WBE Required Participation 
☐	HFA is committed to increasing Minority and Women-Owned Business Enterprise participation on all agency funded projects. In accordance with Executive Law Article 15-A, HFA must act to ensure and promote equal employment on state contracted projects and monitor contractor compliance with the law. [See form for appropriate goals for the various regions] As a part of your application submission, please describe how you would utilize qualified minority/women owned business firms in any of the following areas: contracting/subcontracting; legal services; financial services; real estate services and/or other professional services, to attain the required MWBE goal for your region. Submission of the MWBE Utilization Plan is a precondition to funding any project.



* Please indicate items that are not applicable with ‘Does Not Apply’


APPLICATION INSTRUCTIONS


The accompanying Checklist and HFA Forms are for your use in completing a HCR Subsidy-Only Application for Financing.  The Application is to be submitted electronically using a PDF format and appropriately bookmarked following the sequence in the Application Checklist as a Table of Contents. Please use the name of your project in the subject line of your e-mail.   Addenda to your Application, as needed, are to be submitted in the same manner. 

Applications for all subsidy programs are to be sent to: 

roger.harry@nyshcr.org

Applicants are also required to submit one original hard copy of their Application in a three ring binder with appropriate tabs using the Application Checklist as a Table of Contents.  The hard copy is to be sent to:

Roger Harry
Assistant Vice President, Multifamily Finance
New York State Homes and Community Renewal / Housing Finance Agency
641 Lexington Avenue
New York, New York 10022
(212) 872-0506

Application Fee:

Simultaneously with the submission of your Application for Financing you are to remit an Application Fee as instructed on the attached invoice.  Fee payments are not to be sent to the Agency. 

The Application Fee in its entirety is non-refundable.  

Application Fee		
$5,000			




											Project#:     200-1234



	Applicant’s Name:
	
	
	

	
	First
	Middle
	Last

	
Address:
	

	
	


	
	

	
	City
	State
	Zip Code



	

Wire Funds to:				JP Morgan Chase
					ABA #021000021
					New York State Housing Finance Agency
					A/C #573-801924
					Ref:  200-1234
Or

Mail a check in the amount of the applicable Total Fee amount, payable to The New York State Housing Finance Agency along with this invoice to:

					New York State Housing Finance Agency
					P. O.  Box 5345
					GPO
					New York, New York 10087

																				           		Project #:     200-1234
									Invoice #:    APP900



PROJECT NARRATIVE GUIDELINE

The Project Narrative is intended to summarize the various aspects of the Project.   Applicants are asked to use this guideline in preparing the Project Narrative for their Project.

Project Information:	
· Type of Project - multifamily, seniors, mixed use.
· Description of the building - how many buildings, floors, square footage, elevators, number of units, unit type, superintendent unit, total residential square footage.
· Amenities - laundry facilities, community room, storage facilities, other services. 
· Type of Utilities provided, access to municipal facilities.
· Type of parking available to the Project and state whether it’s open to the public or for tenants only.
· Description of commercial space square footage, and its intended use.


Project Design and Use Information:			
· Design of building, shape, type of building material, (i.e.: brick, wood frame, etc.).
· Description of the grounds, seating areas, open space.
· Energy efficiency Project (i.e.: green elements, energy star appliances, etc.).	
· Description of preservation/rehabilitation scope of work to be undertaken.


Land Information:
· Description of current use of land, existing buildings on site. 
· Description of current ownership of land.
· Description of site control.
· Description of fee simple or lease, (i.e.: Ground Lease).	
· Description of land issues, (i.e.: easements).
· Description of source of funds to pay for land acquisition /or lease.
· Description of environmental issues.
· Description of zoning requirements and status of local approvals.


Project Location and Market Information:
· Description of Project area, (i.e.: major services, transportation, health care facilities, etc.).
· If Housing is for the elderly or handicapped, provide a brief description of outside services available to this population.
· Provide a brief overview of market conditions, as it pertains to the project, (i.e.: public housing, existing affordable housing, Section 8, etc.).


Project Financing Information:
· Description and status of subsidy financing, (i.e.: grants, loans, providers).
· Description and status of real estate tax abatement, PILOT Agreement and/or exemption.





OMNIBUS CERTIFICATION

The attached Omnibus Certification is to be completed as follows:

1.	Please insert the name of the proposed Development in the space provided.
	2.	If the borrower/principal is a partnership, all general partners, regardless of their percentage interest,  and limited partners having a 25% or more interest in the partnership.
3.    If the borrower/principal is a corporation, the president, vice-president, secretary, treasurer and    all other executive officers who are directly responsible to the Board of Directors or any equivalent governing body, as well as all directors and each stockholder who beneficially owns 25% or more of the corporation’s stock.
4.	Complete the attached Schedule of Real Estate Owned/Cash Flow Statement 
5.	If the borrower/principal is unable to certify to any one of the items contained in the Omnibus Certification please provide the following information on a separate sheet:

	a. For each loan default, list:
	Project Name
	Project Address
	Number of units and total square footage					
	Ownership role and interest in the project
	Type and source of financing and any subsidy
	All defaults, mortgage relief, or foreclosures of any loan secured by the project.

b. For each bankruptcy or insolvency proceeding, provide:
	Date of filing
	Location of case
	Type of case (e.g., Chapter 7, 11, 13)
	Disposition of case and date of disposition (attach copy of discharge)
	Evidence that debts not discharged in the proceeding have been paid
	Explanation of circumstances resulting in the filing of the petition

	c. For each government proceeding, provide:
	Name of Agency or government department
	Date of proceeding
	Description of nature of proceeding
	Resolution of proceeding
	Attach a copy of any final decision or findings

	d. For each hazardous violation provide:
	Name of government entity with jurisdiction for the violation
        		Description of the violation
       	 	Action taken to correct the violation
        		Attach a copy of any final action taken by the responsible jurisdiction


For the period beginning ten (10) years prior to the date of this omnibus certification:

☐ Yes ☐ No *	The Applicant has not been a principal in a project in which a mortgage has ever been in default, assigned or foreclosed or for which relief by a lender has been granted.  

☐ Yes ☐ No  	The Applicant has not experienced a default or non-compliance under any HUD Conventional Contract or Turnkey Contract of Sale, or on any loan made by the Urban Development Corporation or New York State Project Finance Agency, or any other federal, state or local loan or grant.

☐ Yes ☐ No  	There are no unresolved findings raised as a result of audits, management reviews or other investigations by federal, state or local government entities concerning the Applicant or projects in which the Applicant is a principal.  

☐ Yes ☐ No  	The Applicant has not been convicted of, nor is the Applicant presently the subject of a complaint or indictment charging any offense punishable by imprisonment for a term exceeding one year but not including any offense classified as a misdemeanor under the laws of a state and punishable by imprisonment of two years or less.  

☐ Yes ☐ No  	The Applicant has not been suspended, disbarred or otherwise restricted by any department or agency of the federal government from doing business with such department or agency.  

☐ Yes ☐ No  	The Applicant is not the subject of any bankruptcy or insolvency proceeding nor has the Applicant been a subject of a bankruptcy or insolvency proceeding for the time period covering this omnibus certification. 

☐ Yes ☐ No 	There are no hazardous violations or immediately hazardous violations filed against the project for which the applicant has submitted a financing application for failure to comply with local building, housing maintenance and/or construction codes, the New York Multiple Dwelling Law, or the New York Multiple Residence Law. 

