CDBG Funds Management 
This chapter outlines the process for setting up your specific development with IHCDA, how to draw funds from IHCDA, and what must be submitted to complete your development.  

Budget Line Items

ACQUISITION – Limited to the purchase price (at or below appraised value) and related costs associated with the acquisition of real property.  The Recipient of a CDBG award is required to use a title company when purchasing or selling assisted properties.  All donated property must have a title search demonstrating that the property is free and clear of any encumbrances, which must be submitted to IHCDA.

ADMINISTRATION – The administration line item includes the costs directly related to administering an IHCDA award and complying with the regulations associated with these funds.  This line item, along with program delivery, and environmental review, cannot exceed 20% of the CDBG request and generally is between $5,000 and $10,000.  Recipients are allowed to draw down this line item as costs are incurred.  The costs associated with preparing the application are not eligible for reimbursement through a CDBG award.  

Eligible costs include:

· Office materials and supplies

· Office rent and utilities

· Staff time and professional services associated with reporting, compliance, monitoring, or financial management

· Lead-based paint training

· Affirmative Marketing
· Housing activity related travel
· Fair Housing Education
· Postage

· Communication costs

· Photocopying

DEMOLITION – Costs associated with the demolition and clearance of existing structures.

ENVIRONMENTAL AND HISTORIC REVIEW – This line item includes expenses associated with the Section 106 Historic Review and Environmental Review Release of Funds process.  This does not refer to a Phase I Environmental Assessment. Those expenses should be included in the Program Delivery line item.  This line item, along with - program delivery and administration, - cannot exceed 20% of the CDBG request.  Eligible costs for this line item are generally between $2,000 and $5,000 and include professional services, publication costs, photocopying, and postage.  For further information, please read the Environmental and Historic Review User Guides (available for download at http://ihcda.in.gov/nonprofits_programs.aspx) or contact your IHCDA Community Development Representative. 
LEAD HAZARD TESTING – Costs associated with lead hazard testing includes Risk Assessment, Paint Tests, Dust Wipes, etc.  The maximum amount for this line item is $1,000 per unit.  

NEW CONSTRUCTION   

Eligible costs include:

· Hard costs associated with new construction activities.

· Utility connections including off-site connections from the property line to the adjacent street.

· Site work related to driveways, sidewalks, landscaping, etc.

· Related infrastructure costs - improvements to the development site that are in keeping with improvements made to surrounding, standard housing activities.  Site improvements may include on-site roads and water and sewer lines necessary to the development.

· Costs to construct an on-site management office, the apartment of a resident manager, or laundry or community facilities which are located within the same building as the housing, and which are for the use of the tenants and their guests.  

· Stoves, refrigerators, built in dishwashers, garbage disposals, and permanently installed individual unit air conditioners.   

· Contingency costs used for unanticipated hard cost overruns or change orders.   

· Costs associated with lead hazard testing includes risk assessments, paint tests, dust wipes, etc.  The limits for this line item are $800 - $1,000 per unit.
PROGRAM DELIVERY – Program delivery costs are those costs that can be directly tracked by address.  They include soft costs and client related costs that are reasonable and necessary for the implementation and completion of the proposed housing activity.  This line item, along with administration and environmental review, cannot exceed 20% of the CDBG request.  Recipients are allowed to draw down this line item as costs are incurred.  
Eligible costs include:

· Engineering/Architectural Plans



· Plans, specifications, work write-ups

· Inspections

· Cost estimates

· Building permits

· Demolition permits

· Credit reports

· Title searches

· Recording fees

· Travel to and from site

· Builders risk insurance

· Consultant fees

· Client intake/income verification

· Impact fees

· Legal and accounting fees

· Utilities of assisted units (not eligible for Owner Occupied Rehabilitation)

· Phase I Environmental Assessments
REHABILITATION 

Eligible costs include:

· Hard costs associated with rehabilitation activities.

· Lead-based paint interim controls and abatement costs.

· Mold remediation.

· Utility connections including off-site connections from the property line to the adjacent street.

· Related infrastructure costs – improvements to the development site that are in keeping with improvements made to surrounding, standard housing developments.  Site improvements may include on-site roads and water and sewer lines necessary to the development.

· For multifamily rental housing, costs to rehabilitate an on-site management office, the apartment of a resident manager, or laundry or community facilities that are located within the same building as the housing and are for the use of the tenants and their guests.

· Stoves, refrigerators, built-in dishwashers, garbage disposals, and permanently installed individual unit air conditioners.

· Contingency funds used for unanticipated hard cost overruns or change orders.  
RELOCATION – This includes relocation payments and other relocation assistance for permanently and/or temporarily relocated individuals, families, businesses, nonprofit organizations, and farm operations where assistance is required and appropriate.  Relocation payments include replacement housing payments, payments for moving expenses, and payments for reasonable out-of-pocket expenses for temporary relocation purposes. For additional information on relocation and displacement, please refer to Chapter 4 of this manual: Uniform Relocation Act (URA) and Section 104(d) Requirements. 

INELIGIBLE COSTS 

The following costs are ineligible for reimbursement from CDBG funds, unless specifically listed as eligible in an individual Eligible Activity description:

· Commercial development costs – All costs associated with the construction or rehabilitation of space within a development that will be used for non-residential purposes such as offices or other commercial uses.  This does not include the common area used by tenants of rental property or the leasing office of the apartment manager.  CDBG awards cannot be used to underwrite any portion of the commercial development costs.  The expenses incurred, and income to be generated from, commercial space must be reported in a separate “Annual Expense Information” sheet and 15-year proforma (see Application Forms).

· Cost associated with any IHCDA application preparation.

· Purchase or installation of luxury items, such as swimming pools or hot tubs.

· Purchase or installation of equipment, furnishings, tools, or other personal property that is not an integral structural feature, such as window air conditioner units
· Developer’s Fee - CDBG funds cannot be used to pay developer’s fees.

· Mortgage default/delinquency correction or avoidance.

· Loan guarantees.

· Annual contributions for operation of public housing.

· Costs associated with any financial audit of the recipient.

The Set-up Process

Before a recipient may request CDBG funds on specific properties, the recipient must first request that IHCDA “set-up” the property addresses.  

The recipient is responsible for expending on each site address exactly the amount of CDBG funds that have been “set-up.”  If the CDBG subsidy amount changes (either increases or decreases) during the course of award implementation, the recipient must submit a revised set-up report for the specific property address affected.

Submit the following for each property address:

a. Summary of Assisted Sites;  

a. Owner Occupied Rehabilitation set up or Rental set up form
b. Lead Form  
Summary of Assisted Sites
The Summary of Assisted Sites (SOAS) is used as a cumulative listing of each property receiving assistance through the CDBG award.  Every property that appears on this form must be submitted to IHCDA in the order listed on the form.  The SOAS and the Set-up must be sent to IHCDA before the Claim is submitted. 

Fill out the Recipient Name and the Award Number.  

Enter the dollar amounts as shown on your Release of Funds Letter in the box above each Budget Line Item.  In the case of Program Income, enter the dollar amount you are allocating to each eligible activity.

For each property, enter the Name of the project, the Property Address, City, Zip and the dollar amount you want to Set-up for that property under each applicable Budget Line Item.

The total amount shown per address must be the amount listed on the Set-up Form for that address.  If Program Income is being used, a SOAS for both CDBG funds and Program Income (PI) will need to be submitted.  The total of both SOAS forms will be the total on the set up form.

The form totals all Set-ups listed.

