PROCEDURES TO DRAW DOWN HOME RENTAL FUNDS

Project Set-Up Form.  

· Completed by Developer and forwarded to MFA (can be e-mailed).  

· Note:  Must be set-up at least 1 week prior to request for reimbursement.  Form and directions are attached.

Request for Reimbursement.  

· Must always be submitted with original signature.

· Submitted w/appropriate expenditure documentation:

· Architect’s Certification - % complete and costs incurred

· Lien Waivers as appropriate and applicable

· Copies of receipts for attached pay request
· Submitted according to disbursement schedule

· 10% retention until items under “project completion” are submitted and reviewed

Project Completion Form (if items listed below have been provided to Housing Development staff please indicate.  They do not have to be duplicated here.)
· Completed by Developer and forwarded to MFA (can be e-mailed).  List HOME units only.  Please ensure that % of income is correctly indicated.
· Certificate(s) of Occupancy for all HOME-assisted units, including common spaces

· Final Housing Quality Standards (HQS) inspection (if no COs); or if a rehab, evidence that original HQS failures have been corrected

· Signed building permits, evidencing completion of project (if no CO)
· Architects certification that project is 100% complete and that contractors expenses were incurred by contractors (e.g. AIA pay request and certification).  If no architect used, demonstration that all funds for project have been expended for project.

· Permanent loan closing documents (settlement statement) as well as documentation that any other sources listed on “Sources & Uses” in the loan docs were expended towards the project.

· Any applicable Change Orders

· Contractors’ Final Waivers of Liens

· Appraisal of the development, if available

· Final Request for Reimbursement

The following reports must also be submitted at project completion:
Section 3 summary report completed (form HUD-60002)

Annual performance report completed (form HUD-40107)

All forms are attached.
