COMPLETE LOAN APPLICATION CHECKLIST

This list represents the standard documents that are provided in order to complete due diligence underwriting in order to proceed with loan review and approval. Some items may not apply or the Loan Officer may request other items that are not on this list depending on the type of proposed project.

	Date Submitted
	Item

	
	Application Conference Meeting

	
	Preliminary Loan Application Submitted (Described in Preliminary Loan Application Section)

	
	Complete Development Team Identified/Background history received on all parties

	
	Entity Documents (See narrative for applicable documents)

	
	Limited Partnership Agreement

	
	Interim/Construction Lender Information

	
	Letters of Firm Commitment from interim lender and equity investor

	
	Letter of Credit Lender (if using bond funds during construction/rehab)

	
	Copy of Contract with Consultant/Developer

	
	Copy of Contract with General Contractor

	
	Copy of Contract with Architect

	
	Evidence of Site Control (Purchase/Sale Agreement, final settlement statement, etc.)

	
	Current Title Report (less than 30 days old) and attachments

	
	Zoning/Land Use Confirmation Letter from local jurisdiction

	
	Level 1 Environmental Report 

	
	Geotechnical (Soils) Report

	
	Quality Development Objectives (form)

	
	Contractor’s Estimate of Costs – (Residential) (form)

	
	Contractor’s Estimate of Costs – (Commercial) (form)

	
	Appraiser Instructions (Forwarded and prepared by Loan Officer) (example provided)

	
	Appraisal

	
	Market Analysis

	
	Nonprofit Legal Opinion (if applicable) (example provided)

	
	Business Authorization for Credit Investigation (form)

	
	Business Authorization for Individual Investigation (form)

	
	30-Year Replacement Schedule (form) (Form is not provided in application packet)

	
	Management Plan and Management Agent’s Qualifications, including Exhibit A (forms) (also required for 4%)

	
	Resident Services Plan (form) (also required for 4%)

	
	Existing Tenant Survey (Acquisition/Rehabilitation Only.) (form) (also required for 4%)

	
	Tenant Relocation (Acquisition/Rehabilitation Only.) (form) (also required for 4%) 

	
	BETC Waiver (form)


CHECKLIST CONTINUED ON NEXT PAGE-----

SUPPLEMENTAL ARCHITECTURAL REVIEW DOCUMENTS

	Date

Submitted
	Item

	
	Vicinity Map

	
	Context Photos

	
	Site Design & Development Plan

	
	Building Exterior Elevations

	
	Building Floor Plans (including typical units plans and furniture layout)

	
	Accessibility

	
	Proposed Scope of Work (rehab project only)

	
	Lead-Based Paint/Asbestos Testing (rehab project only)

	
	O & M Plan for Lead-Based Paint & Asbestos (Risk Sharing rehab project only)

	
	Pest, Dry Rot & Under-floor Inspection Report (Risk Sharing rehab project only)

	
	Roof Inspection Report (rehab project only)

	
	Unit Inspection Report (rehab project only)

	
	Written Approval from OHCS Architect


ELDERLY/DISABLED ONLY

	Date

Submitted
	Item

	
	SPD Preliminary Letter of Support

	
	SPD Preliminary Architectural Plan Review


RISK SHARING ONLY

	Date

Submitted
	Item

	
	Affirmative Fair Housing Marketing Plan (HUD 935.2 form)

	
	Previous Participation forms (HUD 2530 form)

	
	Affirmative Marketing Certification (form)

	
	Minority & Women Owned Business Activity Report (form)


SUPPLEMENTAL 4% TAX CREDIT DOCUMENTS

	Date

Submitted
	Item

	
	4% Transmittal Form with LIHTC Application Charge attached

http://www.ohcs.oregon.gov/OHCS/HD/HRS/LIHTC/4PercentApp/4_LIHTCS01AppSubForms.doc 

	
	4% LIHTC Supplemental Application Forms http://www.ohcs.oregon.gov/OHCS/HD/HRS/LIHTC/4PercentApp/4_LIHTCS07ApplicForms.doc 

	
	Calculating of Tax Credit (Part of Bond Excel spreadsheets)

	
	Determining Qualified Basis (Part of Bond Excel spreadsheets)

	
	10 Year Chain of Title Search

	
	Letters of Community Support


QUALITY DEVELOPMENT OBJECTIVES

Quality development is “smart” because it uses land efficiently, facilitates a range of transportation choices, and attracts people. By using land efficiently, smart development minimizes infrastructure development and maintenance costs for communities, as well as land development costs for developers. By providing a range of transportation choices, smart development reduces our dependence on the automobile, thereby protecting the environment, creating more affordable living situations for people, and minimizing future expenditures on road construction and maintenance.