The form also lists the Balance of Funds you have left to Set-up.

Owner Occupied Rehabilitation Set-up Form – Page 1
*At the time of project completion the recorded lien for each property must be submitted to IHCDA*

The upper left-hand corner of the form is for IHCDA use only.

In the upper right-hand corner of the form, fill in the award number, award expiration date, name of person completing the form, the date you are preparing the set-up form, the e-mail address, phone and fax number of the person completing the form, the date the Section 106 concurrence was received, and the date the households income was verified.

Check the Appropriate Box: Original Submission or Revision.

Check all that apply: 1-4 Single Family, Condominium, Cooperative, or Manufactured Home. 
100-year floodplain: Check the appropriate box.  If you marked yes, your development is not eligible to receive IHCDA-assistance.  

Type of Project: Check the Rehabilitation Only box.  See the following definition:

Rehabilitation Only: A CDBG assisted rehabilitation property that does not include acquisition of real property.  Such projects may have involved (a) CDBG funds for repairs or improvement of residential unit(s); (b) the reconfiguration of a structure to reduce the total units in order to increase the number of large family units; (c) the addition of a room or rooms (e.g., bedroom or bathroom) outside the existing walls for purposes of meeting occupancy or code standards; and (d) the adding of a unit or units within the existing structure.

Is the Project located in? 

CDBG Strategy Area: A HUD-approved Neighborhood or Community Revitalization Strategy Area (NRSA or CRSA), identified in the CDBG grantee’s Consolidated Plan/ Annual Action Plan under 24 CFR 91.215(e)(2) or 91.315(e)(2).  

Local Target Area: A locally designated non-CDBG strategy area targeted for assistance.  

Presidentially Declared Major Disaster Area: An area declared a major disaster under Subchapter IV of the Robert T. Stafford Disaster Relief and Emergency Assistance Act. 

Historic Preservation Area: An area designated for historic preservation by local, state, or Federal officials.  
Brownfield Redevelopment Area: An abandoned, idled, or underused property where expansion or redevelopment is complicated by real or potential environmental contamination.  

Residential Conversion: Conversion from a non-residential to residential use.  For example, converting an old non-residential warehouse into rental units or condominiums.  

Does this activity primarily assist persons with disabilities?  Place a checkmark in Yes or No.

Deed Restriction Type: Mark the appropriate box for either recapture or resale.  
Name of Award Administrator: Enter the name of the Procured Award Administrator (if applicable).

Faith Based Organization?: Is the Award Administrator a faith-based organization? Check Yes or No.

Institution of Higher Education?:  Is the Award Administrator an Institution of Higher Education? Check Yes or No.

Name of Award Subrecipient: Enter the name of the Award Subrecipient (if applicable).

Faith Based Organization?: Is the Award Subrecipient a faith-based organization? Check Yes or No.

Institution of Higher Education?:  Is the Award Subrecipient an Institution of Higher Education? Check Yes or No.

Part A: Recipient Information 
Item 1
Name of Recipient:  Enter the award recipient’s name.  

Item 2 
Recipient Tax ID Number:  Enter the Employer Tax ID Number of the recipient.

Item 3
Amount of CDBG Funds for Address: Enter the total amount of CDBG Funds requested for this address.  This amount should be the total amount listed on the Summary of Assisted Sites.  

Part B: Project Information 

Item 1
Name of Owner: Enter the Last and First name of the owner of the property to be             
rehabilitated.

Item 2
Street Address: Enter the street address of the property to be rehabilitated.

Item 3
      City & Zip Code: Enter the City and Zip code of the property to be rehabilitated.
Tenure Type: Check the Homeownership Rehabilitation box.

Total Units Upon Completion: This cell is pre-filled at 1 for Owner Occupied Rehabilitation Awards.

Total CDBG Assisted Units: If the unit is CDBG assisted enter a 1.

Total non-assisted but eligible units: If the unit is not CDBG-Assisted but is CDBG-Eligible enter a 1.  If you enter a 1 this unit has no CDBG Funds in it; however, it will be considered match /leverage eligible.  
County Name:  Enter the County Name.

County Code: Enter county code for the county in which the development is located.

	County
	Code
	County
	Code
	County
	Code

	Adams
	001
	Hendricks
	063
	Pike
	125

	Allen
	003
	Henry
	065
	Porter
	127

	Bartholomew
	005
	Howard
	067
	Posey
	129

	Benton
	007
	Huntington
	069
	Pulaski
	131

	Blackford
	009
	Jackson
	071
	Putnam
	133

	Boone
	011
	Jasper
	073
	Randolph
	135

	Brown
	013
	Jay
	075
	Ripley
	137

	Carroll
	015
	Jefferson
	077
	Rush
	139

	Cass
	017
	Jennings
	079
	St. Joseph
	141

	Clark
	019
	Johnson
	081
	Scott
	143

	Clay
	021
	Knox
	083
	Shelby
	145

	Clinton
	023
	Kosciusko
	085
	Spencer
	147

	Crawford
	025
	Lagrange
	087
	Starke
	149

	Daviess
	027
	Lake
	089
	Steuben
	151

	Dearborn
	029
	LaPorte
	091
	Sullivan
	153

	Decatur
	031
	Lawrence
	093
	Switzerland
	155

	DeKalb
	033
	Madison
	095
	Tippecanoe
	157

	Delaware
	035
	Marion
	097
	Tipton
	159

	Dubois
	037
	Marshall
	099
	Union
	161

	Elkhart
	039
	Martin
	101
	Vanderburgh
	163

	Fayette
	041
	Miami
	103
	Vermillion
	165

	Floyd
	043
	Monroe
	105
	Vigo
	167

	Fountain
	045
	Montgomery
	107
	Wabash
	169

	Franklin
	047
	Morgan
	109
	Warren
	171

	Fulton
	049
	Newton
	111
	Warrick
	173

	Gibson
	051
	Noble
	113
	Washington
	175

	Grant
	053
	Ohio
	115
	Wayne
	177

	Greene
	055
	Orange
	117
	Wells
	179

	Hamilton
	057
	Owen
	119
	White
	181

	Hancock
	059
	Parke
	121
	Whitley
	183

	Harrison
	061
	Perry
	123
	
	


Type of Ownership: For Owner Occupied Rehabilitation check the individual box.  

Complete for CHDO (Community Housing Development Organization) Projects: Do not check a box.

Enter the following District Numbers: State Representative District, State Senate District, and U.S. Congressional District for the specific address.  You can only enter one number on each line.

IHCDA CDBG Rental Set-up Form (Farm Worker Housing) – Page 1 

The upper left-hand corner of the form is for IHCDA use only.

In the upper right-hand corner of the form, fill in the award number, award expiration date, name of person completing the form, the date you are preparing the set-up form, the e-mail address, phone and fax number of the person completing the form, the date the Section 106 concurrence was received, and the date the household’s income was verified.

Check the Appropriate Box: Original Submission or Revision.

Check all that apply: Shelter, Transitional Housing, SRO, Group Home, Apartment, or None of the above. 

Type of Project: Check one box to indicate the type of set-up based upon the following definitions:

Rehabilitation Only: A CDBG assisted rehabilitation property that does not include acquisition of real property.  Such projects may have involved (a) CDBG funds for repairs or improvement of residential unit(s) to bring the unit(s) up to the property standards required by 24 CFR 92.251;  (b) the reconfiguration of a structure to reduce the total units in order to increase the number of large family units; (c) the addition of a room or rooms (e.g., bedroom or bathroom) outside the existing walls for purposes of meeting occupancy or code standards; and (d) the adding of a unit or units within the existing structure.

