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INSTRUCTIONS FOR:

Application Summary Sheet, Cover Sheet, Utility Chart, Income & Operating Expense Chart, Cash Flow, & Development Budget
General Notes:
Date every sheet, where space is provided, with month/date/year.


Use only residential-related square footage and cost.


Application Summary Sheet: Please use a minimum font size of 10 points.  Limit description to one page per activity.  At the top of the page, retype heading “Application Summary Sheet”; include project name and date (it is not necessary to retype the whole question).

Cover Sheet: Make sure the number of units is consistent with the Rent Chart.  Total sources should equal total sources on the Development Budget.  Total Development Cost should be consistent with Total Development Cost on Development Budget Sheet.  The “Funds Requested” section can serve as a worksheet for Source of Funds on VCDP’s Form N-2.

Utility Chart: Use post-construction or post-rehab figures (i.e. if fuel conversion, use proposed fuel source in the utility allowance).  Please complete one chart per building if there are different fuel types per building.  If there are different fuel types within a building, please specify.  “Totals” should be consistent with “Utility Allowances” column on the Rent Chart.

Income & Operating Expense Chart: “Other income” includes income from parking, laundry, or operating assistance for supportive services.  Do not include interest income.  If it is a mixed-use project, and commercial cash flow is used to subsidize residential portion of the development, identify it as a source under “Other Income”.  Only include “Compliance Monitoring Fee” under “Administrative” for Housing Credit projects.

Cash Flow: Information provided should be consistent with data on Rent Sheet and Cover Sheet.  Provide a 20-year cash flow projection or do for term of requested debt financing if longer than 20 years.

Development Budget: Sources must be consistent with Cover Sheet.  If it is a mixed-use project, use line 10 for total costs associated with commercial space.  Provide a breakdown of the costs associated with the commercial space on a separate attached sheet.  The Budget can serve as a worksheet for VCDP’s Form D; be sure to pay attention to activity codes used by VCDP when completing the VCDP application.

A.
Application Summary Sheet

for VCDP, VHCB (including Home and Lead), VHFA, and RHS

This Application and attached financial worksheets may be obtained on diskette at the Applicant's request.

Project Name:  



      Date:   

   
Please provide a brief summary of the project.  Specify the location of the project and describe the activity to be undertaken; housing, economic development, public facilities, or slums and blight.  Limit your description to one page for each activity.  Name the organization(s) who will be involved and describe their roles in the project.  If you are applying for VCDP funds, include project management and general administration.  List the amount and form of funding requested.  Identify all other sources of funding.  State when the project will be begin and when the project will be completed.  Summarize the important goals of the project.

If you are proposing a housing project, include a description of the type of housing, any special populations to be served, the number of buildings and the number of units.  Detail the affordability levels of projected rents (# of units < 30% of median, # of units < 50% of median, # of units < 60% of median, # of units < 80% of median, number of units <100% of median, and number of units > 100% of median.)

If you are proposing an economic development, public facilities, or slums and blight project through the VCDP program describe what is to be done including the number of jobs to be created.

     
B.
COVER SHEET 

for VHCB (including HOME & Lead), VHFA and RHS 

Project Name:  






Date:  




Sponsor Name: 










 
Sponsor Address: 









 
Telephone Number:  

     Fax:   

   Contact Person:    


  
Sponsor Status - please check all that apply:  

 FORMCHECKBOX 
 non-profit  FORMCHECKBOX 
501(c)(3)  FORMCHECKBOX 
 501(c)(4)  FORMCHECKBOX 
 public entity   FORMCHECKBOX 
 for-profit  FORMCHECKBOX 
 individual   FORMCHECKBOX 
 limited partnership   FORMCHECKBOX 
 other     


 
Project Address (street number, town/city, county, zip):  



















 
Project Type (e.g. multi family rental, mobile home park, special needs [describe] ):  
















# Units Proposed      
 
# Accessible Units       
# Adaptable Units   


# Family       

# Elderly       

# Buildings   


Funds Requested (List All Sources & Specify Payment Terms for Each Source):