Review and respond to each of the QDOs on a separate page as they relate to the proposed project. Limit your responses to 2-3 sentences for each QDO.
	Objective #1: Describe briefly how the project promotes compact development within the urban growth boundaries to minimize the costs of providing public services and infrastructure and to protect resource land outside urban growth boundaries.

	X


	Objective #2: Describe briefly how the project gives priority to a quality mix of development that addresses the economic and community goals of a community and region.

	X


	Objective #3: Describe briefly how the project encourages mixed use, energy efficient development designed to encourage walking, biking and transit use (where transit is available). 

	X


	Objective #4: Describe briefly how the project supports development that is compatible with a community’s ability to provide adequate public facilities and services.

	X


	Objective #5: Describe briefly how the project facilitates development that is compatible with community and regional environmental concerns and available natural resources (e.g., available water, air quality, etc). 

	X


	Objective #6: Describe briefly how the project supports development that provides for a balance of jobs and affordable housing within a community to reduce the need to commute long distances between home and work, thereby minimizing personal commuting costs as well as public and societal costs of expanding the transportation infrastructure.

	X


	Objective #7: Describe briefly how the project promotes sustainable local and regional economies in order to provide jobs for residents and financial support for community services. 

	X


CONTRACTOR’S ESTIMATE OF COSTS – (RESIDENTIAL)

	Project Name:
	     

	Project Location:
	     

	Name of Individual Providing Estimate:
	     

	Phone Number:
	     
	Date of Estimate:
	     

	Total # of Units:
	     
	Total Building Sq. Ft.:
	     


	DIVISION
	ITEM
	COST
	PER UNIT
	PER S.F.

	General Requirements
	General Conditions
	
	
	

	
	Contractor Overhead
	
	
	

	
	Contractor Profit
	
	
	

	
	Bond Premium
	
	
	

	
	Allowances
	
	
	

	
	Field Engineering
	
	
	

	
	Alternates/Alternatives
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Site Work
	Demolition
	
	
	

	
	Earth Work
	
	
	

	
	Site Utilities
	
	
	

	
	Paving & Surfacing
	
	
	

	
	Site Improvements
	
	
	

	
	Landscaping
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Concrete
	Cast-in-Place Concrete
	
	
	

	
	Cementitious Decks
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Masonry
	Unit Masonry
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Metals
	Structural Metal Framing
	
	
	

	
	Metal Fabrications
	
	
	

	
	Ornamental Metal
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Wood & Plastics
	Rough Carpentry
	
	
	

	
	Finish Carpentry
	
	
	

	
	Architectural Woodwork
	
	
	

	
	Plastic Fabrications
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Thermal & Moisture

  Protection
	Waterproofing
	
	
	

	
	Insulation
	
	
	

	
	Roofing
	
	
	

	
	Siding
	
	
	

	
	Sheet Metal
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Doors & Windows
	Doors
	
	
	

	
	Windows
	
	
	

	
	Miscellaneous
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	


	Finishes
	Gypsum Wallboard
	
	
	

	
	Tile
	
	
	

	
	Acoustical Treatment
	
	
	

	
	Resilient Flooring
	
	
	

	
	Carpeting
	
	
	

	
	Painting
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Specialties
	Lockers
	
	
	

	
	Postal Specialties
	
	
	

	
	Folding Partitions
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Equipment
	Maintenance
	
	
	

	
	Commercial Laundry
	
	
	

	
	Waste Handling
	
	
	

	
	Detention
	
	
	

	
	Water Supply/Treatment
	
	
	

	
	Fluid Waste Disposal
	
	
	

	
	Food Service
	
	
	

	
	Residential Equipment
	
	
	

	
	Unit Kitchens
	
	
	

	
	Recreational/Therapeutic
	
	
	

	
	Telecommunications
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Furnishings
	Mfg Cabinets/Casework
	
	
	

	
	Window Treatments
	
	
	

	
	Furniture/Accessories
	
	
	

	
	Appliances
	
	
	

	
	Special Equipment
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Special Construction
	Sound & Vibration Control
	
	
	

	
	Swimming Pools
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Conveying Systems
	Elevators
	
	
	

	
	Lifts
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Mechanical
	HVAC
	
	
	

	
	Plumbing
	
	
	

	
	Fire Protection
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Electrical
	Service & Distribution
	
	
	

	
	Lighting
	
	
	

	
	Communications
	
	
	

	
	Heating & Cooling
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	TOTAL CONSTRUCTION COST
	
	
	


CONTRACTOR’S ESTIMATE OF COSTS - (COMMERCIAL)
	Project Name:
	     

	Project Location:
	     

	Name of Individual Providing Estimate:
	     

	Phone Number:
	     
	Date of Estimate:
	     

	Total # of Units:
	     
	Total Building Sq. Ft.:
	     


	DIVISION
	ITEM
	COST
	PER UNIT
	PER S.F.