New Construction Only: Any project that involves (a) the addition of units outside the existing walls of the structure and (b) the construction of a new residential unit(s).  Note: When developments have combined new construction in one building(s) with rehabilitation activities in another building(s) on one parcel of land, the developments must be administratively set up as separate developments in the IDIS System.

Acquisition Only: Acquisition of a structure that requires no rehabilitation with any funding source.

Acquisition & Rehab: See above.

Acquisition & New Construction: See above.

Acquisition & Demolition: Do not check this box.

100-year floodplain: Check the appropriate box.  If you marked yes, your development is not eligible to receive IHCDA-assistance.

Is the Project located in?: 

CDBG Strategy Area: A HUD-approved Neighborhood or Community Revitalization Strategy Area (NRSA or CRSA), identified in the CDBG grantee’s Consolidated Plan/ Annual Action Plan under 24 CFR 91.215(e)(2) or 91.315(e)(2).  

Local Target Area: A locally designated non-CDBG strategy area targeted for assistance.  

Presidentially Declared Major Disaster Area: An area declared a major disaster under Subchapter IV of the Robert T. Stafford Disaster Relief and Emergency Assistance Act. 

Historic Preservation Area: An area designated for historic preservation by local, state, or Federal officials.  
Brownfield Redevelopment Area: An abandoned, idled, or underused property where expansion or redevelopment is complicated by real or potential environmental contamination.  

Residential Conversion: Conversion from a non-residential to residential use.  For example, converting an old non-residential warehouse into rental units or condominiums.  

Does this activity primarily assist persons with disabilities?  Please place a checkmark in Yes or No.

Name of Award Administrator: Enter the name of the Procured Award Administrator (if applicable).

Faith Based Organization?: Is the Award Administrator a faith-based organization? Please place a checkmark in Yes or No.

Institution of Higher Education?:  Is the Award Administrator an Institution of Higher Education? Please place a checkmark in Yes or No.

Name of Award Subrecipient: Enter the name of the Award Subrecipient (if applicable).

Faith Based Organization?: Is the Award Subrecipient a faith-based organization? Please place a checkmark in Yes or No.

Institution of Higher Education?:  Is the Award Subrecipient an Institution of Higher Education? Please place a checkmark in Yes or No.

Part A: Recipient Information 

Item 1
Name of Recipient:  Enter the award recipient’s name.  

Item 2 
Recipient Tax ID Number:  Enter the Employer Tax ID Number of the recipient.

Item 3
CDBG Funds for Address: Enter the total amount of CDBG Funds requested for this address.  This amount should be the total amount listed on the Summary of Assisted Sites.  

Part B:  Project Information 

Item 1
Street Address: Enter the street address of the property.  

Item 2
City & Zip Code: Enter the City and Zip code of the property.  

Part C:  Rental Information Only 

Item 1
Name of Owner or Organization: Enter the name of the property owner/organization.

Item 2
Street Address: Enter the street address of the owner/organization.  

Item 3
City, Zip Code, & Phone Number: Enter the information for the owner/organization.  

Tenure Type: The tenure type for rental activities is Rental.

Total Units or Beds Upon Completion: Enter the total number of Units, regardless if they are assisted or not.  Do not list the number of bedrooms within the Unit.  You will only enter the number of Beds if the award was made based on beds.

Total CDBG Assisted Units/Beds Upon Completion: Enter the total number of CDBG Units. Do not list the number of bedrooms within the Unit.  You will only enter the number of Beds if the award was made based on beds.

Total non-assisted but eligible units Upon Completion: Enter the total number of Units that are not CDBG-Assisted but are CDBG-Eligible.  If you enter a number, this unit has no CDBG Funds in it; however, it will be considered match/leverage eligible.  You will only enter the number of Beds if the award was made based on beds.

Total Market Rate Units: Enter the Number of Units that have NO CDBG Funds and also do not qualify as Non CDBG-Assisted but CDBG-Eligible.  You will only enter the number of Beds if the award was made based on beds.

County Name: Enter the County Name.

County Code:  Enter county code for the county in which the development is located.

	County
	Code
	County
	Code
	County
	Code

	Adams
	001
	Hendricks
	063
	Pike
	125

	Allen
	003
	Henry
	065
	Porter
	127

	Bartholomew
	005
	Howard
	067
	Posey
	129

	Benton
	007
	Huntington
	069
	Pulaski
	131

	Blackford
	009
	Jackson
	071
	Putnam
	133

	Boone
	011
	Jasper
	073
	Randolph
	135

	Brown
	013
	Jay
	075
	Ripley
	137

	Carroll
	015
	Jefferson
	077
	Rush
	139

	Cass
	017
	Jennings
	079
	St. Joseph
	141

	Clark
	019
	Johnson
	081
	Scott
	143

	Clay
	021
	Knox
	083
	Shelby
	145

	Clinton
	023
	Koscuisko
	085
	Spencer
	147

	Crawford
	025
	Lagrange
	087
	Starke
	149

	Daviess
	027
	Lake
	089
	Stueben
	151

	Dearborn
	029
	LaPorte
	091
	Sullivan
	153

	Decatur
	031
	Lawrence
	093
	Switzerland
	155

	Dekalb
	033
	Madison
	095
	Tippecanoe
	157

	Delaware
	035
	Marion
	097
	Tipton
	159

	Dubois
	037
	Marshall
	099
	Union
	161

	Elkhart
	039
	Martin
	101
	Vanderburgh
	163

	Fayette
	041
	Miami
	103
	Vermillion
	165

	Floyd
	043
	Monroe
	105
	Vigo
	167

	Fountain
	045
	Montgomery
	107
	Wabash
	169

	Franklin
	047
	Morgan
	109
	Warren
	171

	Fulton
	049
	Newton
	111
	Warrick
	173

	Gibson
	051
	Noble
	113
	Washington
	175

	Grant
	053
	Ohio
	115
	Wayne
	177

	Greene
	055
	Orange
	117
	Wells
	179

	Hamilton
	057
	Owen
	119
	White
	181

	Hancock
	059
	Parke
	121
	Whitley
	183

	Harrison
	061
	Perry
	123
	
	


Type of Ownership: Check the appropriate box.

Complete for CHDO (Community Housing Development Organization) Projects: Do not check a box.

Enter the following District Numbers: State Representative District, State Senate District, and U.S. Congressional District for the specific address.  You can only enter one number on each line.

Set-up Form – Page 2 - Part D: Household Characteristics (Owner Occupied Rehab or Rental Activity)
Provide information on the characteristics of each household occupying a unit, or the household that will be occupying a unit, to be assisted with CDBG funds.  If a rental unit is unoccupied, enter unit number, number of bedrooms, and “9”.

Unit Number: Owner Occupied Rehabilitation leave blank.  

Number of Bedrooms: Owner Occupied Rehabilitation activities enter a 1.  

Occupancy & Reason: Owner Occupied Rehabilitation activities enter a 2 for owner and the reason is pre-filled with a N/A.  

Reason: Enter the reason the household is moving into the unit.  

· Enter 1 for the housing itself – i.e. better quality, more affordable, etc.  

· Enter 2 for a change in family situation – i.e. divorce, marriage, children, etc.  

· Enter 3 for Economic Opportunity – i.e. closer to current job, closer to job opportunities, etc.  

· Enter 4 for Schools – i.e. closer to current school, in desired school district, etc.  

