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HOME Application
Guide

How to Complete the Application for HOME Funds
Anoka County Community Development Department
www.AnokaCounty.us/CD 

About the Guide

This application guide is designed to assist eligible organizations to complete the application for HOME funding.  The guide provides an outline of the application process and provides instruction on proper completion of the application. 

Introduction
The HOME Investment Partnerships Program (HOME) funds homeowner rehabilitation (repair/rehabilitation/reconstruction), homebuyer and rental housing activities (acquisition/rehabilitation/new construction), tenant based rental assistance (TBRA), and specific Community Housing Development activities.  Program funds are allocated by the U.S. Department of Housing and Urban Development (HUD).  As a member of the Dakota County Community Consortium, Anoka County distributes HOME funds to local communities through a competitive grant application process.  This application is for HOME program activities only.  This process is managed by the Community Development Department of Anoka County.

The annual application process begins with the completion of the application.  Applications are then reviewed by Community Development staff for project and applicant eligibility.  The Community Development staff provides a funding recommendation to the Anoka County Housing and Redevelopment Authority (HRA) Board of Trustees for final approval.
Submitting an 

Application
Applications must be fully completed to be considered.  The certification must be signed and the original signature attached.  Forms are available from Community Development staff or online: www.AnokaCounty.us/CD.  

Applications are used to determine program eligibility and, if the project receives a HOME award, it will also be used for HUD reporting, performance measurement requirements and monitoring.  


All applications must be received by the date noted in the timeline below.  Applicant shall submit by mail or deliver ONE unbound, completed application containing an original signature to:


Anoka County Community Development Department



2100 3rd Ave., Suite 700

Anoka, MN 55303


For assistance with the application process, please call the Community Development Department at 763-323-5764.

Timeline


Applications must be completed, signed and submitted no later than 12:00 noon on January 16, 2014.  Please submit one completed unbound original application per project.

Application and Program Schedule*

(*schedule subject to change as needed)

	2013
	Mid-November 
	Applications for CDBG & HOME funds available on county web site or by mail

	2014
	Jan.  16   12:00 noon


	· Completed and signed applications due in Community Development office 

· Community Development Staff scores applications in preparation for work session.

	
	Est. Feb. 11           
	Anoka County HRA Work Committee meets to review, rank and make recommendations to the ACHRA Board

	
	Feb. 25  
	· ACHRA Board reviews 2014 funding recommendations and Anoka County Action Plan 

· Public Hearing (opportunity for applicants to comment to ACHRA Board on 2014 applications)

· Forward final recommendations for proposed 2014 CDBG/HOME projects to the County Board 

	
	March
	Dakota County Consortium* holds public hearing

	
	March - April 
	30–day public comment period on recommended CDBG/HOME projects – to be published in Anoka County Union

	
	April 
	Final approval by County Board of 2014 CDBG & HOME projects/Action Plan and submission of same to Dakota County Community Development Agency

	
	May
	Applicants who receive 2014 funding, need to submit a copy of their latest audit, Management & Compliance Report, current Certificate of Liability Insurance and DUNS number to the Community Development department

	
	June
	2014 Funding Agreements are circulated to all parties for signing.  (Agreements will not be sent until the financial and insurance documents noted above have been received by Community Development department)

	
	July 1, 2014
	Program Year 2014 begins (note:  project expenses cannot be reimbursed until HUD has approved 2014 applications/Action Plan – recipients will be notified of that approval and the release of 2014 funds)


*Anoka County is a member of the Dakota County Consortium.


General Information

Provide basic details of your city/organization and contact person.  The contact person listed will be the person to receive notices not only about this application for future correspondence needs and/or monitoring.  Note that the contact person can be different than the authorized signatory.  
Funding Request

This section provides a summary of the program budget.  Include other sources of funding.  Note: This section will automatically calculate the Total Program Costs.

Partial Funding

Select whether or not this project can be partially funded.  

Project Activity

Select ONE activity that best describes the project.  For questions on definitions of project activities, contact Hanna Klimmek at 763-323-5708 or hanna.klimmek@co.anoka.mn.us.  
Project Type
Select all program types that apply to the program activity: 

· New Construction- New construction of both rental and ownership housing.