$ Amount
Terms (Years,




Grant or 




Requested
Deferred/Amortizing)

Rate

Loan

VHCB


$     

 

    

     

 
    
Lead Paint Reduction
$     

 

    

     

 
    
HOME


$     

 

    

     

 
    
VHFA  - Permanent 
$     

 

    

     

 
    
VCDP


$     

 

    

     

 
    
RHS


$     

 

    

     

 
    
Other     
 
$     

 

    

     

 
    
Other     
 
$     

 

    

     

 
    
Other    
  
$     

 

    

     

 
    
TOTAL SOURCES 
$     

 

    

     

 
    
Construction  Financing Needed (state amount, term, rate)   


















 
Funds Previously Received for this Project:

VHCB Feasibility $ 

      
HOME CHDO Feasibility Loan $   

  
Energy Feasibility (VHCB) $  

      VHCB Project Related Capacity $    

 
VHFA Ventures $  

   
Total Development Cost of Project $ 

     (should equal sources listed above)
	C.  DEVELOPMENT TEAM



	ARCHITECT:      

	Name:      
	Phone:
     


Fax:

	Street:      
	State/City/Zip:      

	ATTORNEY:      

	Name:      
	Phone:
     


Fax:      

	Street:      
	State/City/Zip:      

	CONSULTANT:      

	Name:      
	Phone:
     


Fax:      

	Street:      
	State/City/Zip:      

	GENERAL CONTRACTOR:      

	Name:      
	Phone:
     


Fax:      

	Street:      
	State/City/Zip:      

	PROPERTY MANAGER:      

	Name:      
	Phone:
     


Fax:      

	Street:      
	State/City/Zip:      



Are there any direct or indirect financial or other interests whom a member of the development team may have with any other member of the development team?



 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No


If "Yes," please describe:


     

Are there any law suits, liens or judgments pending against the housing sponsor or the general contractor?



 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No


If "Yes," please attach separately a description of the action pending.

	D.  PROJECT INFORMATION



	FORM OF SITE CONTROL (circle one)

	Deed
	Purchase Option (Expires     /     /     )

	Contract of Sale (Expires      /     /     )
	State/City/Zip:      

	Amount of Land (Acres):      
	Other:      


E.  PERMITTING
Act 250 needed?


 FORMCHECKBOX 
 Yes
  If yes, date expected:                  

 FORMCHECKBOX 
 No

Issues:     























 
Local Zoning or Permit Approval needed?


 FORMCHECKBOX 
 Yes
  If yes, date expected:    

  
 FORMCHECKBOX 
 No

Issues:     























 
	F.  SITE DESCRIPTION



	Briefly describe the site (size, adjacent uses, existing buildings) and its proximity to services (e.g.: grocery store, health services, schools).

	 

















































































G. BUILDING(S) INFORMATION
Check all equipment that will be provided to residents:

 FORMCHECKBOX 
 Range



 FORMCHECKBOX 
 Refrigerator


 FORMCHECKBOX 
 Air Conditioning Unit

 FORMCHECKBOX 
 Disposal

 FORMCHECKBOX 
 Kitchen Exhaust Fan

 FORMCHECKBOX 
 Carpet


 FORMCHECKBOX 
 Washer/Dryer in Unit

 FORMCHECKBOX 
 W/D Hookups


 FORMCHECKBOX 
 Laundry Facilities on Site

Are the following utility systems currently available and adequate for the project for the duration of the loan?

Municipal Sanitary Sewer
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Storm Sewer
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Municipal Water System
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Electricity
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Gas
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

On-site Septic
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

On-site Well
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

If any system needs further work or state approvals, please describe plans:

 





    
Will any off-site public improvements (such as public roads) be necessary for the project?


 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

If "Yes," please describe these and the plans for providing them:   










   
H.  SOCIAL SERVICES
Briefly describe any social services that will be provided or that will be facilitated to the residents of this development:    




















  
I.  APPLICANT SUBMITTAL LETTER

Applicant's Name:  
    
The undersigned (The Applicant) hereby makes application to the Vermont Housing Finance Agency (VHFA) for financing in the amount of $  

    .

