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NSP COUNTDOWN

September 10, 2010

361 Days left to expend all funds.
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Contracts

Main Contract is a boiler template that has been approved by
the Office of the State Controller.

Pre-Contract Costs can only be reimbursabile if it is included
In the budget and only after the date of the Release of Funds
(ROF) letter.

Exhibit B — Statement of Project outlines the specific of the
contract activities.

Form 1 — Affidavit of Legal Residency is to be completed by
clients, not by agency staff.



r
Division of Housing

T Neighborhood Stabilization Program
" of Local Afars NSP1 Stakeholders/Grantees Training

ROF (release of Funds) Timeline

1.  Award letter
ldentifies environmental review required

2. CDBG Guidebook — download forms from DOLA
Website (link to follow)

Request completed by certifying official
Submit to your Developer
Environmental Specialist will review
ROF letter sent

S
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Pay Request Timeline

Notify Asset Manager request iIs coming

Mail 3 SIGNED ORIGINALS with backup
documentation

Use line items from your contract
Asset Manager will process
Check returned to Asset Manager
Asset Manager sends to grantee
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NSP1 ROF and PAY REQUEST PROCESSES

Mote: Conduct preliminary review of environmental impact filiers, complete statutory
checklist, and confimm SHPO deemed NO IMPACT prior fo making offer so ROF can be
issued and Pay Request can be processed for check in time for closing.
Impact filters identifying property as NSP ineligible:

Noise Lead Flood Plain Historical Preservation

ROF: Release of Funds Letter
| 1. Award letter calls out required HUD Environmental |

2. Complete Environmental Checklist: (site specific, use CDBG Guidebookl)
www.dola.state.co.us/dlg/fa/cdbg/cdb uidebook.html
Certifying Official signs
Grantee submits to Developer
Developer checks for accuracy / completeness

| 3. Developer submits environmental checklist to Tamra Hooper for review |

4. Tamra Hooper completes ROF
(BACKUP: Brett Hillberry)

| 5. ROF letter sent |

6. Asset Manager sends pay request instructions to grantee
Grantee can now request funds!

Pay Request
1. Grantee notifies Asset Manager pay request is coming

2_ Grantee Submits Pay Request(s) and Backup Docs:
-3 originals with signatures from signatory authority
+Use exact line items from contract

| 3. Asset Manager processes through accounting |

Note: DOH can’t wire

‘ 4. Check refurned to Asset Manager ‘ mﬁ;m’&f&":‘
will accept warrants

| delivered in their name

closing day.

| 5. Asset Manager sends check to grantee
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Environmental Filters

Conduct preliminary review of filters prior to making offer
to establish viablility within NSP timelines.

Impact filters for NSP ineligibility:
Noise
Lead
Flood Plain
Historical Preservation
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CDBG Environmental Guidebook:

www.dola.state.co.us/dlg/fa/cdbag/cdbg gquidebook.html

 Download forms: available in PDF format, as
well as MS Word.
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STATE OF COLORADO

DIVISION OF HOUSING Department of Local Affairs
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Single Family/Acquisition/Rehab/Resale
Activity B: Purchase and Rehabilitate

Acquisition

Construction/Rehabilitation

Relocation

Demolition

Direct homeownership assistance

Costs relating to resale (Realtor, closing costs, t itle work)
Homeownership Counseling
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Multi-Family Rental Housing

Activity B: Purchase Rehab
Acquisition
Construction/Rehabilitation
Relocation
Demolition

Funding of operating and reserve for replacementac  counts
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Land Bank
Activity C: Land Bank

Land acquisition
Closing costs
Disposition (includes maintenance)
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Pre-Contract Costs

CANNOT BE REIMBURSED FOR COSTS INCURRED PRIOR TO THE
RELEASE OF FUNDS LETTER

To be reimbursed for Pre -contract costs, they must be identified in
your Award Letter and Contract

Costs incurred in completing ‘due diligence’ for a p roposed project
Appraisal
Survey
Market analysis
Scope of work
Architectural plans
Engineers report
Earnest Deposit
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Project Delivery Costs

Costs directly related to developing the real estat e
project

Staff salaries

Consultant salaries

Costs associated with project budget

Costs associated with development of scope of work

Misc.
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NSP Administration
Costs directly related to implementing NSP program

Staff costs relating to monthly/quarterly NSP Narra  tive reporting*
Staff costs relating to monthly/quarterly NSP Finan cial reporting*

Costs to monitor NSP requirements throughout the te rm of the NSP
contract

Federal Compliance: Davis Bacon, Uniform Relocatio  n, Section 3
Oversight

*documented with a Time and Activity Report
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Time and Activity Cards for reimbursement of staff
costs

Invoices for hard costs and consultant costs
Submitted on CDOH Pay Request form
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Project Cost Reimbursement

Construction/Rehab:
Invoices from all sub-contractors and materials pro vided
Lien waivers from all sub-contractors and materials