· Enter 5 for Community Amenities – i.e. closer to needed services, shopping, etc.   

Income Data:

Monthly Gross Income: Use the Section 8 definition of income as described in the HUD guidebook “Technical Guide for Determining Income and Allowances for the HOME Program,” to calculate the homebuyer’s Gross Annual Income.    Divide the Gross Annual Income by 12 and enter the monthly gross household income. 

Enter 80% of the area median income for the household size: You will find the 80% AMI number listed on the Income Limits chart on the IHCDA website.
Percent of Area Median Income: For each occupied residential unit, this number automatically calculates based on the household’s monthly income amount entered for the household size.

Household Data:

Hispanic Household: Place an “x” in the column if the head of household is Hispanic.  If a person is Hispanic you must also complete the Race/Ethnicity column.  Hispanic is not considered a Race/Ethnicity Type. 

Race/Ethnicity – Head of Household: For each occupied residential unit, enter one code only based on the following:

11-White

12-Black/African American

13-Asian

14-American Indian/Alaskan Native

15-Native Hawaiian/Other Pacific Islander

16-American Indian/Alaskan Native & White

17-Asian & White

18-Black/African American & White

19-American Indian/Alaskan Native & Black/African American

20-Other Multi-Racial

Size of Household: Enter the code based on the following:

1- 1 Person

2- 2 Persons

3- 3 Persons

4- 4 Persons

5- 5 Persons

6- 6 Persons

7- 7 Persons

8- 8 or more Persons

9- Vacant

Type of Household: For each residential unit, enter one code based on the following definitions:

1-Single/Non-Elderly: One-person household in which the person is non-elderly.

2-Elderly: One or two person household with a person at least 62 years of age.

3-Related/Single Parent: A single parent household with a dependent child or children (18 years old or younger).

4-Related/Two Parent: A two-parent household with a dependent child or children (18 years old or younger).

5-Other: Any household that is not included in the above categories, including two or more unrelated individuals.

9-Vacant Unit

Minor & Non Minor/Dependents: Enter the number of minor children that will be occupying the unit in the 1st column.  Enter the number of non-minor children or dependents in the 2nd column.  

Female Head of Household: Place an “X” in the column if a female is the head of the household.  To be a Female Head of Household, there must be a minor or a dependent living in the unit.  Therefore, a Single Female cannot be a Female Head of Household.

Elderly Head of Household: Mark an X in the 1st column if the head of household is elderly.  Enter the number of persons over 62 in the household in the 2nd column.  

Disabled Head of Household: Place an “X” in the 1st column if the head of household is disabled.  Enter the number of disabled persons in the household in the 2nd column. 

Lead-Based Paint Form 
Step 1: Age of Structure Enter the year the structure was built.  

Step 2: Assess the Situation Determine if your rehabilitation qualifies under any of the Lead Based Paint Exemptions.  If so, check the appropriate box and submit the documentation listed in red on the form.  If your project qualifies as exempt, do not complete the remainder of the form.  

Does Not Disturb De Minimus Level: 

This is no longer an Exempt Activity.  Please see the Lead Chapter of the Manual to Determine if you can check this box.  You must submit a copy of the work write-up.

Rehabilitation Activities: 

Rehabilitation Cost: Enter the amount of rehabilitation dollars listed on the summary of assisted sites. 

Amount of Lead Reduction Assistance: Enter the amount of lead reduction assistance.  Please attach the work write up, if applicable.  Lead reduction assistance is the dollar amount that you are spending to correct the lead issues found in the Risk Assessment.

Adjusted Rehabilitation Cost: This is the difference between the amount of CDBG funds for Rehab and the amount of lead reduction assistance.  The dollar amount must be below at or below $25,000.  If not, you are required to use an abatement contractor to abate the lead in the home.  Please call IHCDA before you continue.

Buy & Rehab Activities: 

Federal Assistance: Enter the total amount of CDBG assistance listed on the summary of assisted sites.  

Acquisition Cost: Enter the acquisition cost of the property.  

Rehabilitation Cost: Enter the total amount of rehabilitation that will be completed on the property.  

Amount of Lead Reduction Assistance: Enter the amount of lead reduction assistance.    

Adjusted Rehabilitation Cost: This is the difference between the amount of CDBG Funds and amount of lead reduction assistance. The dollar amount must be below at or below $25,000.  If not, you are required to use an abatement contractor to abate the lead in the home.  Please call IHCDA before you continue.

Step 3: Address the Lead-Based Paint 

Acquisition Only: 

Under Acquisition Only awards, recipient must perform a visual assessment for Lead Based Paint.  A paint test only needs to be done if the visual assessment fails.

Person Completing Visual Assessment: Enter the person’s name.  

Name of Organization: Enter the name of the organization the employs the person doing the assessment.  

Visual Assessment Certificate Date: Enter the date on which the person completing the assessment received their Visual Assessment Certification.  

Date of Visual Assessment: Enter the date the visual assessment was completed.  

Result of Visual Assessment: Select either Pass or Fail. 

Result of Paint Test: If the visual assessment failed, you must do a paint test or assume lead-based paint.  Enter the result of the paint test as either Pass or Fail, or Assume Lead-Based Paint.  Remember that you must pass Clearance.

Rehabilitation And  Buy & Rehab:

Rehabilitation less than $5,000: A risk assessment is not required.  Enter either Paint Test or Assume. 

Rehabilitation greater than $5,000: A risk assessment is required.  Check Risk Assessment and Paint Test, Dust Wipes and Soil Sample, if applicable OR check Risk Assessment and Assume Lead-Based Paint. 

If the box “Does Not Disturb De Minimus Level” is checked you must do a Risk Assessment and a Paint Test.  However, you are not required to use safe work practices or pass lead clearance.  Check Risk Assessment and Paint Test

Risk Assessment Information: Enter the Date, Name and License Number of the Risk Assessor. 

Enter the test results:   

· Pass means No Lead-Based Paint Hazards Were Found.

· Fail means Lead-Based Paint Hazards Were Found.

If the Rehab dollars are less than or equal to $5,000 and the Paint Test Passed submit the following:

· Lead Form


· Paint Test Results

· Summary Inspection – Exhibit F of the Lead Chapter

If the Rehab dollars are greater than $5,000 and the Paint Test Passed submit the following:

· Lead Form

· All Test Results

· Summary of Lead-Based Paint Risk Assessment – Exhibit G of the Lead Chapter

If Does Not Disturb De Minimus Level (regardless if pass or fail) submit the following:

· Lead Form

· Paint Test Results

· Summary of Lead-Based Paint Risk Assessment – Exhibit G of the Lead Chapter

Step 4: Clearance Testing at Unit Completion 
Until a property address receives a final “passed” clearance test, 10% of the funds Set-up under the Rehabilitation Budget Line Item will not be paid.  

Upon Completion of the unit, enter the Date of Clearance Test & Clearance Date. Submit the following:

· Lead Form – Step 4 Completed

· Lab Results (Dust Wipes)

· Hazard Reduction Completion Notice – Exhibit I – Lead Chapter

The Lead Form, Lab Results, and the Hazard Reduction Completion Notice can be submitted with the final rehab draw on the address.  However, IHCDA recommends these items be submitted to the IDIS Associate before the claim is submitted, as this will speed up the draw process. 