☐ Yes ☐ No  	Neither the borrowing entity for the project for which the Applicant has submitted a financing application nor any party of said entity has a managerial position and/or ownership interest in excess of 25% in any other property in New York against which any hazardous violations or immediately hazardous violations for failure to comply with local building, housing maintenance and/or construction codes, the New York Multiple Dwelling Law, or the New York Multiple Residence Law.  (If no, please explain)

☐ Yes ☐ No  	The project for which the Applicant has submitted a financing application is not located in a jurisdiction in which there is a court decision or court entered plan to address housing desegregation or remedy some other violation of law. [If the project is located in such a jurisdiction provide the evidence for your conclusion that it is consistent with such court decision or court entered plan in an attachment to this omnibus certification].

N/A 	Provide a description of any pending or current litigation or judgments related to: 
	(i) Attached   the ownership or operation of any real estate which could materially and adversely   impact the financial condition of the Applicant, (ii) the Applicants ownership of a significant interest (25% or greater) in any entity, or (iii) any entity in which the Applicant owns a significant interest (25% or greater) which could materially and adversely impact the entitys financial condition is attached.    

* If the answer to any question is NO, please provide a detailed explanation on a separate page attached hereto and provide your signature. 

All of the parties known to the undersigned to be principals in the project for which the Applicant has submitted a financing application are listed below:

	Name Of Principal:
	

	Title:
	

	% Ownership:
	

	Signature of Principal:
	

	
	



	Name Of Principal:
	

	Title:
	

	% Ownership:
	

	Signature of Principal:
	

	
	



	Name Of Principal:
	

	Title:
	

	% Ownership:
	

	Signature of Principal:
	

	

	

	

Name Of Principal:
	

	Title:
	

	% Ownership:
	

	Signature of Principal:
	

	
	




	A. General Information
	
	
	

	Project Name:
	     




	

		Project Location:
	[bookmark: Text141]     ,  County      

	
	

	Program(s) Applied For:
	PRHP: ☐ MPP: ☐ HML: ☐ MLLP: ☐ PBV: ☐  

	
	

	PHRP Amount Requested:
	[bookmark: HWF_Award]$     

	
	

	MPP Amount Requested:
	[bookmark: SLIHC_Awd]$     

	
	

	HML Amount Requested:
	$     

	
	

	MLLP Amount Requested:
	$     

	
Number of Project Based 
§8 Vouchers Requested:
	

[bookmark: Text153]     







B. Applicant Data

	
	Applicant Name
	     

	
	Address
	     

	
	
	Street

	
	
	[bookmark: Text1]     
	[bookmark: Text2]     
	[bookmark: Text3]     

	
	
	City
	State
	Zip Code

	
	Chief Executive Officer
	[bookmark: Text4]     
	[bookmark: Text5]     
	[bookmark: Text6]     

	
	
	Name
	Telephone #
	E-mail Address

	
	Contact Person *
	     
	     
	     

	
	
	Name
	Telephone #
	E-mail Address

	
	Contact Person’s Organization
	[bookmark: Text7]     

	
	Address
	     

	
	
	Street

	
	
	     
	     
	     

	
	
	City
	State
	Zip Code

	
	[bookmark: Check1]      *   |_|  
	Check here if correspondence from HCR should be mailed to the contact person rather than the Chief Executive Officer.






C. Project Type

	Multifamily ☐
	Senior ☐
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	Affordable Rental Unit Breakdown
(Do not include super’s or other management units)
	# of  0 or 1 BR Units
	# of  2BR or Larger Units
	Total # of Units
	% of Total Units

	☐
	30% of area median income and below
	     
	     
	     
	    

	☐
	Above 30% but at/below 50% of area median income
	     
	     
	     
	    

	☐
	Above 50% but at/below 60% of area median income
	     
	     
	     
	    

	☐
	Above 60% but at/below 90% of area median income
	     
	     
	     
	    

	☐
	Above 90%  but at/below 130%of area median income
	     
	     
	     
	    

	☐
	Above 130% of area median income or unrestricted
	     
	     
	     
	    

	☐
	Total Units in Proposed Project
	     
	     
	     
	100%



D. Priorities

Please check the appropriate box if the Project advances one of the general Agency priorities listed below.  Also include a brief explanation of how the project advances the Priority.  The Priorities are defined in the RFP.

	Priority
	Explanation of how Project advances Priority

	☐	Economic Development Projects
	[bookmark: Text142]     

	☐	Community Renewal and Revitalization Projects
	

	☐	Integrated Supportive Housing Projects
	[bookmark: Text144]     

	☐	Public Housing Restructuring Projects
	[bookmark: Text145]     

	☐	Mitchell-Lama Portfolio Projects
	

	☐	Rural Preservation Projects
	[bookmark: Text147]     

	☐	Housing Opportunity Projects
	

	☐	Workforce Opportunity Projects
	

	☐	Disaster Relief Projects
	[bookmark: Text149]     


	
E. General Scoring Information

	1
	Developer Team Experience and Capability
(Applicant has the proven experience and team members to successfully complete the Project)

	2
	Readiness
(Whether all the necessary components for the financing and development of the project are identified and/or committed)

	3
	Financial Feasibility and Efficiency
(Extent that the project is financially feasible and cost effective)

	4
	Leverage 
(Significant outside resources such as third party funds, local funds, and/or local support have been dedicated to the project)

	5
	Regional Economic Development Council Plan
(Extent that the application meets priorities in the plan)

	6
	Priority Outcomes
(Extent the project advances the priorities outlined in the RFP)

	7
	Overall Outcomes
(Extent that the project advances the goal of creating or preserving quality housing that most efficiently provides the greatest number of affordable units for the longest time)














F. Additional Information
	
Is there a HAP, RAP or Rent Supplement Contract in place?:
	

	If yes, what is the maturity date?:
	

	If yes, how many units are covered?:	
	

	
*If yes to the above, attach copies of all original, interim, and current HUD Contracts, active Regulatory Agreements, and Use Agreements to this application.

	If yes, is the current contract seeking renewal?:
	

	
*If yes to the above, attach copies of all applications and materials submitted to HUD, including the HUD Office and Contact.

	Is a new HAP contract being sought?:
	

	
*If yes to the above, attach copies of all applications and materials submitted to HUD, including the HUD Office and Contact.

	Is there an Interest Reduction Payment (IRP) Contract in place?:
	

	If yes, what is the annual amount?:
	

	If yes, what is the expiration date?:
	

	Are there any active Regulatory or Use Agreements on the project?:
	

	*If yes, please attach copies of all active Agreements to this application.

	First mortgage maturity date:

	Remaining first mortgage debt (as of):
	

	List all other existing debt, loans, mortgages with the project, include maturity dates:

	

	

	

	



               
G. For PHRP Program Only:
	
Has the project been approved for HUD RAD 1?:
	

	
*If yes, please attach the Commitment to Enter into a Housing Assistance Payments (CHAP).

