BUDGET SUBMISSION CHECKLIST

 FORMCHECKBOX 

Cover letter that summarizes reasons why RI is needed.

· Date the increase will be effective

· Describe project’s physical condition

· Improvements that have been budgeted for

 FORMCHECKBOX 

Identifies any proposed change in service, equipment or charges & reasons
 FORMCHECKBOX 

A Budget Worksheet (Appendix 4d format)

 FORMCHECKBOX 

A brief statement explaining the basis for any increase of expense line items (Generally over 5%) if less than $500 no explanation is required.

 FORMCHECKBOX 

Where applicable, a copy of the Notice to Tenants.  Annotated to show where and how the Notice was distributed.

 FORMCHECKBOX 

Executed copy of the Owner’s Certification Regarding purchasing practices and reasonableness of Expenses (Appendix 3)

 FORMCHECKBOX 

Status report on the project’s Implementation of its current Energy Conservation Plan. (236, BMIR projects only)

 FORMCHECKBOX 

Signed request for an increase in R&R if such and increase is contemplated as part of the RI request.

 FORMCHECKBOX 

Recommendation to what utility allowance is appropriate for each unit type and summary of how the agent arrived at amount. (Projects with Utility Allowances only)