· Rehabilitation- Includes non-luxury alteration, improvement or modification of an existing structure.

· Reconstruction- Rebuilding a structure on the same lot where housing is standing at the time of project commitment. The number of units may not be decreased.

· Conversion- Conversion of an existing structure from another use into affordable residential housing.
· Site Improvements: These must be in keeping with improvements to surrounding standard projects.  They include new, on-site improvements (sidewalks, utility connections, sewer and water lines, etc.) where none are present.  They are essential to development or repair of existing improvements. Off-site infrastructure is not eligible.  
· Acquisition of Property: Acquisition of existing standard property, or substandard property in need of rehabilitation, is eligible as part of either a homebuyer program or a rental housing project.  After acquisition, rental units must meet HOME rental occupancy, affordability and lease requirements.   
· Acquisition of Vacant Land: HOME funds may be used for acquisition of vacant land only if construction will begin on a HOME project within 12 months of purchase.  Land banking is prohibited.  
· Demolition:  Demolition of an existing structure may be funded through HOME only if construction will begin on the HOME project within 12 months. 
· Relocation Costs:  Permanent and temporary relocation assistance are eligible costs.  
· Project Related Soft Costs:  These costs must be reasonable and necessary.  Examples include: finance-related costs; architectural, engineering and related professional services: tenant and homebuyer counseling, provided the recipient of counseling ultimately becomes the tenant or owner of a HOME-assisted unit; project audit costs, etc.  
Project Narrative

The Project Description should include the community needs the program will meet, describe specifically what the project is, how the project will be operated, and who will benefit from the project.  All questions under this section must be fully completed.  
Performance Measurement Standards 

HUD requires recipients of federal funding to assess the outcome(s) of the program.  All approved applicants will be required to comply with the Performance Measurement System.  This information is reported directly to HUD.  

All activities must identify one objective and one outcome by which their program will be measured.  This measurement will be reported to HUD.
Objective:
Suitable Living Environments - Activities that are designed to benefit communities, families, or individuals by addressing issues in their living environment.


Decent Housing - Activities designed to cover a wide range of housing possibilities.  Focus is on housing programs where the purpose of the program is to meet individual, family, or community needs.


Economic Opportunity - Applies to activities related to economic development, commercial revitalization or job creation.

Outcomes:
Availability/Accessibility - Activities that make services, infrastructure, public services, public facilities, housing or shelter available/accessible to low and moderate income people.


Affordability - Activities that provide affordability for low- and moderate-income people; including creation or maintenance of affordable housing, basic infrastructure, hook-up, or services such as transportation or day care.

Sustainability - Activities are aimed at improving communities or neighborhoods to be more livable or viable by benefiting low- and moderate-income people or by removing or eliminating slum and blighted areas, through multiple activities or services that sustain communities.  
Federal guidelines require that recipients of federal funding report the number of people it assists.  However, “people” in the federal reporting systems equals “family.”  Do not count each person in a family as individual people; this will result in duplication.  Also do not count a person/family more than once through the program year as that will also be considered duplication.  HUD will use the beneficiary data provided to measure the project’s outcome and success.  At the program’s end, the application will be compared to the final accomplishment data supplied.  If there is a noticeable discrepancy between the application information and the final accomplishment information, you will be required to submit written clarification.  Indicate the number of units expected and choose household type(s) this project will target.  
Commitment of Funds
The HOME statute, Title II of the Cranston-Gonzalez National Affordable Housing Act of 1990 as amended, at Section 218(g) (42 U.S.C. 12748) states: "If any funds becoming available to a participating jurisdiction under this title are not placed under binding commitment to affordable housing within 24 months after the last day of the month in which such funds are deposited in the jurisdiction's HOME Investment Trust Fund, the jurisdiction's right to draw such funds from the HOME Investment Trust Fund shall expire. "   
Indicate if the proposed project is able to be completed within 24 months of the project set-up date.  For Rehabilitation or New Construction Projects, indicate if the project will be able to break ground (start construction) within 12 months of the project set-up date.  
Conflict of Interest

No person may obtain a financial interest or benefit from a HOME activity that has exercised any function or responsibility with respect to that activity.  This includes any person who is in a position to participate in a decision-making process or gain inside information with regard to such activities, or has an interest in any contract, subcontract, or agreement.  A person who obtains proceeds, either for themselves or those with whom they have family or business ties is considered a conflict of interest.  HUD’s regulations regarding conflict of interest are found in 24 CFR Part 570.611 and Part 85.36.