	General Requirements
	General Conditions
	
	
	

	
	Contractor Overhead
	
	
	

	
	Contractor Profit
	
	
	

	
	Bond Premium
	
	
	

	
	Allowances
	
	
	

	
	Field Engineering
	
	
	

	
	Alternates/Alternatives
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Site Work
	Demolition
	
	
	

	
	Earth Work
	
	
	

	
	Site Utilities
	
	
	

	
	Paving & Surfacing
	
	
	

	
	Site Improvements
	
	
	

	
	Landscaping
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Concrete
	Cast-in-Place Concrete
	
	
	

	
	Cementitious Decks
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Masonry
	Unit Masonry
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Metals
	Structural Metal Framing
	
	
	

	
	Metal Fabrications
	
	
	

	
	Ornamental Metal
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Wood & Plastics
	Rough Carpentry
	
	
	

	
	Finish Carpentry
	
	
	

	
	Architectural Woodwork
	
	
	

	
	Plastic Fabrications
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Thermal & Moisture

  Protection
	Waterproofing
	
	
	

	
	Insulation
	
	
	

	
	Roofing
	
	
	

	
	Siding
	
	
	

	
	Sheet Metal
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Doors & Windows
	Doors
	
	
	

	
	Windows
	
	
	

	
	Miscellaneous
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Finishes
	Gypsum Wallboard
	
	
	

	
	Tile
	
	
	

	
	Acoustical Treatment
	
	
	

	
	Resilient Flooring
	
	
	

	
	Carpeting
	
	
	

	
	Painting
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Specialties
	Lockers
	
	
	

	
	Postal Specialties
	
	
	

	
	Folding Partitions
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Equipment
	Maintenance
	
	
	

	
	Commercial Laundry
	
	
	

	
	Waste Handling
	
	
	

	
	Detention
	
	
	

	
	Water Supply/Treatment
	
	
	

	
	Fluid Waste Disposal
	
	
	

	
	Food Service
	
	
	

	
	Residential Equipment
	
	
	

	
	Unit Kitchens
	
	
	

	
	Recreational/Therapeutic
	
	
	

	
	Telecommunications
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Furnishings
	Mfg Cabinets/Casework
	
	
	

	
	Window Treatments
	
	
	

	
	Furniture/Accessories
	
	
	

	
	Appliances
	
	
	

	
	Special Equipment
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Special Construction
	Sound & Vibration Control
	
	
	

	
	Swimming Pools
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Conveying Systems
	Elevators
	
	
	

	
	Lifts
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Mechanical
	HVAC
	
	
	

	
	Plumbing
	
	
	

	
	Fire Protection
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	Electrical
	Service & Distribution
	
	
	

	
	Lighting
	
	
	

	
	Communications
	
	
	

	
	Heating & Cooling
	
	
	

	
	Other (specify)
	
	
	

	
	  SUBTOTAL
	
	
	

	TOTAL CONSTRUCTION COST
	
	
	


HOUSING AND COMMUNITY SERVICES DEPARTMENT



STATE OF OREGON



APPRAISER’S INSTRUCTIONS

(Note: This form is completed by the Loan Officer and forwarded as appropriate.)

	Project Name:
	     

	Project Address:
	     

	  City, State, Zip
	     

	Number of Units
	     
	Project Type:
	     

	 FORMCHECKBOX 
 New Construction
	 FORMCHECKBOX 
 Acquisition/Rehabilitation


	Estimated Loan Amount:
	     
	

	Estimated Interest Rate:
	     
	Term:
	     

	Estimated 4% Tax Credit Allocation: (If Applicable)
	
	$     


Oregon Housing and Community Services (OHCS) is underwriting the above-named development for potential permanent loan funding. OHCS’s funding source will be from the sale of tax-exempt bonds. The Appraiser should contact the Loan Officer for OHCS as soon as possible to verify the project information and anticipated completion date for the appraisal.

	OHCS Loan Officer:
	     

	Phone Number:
	     


Note:  Both the Construction Lender and the Appraiser should contact the Loan Officer for the Department as soon as possible to verify the project information and anticipated completion date for the appraisal. In order for the Appraisal to be acceptable to the Department, the Department must be named as an intended user in the report.
Upon completion of the appraisal, submit three (3) copies of the completed appraisal to OHCS.