Pre Agreement Costs 

The following costs may be incurred by the applicant, subrecipient of the applicant or a professional administrator procured by the applicant; however these entities need to understand the level of risk that is involved by completing these actions.  If an organization chooses to expend funds prior to receiving CDBG award approval, IHCDA is in no way obligated to provide funding for the development.  The organization is assuming all of the risk associated with costs incurred prior to receiving a CDBG award.

If an organization anticipates conducting either acquisition or construction/rehabilitation prior to receiving an award, they may request in writing to their Community Development Representative(s) a “Pre-Award Release Of Funds Letter”.  This letter would indicate the date that the entire Environmental and Historic Review process was completed (this should be completed during the application process).

Costs associated with the preparation of an application are not eligible for reimbursement.

The following costs may be incurred by the applicant, subrecipient or administrator procured by the applicant:

	Cost               (Budget Line Item)
	When Eligible Costs May Be Incurred
	How Long You Have to Claim Costs
	Other Requirements That Must be Met in Order to be Reimbursed

	Administration
	As of the Board Award Date
	N/A
	Must have received an IHCDA award

	Environmental and Historic Review
	Up to six months prior to the initial application date
	One year from the date of initial application
	N/A

	Program Delivery

***Architectural, Engineering, and Other Professional Service Costs
	Up to six months prior to the initial application date

***Up to 24 months prior to the commitment of funds
	One year from the date of initial application
	N/A

	Acquisition
	Up to six months prior to the initial application date
	One year from the date of initial application
	Must have completed the entire Environmental and Historic Review Process (including approval from IHCDA)

	Construction or Rehabilitation
	Up to six months prior to the initial application date
	One year from the date of initial application
	Must have completed the entire Environmental and Historic Review Process (including approval from IHCDA)


1. 
The costs may be reimbursed from the CDBG award assuming that all federal requirements were adhered to incurring the costs and procuring an award administrator. 

2. 
Program delivery costs or acquisition costs donated or paid for from local funds may count towards the local match/leverage requirement under the CDBG program. 

All costs not listed above must be incurred after award execution and receipt of a Release Of Funds letter from IHCDA. Any costs incurred prior to this and not listed above will be disallowed by IHCDA. 

Claim Voucher

Claims are submitted online.  Register on our website http://www.in.gov/ihcda/  to begin claiming funds. 

Administration costs can be claimed with out a set up.  Set ups are required for claiming funds for addresses.

Submit the claim online.  Print the receipt and summary.  Sign the receipt.  Scan the claim receipt, summary and documentation.  Email the scanned documents to claims@ihcda.in.gov
The turnaround for payment of claims is 10 business days from the day IHCDA receives a claim that includes all documentation necessary to support the claimed amount.  If additional documentation is required, it may take longer than 10 business days.

All payments will be made by ACH.  The banking information must be submitted prior to submitting the first claim.  An automatic email will be sent to the email address of the person who submits the claim when the ACH payment is sent.

Contract execution forms must be submitted prior to submitting the claim for any contract.
Claim Voucher Narrative 

Narratives are entered online.

1. Update on the accomplishments made during the award.

2. Update on any problems or delays encountered or anticipated in accomplishing the award during its award timeframe.

3. Update on how the match/leverage requirement will be met.  

4.
Local Units of Government Only – answer questions 4(a) and 4(b) updating on the actions being taken to affirmatively further fair housing.

Supporting Documentation Requirements 

The following outline the supporting documentation requirements for the claims process.  

1.
Include a detailed summary listing expenditures being requested for reimbursement by line item.  
2.
Include a copy of all invoices. Construction invoices must contain a detailed description of the work performed along with the address of the property. Hand written invoices and invoices with hand written alterations will not be accepted.
3.
Include a copy of the HUD1 with claims for acquisition.  Claims requesting funds for acquisition prior to closing must include a copy of an executed good faith estimate (must be signed) with a breakdown of the total selling cost, HOME amount, and balance of funds. 

4.
Supporting documentation for claims for the Administration, Environmental Review, Program Delivery, CHDO Operating Costs, budget line items requesting reimbursement for time spent on the undertaking by staff of a local unit of government, subrecipient, or not-for-profit organization must include: name of the employee, dates worked, number of hours worked, the chargeable rate, and the total wage computation. 

DO NOT include actual time sheets with the drawdown submission; however, the recipient must keep this documentation on file for IHCDA monitoring purposes.  Additionally, at monitoring, IHCDA staff will be documenting that the proper hourly rate and fringe benefits is being billed to the IHCDA program

5.
Developer’s fees line item can be drawn by requesting this line item on letterhead of your organization.

6.
Initial Drawn Down of Rent-up Reserve – in order to draw this line item, you must submit a request with your claim voucher and the appropriate support documentation in the amount of the request on your agency’s letterhead.  This allows the drawing of the funds to be held by the organization until needed, however, when the rent-up reserve is needed, a request must be made to your Compliance Monitor.

7.
Use of the rent-up reserve – in order to draw these funds you must request permission from IHCDA.  These funds can be drawn as often as needed.  The request should be in writing and must include support for the draw.  You should include with your request a current income and expense report for the previous three months and the documentation of where the rent-up reserve payment is being made.  We may request additional documentation during our review.  You will receive a formal approval/denial letter allowing you to utilize these funds.  

8.
Fringe benefits must also be listed on the support documentation summary. 

9.
Indirect costs are chargeable to the program in one of two ways and can only be used for the administration and CHDO Operating Costs line items: 

•
Costs may be maintained directly, such as accurate counts of telephone calls, copies made, and postage spent. 

•
Costs may be allocated through an indirect cost allocation plan. The indirect cost allocation plan must be approved by a federal or state agency for IHCDA to recognize this plan. The following documentation must be included with the first drawdown only: 

A copy of the agency’s indirect cost allocation plan; 

A summary of costs included in the indirect cost allocation plan; and

Approval letter from federal or state agency that approved the indirect cost allocation plan.

10.  The mileage rate per mile is $.50.

Inspection Certification Form 

This form is signed when the rehabilitation or new construction work has been completed and is then placed in the file for monitoring purposes. 

Fill out the top of the Form

Contractor Statement: Documents that the contractor has satisfactorily completed the work according to the construction contract. 

Inspector Statement: Documents that a physical inspection of the property has been completed and that the work items corrected at a minimum meet the stricter of the local rehabilitation standards or the Indiana Building Code. 

Property Owner Statement: Documents that all work items have been completed in accordance with the contract and that the homeowner understands the final payment will be disbursed to the contractor.
Receipt & Disbursement of Funds 

The following outlines the time frame in which the receipt of your federal funds must be expended. 

Establish account for CDBG funds. 

CDBG recipients may choose to either establish a separate fund within the general fund or establish a separate bank account for the CDBG program. The bank account must be non-interest bearing. 

Disburse CDBG funds in a timely manner. 

CDBG recipients have five business days to disburse drawdown from their local CDBG account to a $5,000 balance or less. The CDBG recipient must begin counting the three days from the date it receives the ACH from IHCDA. Additionally, if the recipient disburses the CDBG funds to a subrecipient or award administrator, they, in turn, must achieve a $5,000 balance or less within five business days of receiving the funds. 

If the recipient is unable to disburse the federal funds in a timely manner, the recipient must immediately return the funds to IHCDA. 

Retainage Policy 

For all awards, IHCDA will hold the final $5,000 of an award until all completion reports, match/leverage documentation, and all other supporting documentation is received and approved.  Additionally, IHCDA will hold the final $5,000 of an award until the final monitoring has been completed and all findings and concerns associated with it have been resolved.
Return of Funds 
Complete and submit the Return of Funds form along with the funds to the IHCDA Staff Accountant. 