Each applicant must disclose if there are Anoka County Commissioners, Anoka County Housing and Redevelopment Authority (HRA) Trustees, or Anoka County staff on the applicant’s decision-making board.  The applicant must also disclose board members that may benefit or participate in the services you provide with possible financial gain.  If the applicant answers yes to any of the questions in this section, the information needs to be identified and any necessary steps will be taken to satisfy federal requirements.
Data Collection
Verification of income and beneficiary data must be collected and documented in order to assure that a HOME-funded activity meets the objective of making housing affordable.  Describe the process for collecting income and beneficiary data, and describe who will collect this information and how the data will be stored.
Woman or Minority Owned Status
HUD promotes the use of outreach programs to encourage socially and economically disadvantaged groups to participate in HOME-funded programs and activities. Executive Orders 11625, 12432, and 12138, prescribe procedures acceptable to HUD for minority outreach efforts that ensure efforts are being made to attract minority groups to the procurement process.  
A "minority-business enterprise" is a business in which minority group members own 51 percent or more of the company; or, in the case of a publicly-owned business, one in which minority-group members own at least 51 percent of its voting stock and control management and daily business operations. For this purpose, minority-group members are those groups of U.S. citizens found to be disadvantaged by the Small Business Administration pursuant to Section 8(d) of the Small Business Act.
Indicate if the applicant business/organization is a woman or minority owned business.  
Use of Contractors, Consultants

In accordance with federal regulations, all contracts for activity on a project are subject to review/comparison to federal debarred and suspended lists as well as the HUD Limited Denial of Participation list.  Upon request, Anoka County can quickly check these lists on behalf of the proposed project.  Provide the name of any contract and its owner so that the requirements can be met as quickly as possible.  
Housing Activities

Complete all questions specific to this section.  
Income level of clients:  Indicate the income level of the clients that will benefit from the project. 
HOME Program Income Limits as of 2/22/13 (*subject to change per HUD)
	Income Limits 
	1 person household 
	2 person household 
	3 person household 
	4 person household 
	5 person household 
	6 person household 
	7 person household 
	8 person household 

	30% 
	17,300
	19,800
	22,250
	24,700
	26,700
	28,700
	33,650
	32,650

	50% 
	28,850
	32,950
	37,050
	41,150
	44,450
	47,750
	51,050
	54,350

	60% 
	34,620
	39,540
	44,460
	49,380
	53,340
	57,300
	61,260
	65,220

	80%
	45,100
	51,550
	58,000
	64,400
	69,600
	74,750
	79,900
	85,050


Special Categories - Select all that apply.  

Section 504 Accessibility:  Section 504 prohibits discrimination on the basis of disability in any program or activity that receives financial assistance from any federal agency, including the U.S. Department of Housing and Urban Development (HUD) as well as in programs conducted by federal agencies including HUD.  The Section 504 regulations define an accessible dwelling unit as a unit that is located on an accessible route and can be approached, entered, and used by individuals with physical disabilities. A unit that is on an accessible route and is adaptable and otherwise in compliance with the standards set forth in 24 CFR 8.32 is accessible. In addition, the Section 504 regulations impose specific accessibility requirements for new construction and alteration of housing and non-housing facilities in HUD assisted programs. Section 8.32 of the regulations states that compliance with the appropriate technical criteria in the Uniform Federal Accessibility Standards (UFAS), or a standard that is equivalent to or stricter than the UFAS, is an acceptable means of meeting the technical accessibility requirements in Sections 8.21, 8.22, 8.23 and 8.25 of the Section 504 regulations.
Section 3 Requirements

All applicants must read the Anoka County Section 3 Plan, 2010.  The plan is available on the Community Development Web site, on the Section 3 page: www.AnokaCounty.us/Section3.  After carefully reviewing the Plan, the applicant should read and sign the acknowledgement page and submit it with their application.