	
If the applicant is a Federal Public Housing Authority and not going through RAD 1 has written approval for the proposed rehabilitation been provided by HUD? (please attach):
	

	
If the applicant is a NY State Public Housing Authority, has written approval for the proposed rehabilitation been provided by DHCR? (please attach):	
	



H. For HML and MLLP Program Only:
	
Will the ownership remain an Article II entity?:
	

	
If no, has a request for dissolution of the Article II been filed with DHCR? Please attach a copy of the dissolution request and approval (once granted).:
	






I. Development Team 

	Borrower:
	

	Contact:
	

	Telephone:
	
	Fax:
	
	Email:
	


	


	Borrower’s Attorney:
	

	Contact:
	

	Telephone:
	
	Fax:
	
	Email:
	


	


	Contractor/ Builder:
	

	Contact:
	

	Telephone:
	
	Fax:
	
	Email:
	

	Is contractor/builder an affiliate of Borrower/Developer/Sponsor?
	Yes   ☐                   No   ☐


	


	Architect:
	

	Contact:
	

	Telephone:
	
	Fax:
	
	Email:
	

	Is architect an affiliate of Borrower/Developer/Sponsor?
	Yes   ☐                   No   ☐







	

Managing Agent:
	

	Contact:
	

	Telephone:
	
	Fax:
	
	Email:
	

	Is managing agent an affiliate of Borrower/Developer/Sponsor?
	Yes   ☐                   No   ☐





	Consultant:
	

	Contact:
	

	Telephone:
	
	Fax:
	
	Email:
	

	Is consultant an affiliate of Borrower/Developer/Sponsor?
	Yes   ☐                   No   ☐






	Service Provider:
	

	Contact:
	

	Telephone:
	
	Fax:
	
	Email:
	

	Is service provider an affiliate of Borrower/Developer/Sponsor?
	Yes   ☐                   No   ☐




J. 
Organizational Structure of the Borrower

Please describe the organizational structure of the Borrower, when will / was it established, and provide the following information regarding the partners, officers, principal members, stockholders and other parties having an interest of 25% or greater.   List other HFA financed projects in which the principals may have an interest.  Disclose an identity of interest between any of the parties identified.  Finally, attach a resume for each party listed.

	Name:
	

	Title:
	

	Address:
	

	Ownership in any other government financed project including HFA?
	No  ☐   Yes  ☐    %:
	
	

	If yes, provide name of government entity, project name, and location:
	

	



	Name:
	

	Title:
	

	Address:
	

	Ownership in any other government financed project including HFA?
	No  ☐   Yes  ☐    %:
	
	

	If yes, provide name of government entity, project name, and location:
	

	



	Name:
	

	Title:
	

	Address:
	

	Ownership in any other government financed project including HFA?
	No  ☐   Yes  ☐    %:
	
	

	If yes, provide name of government entity, project name, and location:
	

	



	Name:
	

	Title:
	

	Address:
	

	Ownership in any other government financed project including HFA?
	No  ☐   Yes  ☐    %:
	
	

	If yes, provide name of government entity, project name, and location:
	

	




	Have any members of the development team or individuals who hold or will hold a substantial interest in the borrower entity now or during the ten (10) years prior to the date of this Application had a financial interest in a property that is in arrears, bankruptcy, foreclosure, or subject to a deed in lieu of foreclosure action? 
	Yes   ☐   No   ☐

	
If yes, please provide a full narrative explanation including the address of the property, amount of arrearage, the date proceedings began, and current status of the proceedings.




	Is any part of the borrower or the borrower itself a publicly traded company?                                           Yes   ☐   No   ☐

	If yes, please identify the publicly traded company:  
	

	On what exchange is the company traded?: 
	

	
What individual or entity of the borrower is the largest shareholder of the publicly traded company?:  
	

	
What is their stake of ownership of the publicly traded company (% ownership)?:    
	



   
I hereby certify that the information and responses provided herein are true and correct to the best of my knowledge. I understand all application information and exhibits provided through CDOL will be considered in evaluating this application.

	Signature of Applicant
	
	Date
	

	Print Name and Title
	
	
	


Applicant Certification

On behalf of the Applicant, the undersigned hereby certifies that all of the information and supporting documentation contained in this Application is, to the best of the undersigned’s knowledge after due inquiry, correct, complete and accurate, and acknowledges that falsification of information is punishable under law, and violators will be subject to prosecution.
The undersigned further authorizes HCR, and/or its agents, to review, for the purpose of evaluating this request for Homes for Working Families Financing and/or Allocation of State Low Income Housing Credits, the Project’s applications to the Project’s tax-exempt Private Activity Bond Issuer and to the Housing Credit Agency who will evaluate the allowance of federal Low Income Housing Tax Credits to this Project.
The undersigned further certifies that, upon request by HCR, the Applicant, will provide any reasonable additional information needed to complete the evaluation of this project. 
The undersigned further recognizes and accepts the responsibility and obligation to notify HCR, in writing, if he/she becomes aware of any subsequent events or information which would change any statements or representations previously submitted to HCR.
The undersigned further certifies that he/she will comply with all rules, regulations, statutory requirements and conflict of interest policies of HCR and accepts the administrative, programmatic and reporting responsibilities under these programs.
The undersigned further certifies that there is no litigation pending or threatened which would affect the transactions contemplated for the Project.
The undersigned further certifies that he/she will comply fully and without delay with any request from HCR or its representatives or from any public investigatory agency with jurisdiction over the Project or Programs, for cooperation with any investigation or inquiry regarding the Project. Such cooperation will include, but not be limited to, providing HCR staff or its duly authorized representatives and authorized personnel of any public investigatory agency with jurisdiction over the Project or Program with reasonable access to the Project site and to the Applicant’s personnel and premises, and to its files, papers, notes, and computer records and copies thereof that pertain to the Project. 
Each contract or agreement made in connection herewith between the Applicant and a participating party involved in the Project, such as, but not limited to, a developer, contractor, or consultants, shall contain provisions substantially equivalent to the requirements set forth in this certification, obligating each such participating party to provide cooperation and access to HCR staff and investigative agency personnel in the course of their duties with respect to the Project.



	
	
	[bookmark: Text39]     

	Signature


	
	Name
 (Please Type or Print)

	[bookmark: Text40]     
	
	[bookmark: Text41]     

	Title
	
	Date
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SCHEDULE OF REAL ESTATE OWNED/CASH FLOW STATEMENT

	

Property Name & Address
	

# Units
	

% 
Owner-
ship
	

Type of Property
	

Acquisition Date/Cost
	

Name & Address of Lender
	

Loan # *
	

Mat. 
Date
	

Mort. Bal. 
	

Mkt. Value
	

Gross Operating Expenses
	

Net Operating Income
	

Total Debt Service
	

Net Cash Flow

	


	


	


	


	


	


	


	


	


	


	


	


	


	



	



	


	


	


	


	


	


	


	


	


	


	


	


	



	



	


	


	


	


	


	


	


	


	


	


	


	


	



	



	


	


	


	


	


	


	


	


	


	


	


	


	



	



	


	


	


	


	


	


	


	


	


	


	


	


	



	



	


	


	


	


	


	


	


	


	


	


	


	


	



	



	


	


	


	


	


	


	


	


	


	


	


	


	



	



	


	


	


	


	


	


	


	


	


	


	


	


	



	
	
	


	


	


	


	


	


	


	


	


	


	


	




            *Disclose mortgage relief, assignments, and/or foreclosures on a separate sheet and attach hereto.    