Prior to loan commitment, OHCS requires a Complete Appraisal with a Self-Contained Report prepared by a State Certified Appraiser, which reflects a value sufficient to support OHCS’s loan. OHCS’s loan to value may not exceed 85% of the appraised value. Generally, OHCS will accept the appraisal received by the interim lender as long as the appraisal meets OHCS’s requirements and is less than six (6) months old at the time the permanent loan commitment letter is issued.

Upon completion of the project and prior to OHCS closing the permanent loan, a Recertification of Value Letter will be required from the State Certified Appraiser if the appraisal is over six (6) months old. The Recertification should be included in the price quote for the initial appraisal. In addition to the Recertification, a revision of the remaining economic life will also be required to address the recent rehabilitation. If the appraisal is over twelve (12) months old, a Limited Appraisal with a Summary Report may be required. The recertification must name the Department as an intended user in the report.
Projects financed by OHCS require a portion of units be set aside and rented to low and very low-income households. Low and very low-income rents are based upon HUD published area median income rent levels. However, there are financing benefits that may add to the value of the project. The Income Approach must consider:

1. Valuation at stabilized occupancy assuming market rents;

2. Valuation at restricted rents, including the value of other benefits such as:

· The interest rate is below-market rates and fixed for the term of the loan;

· The loan term is generally 30 years with no prepayment allowed;

· The loan may be assumed by a qualified buyer;

· Property tax abatements;

· Low Income Housing Tax Credits; and

· Any other financially favorable benefits the project may be receiving.

Included in the appraisal must be an analysis of the market. A project proposed for financing must have an adequate market for the number of units and type of development proposed. The market analysis included in the appraisal must contain the following:

COMPLETE MARKET ANALYSIS REPORT REQUIREMENTS

Market Analyst List

A list of approved market analysts is available from OHCS via the website at www.ohcs.oregon.gov/OHCS/HD/HRS/LIHTC/ApprovedMarketAnalystList.doc. This list is composed of analysts meeting minimal requirements, but does not guarantee an acceptable market analysis report. 

Competitive CFC
The following Market Analysis outline applies specifically to applicants who have received a reservation of competitive Low-Income Housing Tax Credits. It contains directions and guidance for the market analyst, and also includes a report outline to assist the independent, third party market analysts in meeting OHCS reporting requirements. 

Non-Competitive LIHTC and Tax-Exempt Bonds

Projects applying for 4% LIHTC and tax-exempt bonds must provide a complete market analysis in order to meet requirements for a complete application. The 4% LIHTC and OHCS bond applications will be reviewed and approved concurrently. The market analysis may be combined with the full narrative appraisal as long as the appraiser is an OHCS approved market analyst. However, if OHCS concludes the market information is inadequate or incomplete, additional market analysis may be required. 

During the underwriting process, OHCS will make the final decision regarding the adequacy of the Analysis and reliability of the conclusions reported in the third-party Market Analysis. Market analyses should reflect current conditions and consider future trends and therefore, include updated information if they are older than six months by the time they are submitted to OHCS. OHCS reserves the right, at its sole discretion, to reject the third party analysis, require additional information, require amendment to the original report based upon the third-party analysis, or accept the analysis.

The Complete Market Analysis must provide the information requested in the following outline. This outline should not be considered a rigid format, but the report should be at least similar to the following outline and include the requested information. Information not available should be specifically stated. The report should include any additional information and analysis the market analyst deems necessary to producing reliable and creditable conclusions for project.   

The following provides a market analysis outline to guide the independent, third-party market analyst in completing the required report. The first portion of the report requires description and analysis of the region, neighborhood, site, and improvements. These components link the locational and physical characteristics of the project to its surrounding market area and targeted population. Site and improvement analyses measure the productivity and marketability of these characteristics, and provide a market-supported basis for approving or recommending any beneficial changes in the project for further consideration. 

The next segment of the report is the analysis of the subject’s market and potential for marginal (unmet) demand. Rental surveys, adjustments to comparables, and conclusions identify appropriate unit rents for various scenarios of financial analysis. A demand/supply analysis will eventually conclude whether sufficient marginal demand is present in the market to support construction, conversion, or rehabilitation of the project. 

Although marginal demand can be quantified with demographic analysis, additional variables including vacancy analysis, data regarding rent concessions, housing authority and specific comparable project wait lists, absorption data, and anecdotal data provide equally important facts and conclusions. The bulk of all the data leads to a reconciliation of marginal demand for the project under analysis. The analyst’s conclusions must make a compelling argument for the project’s demand in the marketplace and at the unit rents estimated.

Grids and tables created and included by the analyst should provide sufficient detail to allow the reader to follow the narrative discussion presented in a specific section of the report. 