Financial Management Forms 

The following ledgers help to control receipts and disbursements of federal funds as well as ensuring that you do not over expend your budget line items. 

Federal Cash Control Register   

The Federal Cash Control Register must be used to record requests for payments submitted, checks or ACH’s received, and disbursements.  The balance of federal cash on hand on both a daily and cumulative basis is calculated. The register documents the timely disbursement of the CDBG funds. It also serves as a crosscheck to total receipts, disbursements, and the cash balance shown in the accounting records. It is imperative to record each transaction as it occurs. 

If you employ the services of an award administrator or subrecipient who makes payments with the CDBG funds, this entity is also responsible for keeping a federal cash control register and responsible for disbursing funds in the manner prescribed for the funding source. 

When a draw request has been sent to the IHCDA, the request for funds must be recorded in the Federal Cash Control Register section under Request for Payment Submitted column. The columns to complete include the document number, date of request, amount requested. The document number to use is the claim on the Claim Receipt. By maintaining the Request for Payment Submitted section of the Federal Cash Control Register, in-process claims become easier to track. 

When funds are received by the recipient, the date the IHCDA ACH is received and the ACH number, and the amount are entered into the Funds Received section. When funds are disbursed, the date of disbursement, check number, payee, and check amount are recorded in the appropriate boxes of the Disbursements section of the Federal Cash Control Register

Ledger of Expenditure by Site Address 

Acquisition Section 

Complete the information and do not leave any fields blank. There must be a date listed for closing. 
Contract Section 

List all contracts executed using New Construction, Rehabilitation, or Program Delivery funds.

List any changes that occur to the contract including all any change orders.

Project Completion Reports 

Owner Occupied Rehabilitation 

The upper left-hand corner of the form should be left blank as it is for IHCDA use only.

In the upper right-hand corner of the form enter the date the form is being completed and the Date Rehab/New Construction was completed.  

Check the applicable box: Original Submission or Revision.

Project Costs

Project Costs: Include all CDBG funds used for the project and all other funds (public and private) with one exception: do not double count.  If private funds are used for construction financing and those funds are later replaced by permanent financing, do not report both.  Report all CDBG funds expended on the project.  (Note: Federal regulations specifically prohibit paying back CDBG funds with CDBG funds.)  

For funds other than CDBG, to the extent a choice must be made to avoid double counting, report permanent financing rather than construction financing.  The total amount reported on number 5 should be the total cost of the project.  The total amount of CDBG funds reported in the block titled “Total CDBG Funds” (this means the total amount of CDBG funds invested into the project).

Item 1
CDBG Funds. Do not include CDBG program income in any of the following three (3) categories.

(1)
Direct Loan.  Enter the amount of CDBG funds drawn for this project in the form of a direct loan.  Enter the loan’s interest rate, if any.  List the affordability period as listed in your award agreement.  Enter information here if the homeowner is making payments to the Local Unit of Government. 

(2) Program Delivery, Lead & Relocation.  Enter the amount of CDBG funds drawn without any repayment requirements.  This is the amount drawn for program delivery and relocation.

(3) Deferred Payment Loan (DPL).  Enter the amount of CDBG funds drawn that are being provided through a loan where payment of principal and interest is deferred until a future time.  Also enter the affordability period as listed in your award agreement.  

A Deferred Payment Loan (DPL) is also called a conditional grant (e.g., repayment is required when the project is sold, or is forgiven if the owner does not sell the project for a specified number of years, or repayment of principal and interest starts after the bank loan is repaid).

Total CDBG Funds.  This will pre-fill.  The amount is the total of lines 1-3. 

Item 2
Public Funds.  Enter in blocks (1) through (3), the total amount of public funds expended on this CDBG-assisted project.

(1)
Other Federal Funds.  Exclude any CDBG funds expended on this project.  

(2)
State/Local Appropriated Funds.

(3)
State/Local Tax Exempt Bond Proceeds.

Total Public Funds.  This will pre-fill.  The amount is the total of lines 1-3.

Item 3
Private Funds.

(1)
Private Loan Funds.  Enter the amount of all of the costs for this project that have been paid with funds obtained from private financial institutions and enter the interest rate and amortization period of the loan.  If there are multiple loans, enter the interest rate and term of the largest loan (Do not double count).

(2)
Owner Cash Contributions.  Enter the amount of all cash contributions provided by the owner.

(3)
Private Grants.  Enter the amount of cash contributions provided by private organizations, foundations, donors, etc.  

Total Private Funds. This will pre-fill.  The amount is the total of lines 1-3.

Item 4  SWEEP Funds. Enter the net amount of SWEEP funds.

Item 5
DOE Funds. Enter the amount of DOE funds.

Item 6
LIHEAP Funds. Enter the amount of LIHEAP funds.

Item 7
ARRA Funds. Enter the amount of ARRA funds.

Item 8
CDBG Program Income. Enter the amount of funds provided from CDBG repayment income.

Item 9
Total Project Cost.  This is the total for CDBG funds, Public funds, and Private funds.
IHCDA Rental Completion 

The upper left-hand corner of the form should be left blank as it is for IHCDA use only.

In the upper right-hand corner of the form enter the date the form is being completed and the Date Rehab/New Construction was completed.  The rest of the information will pre-fill from the Set-up Report.

Check the applicable box: Original Submission or Revision.

Type of Loan: Check all applicable boxes.

Check the applicable box: Condominium, Cooperative, SRO, Apartment or None of the Above.

Is the Loan Insured?: Check Yes or No.

Rent Exception?: Mark one box to indicate whether or not the project has a rent exception.  The “No” box should always be checked unless otherwise notified by the IHCDA or HUD.

Mixed-Use Project?: Mark “Yes” for a project that is designated in part for uses other than residential but where residential living space must constitute at least 51% of the project space.  Mark “No” if the project is not a mixed-use project.


Mixed-Income Project?: Mark “Yes” where less than 100% of the project’s housing units qualify as affordable housing as defined in section 92.252 of the HOME regulations. Mark “No” if the project is not a mixed income project.

Number of CDBG-Assisted Families that were Previously in Subsidized Housing?: Enter the number.

# of CDBG-Assisted Units that are 504 Accessible?: Mark the appropriate box.  If yes, list the number of units that are 504 Accessible.  

# of CDBG-Assisted Units Meeting Energy Star?: An energy star unit is defined as one which has been certified through inspection and testing as meeting the Energy Star Qualified New Home Standard.  To achieve this rating the home must achieve a minimum score of 86 on the Mortgage Industry Home Energy Rating Scale and be at least 15% more energy efficient than a home built according to the 2004 International Residential Code.  Enter the number of CDBG-Assisted Energy Star units.

# of CDBG-Assisted Units Moved from Non-Residential to Residential?: Enter the number of CDBG-Assisted Units that are a conversion from Non-Residential to Residential use.  Example:  Converting an old non-residential warehouse into rental units or condominiums.

# of CDBG-Assisted Units Subsidized with Project Based Rental Assistance?: Enter the number of CDBG-Assisted Units that are Subsidized with Project Based Rental Assistance through a Federal, state or local program.  Note that this only applies to rental assistance that is project based, if rental assistance is portable (goes with the person and is not for a specific unit) then the assistance should not be reported here.

# of CDBG-Assisted Units Designated for HIV/AIDS?: Enter the number of CDBG-Assisted Units that are specifically set aside for persons living with HIV/AIDS. 

