NM Housing Trust Fund Application

Submittal Checklist for 

 Single Family For-Sale Housing Development Projects


Tab #’s 1 through 20 are required.  Please include all requested information that is available.
 

	Tab #
	Document or Schedule Required
	Check if Present
	For MFA Use

	1
	Project Summary Description (Not to Exceed One Page)
	
	

	2
	Completed Development Project Application Form
	
	

	3
	Schedule A-SF: Development Cost Budget

	
	

	4
	Schedule B-SF: Plan Description and Sales Proceeds 
	
	

	5
	Schedule C-SF: Homebuyer Affordability Analysis
	
	

	6
	Schedule D-SF: Sources and Uses 
	
	

	7
	Schedule E-SF: Development Schedule
	
	

	8
	Schedule H: Executed Principal’s Previous Participation Certificate 
	
	

	9
	Local Jurisdiction Support Letter 
	
	

	10
	Project Narrative Addressing Ranking Criteria (see attached instructions) 
	
	

	11
	Applicant/Developer Resume with references
	
	

	12
	Contractor Resume
	
	

	13
	Architect Resume
	
	

	14
	Other Applicable Management Team Resumes
	
	

	15
	Current audits for the previous two fiscal year ends (FYE) (i.e. no more than 18 months old). An internally prepared financial statement is acceptable for the most recent FYE if the audit is not yet available. 
	
	

	16
	Year-to-date internally prepared financial statement (dated within 3 months of application)
	
	

	17
	Disclosures: Political Contributions/Conflict of Interest (if applicable) (form on the website)
	
	

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

	19
	Equal Opportunity Employer Compliance Certification (form on the website)
	
	

	20
	Applicant Certification (form on the website)
	
	

	21
	Applicant’s statement of how it will comply with affordability period per Affordable Housing Act Rules (i.e. loans to $14,999 – 5 years, $15,000 to $40,000 - 10 years, $40,001 to $100,000 – 15 years and over $100,000 – 20 years)
	
	

	22
	MFA will require a guaranty from a financially responsible entity acceptable to MFA if funds are to be used during construction. Please provide the name of the proposed guarantor, the financial information requested in #15 & #16 and the applicable organizational documents in #35 thru #39. If the Borrower has sufficient financial depth a guaranty may not be required.
	
	


	
	Of the following please provide information as available: 
	
	

	23
	Financing Commitment Letters 
	
	

	24
	Letter from Local Zoning Official stating that Zoning does not Prohibit the Proposed Project and Specifying Other Required Permits
	
	

	25
	Market Study/Needs Assessment/Appraisal information
	
	

	26
	Evidence of Site Control
	
	

	27
	Legal Description of Site
	
	

	28
	Site Survey
	
	

	29
	Environmental Assessment (if applicable)
	
	

	30
	Location Map and Detailed Directions to the Site
	
	

	31
	Preliminary Site Plan and Landscaping Plan
	
	

	32
	Preliminary Outline Specification
	
	

	33
	Typical Unit Floor Plans
	
	

	34
	Building Elevations
	
	

	
	Include all applicable information:
	
	

	35
	Articles of Incorporation or organizational documents
	
	

	36
	IRS Designation Letter Verifying 501(c)(3) or (4) Status Exempt from Tax under Code Section 501(a) (if applicable)
	
	

	37
	Current Organizational Budget and Variance Report (dated within 3 months of application)
	
	

	38
	Current List of Board Members indicating their Home Addresses
	
	

	39
	If 501(c) 3; Confirmation of filing with the Attorney General’s office
	
	


Attachment A

Project Narrative Instructions and Outline
It is in the Applicant’s best interest to completely address information under each of the applicable Project Narrative categories in the same order as the category appears in the outline given below. Do not expect the ranking team to search an application to find information necessary for scoring. It is incumbent upon the Applicant to prepare and submit documentation to verify standards, conditions or statements presented in response to any of the Project Narrative categories. If you have a question or concern regarding the Project Narrative, you should contact the New Mexico Mortgage Finance Authority program before submitting an application.

1. Describe applicant’s and the development/management team’s ability to undertake and complete the proposed project in the areas of financing, acquiring, rehabilitating, developing, and/or managing as applicable to the project.  Describe the degree to which applicant collaborates with other stakeholders (e.g., state and/or local governmental agencies, other for-profit and/or non-profit housing service providers, etc.) in the community in which the project will be located. 

2. Describe the leveraged other public or private sector resources for the proposed housing project.
3. Provide a cost-benefit analysis demonstrating the cost effectiveness, cost reasonableness, and benefit to the community of the proposed project or activity.
4.
Describe the need and market for the proposed project.  Include a description of the proposed marketing and outreach procedures.

For Homeowner Rehabilitation Projects Only

5.
Attach a list of potential rehabilitation contractors and provide a description of the method of selection.

For Projects with Supportive Services Only

6.
Describe the supportive services plan for the proposed project.
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