CDOH will hold a 10% retainage from each constructi  on/rehab
draw to insure that lien waivers are received

CDOH will perform an on-site inspection of all
construction/rehab projects

Retainage will be released upon completion of the
construction/rehab and receipt of all lien waivers



NSP Contract Number:

Period:

Administrative Activity

NSP Administrative Activity Report

Grantee:
Address:

1st week

2nd week

3rd week

4th week

Neighborhood Stabilization Program
NSP1 Stakeholders/Grantees Training

Monthly Total

Staff Costs relating to NSP Narrative Reporting
Staff Costs relating to NSP Financial Reporiing
Costs to monitor NSP requirements
Federal Compliance

Davis Bacon

Uniform Relocation

Section 3
QOversight
Misc

TOTALS

Certification: | certify fo the best of my knowledge and belief the data above is comect and all expenditures were made in accordance with the grant agreements.

SIGNATURE OF AUTHORIZED OFFICIAL:

MAME AND TITLE:

(Print or type)

TELEPHONE NUMBER OF PERSON COMPLETING REPORT:

DATE REFORT SUBMITTED:

£ 1 60 1 6 6N BN N B0 A B 8 e
'
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Developer Fee

Single-Family
Paid proportionally based on the number of units
outlined in the contract

Paid when the property has been transferred to an
eligible household

If unit becomes rental, paid when property is rente
to an eligible household

Grantee must provide documentation demonstrating
appropriate sales price to household
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MSP Single Family Acquisition

CDOH Contract No.:
Grantee:
Property Address:
County:
ACQUISITION DISPOSITION:
Date of Closing: Drate of Closing:
Acquisition Price:; Sales Price:
Acquisition Price;
Rehaly Costs:
Transaction Costs:
Date of Appraizal; After Rehab Appraizal;
Appraisal Value; Permanent Lender;
% of Purchase Discount; Loan Amount:
Interest Rate:
Estimated Rehab Costs; Tem:;
Monthly Payment:
Other Lender Participation: PITI;
Does Relocation Apply; Housshold's Mame:;
Annual Income:;
Household Size:
Targat AMI Level;
Property is in area of greatest need.
Census Tract MNSP Funds remaining in Project:
HUD Risk Score Yes_ Mo__
If yes, Amount 5
Secured by a Lien
URA Motice to Seller: Yes_ Mo
Yes__ Mo
Date Program Income: Yes Mo
If Yes, Amount §
Good Faith Closing Estimate:
Program Income Recvd: Wes _ Mo_
Program Income Report- Yes No_
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Developer Fee

Multi-Family Developer Fee

25% released at the time of purchase of the propert vy
25% released at the time of completion of the rehab ilitation

25% released when the property has reached a sustai ned
occupancy of 93% for three consecutive months

25% released upon submission and approval ofall CD  OH
reports and official close-out form
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Dear NSP Grantes:

We are anticipating that your NSP contract for Apartments will be executed very
shortly. The next step will be for you to submit the pay request. Since this is for a closing there are
specific steps required that we should cover,

1. Has a dosing date been established? Notify us immediately upon determination of closing date.

What is the date of your Releasz of Funds:
The release of funds letter must be issued prior to any funds being encumbered,

What is the date of the exscution of your contract?
The contract must be executed prior to any closing taking place.

2. We will need all the Tide Company information:
MNamie of firm, contact person and phone number, complete address and

Most specifically & they are prepared to accept the chedk (warranc] from the State wihich would be

third pavty if you twim it over to tham at the clbsing or i the check will go o you first for depesic and
thern pou take sgparate funds o the closing?

3. There may be tires possible separate pay requests needed:
One for the acquisition of the property bocated at:
Two ei_gﬂieupflwmmsls'pre—man’dﬂakd in your contract budget such as, appraisals,

ir Ttal: .

Three a percentage of the Developer's Fee,

4. We will need a copy of the Good Faith Estimate showing the CDOH funds as well as the
documentation shawing that the purchase price is discounted at least 13% from appraised vales

5. When you prepare the pay request you must have three original signed copies with one st of
backup documents sttached {in addition to the good faith estimate, invoices for the appraisal,
inspections, environmental),

&, If you have any questions pleass contact your Assst Manager immediately.
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REQUEST FOR REIMBURSEMENT
NSP PROGRAM
Revised D030E

WAL 2 coPES {ORIGINAL SIGNATURES)
TO:

2TYPE OF PAYMENT

3. RECIPIENT ORGANIZATION
{Name, Address & Telephone Murmiber)

FROM: T

__ Advance
Asset Manager
COLORADO DIVISION OF HOUSING __ Reimbursement
1313 Sherman Strest, Room 518
Denver, CO 80203 __ Final
4 PERIOD COVERED BY THIS REQUEST | 5. FAYMENT €. CONTRACT ENCUMERANCE
REQUEST NUMEBER:

s
T. FURPOSE FOR FUNDS FEQUESTED. Lt by Aivity, Budget Caiegery and Amou.