The market analyst must report the sources (name and phone number if applicable) of the data in sufficient detail for OHCS independent verification. The market analysis must be discussed and explained in sufficient detail to allow the reader to follow the analyst’s calculations, logic, and line of reasoning. Data must be reliable and conclusions for each step reasonable and supported in the report. 

COMPLETE MARKET ANALYSIS OUTLINE

1. Report Title Page

2. Letter of Transmittal

Include the client’s name, purpose of the report, use of the report, and the intended users of the report. State OHCS as an intended user of the report. (Include analyst’s OR state certification number and expiration date with signature if applicable).

3. Table of Contents

4. Executive Summary

· Summarize significant conclusions from the primary sections of the report. Consider this as a short, concise section preferably of only one-to-two pages. 

· Summarize significant recommendations and/or suggested modifications to project.

5. Photographs of Subject

Color photos of subject (& adjacent property only if significant)

6. Assumptions and Limiting Conditions

State any assumptions (including extraordinary) and limiting conditions of the report impacting the analyses or conclusions.

7. Scope of the Assignment

· Talk to the reader and set the report up in this section by alerting the reader of what to expect, both positive and negative, in the report.

· The analyst must discuss the scope of the assignment. Report and describe the process of collecting and analyzing the data, what data may be lacking, any difficulties with the data or analysis, reliability/unreliability of data or conclusions, analytical limitations, and other factors significant to the assignment and conclusions. 
8. Regional Description (include map)

This section discusses the greater economic area influencing the subject. Report the trends in population, employment, income, and those variables influencing the subject both at present and in the foreseeable future. Conclude with the positive and negative regional influences on the subject. Answer the question “Does the current and forecast economy of the area support the proposed project?”

· Population – region applicable to the subject (i.e. state, metro, county) with minimal 5-year historical, five to 10-year projections, discuss trends impacting the subject.

· Income - regional with minimal 5-year historical and anticipated trends.

· Discuss CPI and the market’s anticipated trends impacting the subject.

· Employment – regional

· Employment structure and trends, influence on the subject target population

· Economic base and trends

· Largest employers and trends

· Reliance on single employer or industry?

· Minimal 5-year historical, 10-year projection, trends

· Unemployment history (5 to 10 year) and trends

· Regional factors/trends impacting the subject and market.

9. Neighborhood and Primary Market Area (PMA) Description (including map)

Describe and discuss the subject’s immediate neighborhood and surrounding property uses. What are the trends and how do they influence the subject’s marketability and potential success? Note: The neighborhood does not necessarily coincide with the PMA, which may be discussed in a later section when describing the market area.


· Discuss and support reason for selecting the defined neighborhood.

· Population - trends in population, income, and employment. How do these trends impact the future of the subject project?

· Employment - if differs from regional, discuss differences and impact on the subject.

· Linkages - proximity (blocks or miles) to local services and resident services for the target population, schools, transportation linkages and mass transit, parks/recreation, medical services, employment (linkages pertinent to the target population).

· Marketability of the neighborhood (pro and con).

· Relationship of subject to its neighborhood.

· Does the neighborhood provide an acceptable locational environment for the project?

10. Site Description

This section should answer questions as to the positive and negative characteristics of the site and conclude if the site is acceptable for the intended development. Are there any site characteristics triggering an alternative site selection process?

· Details of site - discuss site characteristics and address issues such as physical attributes, size, utilities, topography, flood zone, wetlands, easements and deed restrictions, zoning, real estate taxes, environmental concerns, linkages, etc. Include the tax parcel number(s) and/or legal description.

· Are there any site characteristics which would significantly increase site development costs?

· Proximity to adverse externalities (i.e. airports, railroads, high voltage lines, noise generators, major highways, visible uses, security, etc.).

· Discuss and describe surrounding land uses both positive and negative.

· Conclude the productivity/suitability of the site for the project, both positive and negative.

· Does the site require alternative site analysis?

· Include plat, flood, and zoning maps.

11. Improvement Description

This section should link the improvements to the site and the target population. Describe the improvement characteristics and discuss if each characteristic is acceptable to the market and population served. Recommend if something should be considered for change or redesign to improve the project, better serve the tenant, and/or reduce construction costs.

· Unit and complex layout on the site (site plan).

· Description of the units including:

· Inventory unit types (are the unit types marketable?).

· Unit square footages (unit sizes appropriate for the targeted market) and are the equal to or larger than Department minimum sizes?

· Unit mix (is it appropriate and supported by market evidence)

· Unit amenities: identify what unit amenities such as patios/decks, dishwashers, in-unit washer/dryers, etc. are present or lacking in the subject as compared with the market. Discuss the impact of unit amenities on marketability.