In addition, applicants must also complete a Section 3 Action Plan.  This document is available on the Section 3 page, under Section 3 Forms.  Questions on completing this form or questions on Section 3 should be directed to Barb McKusick at 763-323-5722 or by email at barb.mckusick@co.anoka.mn.us.  

MATCH

All recipients of HOME funding must contribute or match 25 cents for each dollar of HOME funds spent on affordable housing. As funding recipients draw funds from the HOME fund, they incur a match liability, which must be satisfied by the end of each Federal fiscal year. The matching contribution adds to the resources available for HOME-assisted or HOME-eligible projects.  Match can come from a variety of sources including: cash;  forgone taxes, fees and other charges; donated land or other real property; on-site and off-site infrastructure; proceeds from affordable housing bonds; donated site preparation and construction materials; donated use of site preparation and construction equipment; donated or voluntary labor and professional services; sweat equity; supportive services; and homebuyer counseling services.   State the type of MATCH contribution the applicant will utilize to meet this MATCH requirement.  

Budget Narrative
Use the Budget Narrative page to explain the program budget and funding sources.  The budget should be sufficiently detailed to determine that the proposed expenditures are reasonable and are eligible HOME expenses.  Explain what the HOME funds will be used for (Down Payment Assistance, Tenant Based Rental Assistance, Acquisition Costs, Closing Costs, Consultant Costs, Permit & Fees, Surveys/Appraisals, Design, Architect/Legal Fees, Material Costs, Relocation, Demolition, Environmental Assessment, Site Development & Landscaping, Rehabilitation, Administration, CDHO  Administration Costs, or Other Costs).   Explain if HOME funding will be used to leverage additional funding.  Indicate the status of program funding from other sources.   If HOME funds will be used for program staffing, list the positions to be funded under this application. Describe if this is a new project or a continuation of prior year(s) funding.  If the project is phased, can this phase stand alone?  Indicate if your project can benefit from the use of a loan rather than a grant.    

 Clearly explain and detail each line item that is proposed on the Budget Worksheet.
Budget Worksheet
Show your proposed project budget on the budget worksheet.  For funds from other sources, be sure to include the name of the source in the space provided.  Please note that if you are completing the form electronically, the totals will automatically calculate when you exit a cell of the table.
Funding Sources

Break down the Funding Sources, by funding type, and indicate the amount of funding that will be applied to the proposed project.  Place a zero under “amount of funding” if you are not receiving a particular source of funding listed.  

 If you have firm commitments for financing, attach commitment letter(s) from the source of financing.  

Attach a copy of the agency’s current auditor’s financial statements, audit report and Management and Compliance letter.  
STOP: Applicants requesting DPA or TBRA may skip to the last page of the application to complete “Certification.”  All other applicants must complete the remainder of the application.  
Acquisition, Rehabilitation, Demolition, and Conversion Projects

Select one choice from each category listed that relates to your proposed project.  

Number of units being created or rehabilitated

In the left column, complete the total number of units to be created or rehabilitated with this project.  On your right, indicate the number of units, per unit type, that will be created or rehabilitated.  If your proposed project is a rental project, then also indicate the anticipated or actual monthly rent.   All questions under this section must be fully completed.
Handicapped Accessible Units – 504 & Fair Housing
Section 504 of the Rehabilitation Act of 1973 prohibits discrimination in federally assisted activities and programs on the basis of handicap, and imposes requirements to ensure that qualified individuals with handicaps have access to these programs and activities. The requirements are summarized as follows:

For new construction of multi-family projects, a minimum of 5 percent of the units in the project (but not less than one unit) must be accessible to individuals with mobility impairments, and an additional 2%, at a minimum, of the units (but not less than one unit) must be accessible to individuals with sensory impairments. The total number of units in a HOME-assisted project, regardless of whether they are all HOME-assisted, is used as the basis for determining the minimum number of accessible units. Also, in a project where not all the units are HOME-assisted, the accessible units may be either HOME-assisted or non-HOME-assisted. 