ATTACHMENTS (CHECK ALL INCLUDED IN APPLICATION)


 FORMCHECKBOX 
  Resumes of Development Team*
 FORMCHECKBOX 
 Income & Expense Chart*


 FORMCHECKBOX 
  Utility Chart*
 FORMCHECKBOX 
 Cash Flow*


 FORMCHECKBOX 
  Development Budget*
 FORMCHECKBOX 
  Rent Chart*


 FORMCHECKBOX 
  Evidence of (or Plan for) Site Control*
 FORMCHECKBOX 
 Location Map*


 FORMCHECKBOX 
  Sketch Plot Plan or Survey*
 FORMCHECKBOX 
 Preliminary Development Schedule*


 FORMCHECKBOX 
  Market Demand Data*
 FORMCHECKBOX 
 Act 250 Permit and/or local permit(s)


 FORMCHECKBOX 
  Preliminary Plans & Specifications
 FORMCHECKBOX 
 Level I Environmental Site Assessment


 FORMCHECKBOX 
  Preliminary Marketing Plan
 FORMCHECKBOX 
 Appraisal


 FORMCHECKBOX 
  Evidence of Other Funding/Financing Commitments


 FORMCHECKBOX 
  Flood Plain Map

* Note: Information denoted by an asterisk MUST be included with this application

If applying for construction financing, please also attach the following: 

 FORMCHECKBOX 
 List of sources of funds during construction

 FORMCHECKBOX 
 Month by month cash flow projections during construction

Assignment of a VHFA financing commitment can only be made with the prior approval of VHFA.

The undersigned, being duly authorized, hereby certifies that the information set forth in this Application and the accompanying schedules and in any attachments in support hereof is true, correct, and complete to the best of his/her knowledge and belief.

The undersigned agrees that it will at all times indemnify and hold harmless VHFA and the State of Vermont against and from all claims, suits, actions, judgments, losses, costs, damages, expenses and liabilities, whatsoever in nature or kind including, but not limited to attorney's fees, litigation and other court costs, amounts paid in settlement and amounts paid to discharge judgement, directly or indirectly resulting from, arising out of, or related to acceptance, consideration and approval or disapproval of this financing request.

In witness whereof this Applicant has caused this application to be executed in its name on this     
  day of   
   , 19     .


By:
   



  


Applicant



   



  


Its Duly Authorized Agent



   



  


Title

	 PRIVATE 

Utilities
	Utility Type

(specify Gas, Oil Electric, etc)
	Utilities paid by:
	Utility Allowance for each bedroom size

(only for utilities paid by tenants)

	
	
	
	0-BR
	1-BR
	2-BR
	3-BR
	  -BR

	Heating
	
	___ Owner
___ Tenant
	
	
	
	
	

	Air Condition
	
	___ Owner
___ Tenant
	
	
	
	
	

	Cooking 
	
	___ Owner
___ Tenant
	
	
	
	
	

	Lighting
	
	___ Owner
___ Tenant
	
	
	
	
	

	Hot Water
	
	___ Owner
___ Tenant
	
	
	
	
	

	Water
	
	___ Owner
___ Tenant
	
	
	
	
	

	Sewer
	
	___ Owner
___ Tenant
	
	
	
	
	

	Trash
	
	___ Owner
___ Tenant
	
	
	
	
	

	
	
	TOTALS:
	
	
	
	
	


ASSUMPTIONS:

Estimated annual percentage increase in income from rental units?                 %

Estimated annual percentage increase in income from other sources?                 %

Estimated annual percentage increase in operating expenses?                 %

Residential Vacancy Allowance  
 %

Commercial Vacancy / Other Income Loss Allowance         %

INCOME:

Income from Rents:  
  Note: 
This should equal the total of the 
“Proposed Rent” column of the Rent Chart

Other Income:









Other Income:

$                   

Source:






Other Income:

$                   

Source:






Other Income:

$                   

Source:





Total Income:  





ANNUAL OPERATING EXPENSES:

Administrative




Maintenance

Management Fee




Maint./Janitor Payroll





Supportive Services



Janitor Supplies





Audit/Accounting




Exterminating





Legal





Trash Removal





Compliance Mon. Fee



Snow Removal





Marketing





Grounds






Other





Repairs Material




Total Admin. Cost




Repairs Contract











HVAC Repairs/Maint.