# Designated for Chronically Homeless?: Enter the number of CDBG-Assisted Units that are specifically set aside for persons living with HIV/AIDS that are also specifically set aside for the Chronically Homeless.  

· HUD defines a homeless person as someone who is sleeping in an emergency shelter or a place not meant for human habitation (on the streets, in a car, in an abandoned building).  HUD’s definition of homeless does not include doubled-up or overcrowded situations.  

· HUD defines a chronically homeless person as an unaccompanied homeless individual with a disabling condition who has either (1) been continuously homeless for a year or more; or (2) has had at least four episodes of homelessness in the past three years.

· A disabling condition is defined as a diagnosable substance abuse disorder, serious mental illness, developmental disability, or chronic physical illness or disability, including the co-occurrence of two or more of these conditions.

# of CDBG-Assisted Units Designated for the Homeless?: Enter the number of CDBG-Assisted Units that are specifically set-aside for the Homeless.

# of CDBG-Assisted Units Designated for the Chronically Homeless?: Enter the number of CDBG-Assisted Units that are specifically set aside for the Homeless that are also specifically set aside for the Chronically Homeless.  

· HUD defines a homeless person as someone who is sleeping in an emergency shelter or a place not meant for human habitation (on the streets, in a car, in an abandoned building).  HUD’s definition of homeless does not include doubled-up or overcrowded situations.  

· HUD defines a chronically homeless person as an unaccompanied homeless individual with a disabling condition who has either (1) been continuously homeless for a year or more; or (2) has had at least four episodes of homelessness in the past three years.

· A disabling condition is defined as a diagnosable substance abuse disorder, serious mental illness, developmental disability, or chronic physical illness or disability, including the co-occurrence of two or more of these conditions.

Project Costs

Project Costs: Include all CDBG funds used for the project and all other funds (public and private) with one exception: do not double count.  If private funds are used for construction financing and those funds are later replaced by permanent financing, do not report both.  Report all CDBG funds expended on the project.  (Note: Federal regulations specifically prohibit paying back CDBG funds with CDBG funds.)  

For funds other than CDBG, to the extent a choice must be made to avoid double counting, report permanent financing rather than construction financing.  The total amount reported on number 6 should be the total cost of the project.  The total amount of CDBG funds reported in the block titled “Total CDBG Funds” means the total amount of CDBG funds invested into the project.

Item 1
CDBG Funds. Do not include CDBG program income in any of the following three (3) categories.

(1)
Direct Loan.  Enter the amount of CDBG drawn for this project in the form of a direct loan.  Enter the loan’s interest rate, if any.  Enter the affordability period as listed in the award agreement.  This line should be filled out if payments are being made to IHCDA.

(2) Program Delivery & Development Subsidy.  Enter the amount of CDBG funds drawn for Program delivery and Relocation.

  (3)
Deferred Payment Loan (DPL).  Enter the amount of CDBG funds drawn for this project in the form of a loan where payment of principal and interest is deferred until a future time.  Enter the interest rate, if any.  Enter the affordability period as listed in the award agreement.  

A Deferred Payment Loan (DPL) is sometimes called a conditional grant (e.g., repayment is required when the project is sold, or is forgiven if the owner does not sell the project for a specified number of years, or repayment of principal and interest starts after the bank loan is repaid).

Total CDBG Funds.  This will pre-fill.  The amount is the total of lines 1-3.

Item 2
Public Funds.  Enter in blocks (1) through (3), the total amount of public funds expended on this CDBG-assisted project.

(1)
Other Federal Funds.  Exclude any CDBG funds expended on this project.

(2)
State/Local Appropriated Funds.

(3)
State/Local Tax Exempt Bond Proceeds.
Total Public Funds. This will pre-fill.  The amount is the total of lines 1-3.

Item 3
Private Funds.

(1)
Private Loan Funds.  Enter the amount of all of the costs for this project that have been paid with funds obtained from private financial institutions and enter the interest rate and amortization period of the loan.  If there are multiple loans, enter the interest rate and term of the largest loan (Do not double count).

(2)
Owner Cash Contributions.  Enter the amount of all cash contributions provided by the project owner.

(3) Private Grants.  Enter the amount of cash contributions provided by private organizations, foundations, donors, etc.  (Please note that Low Income Housing Tax Credits should NOT be included under Private Grants).
Total Private Funds.  This will pre-fill.  The amount is the total of lines 1-3.  

Item 4  Low Income Housing Tax Credit Syndication. Enter the net amount of the tax credits.

Item 5
CDBG Program Income. Enter the amount of funds provided from CDBG repayment income.

Item 6
Total Project Cost.  Enter the sum of totals for CDBG funds, Public funds, and Private funds.

Final Lead Clearance 
10% of the construction contract will be held until a property address receives a final “passed” clearance test. When submitting the final lead clearance, please complete the remainder of the Lead Form. The following must be submitted: (1) lead form, (2) letter from inspector noting license number, (3) results of the lead test, and (4) I-LEAD certificate of completion (see Lead Chapter).

Individual Site – Match Summary Form 
This form is used to document the match by category that was invested into each CDBG-assisted or Non CDBG-assisted but CDBG-eligible unit.

Most of the information at the top of the form will pre-fill.  Enter the date the final project draw request was submitted to IHCDA
Potential Sources of Match/Leverage:  For each applicable category, enter the amount of match that has been expended on the project.  IHCDA will determine whether or not the reported funds are eligible to be counted toward the Recipient’s CDBG match/leverage liability.  For each entry on the log, attach supporting documentation.

Below are the instructions for completing Line 10-21:

10.
Donated Cash:  List the value of any cash contributions made by the State, other governmental units, private entities, or individuals.  HOME Funds cannot be used to match/leverage CDBG Awards.  

A cash contribution may be made from program income from a federal grant earned after the end of the award period if no federal requirements govern the disposition of the program income.  Included in this category are repayments from closed out grants under the Urban Development Action Grant Program, the Rental Rehabilitation Grant Program, and certain State Small Cities Community Development Block Grant awards.  

Cash paid for time spent on administrative, environmental review or project delivery costs that were not reimbursed or paid for, do count as match/leverage for CDBG Awards.  Example:  A Local Unit of Government could pay a subrecipient cash for Admin time spent on the award.  However, the Local Unit of Government must spend their own funds and could not request those funds from IHCDA through their CDBG Award. 

Nonprofit recipients or subrecipients who are reporting match/leverage contributions may not count contributions that result from ongoing annual fund drives.  Contributions or grants to affordable housing that are not a part of an ongoing annual fund drive may be counted.


Required Documentation:  Attach a listing of the contribution, donor, and date of contribution.  Documentation should include a specific statement (e.g., donor letter) or other evidence that the contribution is for the general or specific project being reported.  Submit a copy of the check for the match/leverage money that was received as well as copies of the checks that the recipient wrote to pay for services rendered using the match/leverage dollars.

11.
FHLB - AHP Grant: Grant awards through the Federal Home Loan Bank Affordable Housing Program should be reported here.  However, if the funds were a loan do not report here, the loan would be reported on Line 18, as only the Below Market Interest Rate (BMIR) would count as match/leverage.


Required Documentation:  Documentation should include a specific statement (e.g., award letter) or other evidence that the contribution is for the general or specific project being reported. 

12.
Private Grant:  List the amount of any other grant funds awarded to the project address.


Required Documentation:  Attach a listing of the contribution, donor, and date of contribution.  Documentation should include a specific statement (e.g., donor letter) or other evidence that the contribution is for the general or specific project being reported. 