· Project amenities: identify what project amenities such as onsite office, clubhouse, community room, laundry room, playground, and others that or present or lacking as compared with the market. Impact on marketability. Are there additional onsite amenities to specifically serve the targeted population?

· Parking: describe and analyze number of spaces, legally conforming to zoning, type (open, carport, garage, etc), parking rents, handicapped spaces, the relationship (distances) of the parking to the units. Impact on marketability.

· Discuss any physical, functional (superadequate or inadequate), or external obsolescence.
· Conclude and compare characteristics and suitability of the subject as both a conventional market-rate complex and as a low-income project.

· Improvements marketability: conclude the anticipated market response (+ & -) to the improvements and why. Is there anything that could be changed to improve marketability, reduce cost, and/or better serve the target population?

· Include site plan and appropriate plan reductions if available.

· Include project schedule.

ANALYSIS OF SPECIFIC MARKET: The section serves two purposes. First, a rental analysis estimates the affordable rents applicable to the subject’s specific units by comparison with both restricted rent calculations and market rents. Second, it concludes whether or not sufficient demand exists for the subject project. 

The market analyst must report the sources (name and phone number if applicable) of the data in sufficient detail for OHCS independent verification. The market analysis must be discussed and explained in sufficient detail to allow the reader to follow the analyst’s calculations, logic, and line of reasoning. Data must be reliable and conclusions for each step reasonable and supported in the report.
12. Target Market Identification

· Present a summary discussion of the subject's affordable housing program (LIHTC, HOME, ADF, etc.).
· Identify the target market population (i.e. family, seniors, special needs).

· Identify the MFI ranges (bands) targeted for project (50%, 60%, etc.). Analysis of income bands above 30% MFI should be prepared in 10% intervals:

1) 0 to 30%

2) >30 to 40%

3) >40 to 50%

4) >50 to 60%).

· Define the Primary Market Area (PMA - geographic target market area and boundaries (include map). Discuss and explain the reasoning for the selection of the PMA. Explain additional areas of capture only if pertinent, supportable, and not already include in the demographic data.

13. Rent Analysis
For both market and affordable rents, if the comparables are offering concessions, deduct the concessions from the street (quoted or face) rent to estimate the effective rent. Use the effective rent in further analysis. 

Frequently in less populated areas the question is asked “What if there are no comparables in my PMA”? The suggested solution is to continue to geographically expand the search area into economically similar communities or areas, which do have comparables. Adjust these comparables to the subject with the final consideration of making a reasonable locational adjustment if this adjustment is warranted. 

A. Conventional Market (market-rate)

· Provide an overview of the competitive conventional housing market (or sub market) applicable to the subject. What are the trends?

· Discuss rents, rental trends (increases-decreases), concessions, vacancy, absorption, anecdotal data, and additional variables impacting the subject and PMA.

· Research and verify a minimum of six appropriate rent comparables (before and after 1990), include a summary grid of the comparables.

· Include comparable detail sheets and photos in the report or addenda.

· Adjust comparable rentals, support adjustments, and conclude conventional market rents applicable to the subject’s specific individual unit types as if it were a market-rate complex. 

· Include adjustment grids and supportive discussion leading to reasonable conclusions.

· If the subject project is new construction, research at least five similar complexes built prior to 1990 and discuss rents as compared to the subject. Are the subject rents below, at, or above this group of rents and quantify the difference.

B. Affordable Market (low income)

· Provide an overview of the affordable housing market (sub market) applicable to the subject.

· Discuss rents, rental trends, concessions, vacancy, absorption, any additional variables impacting the subject and PMA.

· Research and verify appropriate low-income rent comparables (minimum of six) and include a summary grid. 

· Include comparable detail sheets and photos in the report or addenda.

· Discuss and calculate subject’s applicable affordable (gross) rents, discuss and deduct the appropriate and applicable utility allowances, conclude the calculated gross allowable (net) rents for the subject.

Extraordinary adjustments recognizing atypical premiums in the market such as floor height of unit, unit orientation, view premiums, adjacency to wooded areas or riverfront, and other similar premiums are not to be included in the market rent estimate in this section of the analysis.

· Compare the market rents to the calculated gross allowable (net) rents; adjust subject gross allowable rents to at least 10% below market if necessary. 

· Conclude an estimate of gross allowable rents (what the tenant actually pays the landlord) applicable to each subject unit type. 

14. Demand Analysis

Demand for the proposed units must identify new demand. Residents at existing similar properties at similar rent levels to those proposed are not new demand. Neither are those units simply involved with normal turnover movement. Avoid consideration for “substandard units” unless market supported data is available. Avoid the simplistic use of census data for “rent burdened” households without qualifying the data and conclusions.