2 COMPUTATION OF AMOUNT OF REIMBURSEMENT REQUESTED

a. TOTAL NSP EXPENDITURES 3
b. TOTAL NSP PAYMENTS PREVIOUSLY REQUESTED 3
c. NEP PAYMENT NOW REQUESTED (Line 8a Minus Line 8b) ¥

SIGNATURE OF AUTHORIZED OFFICIAL

MAME AND TITLE (Type ar Print)

DATE SUBMITTED:

8. CERTIFICATION: | certify to the best of my knowledge and belief the data above is comect and that all
expenditures were made in accordance with the grant requirements.

Mame & Telephone Mumber of Person Completing Report if Different
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Payment Request

Submit three original executed pay requests to your Asset
Manager

Only the signatory authority can sign pay request
Fill in period covered date from - to
Submit one copy of required backup documentation

Copies of invoices, bills, check, etc. to prove pay  ment
was made

Ask Asset Manager questions about backup
documentation
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Payment Request

CDOH cannot reimburse for costs incurred
prior the contract execution

Use only exact line items in contract budget
Disbursement of funds must have ROF
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Monthly Reports

Due the 10t day of each month for the month prior.
Documents will be E-mailed, are fill-able, and include:
Project Performance Plan

Any documents specified in PPP, including
beneficiary sheet

Financial Statement

DOH staff enters monthly in HUD’s DRGR (Disaster
Recovery Grant Reporting System)

Bring questions/reports to monthly stakeholder meetings
or your Asset manager for assistance
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Financial Statement

Use electronic form, Emailed by Asset Manager and
fill-able.

Complete MONTHLY, 10" day of month following
reporting period.

Deliver form monthly to Asset Manager.

Original with signature of certifying official MUST be
received by Asset Manager each month.

Call Asset Manager with questions!
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Financial Statement

1. MAIL ONE — ORIGINAL SIGNATURE TO: MONTHLY FINANCIAL 2. GRANTEE:
STATUS REPORT (Agency, Contact Name, and Address)
COLORADO DIVISION OF HOUSING NSP HOUSING PROJECTS

Attr: Asset Manager
1313 Sherman Street, Room 518

Denver, CO 80203 AN ORIGINAL SIGNATURE IS REQUIRED FOR ALL REPORTS
3. CONTRACT ENCUMERANCE NUMBER: 4. FINAL REPORT: checkone: if( |} YES Send 2 Copies
{ ) NO

PROGRAM INCOME REPORT OMLY | ) Send 1 copy

5. PROJECT GRANT PERIOD: FROM (MM/DDMYY) TO (MMDDYY) 6. MONTH END DATE: (MM/DD/YY)

7. CONTRACT BUDGET ITEMS: Label columns 1. 2 3. 3 4. 5. TOTAL 8) Other Funds
with budget category {i.e. Acquisition)

=

Met expenditures praviously reported 3 3 3 3 3 3 3

@

Expenditures this maonth

Met expenditures to date  (line a +b)

]

o

. Unligquidated cbligations

m

. Expenditures/Unliquidated Obligations (line ¢ +d}

m

MNSP funds on Conftract (per budget)

@

. Un-obligated balance of NSP funds  (line f-2)

TOTAL NSP FUNDS REQUESTED TO DATE 3 3 3 3 3 5
8. PROGRAM INCOME TOTAL

Program Income at beginning of month 5

Amount received during month

Amount expendead during month 3 3 3 3 5
Program Income remaining at end of month 5
8. CERTIFICATION: | certify to the best of my knowledge and belief the data abowe is comrect and all Mame & Telephone Mumber of Person Completing Report if Different:

expenditures were made in accordance with the grant agreements.

SIGNATURE OF AUTHORIZED OFFICIAL:

{Original Signature required on each copy)
NAME AND TITLE (Frint or type): DATE REFPORT SUBMITTED:
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Project Performance Plan (PPP)

CDOH, CDBG and NSP Requirements

Each contract PPP will contain information
specific to the type of activity for Single
Family, Multifamily etc.

Report are due the 10 ™ day following each month. 1/10, 2/10,
3/10...

Use electronic PPP and fill in right column for rep orting
Read, Understand and Call!
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Income Determination

Income Eligibility:

There must be determination of household income for all
members.
3rd party verification of all sources of income and assets

If 3rd party verification can not be obtained, docu ment the
attempt and resort to 2nd party verification (4-6 ¢ =~ onsecutive
and concurrent pay stubs)

Immigration Status

State law went into effect August 1, 2006

Valid CO photo ID and other acceptable forms of ID

Collection of social security card is required for all household

members 6 years and older
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Questions & Answers

Please share your questions from
today’s training.
Staff will research and send out answers

to all grantees via NSP E-mail distribution
list.