13.
Volunteer Labor:  List the value of all donated or voluntary labor that was provided in connection with site-preparation, construction, or rehabilitation of the housing.  Donated or voluntary labor is valued at a fixed rate by HUD.  Currently, that rate is $10 per hour for any type of unskilled labor.  The rate of pay for a skilled labor is their normal hourly rate of pay.


Required Documentation:  Attach a log showing the name, date, and hours of labor donated to the specific project.

14.
Donated Professional Services:  List the value of all donated or voluntary legal, architectural, or engineering services that were provided in connection with the project. 

The value of services contributed by a professional who has been contracted for other work on the CDBG project can be counted as CDBG match/leverage as long as you can document that the time was not reimbursed.  Donated services are valued at the professional’s actual hourly charges.

Required Documentation:  The Recipient must document that the professional’s hourly charges are reasonable and customary for the type of work performed.  Attach a log showing the name, date, hourly rate, and number of hours donated to the specific project.

15.
Waived Fees & Permits:  List the value, based on customary and reasonable means for establishing value, of state or local taxes, fees, or other charges that are normally and customarily imposed or charged by a state or local government on all transactions or projects in the conduct of state or local government operations that are waived, forgone, or deferred in a manner that achieves affordability of housing that is assisted with CDBG funds.  

Fees or charges that are associated with the CDBG Program only (rather than normally and customarily imposed or charged on all transactions or projects) are not eligible forms of contributions.  

The amount of any real estate taxes may be based on post-improvement property value, using customary and reasonable means of establishing value.  For taxes, fees, or charges that are given for future years, the value is the present discounted cash value, based on a rate equal to the rate for the Treasury security with maturity closest to the number of years for which the taxes, fees, or charges are waived, forgone, or deferred.


Required Documentation:  The Recipient must document that the waived fees and permits are reasonable and customary governmental charges.  Attach a list of waived fees, date of waiver, and value of waiver.  

For Tax Exemption or Tax Abatement attach a copy of the spreadsheet provided by IHCDA that shows the calculations along with all supporting documentation for the figures used.

16.
Value of Donated Land/Building:  List the value, before CDBG assistance is provided and minus any debt burden, lien, or other encumbrance, of donated or other real property.  Property must be appraised in conformance with established and generally recognized appraisal practice, and value must be based on the best available data properly analyzed and interpreted.  An independent, certified appraiser must perform the appraisal of land and structures.  Partial donations are also acceptable (e.g., a sale below market price); however, the acquisition cost must be “demonstrably below the appraised value” and the seller must acknowledge in writing that the price differential is intended as a contribution to affordable housing. 

Required Documentation:  Attach a copy of the sales agreement or other documentation showing the sale price, the appraisal, and the seller’s statement.

17.
Value of Donated Material:  List the value of all site-preparation and construction materials donated to the project.

Required Documentation:  Attach a list of materials, donors, date of donation, and valuation.

18.
Private Mortgage Financing:  List the value of any below market financing as defined by HUD.  The grant equivalent of a below market interest rate loan to the project that is not repayable to the State’s CDBG Investment Trust Fund may be counted as match.  If the loan is made from funds borrowed by a jurisdiction or public agency or corporation, the contribution is the present discounted cash value of the difference between payments to be made on the borrowed funds and payments to be received from the loan to the project, based on a discount rate equal to the interest rate on the borrowed funds.  

If the loan is made from funds other than funds borrowed by a jurisdiction or public agency or corporation, the contribution is the present discounted cash value of the yield forgone, using one of the following measures of market rate yield, as appropriate:  (1) with respect to 1-4 unit housing financed with a fixed interest rate mortgage, a rate equal to the 10-year Treasury note rate plus 200 basis points; (2) with respect to 1-4 unit housing financed with an adjustable interest rate mortgage, a rate equal to the one-year Treasury bill rate plus 250 basis points; or (3) with respect to a multifamily project, a rate equal to the 10-year Treasury note rate plus 300 basis points.  The week ending Treasury note rate for the week of the loan closing is the one used for comparison.

Required Documentation: Attach a copy of the Below Market Interest Rate (BMIR) spreadsheet provided by IHCDA that shows the calculations along with all supporting documentation for the figures used.

19.
Trust Fund Loan:  List the amount of IHCDA Trust Fund loan funds used on the property address.

20.
Required Infrastructure:  List the cost of any investment, not made with federal resources, in on-site and off-site infrastructure that was directly required for the housing and made within twelve months of the time CDBG funds are committed to the project (set up in IDIS).  These infrastructure investments must be prorated to reflect only that portion of the costs directly attributable to the CDBG-assisted housing.  The costs must be reasonable and customary and may be contributed by a municipality or public or private utility.  Infrastructure improvements cannot be counted as match in projects that are not CDBG-assisted, regardless of whether the project will be used to meet some or all of the Recipient’s match requirement.


Required Documentation:  Attach documentation of the contribution (and, if applicable, any calculations showing how a pro-ration was achieved).

21.
Other:  Enter the amount of any other funds utilized on the project.  IHCDA will determine whether or not these funds can count toward the Recipient’s match/leverage liability.


Required Documentation: Attach documentation of each expenditure.

22.
Total Match/Leverage:  Enter the total estimated value of the match/leverage contribution.  Please note that IHCDA will review the information you have submitted and determine the value and eligibility of the match/leverage.  You will be contacted by IHCDA if we cut any match/leverage listed on the form.

Close Out Documents

Financial Settlement/Expenditure Summary
This form must be completed and submitted with the final claim on the award.  

Complete a line for each budget line item.  

For each line item, complete the following: 

Original budget amount per award agreement: List the amounts from your original award agreement.  

Budget Modifications: If you reduced a line item, list a negative number in amount of the reduction.  If you increased a line item, list the positive amount of the increase.  The total for this column must equal $0.00.  Do not include de-obligations in this column.  

Prior De-obligations: If you de-obligated any funds during your award, list the amount of de-obligation in positive numbers in this column.  

Amount Drawn: List the amount of funds drawn under each line item.  

Amount remaining to be de-obligated: This field will pre-fill.  

Applicants & Beneficiary Summary 
This form must be completed and submitted with the final claim on the award.  

At the top of the form, indicate with an “X” the appropriate award activity.  If a project involves more than one activity, submit a separate sheet for each activity as well as a total sheet.  The total sheet must reflect the number of persons for the entire award, non-double counted [if the same person is involved in more than one housing activity - only count the person once on the total sheet].

Cumulative Applicants:  Report information on all persons that have completed an application for the program from the beginning of the award period.

Cumulative Beneficiaries:  Report information on all persons benefiting from the program from the beginning of the award period.

Below are the instructions for completing the form.  Keep in mind, the left side of the form is for Applicants and the right side of the form is for Beneficiaries.

Total Households – Enter the total number of households that applied for and received assistance.

Total Persons – This will pre-fill once you enter line 1-10.

Line 1-10:  List the number of persons that applied for and received assistance based on their ethnicity.

Line 11:  This will prefill.

Line 12:  List the number of low and moderate-income persons.  Low and moderate-income persons have incomes less than 80% of area median income (adjusted for household size) as established by HUD.  This will pre-fill on the Beneficiary side of the form.

Line 13:  List the number of disabled persons (persons with a physical or mental impairment).

Line 14:  List the number of elderly persons (persons aged 62 and over).

Line 15:  List the number of persons living in Female Headed Households.  A female head of household cannot be a single female it must be a female with a dependent.
Funds Management 
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