THREE YEAR OCCUPANCY HISTORY

	
Project Name:
	Year 1:
	Year 2:
	Year 3:

	
	
# Vacant Units/Type 
	
Vacancy Loss
	
Credit Loss
	
# Vacant Units/Type 
	
Vacancy Loss
	
Credit Loss
	
# Vacant Units/Type 
	
Vacancy Loss
	
Credit Loss

	
JANUARY
	

	

	

	

	

	

	

	

	


	
FEBRUARY
	

	

	

	

	

	

	

	

	


	
MARCH
	

	

	

	

	

	

	

	

	


	
APRIL
	

	

	

	

	

	

	

	

	


	
MAY
	

	

	

	

	

	

	

	

	


	
JUNE
	

	

	

	

	

	

	

	

	


	
JULY
	

	

	

	

	

	

	

	

	


	
AUGUST
	

	

	

	

	

	

	

	

	


	
SEPTEMBER
	

	

	

	

	

	

	

	

	


	
OCTOBER
	

	

	

	

	

	

	

	

	


	
NOVEMBER
	

	

	

	

	

	

	

	

	


	
DECEMBER
	

	

	

	

	

	

	

	

	


	
ANNUAL TOTALS
 
	

	

	

	

	

	

	

	

	



* Arrearage should include occupied unit figures which are delinquent in payment.
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HISTORICAL CAPITAL EXPENDITURES

	
Site Work:
	
Work Performed & Date:
	
Cost:

	
Roads/Parking/Curbs/Walks
	

	


	
Landscaping/Lighting
	

	


	
Infrastructure/Drainage/
Signage
	

	


	
Other/Miscellaneous
	

	


	

	

	


	
BUILDING(S):  EXTERIOR
	

	


	
New Additions/Out Buildings
	

	


	
Footing/Foundation Repairs
	

	


	
Roof/Bulkheads/Parapets
	

	


	
Facades
	

	


	
Windows/Doors
	

	


	
Other/Miscellaneous
	

	


	

	

	


	
BUILDING(S):  INTERIOR
	

	


	
Kitchens/Baths/Appliances
	

	


	
Flooring/Carpeting/Finishes
	

	


	
Health/Safety/Code/Related
	

	


	
Public/Community Spaces
	

	


	
Mechanical Systems
	

	


	
Other/Miscellaneous
	

	


	
	

	


	
  ENVIRON.  REMEDIATION
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BACKGROUND SEARCH AND CREDIT REPORTS


The information requested in the following section will be used to obtain a credit report and a Lexis/Nexis report. Please fill out a separate form for each entity. Insert the name and any other identifying information in the blanks on these forms. These form may be duplicated as needed. 


Authorization to Release Information

To Whom It May Concern:

The undersigned have submitted a financing application to the New York State Housing Finance Agency (HFA).  As part of its due diligence process, HFA may seek to verify certain financial and related information contained in the application and supporting documents.  The information may include copies of checking and savings account statements, audit reports and payment history, including mortgage payments and current balances.

You are hereby authorized to release any information requested by the HFA in connection with our financing application.  A copy of this authorization may be accepted as an original.

Your prompt reply to HFA, Development/Preservation Unit, 641 Lexington Avenue, New York, New York 10022 is appreciated.


	Applicant:
	
	
	

	
	Signature
	
	Date

	
	

	
	

	
	Print Name/Title
	
	

	
	

	
	

	
	SSN
	
	



	

Applicant:
	
	
	

	
	Signature
	
	Date

	
	

	
	

	
	Print Name/Title
	
	

	
	

	
	

	
	SSN
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Credit Report Information for: Borrower Entity

Please complete for the Borrowing Entity and Each Principal Member of the Borrower Entity. 


	
Borrower Entity:
	

	

Business Address:
	

	
	Street
	City
	State
	Zip Code

	
Business Phone:
	
	

Tax Identification #:
	






	
Name of Principal:
	

	
	First
	Middle Initial
	Last

	

Home Address:
	


	
	Street
	City
	State
	Zip Code

	

Home Phone:
	
	

Business Phone:
	

	

SSN:
	
	

DOB:
	







	Date:
	





Credit Report Information for: Contractor

Please complete for the Borrowing Entity and Each Principal Member of the Borrower Entity. 


	
Name of Entity:
	

	

Business Address:
	

	
	Street
	City
	State
	Zip Code

	
Business Phone:
	
	

Tax Identification #:
	






	
Name of Principal:
	

	
	First
	Middle Initial
	Last

	

Home Address:
	


	
	Street
	City
	State
	Zip Code

	

Home Phone:
	
	

Business Phone:
	

	

SSN:
	
	

DOB:
	







	Date:
	





Credit Report Information for: Architect

Please complete for the Borrowing Entity and Each Principal Member of the Borrower Entity. 


	
Name of Entity:
	

	

Business Address:
	

	
	Street
	City
	State
	Zip Code

	
Business Phone:
	
	

Tax Identification #:
	






	
Name of Principal:
	

	
	First
	Middle Initial
	Last

	

Home Address:
	


	
	Street
	City
	State
	Zip Code

	

Home Phone:
	
	

Business Phone:
	

	

SSN:
	
	

DOB:
	







	Date:
	





Credit Report Information For: Management Entity

Please complete for the Borrowing Entity and Each Principal Member of the Borrower Entity. 


	
Name of Entity:
	

	

Business Address:
	

	
	Street
	City
	State
	Zip Code

	
Business Phone:
	
	

Tax Identification #:
	






	
Name of Principal:
	

	
	First
	Middle Initial
	Last

	

Home Address:
	


	
	Street
	City
	State
	Zip Code

	

Home Phone:
	
	

Business Phone:
	

	

SSN:
	
	

DOB:
	







	Date:
	







FAIR HOUSING AND TENANT SELECTION GUIDELINES



The following section contains:

1. Definitions
2. Tenant Selection Policies in Tenant Selection Plan
3. Standards for Tenant Selection Plans for Assisted Projects 



Compliance with Anti-Discrimination Requirements

Pursuant to Sections 2.1.2 and 2.1.3 of the New York State Housing Finance Agency’s Fair Housing and Tenant Selection Guidelines (the Guidelines), the Owner does hereby certify that: 
(a) 	 the Project and the Owner are in compliance with all Applicable Rules (as defined in the Guidelines);
(b) 	with respect to the Project, the Owner has prepared an Affirmative Fair Housing Marketing Plan and a Tenant Selection Plan (as those terms are defined in the Guidelines),  and has filed a copy of those plans with HFA solely as a matter of record pursuant to the deadlines established by the Guidelines; 
(c)	 the Owner understands that the failure to deliver on a timely basis any document pursuant to Section 2.1 of the Guidelines shall constitute an Event of Default under the applicable documents with respect to the Project.


