HOME Rental Application Submittal Checklist


	
	Document or Schedule Required
	Check if Present
	MFA Use

	1
	Applicant certification (form available on the website)
	
	

	2
	Project Summary Description & Explanation of Need (maximum one page)
	
	

	3
	Rental Application (include a, b, c & d below) 
	
	

	    a
	   Utility Allowance documentation (NA if owner pays utilities)
	
	

	    b
	   List of Board members (non-profits only) with home addresses
	
	

	    c
	   List of full time staff & sources of funds (non-profits only)
	
	

	    d
	   Resumes of the Development Team
	
	

	4
	Rental Schedules A, A-1, B, C, D, E, H & I & 15 year pro-forma cash flow
(include F if feasibility relies on obtaining a LIHTC allocation)
	
	

	5
	Market Study, if available (MFA approved study showing demand will be required for new construction of 16 or more units prior to loan closing)
	
	

	6
	Legal description of site
	
	

	7
	Location map and detailed directions to the site
	
	

	8
	Site plan or survey
	
	

	9
	Evidence of Site Control (HOME funds may not be used to purchase or lease property until an EA is approved. Purchase contracts or option agreements must be subject to cancellation if EA approval is not obtained.)
	
	

	10
	Letter from Local Zoning Official or other proof that zoning does not prohibit the proposed project
	
	

	11
	Building elevations & unit floor plans
	
	

	12
	Architect’s Certification of compliance with MFA’s Multi Family Rental Design Standards (form available on the website)
	
	

	13
	Local Jurisdiction Support Letter signed by the Chief Elected Official (or local equivalent) of the jurisdiction where the project is located
	
	

	14
	Borrower: Current audits for the previous two fiscal year ends (FYE) and a year-to-date internally prepared financial statement (dated within 3 months of the application). An internally prepared statement is acceptable for the most recent FYE if the audit is not yet available). NA if the Borrower is a new entity with no history.
Developer/Owner/Guarantor financials - Same as above - (exclude limited partners/investor members) – For individuals submit the last 3 years of federal tax returns (with all schedules, attachments & copies of K-1s) and a Personal Financial Statement (HUD form 92417 or equivalent) & Personal Cash Flow statement, both dated within 90 days of application date. 
	
	

	15
	Evidence of funding commitments equal to at least 50% of total development costs.
	
	

	16
	Phase I Environmental Site Assessment (ESA), required for projects of 5 or more rental units. For rehabilitation (rehab) projects the ESA should address lead based paint and asbestos. 
	
	

	17
	HUD Environmental Assessment (EA) (may be submitted post application but must be approved prior to funding or land purchase)
See http://www.housingnm.org/environmental-review for guidance
	
	

	18
	Litigation Description. Provide a letter explaining any pending litigation or state that there is none. 
	
	

	19
	Capital Needs Assessment (rehabs projects only)
	
	

	20
	Relocation requirements (rehabs only): (1) Copy of the General Information Notice (GIN) that was mailed to tenants, and (2) a copy of the Relocation  Plan in accordance with the Uniform Relocation Act (URA). See http://www.housingnm.org/uniform-relocation-act. Prior to submitting an application call the MFA Program Specialist for guidance 
	
	


	
	Organizational Documents of Borrower & Owners, if available
	
	

	21
	Certificate of Incorporation or similar document for LLCs or Partnerships
	
	

	22
	Articles of Incorporation or similar document for LLCs or Partnerships
	
	

	23
	By Laws or similar document for LLCs or Partnerships
	
	

	24
	Certificate of Good Standing from the NM Public Regulation Commission if a corporation or LLC 
	
	

	25
	Certificate of Existence from the NM Secretary of State if a partnership 
	
	

	26
	IRS Designation Letter Verifying 501(c)(3) or (4) Status Exempt from Tax under Code Section 501(a) (if applicable)
	
	

	27
	If 501(c) 3; Confirmation of filing with the Attorney General’s office
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