Utilities





Elevator Contract/Repairs




Electricity





Painting and Decorating





Fuel





Other






Water and Sewer




Total Maintenance Cost





Fire Alarm/Emerg







Other










Total Utilities Cost



Other







Real Estate Taxes











Property Insurance











Replacement Reserves











Primary Debt Service










Other “must pay” debt service










Other











Total Other Cost











Total Operating Expense




	
Budget Summary

Total Units:

Total Cost:


Cost per Unit:


Total Square Feet:


(gross living area)


Cost per Square Foot:



	
Cash Flow Budget
Show projection for at least a 20-year period.  Indicate any 



changes in trending assumptions during the period.









Year


Operating Income


1
2
3
4
5  . . . . . . . . . 20



Gross rent



Other Income



Vacancy and bad debt losses


Total Operating Income


Operating Expenses



Total Expenses (excluding Reserves)



Reserves


Total Operating Expense


Net Operating Income


Debt Service:



Loan One:



Loan Two:



  (etc.)


Annual Cash Flow


Operating Subsidies/Sinking Fund


Cumulative Cash Flow


Cumulative Reserves



Note:  Please include all cost categories relevant to your project whether or not they are listed above.  Please provide a separate detail of all loan repayment schedules or amortization tables, and distinguish between “must pay” debt and debt that is paid out of available cash flow.



	M.  DEVELOPMENT BUDGET
	
	
	
	
	Project Name: 






Date: 








	
	
	
	
	
	Allocation of  
	Sources
	
	

	
	
	
	VHCB
	HOME
	VCDP
	Debt
	Equity
	Other

	
	Itemized Costs

	Total
Development

Costs


	Terms:

     
	Terms:

     
	Terms:

     
	Source & Terms:

     
	Source & Terms:

     
	Source & Terms:

     

	
	ACQUISITION 
	
	
	
	
	
	
	

	1
	Land
	     
	     
	     
	     
	     
	     
	     

	2
	Purchase of Building(s)
	     
	     
	     
	     
	     
	     
	     

	3
	Demolition (without replacement)
	     
	     
	     
	     
	     
	     
	     

	4
	Property Appraisal
	     
	     
	     
	     
	     
	     
	     

	5
	Legal - Title and Recording
	     
	     
	     
	     
	     
	     
	     

	
	SUBTOTAL - ACQUISITION
	     
	     
	     
	     
	     
	     
	     

	
	CONSTRUCTION HARD COSTS
	
	
	
	
	
	
	

	6
	Rehabilitation
	     
	     
	     
	     
	     
	     
	     

	7
	New Building(s)
	     
	     
	     
	     
	     
	     
	     

	8
	Accessory Building(s)
	     
	     
	     
	     
	     
	     
	     

	9
	Sitework
	     
	     
	     
	     
	     
	     
	     

	10
	Commercial Space Costs (if any)
	     
	     
	     
	     
	     
	     
	     

	11
	General Requirements
	     
	     
	     
	     
	     
	     
	     

	12
	Contractor Overhead
	     
	     
	     
	     
	     
	     
	     

	13
	Contractor Profit
	     
	     
	     
	     
	     
	     
	     

	14
	Construction Contingency 
	     
	     
	     
	     
	     
	     
	     

	15
	Construction Management
	     
	     
	     
	     
	     
	     
	     

	16
	Construction Bond Fee
	     
	     
	     
	     
	     
	     
	     

	17
	Hazardous Materials Abatement
	     
	     
	     
	     
	     
	     
	     

	18
	Off-site Improvements
	     
	     
	     
	     
	     
	     
	     

	19
	Furnishings, Fixtures, & Equipment
	     
	     
	     
	     
	     
	     
	     

	20
	Other (



)
	     
	     
	     
	     
	     
	     
	     

	
	
SUBTOTAL - HARD COSTS
	     
	     
	     