	
Agreed to by:
	

	
Print Name:
	

	
Title:
	

	
Date:
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Definitions
1.1. “Agency”  and “HFA” mean the New York State Housing Finance Agency. 
1.2. “Applicable Rules” means all applicable state, federal or local tenant selection, fair housing and/or antidiscrimination statutes, rules or ordinances, including  rules applicable to specific state, federal or local programs to which the Participating Owner or the Assisted Project or Existing Project may be subject and specifically including the following statutes and regulations related thereto:
1.2.1. Title VI of the Civil Rights Act of 1964 (42 U.S.C. § 2000d) and the implementing regulations at 24 CFR Part 1;
1.2.2. The Fair Housing Act (42 U.S.C. § 3601 – 3619) and the implementing regulations at 24 CFR Parts 100, 108, 109, and 110;
1.2.3. Executive Order 11063 on Equal Opportunity in Housing and the implementing regulations at 24 CFR Part 107;
1.2.4. Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. § 794) and the implementing regulations at 24 CFR Part 8;
1.2.5. The Age Discrimination Act of 1975 (42 U.S.C. §§ 6101 – 6107) and the implementing regulations at 24 CFR Part 146; 
1.2.6. The Americans with Disabilities Act (42 U.S.C. §§ 12101 – 12213) to the extent applicable; and 
1.2.7. Applicable state or local laws and ordinances, including, without limitation, the New York Human Rights Law, N.Y. Executive Law § 290 et seq.
1.3. “Assisted Project” means any multifamily or other housing project that receives financing or financial assistance through or with the assistance of the Agency, except that it shall exclude Existing Projects (as defined below).
1.4. “Existing Project” means any multifamily or other housing project that has received financing or financial assistance through or with the assistance of the Agency and that has already received approval of its Tenant Selection and Marketing Plan as of the date of issuance of these guidelines.
1.5. “Participating Owner” means an owner of an Assisted Project or an Existing Project, as the case may be.
1.6. “Tenant Selection Plan” means the document to be prepared pursuant to Section 2.1.3 hereof.
2. Fair Housing Commitment