A. Vacancy (physical) Analysis: Discuss and conclude an occupancy/vacancy rate applicable to the subject from the market (submarket) data and rent comparables. Conclude by unit type if available. Conclude the indicated demand for the subject unit types from the vacancy analysis. Physical vacancy is considered to include unleased units. Any leased, but not yet physically occupied units are not considered vacant. 

B. Wait List Analysis: Discuss data obtained from general wait lists such as housing authorities as well as specific wait lists from the comparables in the subject’s area. Verify the wait list has been recently updated and reflects current demand. Wait list data should include segregation by income ranges and unit types applicable to the subject and the target population, not just the total number of households on the list. Include housing voucher discussion. Conclude the indicated demand for the subject from wait list data.

C. Rental Concessions: Discuss trends in rent concessions and conclude what these trends are indicating for demand. 

D. Absorption Analysis: Discuss and conclude an absorption scenario (pre-leasing, absorption period, total time to stabilize) applicable to the subject from the market (submarket) data, absorption comparables, and primary rent comparables from above. The conclusions should represent the most supportable absorption scenario from the market data. State whether this indicates demand for the subject or not.

E. Anecdotal Data Analysis: Report and discuss anecdotal data germane to the assignment and collected from primary surveys, such as the comparable rental surveys, during the assignment. What are the market participants saying about the current market and trends? Conclude the indicated demand for the subject.

F. Demographic Analysis: This is a data gathering, analytical, mathematical process, which can vary by analyst. Analytical variations between analysts are expected. Analysis is typically directed at the PMA. The target market must be analyzed by at least:

· population

· age (if applicable)

· households

· household sizes

· tenure (propensity to rent)

· structure type (single-family attached/detached, multi-family units, etc.)

· unit type (studio, one, two, three bedroom unit, etc.)

· household income (in percent intervals described in Sec. 12 above) and eliminate any income crossover

This demographic demand analysis is only one portion of evaluating marginal demand for a project. Its importance and reliability should be considered in conjunction with the analyses of the preceding variables.

15. Supply Analysis

A. Existing Supply: Inventory the existing supply competitive with the subject by age, structure type, unit type, and income levels. OHCS maintains a continually updating existing and proposed list of affordable inventory in the State. The list is not considered complete and all data should be verified for accuracy. The list is available from the OHCS website.  

B. Proposed Supply: Inventory the proposed (pipeline) supply competitive with the subject by income band and unit type. Evaluate the probability and timing of each project’s entry in the market.

C. Housing Authorities: Discuss current and proposed supply with the local housing authority, various agencies and authorities such as HUD, RD, or OHCS who can assist in supply selection. Discuss supply by income range and unit types applicable to the subject, and not just gross numbers.

D. RAD Contact: Contact the OHCS Regional Advisor to the Director (RAD) for additional data regarding projects in the pipeline.

E. Census Data: If census data is used to segment supply by allocating either contract rent by household or gross rent as a percent of household income, it is imperative to segment the subject’s structure type away from other structure types. This must be adequately explained in the report.

F. Discuss any pertinent supply characteristics such as building permits, zoning changes, PMA development directions, or competitively zoned land available for development as they influence the subject’s position in the market.

16. Reconciled Estimate of Marginal Demand

Reconcile all of the above indicators of demand and supply into reasonable conclusions of marginal demand by unit type and income band, supported by the data and analyses. Consider and compare all of the indicators including vacancy, wait lists, concessions, absorption data, anecdotal data from market participants, and demographic analysis. A table of concluding marginal demand quantifies this analysis by unit type and income band. Provide a clear, concise, reasonable conclusion as to whether or not the subject is demanded by the market. If marginal demand is present, estimate the subject’s capture rate. 

17. Capture Rate Development

· Estimate appropriate capture rate(s) applicable to the subject. Does the capture rate fall within the established development parameters for construction?

· A capture rate estimate of 25% should be used as a maximum benchmark for project development. A rate less than 25% indicates a stronger market. A rate above 25% indicates a weaker market. 
· Note that this 25% benchmark can change with various populations. Many special needs populations demand a higher capture rate, while a 50 to 60% MFI family project may indicate a lower capture rate is necessary in competitive markets. 
· The analyst must make a clear, concise, concluding statement as to whether or not the data, analysis, and conclusions support development, acquisition, or rehab of the project.

18. Certification

19. Addendum

· Title Report (if available)

· Legal Description (if available)
· Market Rent Comparables

· Affordable Rent Comparables

· Additional applicable project specific data if necessary
· Qualifications of Analyst(s)

OHCS may not require a market analysis where there is a demonstrated market need for a project for disabled persons and can be verified, in writing, by the County and/or State agencies responsible for placing residents. OHCS will accept as verification a waiting list containing three times the number of disabled persons needed to fill the proposed project.