	     
	     
	     
	     


	M.  DEVELOPMENT BUDGET
	
	
	
	
	Project Name: 





Date: 










	
	
	
	
	
	Allocation of  
	Sources
	
	 

	
	
	
	VHCB
	HOME
	VCDP
	Debt
	Equity
	Other

	
	Itemized Costs

	Total
Development

Costs


	Terms:

     
	Terms:

     
	Terms:

     
	Source & Terms:

     
	Source & Terms:

     
	Source & Terms:

     

	
	SOFT COSTS
	
	
	
	
	
	
	

	21
	Architectural
	     
	     
	     
	     
	     
	     
	     

	22
	Engineering
	     
	     
	     
	     
	     
	     
	     

	23
	Legal/Accounting
	     
	     
	     
	     
	     
	     
	     

	24
	Relocation
	     
	     
	     
	     
	     
	     
	     

	25
	Environmental Assessment
	     
	     
	     
	     
	     
	     
	     

	26
	Energy Assessment
	     
	     
	     
	     
	     
	     
	     

	27
	Permits/Fees
	     
	     
	     
	     
	     
	     
	     

	28
	Independent Market Study
	     
	     
	     
	     
	     
	     
	     

	29
	Construction Period Insurance
	     
	     
	     
	     
	     
	     
	     

	30
	Construction Interest
	     
	     
	     
	     
	     
	     
	     

	31
	Construction Loan Origination Fee
	     
	     
	     
	     
	     
	     
	     

	32
	Taxes During Construction
	     
	     
	     
	     
	     
	     
	     

	33
	Clerk of the Works
	     
	     
	     
	     
	     
	     
	     

	34
	Marketing
	     
	     
	     
	     
	     
	     
	     

	35
	Tax Credit Fees
	     
	     
	     
	     
	     
	     
	     

	36
	Soft Cost Contingency
	     
	     
	     
	     
	     
	     
	     

	37
	Permanent Loan Origination Fee
	     
	     
	     
	     
	     
	     
	     

	38
	Lender’s Counsel’s Fee
	     
	     
	     
	     
	     
	     
	     

	39
	Other  (


)
	     
	     
	     
	     
	     
	     
	     

	
	SYNDICATION COSTS
	
	
	
	
	
	
	


	M.  DEVELOPMENT BUDGET
	
	
	
	
	Project Name: 






Date: 











	
	
	
	
	
	Allocation of  
	Sources
	
	 

	
	
	
	VHCB
	HOME
	VCDP
	Debt
	Equity
	Other

	
	Itemized Costs

	Total
Development

Costs


	Terms:

     
	Terms:

     
	Terms:

     
	Source & Terms:

     
	Source & Terms:

     
	Source & Terms:

     

	40
	Organizational (Partnership)
	     
	     
	     
	     
	     
	     
	     

	41
	Bridge Loan Fees & Expenses
	     
	     
	     
	     
	     
	     
	     

	42
	Syndication Consultant
	     
	     
	     
	     
	     
	     
	     

	43
	Tax Opinion
	     
	     
	     
	     
	     
	     
	     

	
	
DEVELOPER’S FEES
	
	
	
	
	
	
	

	44
	Developer’s Fees
	     
	     
	     
	     
	     
	     
	     

	45
	Other Partnership Fees
	     
	     
	     
	     
	     
	     
	     

	46
	Consultant Fees
	     
	     
	     
	     
	     
	     
	     

	
	
RESERVES
	
	
	
	
	
	
	

	47
	Working Capital
	     
	     
	     
	     
	     
	     
	     

	48
	Rent-up (Deficit Escrow) Reserve
	     
	     
	     
	     
	     
	     
	     

	49
	Other Operating Reserves
	     
	     
	     
	     
	     
	     
	     

	50
	Sinking Fund
	     
	     
	     
	     
	     
	     
	     

	51
	Replacement Reserve
	     
	     
	     
	     
	     
	     
	     

	
	SUBTOTAL - SOFT COSTS
	     
	     
	     
	     
	     
	     
	     

	
	TOTALS
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