2.1. Assisted Projects

2.1.1. All Participating Owners, as a condition for receiving financing or other financial assistance from the Agency, commit to observe and comply with all Applicable Rules and to hold the Agency harmless for any violation of the Applicable Rules by the Participating Owner or Assisted Project.
2.1.2. To the extent they have not already done so, all Participating Owners shall prepare and implement  an Affirmative Fair Housing Marketing Plan in the form and with the content required by 24 CFR Part 108 and §§ 200.600 et seq. with respect to each Assisted Project.  Such plans shall be filed with the Agency solely as a matter of record no later than the date of mailing of the Official Statement or Preliminary Official Statement, whichever is applicable.  Such plans shall be revised and updated as may be required by law and Participating Owners shall submit any such revision to the Agency promptly.
2.1.3. All Participating Owners shall prepare and implement for each Assisted Project a Tenant Selection Plan, the contents of which shall comply with Parts 3 and 4 hereof, which plan shall be filed with the Agency solely as a matter of record no later than the date of mailing of the Official Statement or Preliminary Official Statement, whichever is applicable.  Such plans shall be revised and updated as may be required by law and Participating Owners shall submit any such revision to the Agency solely as a matter of record promptly.  Not later than the date of mailing of the Official Statement or Preliminary Official Statement, whichever is applicable, all Participating Owners shall execute and deliver to the Agency a certification (on a form or other method supplied by the Agency) stating that the Tenant Selection Plan is in compliance with the Guidelines and the Applicable Rules.
2.1.4.    Reporting and Recordkeeping.
2.1.4.1. On or before December 31 every year, each Participating Owner shall   deliver a certification, under pain of perjury, with respect to each Assisted Project, on a form or other method supplied by the Agency, which , among other matters, 
2.1.4.1.1. States that the Assisted Project and the Participating Owner are in compliance with their obligations under the Applicable Rules and that they have prepared and implemented an Affirmative Fair Housing Marketing Plan and a Tenant Selection Plan, have revised and updated those Plans to the extent required by law, and have filed a copy of the Plans (and any revisions thereto) with the Agency solely as a matter of record pursuant to the deadlines established by the Guidelines; and
2.1.4.1.2.  Includes a list of all complaints, investigations or other administrative inquiries or actions with respect to the compliance of the Assisted Project or Participating Owner with the Applicable Rules.
2.1.4.2. Within seven business days of receipt or service thereof, the Participating Owner shall deliver to the Agency via certified mail, return receipt requested:
2.1.4.2.1. Any judicial or administrative complaint alleging a violation of the Applicable Rules with respect to any Assisted Project and/or Participating Owner.
2.1.4.2.2. Any answer or other response to such complaint;
2.1.4.2.3. Any settlement, enforcement agreement, conciliation agreement or       charge related thereto; 
2.1.4.2.4. Any other notice, inquiry, demand or request from any entity with respect to the compliance of the Assisted Project and/or Participating Owner with the Applicable Rules
2.1.4.3. Failure to deliver on a timely basis any document pursuant to Sections 2.1 hereof shall constitute an Event of Default under the applicable documents with respect to the subject Assisted Project.
2.2. Existing Projects
2.2.1. Participating Owners of Existing Projects shall --
2.2.1.1. Observe and comply with all Applicable Rules and shall hold the Agency harmless for any violation of the Applicable Rules by the Participating Owner or Existing Project;
2.2.1.2 On or before December 31 every year, deliver a certification, under pain of perjury, with respect to each Existing Project, on a form or other method supplied by the Agency, that states, among other things, that their previously-adopted marketing and tenant selection plans, as amended, if applicable, for such Existing Projects comply with all Applicable Rules;
2.2.1.3 Provide the Agency on a timely basis with a copy of any amendment or revision to their previously-adopted marketing or tenant selection plans for such Existing Projects; and
2.2.1.4 Provide the documents identified in section 2.1.4 hereof, with respect to their Existing Projects, on the timetables specified therein.  
3. Tenant Selection Policies in Tenant Selection Plans.  
3.1.        Tenant Selection Plans for all Assisted Projects shall comply with the following   guidelines.
3.1.1.         Other Applicable Statutes, Rules and Ordinances.  To the extent that there is any    inconsistency between these guidelines and the Applicable Rules, the Applicable Rules shall govern.
3.1.2. The Agency reserves its right to require or prohibit conduct by Participating Owners to (a) comply with the Guidelines and/or (b) otherwise promote the goal of providing affordable housing on a nondiscriminatory basis.
3.2.        Selection policies. 
3.2.1.        The Participating Owner shall establish and adopt written policies for admission of   individuals of low income.  Low-income individuals are defined by the Agency in the Regulatory Agreement for the particular project.  In lieu of drafting a tenant selection plan pursuant to Part 4.0 hereof, the Participating Owner may utilize the tenant selection plan adopted by the local public housing agency (“PHA”), as approved by HUD; provided that such plans have been adopted and approved within the last year.  With respect to selection of market rate tenants, Project Owners shall comply with all Applicable Rules.
3.2.2.        These policies shall be designed:
3.2.2.1. To assure that anyone admitted as a tenant to an Assisted Project meets the income     qualifications established by the Agency and the rules of other applicable subsidy sources.
3.2.2.2. To preclude admission of applicants whose habits and practices reasonably may be     expected to have a detrimental effect on the residents or the project environment;
3.2.2.3. To establish objective and reasonable policies for selection by the Participating Owner among otherwise eligible applicants.
3.2.3.    The Participating Owner’s tenant selection policies shall comply with all   Applicable Rules and shall include the following:
3.2.3.1.    Requirements for applications and waiting lists (see 24 CFR §1.4);
3.2.3.2.    Description of the policies for selection of applicants from the waiting list;
3.2.3.3. Policies for verification and documentation of information relevant to acceptance or   rejection of an applicant, including income and asset verification, documentation and verification of citizenship and eligible immigration status under 24 CFR part 5. 
3.2.4.         These selection policies shall:
3.2.4.1.    Be duly adopted; and
3.2.4.2. Be distributed in summary form to applicants at the time they receive an application and  to tenants, upon their request, in sufficient detail to allow the recipient to understand (1) the policies used by the Participating Owner to select tenants; (2) how those policies apply to individual applicants or tenants; (3) how the tenant selection process works (including the operation of waiting lists); and (4) the rights of the applicant, in the event their application is rejected (including, with respect to compliance with the Applicable Rules, the address and telephone number of the local office of the New York State Division of Human Rights).  Such summary form shall be filed with the Agency.
3.2.5 Such policies shall be filed with the Agency solely as a matter of record no later than the date of mailing of the Official Statement or Preliminary Official Statement, whichever is applicable, and, at a minimum, shall contain the following principal sections:
3.2.5.1 Identification of the applicable housing market area or other relevant geographic and market information;
3.2.5.2 Information concerning advertising and marketing strategies, including scripts and other   advertising copy (reflecting information concerning the number of available units and tenant income qualifications) and schedules showing the date and media outlet/s for such advertising;
3.2.5.3 The Project’s tenant selection policies, including (a) threshold criteria such as income, student status, etc.); (b) rejection criteria (such as a history of violence or credit problems); and (c) any owner preferences, all of which shall comply with these Guidelines and the Applicable Rules;
3.2.5.4 The Project’s selection process, including intake mechanism, evaluation procedures, procedures for notification of acceptance or rejection (including statements of appeal rights) and waiting list operations; and
3.2.5.5 Such other information as may be necessary to fairly disclose the Project’s tenant selection process.
3.3     Prohibited Provisions.
3.3.1      Tenant Selection Plans shall not contain any policy or provision that would                                                                                                             constitute a violation of any Applicable Rules.
3.4        Reservation to Revise Guidelines
3.4.1     The Agency expressly reserves the right to amend, rescind, supplement, modify or otherwise revise prospectively any portion of these Guidelines, in whole or in part, at any time at its sole discretion. 
4. Standards for Tenant Selection Policies For Assisted Projects.
4.1      All Tenant Selection Plans shall be drafted to comply with the following:
4.1.1.     The tenant selection policies to be established and information to be considered in connection with a Tenant Selection Plan shall be reasonably related to individual attributes and behavior of an applicant and shall not be related to those which may be imputed to a particular group or category of persons of which an applicant may be a member. 
4.1.2. In selection of families for admission to an Assisted Project, or to occupy a unit in an Assisted Project, the Participating Owner is responsible for screening family behavior and suitability for tenancy.  The Participating Owner may consider all relevant information, which may include, but is not limited to:
4.1.2.1	An applicant's past performance in meeting financial obligations, especially rent; 
4.1.2.1 A history of disturbance of neighbors, destruction of property, or living or housekeeping habits at prior residences which may adversely affect the health, safety or welfare of other tenants; and
4.1.2.2 A history of criminal activity involving crimes of physical violence to persons or property and other criminal acts which would adversely affect the health, safety or welfare of other tenants.
4.1.3 In the event of the receipt of unfavorable information with respect to an applicant, consideration shall be given to the time, nature, and extent of the applicant's conduct and to factors which might indicate a reasonable probability of favorable future conduct or financial prospects. For example:
4.1.3.1 Evidence of rehabilitation;
4.1.3.2 Evidence of the applicant family's participation in or willingness to 
participate in social service or other appropriate counseling service programs and the availability of such programs;
4.1.3.3 Evidence of the applicant family's willingness to attempt to increase family income and the availability of training or employment programs in the locality.
4.1.3.4 Selection for particular unit. In selecting a household to occupy a particular unit, the owner may match family characteristics with the type of unit available, for example, number of bedrooms.  If a unit has special accessibility features for persons with disabilities, the owner must first offer the unit to families which include persons with disabilities who require such features.
4.1.3.5 Housing assistance limitation for single persons. A single person who is not an elderly or displaced person, a person with disabilities, or the remaining member of a resident family may not be provided a housing unit with two or more bedrooms, unless a waiver is granted by the Agency. 
4.1.4 Particular owner preferences.  To the extent a Participating Owner adopts preferences in its tenant selection policies; the Participating Owner must inform all applicants about available preferences and must give applicants an opportunity to show that they qualify for available preferences. 
4.1.4.1 Residency requirements or preferences. 
4.1.4.1.1 Residency requirements are prohibited.  Although the Participating Owner is not prohibited from adopting a residency preference, the Participating Owner may only adopt or implement residency preferences in accordance with these guidelines and the Applicable Rules.  
4.1.4.1.2 A residency preference is a preference for admission of persons who reside in a specified geographic area (“residency preference area”).  The residency preference must be included and separately identified in the tenant selection plan.
4.1.4.1.3 An owner's residency preference must be approved in one of the following methods:
4.1.4.1.3.1 Prior approval by HUD (pursuant to 24 CFR § 5.655(c)(iii)) of the  housing market area in the Affirmative Fair Housing Marketing plan (in accordance with 24 CFR §§ 108.25 and 200.600 et seq., as amended or renumbered) as a residency preference area; 
4.1.4.1.3.2 Prior approval (pursuant to 24 CFR § 5.655(c)(iii)) of the residency preference area in the public housing agency (“PHA”) plan of the jurisdiction in which the project is located; 
4.1.4.1.3.3 Modification of the Affirmative Fair Housing Marketing Plan, in accordance with 24 CFR §108.25 and 200.600 et seq., as amended or renumbered.
4.1.4.1.3.4 To the extent a Participating Owner is not required to submit an Affirmative Fair Housing Marketing plan to HUD (or other designated Agency) with respect to an Assisted Project, the Participating Owner shall prepare and file an Affirmative Fair Housing Marketing plan (in accordance with 24 CFR §108.25 and 200.600 et seq.) with the Agency.  The Participating Owner shall be solely responsible for assuring that such Affirmative Fair Housing Marketing Plan complies with all Applicable Rules.
4.1.4.1.4 Use of a residency preference may not have the purpose or effect of delaying or otherwise denying admission to a project or unit based on the race, color, ethnic origin, gender, religion, disability, or age of any member of an applicant family. 
4.1.4.1.5 A residency preference must not be based on how long an applicant has resided or worked in a residency preference area. 
4.1.4.1.6 Applicants who are working or who have been notified that they are hired to work in a residency preference area must be treated as residents of the residency preference area.  The owner may treat graduates of, or active participants in, education and training programs in a residency preference area as residents of the residency preference area if the education or training program is designed to prepare individuals for the job market
4.1.4.2 Preference for working families (applicable to non-elderly projects only). 
The owner may adopt a preference for admission of working families (families where the head, spouse or sole member is employed). However, an applicant shall be given the benefit of the working family preference if the head and spouse, or sole member, is age 55 or older, or is a person with disabilities. 
4.1.4.3 Preference for person with disabilities.  The owner may adopt a preference for admission of families that include a person with disabilities.  However, the owner may not adopt a preference for admission of persons with a specific disability. 
4.1.4.4 Preference for victims of domestic violence.  The owner may adopt a preference for admission of families that include victims of domestic violence. 
4.1.4.5 Preference for single persons who are elderly, displaced, homeless or persons with disabilities over other single persons.  The owner may adopt a preference for admission of single persons who are age 55 or older, displaced, homeless, or persons with disabilities over other single persons. 
4.1.4.6 An owner may adopt preferences other than those stated here, if (a) the preference is stated in its written tenant selection policies and (b) the preference is consistent with the Applicable Rules.
4.1.5 Waiting lists selection method. 
4.1.5.1 The Participating Owner must use the following to select among applicants on the waiting list with the same priority for admission: (i) Date and time of application; or (ii) A drawing or other random choice technique. 
4.1.5.2 The method for selecting applicants must leave a clear audit trail that can be used to verify that each applicant has been selected in accordance with the method specified in the Assisted Project’s marketing and tenant selection plans.