Because every market and development is unique, the contents of every market analysis will be different. At the sole discretion of the Department, the market analysis must satisfy OHCS that a market exists for the number of units and type of development proposed. OHCS may require additional information as part of the appraisal/ market analysis as it deems appropriate.

NONPROFIT LEGAL OPINION

Borrower’s Legal Counsel’s Letterhead

Date

Oregon Housing and Community Services

Attn: (Loan Officer’s Name)

PO Box 14508

Salem, OR 97309-0409

RE: Legally Formed 501(c)(3) Nonprofit Entity

The borrower’s counsel should opine that:

The Corporation is a nonprofit corporation duly organized, validly existing and in good standing under the laws of the State of ______________________ (the “State”). The Corporation is qualified, authorized and licensed to engage in business in the state of Oregon. The Corporation is an organization described in Section 501(c)(3) of the Internal Revenue Code that is not a “private foundation” as described in Section 509(a) of the Internal Revenue Code and that is organized and operated exclusively for charitable purposes, not for pecuniary profit, no part of the net earnings of which inures to the benefit of any person, private stockholder or individual, all with the meaning of Section 501(c)(3) of the Code. The Corporation is exempt from federal income taxes (except for unrelated business income subject to taxation under Section 511 of the Internal Revenue Code); and not of the facilities financed with proceeds of the loan is used in any activity which constitutes an unrelated trade or business of the Corporation.

(Signature)

 BUSINESS AUTHORIZATION FOR CREDIT INVESTIGATION

	Project Name:
	


	1. Customer Information

	Name:
	
	Account Number:
	

	Requested By:
	
	Phone:
	

	Loan #:
	
	Fax:
	

	2. Business Information

	Business Name:
	
	Contact Name:
	

	DBA:
	
	Phone:
	

	Tax ID:
	
	Years in Operation:
	

	Address:
	

	City:
	
	State:
	
	Zip:
	

	3. Company Officers

	Name:
	
	Position:
	

	Name:
	
	Position:
	

	Name:
	
	Position:
	

	4. Business References (Optional)

	1. Company Name:
	
	Phone:
	

	Contact Name:
	
	

	
	
	
	

	
	
	
	

	2. Company Name:
	
	Phone:
	

	Contact Name:
	
	

	
	
	
	

	
	
	
	

	3. Company Name:
	
	Phone:
	

	Contact Name:
	
	

	
	
	
	

	
	
	
	

	4. Company Name:
	
	Phone:
	

	Contact Name:
	
	

	
	
	
	

	
	
	
	

	5. Company Name:
	
	Phone:
	

	Contact Name:
	
	

	
	
	
	

	
	
	
	

	6. Company Name:
	
	Phone:
	

	Contact Name:
	
	


Attach a list of Trade References for the business

I/We certify that all of the information provided in this authorization (and all additional information given in connection with this investigation) is complete and correct. I/We authorize you to investigate my credit and income and to answer questions from credit reporting agencies and from others about my/our credit and account histories. I/We authorize any person or credit reporting agency to complete or furnish to you any information it may have or obtain in response to your credit inquiries. I/We understand that I/we may dispute the accuracy of any information provided to you by the credit reporting agency.

	

	Signature

	

	Date


INDIVIDUAL AUTHORIZATION FOR CREDIT INVESTIGATION

	Project Name:
	


	Full Legal Name:
	
	SS#:
	
	DOB:
	

	Employer:
	
	Contact Name:
	

	Position:
	
	Phone #:
	


	Spouse’s

Full Legal Name:
	
	SS#:
	
	DOB:
	

	Employer:
	
	Contact Name:
	

	Position:
	
	Phone #:
	


	Current Address:
	
	
	
	

	
	City
	State
	Zip
	Telephone

	Previous Address:
	
	
	
	

	
	City
	State
	Zip
	Telephone


	Bank Name:
	
	Account #:
	

	
	
	Phone #:
	

	Bank Name:
	
	Account #:
	

	
	
	Phone #:
	


I/We certify that all of the information provided in this authorization (and all additional information given in connection with this investigation) is complete and correct. I/We authorize you to investigate my credit and income and to answer questions from credit reporting agencies and from others about my/our credit and account histories. I/We authorize any person or credit reporting agency to complete or furnish to you any information it may have or obtain in response to your credit inquiries. I/We understand that I/we may dispute the accuracy of any information provided to you by the credit reporting agency.

	
	

	Signature
	Spouse’s Signature

	
	

	Date
	Date


EXAMPLE


This is an example of the Appraiser’s Instructions.





EXAMPLE


This is an example for the nonprofit legal opinion. 
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