The Section 504 definition of substantial rehabilitation for multifamily projects includes construction in a project with 15 or more units for which the rehabilitation costs will be 75 percent or more of the replacement cost. In such developments, a minimum of 5 percent of the units in the project (but not less than one unit) must be accessible to individuals with mobility impairments, and an additional 2 percent, at a minimum, (but not less than one unit) must be accessible to individuals with sensory impairments. As in the case of new construction, the total number of units in a HOME-assisted project, regardless of whether they are all HOME-assisted, is used as the basis for determining the minimum number of accessible units, and, in a project where not all the units are HOME-assisted, the accessible units may be either HOME-assisted or non-HOME-assisted. 

When rehabilitation less extensive than substantial rehabilitation is undertaken in projects of 15 or more units, alterations must, to the maximum extent feasible, make the units accessible to and usable by individuals with handicaps, until a minimum of 5 percent of the units (but not less than one unit) are accessible to people with mobility impairments. For this category of rehab, the additional 2 percent of unit’s requirement for individuals with sensory impairments does not apply. Alterations to common spaces must, to the maximum extent feasible, make those areas accessible. The same HOME Program specific guidance provided above applies to this category of rehab as well. 

Accessible units must be, to the maximum extent feasible, distributed throughout the projects and sites and must be available in a sufficient range of sizes and amenities so as not to limit choice. Owners and managers of projects with accessible units must adopt suitable means to assure that information regarding the availability of accessible units reaches eligible individuals with handicaps. They must also take reasonable non-discriminatory steps to maximize use of such units by eligible individuals. 

When an accessible unit becomes vacant, before offering the unit to a non-handicapped individual, the owner/manager should offer the unit: first, to a current occupant of the project requiring the accessibility feature; and second, to an eligible qualified applicant on the waiting list requiring the accessibility features. 

The standards for ensuring compliance with Section 504 are the Uniform Federal Accessibility Standards, although deviations are permitted in specific circumstances removal of Physical Barriers.
Provide Program Accessibility (24 CFR Part 8 for the regulations effectuating 504 of the rehabilitation Act of 1973, as amended):

Individuals with handicaps must be able to find out about, apply for, and participate in federally-assisted programs or activities. Special communication systems may be needed for outreach and ongoing communication (e.g., Telecommunications Devices for the Deaf (TDD), materials on tape or in Braille, accessible locations for activities and meetings.) Policies and procedures must be non-discriminatory (e.g., housing providers may not ask people with handicaps questions not asked of all applicants, screen individuals with handicaps differently or assess an individual's ability to live independently).

Fair Housing Law insures that all Americans have equal access to the housing of their choice. In addition, all new construction and rehabilitation projects involving buildings with four or more units, must also comply with the minimum accessibility requirements of the Fair Housing Act.  All ground floor units in buildings built after March 13, 1991, must be accessible in buildings with no elevator.  For those built prior to March 13, 1991, they must be made accessible when feasible.  For buildings with elevators, all units must be accessible.  Additional requirements apply to the common areas.  
Project Site Information

Indicate if the project site is in one location or if there are multiple sites located throughout Anoka County.  State if the project site has been determined.  If so answer all remaining questions.  
Environmental Considerations

Complete all questions specific to this section.  The information requested here will help provide basic information regarding environmental factors associated with the proposed project.  
Project Members

Provide basic information about your project team members including name and telephone number.  Team members added or identified after the application process are subject to review.  

Project Timeline

State the estimated project start date and completion date.  Estimate or state the scheduled completion dates for each project activity listed.  
Project Specifications

As project specifications, floor plans, and line drawings are available, they must be submitted for review.  Indicate if you currently have such documents and provide proof documentation as available.  

Marketing Plan

HOME funding recipients’ are required to have a marketing plan.  Submit a copy of your business/organizational marketing plan to the application. 
Market Study

All projects funded by HOME dollars must have a market study done by a 3rd party and submitted to Anoka County.
Certification
All sections of the application must be completed and the certification must be signed and the original signature attached.  

The DUNS number is required.  For assistance with obtaining or looking up a DUNS number, contact Dun & Bradstreet, Inc., at http://www.dnb.com/us/, or call toll free at 1-800-234-3867.    
All applicants who are a Community Housing Development Organization (CHDO) must complete an additional CHDO Certification or Recertification form in addition to this application. Applicable forms can be found at:   http://www.anokacounty.us/v1_departments/div-governmental-services/dept-community-dev/home/home-forms.asp 
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