REQUIREMENTS FOR MANAGING AGENTS AND LEASING AGENTS


I.  Outline of HFA Review and Approval of Managing Agent

If applicable, Developers/Owners are required to obtain HFA approval of the managing agent and/or leasing agent prior to engaging these services or renewing any existing contracts.   

The managing agent may be a third-party entity, the Owner/Borrower or a corporate entity controlled by the general partner of the Owner/Borrower.  Regardless of the type of managing agent structure, proposed managing agents must demonstrate the necessary experience to successfully manage the project for   which financing is requested, as well as a commitment to professional and ethical standards.  The due diligence outlined here for the initial approval of managing agents will also apply for any proposed replacements of managing agents in the future.  

The Applicant must advise the Agency of any changes to a managing agent and/or leasing agent or for a replacement of the initially approved managing agent and/or leasing agent that may occur prior to mortgage closing.  

As part of its review process, HFA will visit the management company’s corporate office and will visit other developments managed by the management company.  In addition, prior to financing approval HFA will schedule an interview with the Owner/Borrower (or assigned representative), principal(s) of the proposed managing agent, the regional manager and the site manager responsible for the day-to-day operations of the project.  For projects proposing separate leasing agents, the leasing agent would also be required to attend this interview.

Following a review of the information provided by the Owner/Borrower and completion of the due diligence review by HFA staff, a final determination will be made by HFA on the proposed managing agent and, if applicable, the proposed leasing agent.

II. Outline of HFA Review and Approval of Leasing Agent

For projects proposing the use of a leasing agent separate from the managing agent, the following documentation regarding the leasing agent is required for approval by HFA:

		New York State Real Estate Broker’s License.

	Resume of the leasing agent and personnel that will be responsible for the project’s lease-up including their Low Income Housing Tax Credit (LIHTC) 

4. List of properties that the leasing agent has leased and is currently leasing, including the type of property, number of units, location, type of subsidies (Section 8, LIHTC, Housing Trust Fund, etc.), and any relationships with any government entities.






III. Management Entity Profile Guidelines   

The Management Entity Profile Guidelines describe the qualifications/requirements/criteria    required by HFA to evaluate the acceptability of a proposed managing agent.  The Management Entity Profile must include the following information.  (In order to expedite HFA review and approval, please submit the profile in a format that addresses all of the issues below in the order they appear). 

1.	Provide the proposed managing agent’s corporate resume/profile. This document is to include a complete, current list of properties managed by the proposed managing agent, type of property, number of units, location, type of subsidies (Section 8, LIHTC, Housing Trust Fund, etc.) and any relationships with any government entities.  Please use the HUD Previous Participation Certification (HUD Form 2530) to reference projects assisted by HUD/FHA or state and local Housing Finance Agencies.

2.	Evidence of industry designations (e.g., CPM, AMO, RAM, etc.).

3.	Provide a resume of the site manager and regional manager assigned to the project, including their LIHTC training/certifications, Section 8 experience and any industry designations.

4. 	Organizational chart of the proposed management company, clearly identifying the personnel assigned to the project and their supervisors, together with reporting lines to the principals of the management company.

5. Operational capacity of management company: staff, computers, acceptable accounting system, etc.

6. A list of Client/Owner references and a list of government agency references.

IV. Management Agreement Guidelines

Borrowers/Owners are required to submit a Management Agreement for HFA review and approval.  The Management Agreement will be used by HFA in evaluating the feasibility of the project from a management, leasing and program compliance perspective.  If the project is to be self-managed, meaning that the Ownership and Management are the same entity, then the Management Agreement should be in the form of an Operating Plan which describes how the project will be managed by the Ownership.  At a minimum, the Agreement/Operating Plan must address the items listed below.  Developers/Owners are strongly encouraged to provide other relevant information in addition to the minimum requirements listed below.

The Management Agreement is an executed contract between the Ownership and Managing agent which must be written in narrative form, not simply as a response to the following questions and comments.  Any future revisions to an approved Management Agreement or Operating Plan must be submitted in writing to HFA for review and approval.

All Management Agreements must be signed by a principal of the Developers/Owners and by a principal or officer of the Managing Agent.  Operating Plans must be signed by a principal of the Borrower/Owner.







1. Basic Information 

A.	Identify the name and address of the Borrower/Owner and Managing Agent.  Identify the total number of units in the project and number of affordable units (e.g., Low Income Housing Tax Credit Program (LIHTC), Housing Trust Fund (HTF), etc.) and provide a brief description of the project (i.e., garden, hi‑rise, senior, multi-family, commercial space, etc.).  Provide a description of the overall process to be used to achieve and maintain compliance with all applicable regulations.

B.	Indicate that it is understood that the project is subject to Internal Revenue Service and NYS Housing Finance Agency rules and guidelines concerning the LIHTC Program, Tax-Exempt Bond Financing or the Housing Trust Fund Program as applicable.   

2. Ownership/Management Relationship 

A.	Describe the role and responsibility of the Owner and the Owner’s relationship to, and delegation of authority to, the proposed Management Agent.

B.	Indicate the chain of command from all site staff to senior management.

C.	State conditions which would require the Management Agent to consult the Owner prior to taking action (i.e., maximum Management may spend without Owner’s approval, etc.), and when the Management Agent may make decisions without consulting the Owner.

D.	Specify management site office hours.   Specify the planned schedule and frequency of site visits to be conducted by senior management and the Owners representative.

E.	      Describe duties of the Managing Agent, including the items below and any additional duties.

3. Marketing and Tenant Selection Plans

A.	Specify that the Managing agent will market the affordable apartments in accordance with the Fair Housing Marketing Plan and that the selection of applicants for the affordable apartments will be in accordance with the Tenant Selection Plan and HFA Regulatory Agreement.

4. Personnel Policy and Staffing Arrangements 

A.	Provide a statement regarding recruiting procedures and verification of conformance with equal employment opportunity requirements.

B.	Describe staffing requirements for the property. Provide a description and job title of each position that will be staffed.  Provide evidence that management staff assigned to the property are experienced with the LIHTC program or have successfully completed an accredited training program within the last three years.

C.	Provide a statement that Management is committed to ongoing training, for both the site manager (day to day person) and other regional staff, in LIHTC compliance and professional property management techniques relevant to the project. 

5.	Plans for Carrying Out Preventive Maintenance and Repair Programs

A. Describe the preventive maintenance and repair program. Will repairs be made by site personnel, independent contractors or identity-of-interest contractors? What procedures have been developed to service appliances, HVAC system, electrical systems, plumbing/sewer systems and mechanical   equipment?  What is the schedule for interior and exterior painting and   redecorating?

B.	Describe the procedures for inspecting and carrying out maintenance activities in individual units, including procedures prior to a move‑out and prior to re‑renting units.

C.	Describe the procedures to address resident service/repair requests.  Describe work-order system.  How will service/repair requests be handled during normal business hours? How will emergency service/repair requests be handled after hours? 

D.	Indicate that, in the event of any incidents resulting in property damage and/or liability insurance claims. (e.g., fire, weather related, etc.), HFA will be notified by phone and in writing, within 24 hours by either the Borrower/Owner or Managing Agent.

6.	Rent Collection Policies and Procedures

A.	Describe rent collection procedures.  

B.	What actions will be taken by the Management Agent against tenants who are in arrears?  Describe the collections process in such cases.

C.	Describe the process for writing off bad debts.

7.	Books of Account and Administrative Records

A.	Provide for the establishment and maintenance of accurate and adequate accounting records, insurance policies, paid and unpaid bills, and all other documents and papers pertaining to the project in a manner satisfactory to the Borrower/Owner and HFA.  Establish operating and tenant security deposit accounts.  The Management Agent shall make this information available to the Borrower/Owner or HFA, if so requested.

B. The Management Agent shall prepare and submit all reports, schedules and forms as may be required by HFA or the Borrower/Owner in a format prescribed by the HFA or the Borrower/Owner, in a timely manner.  Monthly occupancy and operating reports must be submitted by the 20th of the following month.  An annual operating budget will be prepared by the Management Agent for the upcoming year by November 30th of each year.  The Management Agent will cooperate with the Owner’s accountants in the preparation of the project’s annual audited financial statements and will endeavor to have the statements completed by the required deadline.  





	Fidelity Bond

A.	The Management Agent is required to maintain fidelity bond insurance equal to a minimum of three months gross potential rental income of all residential and commercial tenants.

9.	Management Compensation	

A.	Describe the Management fee, (i.e., percentage of collections, flat rate, etc.)

B.	Describe any additional fees or compensation (supervisory, incentive, development, and other fees) that Management may be entitled to.

10.    Term of Agreement and Termination Procedures

A. Describe the term of the Management Agreement.

B. Describe causes for termination of the engagement by the Borrower/Owner, Management or HFA.  A minimum of 30 days’ notice must be provided.




STATE ENVIRONMENTAL QUALITY REVIEW REQUIREMENTS


Introduction

As part of its application process for PRESERVATION/REHABILITATION, the Agency’s ESU requires that each applicant complete the following: (1) file an application with the New York State Office of Parks Recreation and Historic Preservation’s (NYS OPRHP) Cultural Resource Information System (CRIS) and (2) prepare a Phase I Environmental Site Assessment Report, as well as prepare asbestos-containing materials (ACM), lead-based paint (LBP), and radon testing/analysis reports.

									
New York State Office of Parks, Recreation, and Historic Preservation (NYS OPRHP) Cultural Resources Information System (CRIS)

In order for HFA to complete its statutory review obligations under the New York State Historic Preservation Act of 1980 (“SHPA”), it is necessary for all loan and grant applicants to secure an “impact determination” from the New York State Office of Parks, Recreation and Historic Preservation (“NYS OPRHP”). An impact determination is secured by filing an application with the NYS OPRHP’s Cultural Resource Information System (CRIS).  To register for CRIS go to https://cris.parks.ny.gov, select Agree, and proceed as a GUEST or sign up for a NY.GOV user account. After signing in as a GUEST or obtaining an Account, click on “SUBMIT”. On the next screen under “I would like to submit a new project to SHPO in one of the following program areas:” click on “Consultation Project” and file the application.   Questions regarding CRIS should be directed to:  CRIShelp@parks.ny.gov. 

Environmental Site Assessment Report (“ESA”) 

PHASE I ESA

The Phase I Environmental Site Assessment Report (“Phase I ESA”) is an important method of establishing and maintaining a facility's and/or site's compliance with environmental laws and regulations in the context of a commercial real estate transaction.  The Phase I ESA provides information to evaluate a facility's/site's environmental history and current status. The ESA also establishes a record of the Agency’s (lender) and borrower (property owner) environmental due diligence in accordance with the Comprehensive Environmental Response, Compensation, and Liability Act (“CERCLA”)  known as the Federal Superfund Law, and lender policy requirements. 

It is the Agency’s policy, to require a Phase I ESA, in accordance with the revised American Society for Testing and Materials Standard E1527-13, Standard Practice for Environmental Site Assessments: Phase I Environmental Site Assessment Process (“ASTM E1527-13)".   The Phase I ESA must be prepared by an Environmental Professional ("EP"), as that term is defined in ASTM E1527-13.  In accordance with this revised standard, the Agency will require that the Phase I ESA be dated 180 days or less from the time of financing approval by the Agency’s Board Members. 

If “recognized environmental conditions” (RECs) do exist at the site, as defined by ASTM E1527-13, a Phase II Environmental Site Assessment Report will be required. 



PHASE II ESA 

If obvious contamination problems exist or if recognized environmental conditions have been identified in the Phase I ESA, then a Phase II ESA will be required by HFA for each identifiable hazard. 

The purpose of the Phase II ESA is typically to ascertain the presence or absence of an uncertain liability (e.g., leaking underground storage tanks) or to quantify the extent of an observed or suspected liability (e.g., soils or groundwater contamination).  The Phase II ESA is confined to an environmental sampling and analysis plan for the environmental hazards identified for the facility or site in the Phase I ESA. Examples of the kind of work to be performed in a Phase II ESA would include: (1) underground storage tank leak testing; (2) soil sampling and analysis; (3) groundwater sampling and analysis; (4) testing of suspected PCB-contaminated soil and/or facilities; and/or (5) investigation of the status of Superfund, RCRA, NYSDEC, or other enforcement actions related to neighboring properties and inactive waste sites. 




















MINORITY AND WOMEN-OWNED BUSINESS ENTERPRISE GOALS
	County
	% Minority
	% Female
	County
	% Minority
	% Female

	Allegany
	10
	10
	Niagara
	20
	10

	Albany
	20
	10
	Oneida
	20
	10

	Bronx
	22
	10
	Onondaga
	20
	10

	Broome
	20
	10
	Ontario
	20
	10

	Cattaraugus
	10
	10
	Orange
	22
	10

	Cayuga
	20
	10
	Orleans
	20
	10

	Chautauqua
	10
	10
	Oswego
	20
	10

	Chemung
	10
	10
	Otsego
	10
	10

	Chenango
	10
	10
	Putnam
	22
	10

	Clinton
	10
	10
	Queens
	22
	10

	Columbia
	10
	10
	Rensselaer
	20
	10

	Cortland
	10
	10
	Richmond
	22
	10

	Delaware
	10
	10
	Rockland
	22
	10

	Dutchess
	20
	10
	St. Lawrence
	10
	10

	Erie
	20
	10
	Saratoga
	20
	10

	Essex
	10
	10
	Schenectady
	20
	10

	Franklin
	10
	10
	Schoharie
	20
	10

	Fulton
	10
	10
	Schuyler
	10
	10

	Genesee
	20
	10
	Seneca
	10
	10

	Greene
	10
	10
	Steuben
	10
	10

	Hamilton
	10
	10
	Suffolk
	22
	10

	Herkimer
	20
	10
	Sullivan
	10
	10

	Jefferson
	10
	10
	Tioga
	20
	10

	Kings
	22
	10
	Tompkins
	10
	10

	Lewis
	10
	10
	Ulster
	10
	10

	Livingston
	20
	10
	Warren
	10
	10

	Madison
	20
	10
	Washington
	10
	10

	Monroe
	20
	10
	Wayne
	20
	10

	Montgomery
	20
	10
	Westchester
	22
	10

	Nassau
	22
	10
	Wyoming
	10
	10

	New York
	22
	10
	Yates
	10
	10
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