	[image: image1.png]



County of 

San Mateo 

Department 

of Housing

264 Harbor Blvd.
Bldg A

Belmont, CA 94002

TEL (650) 802-5050

FAX (650) 801-5049

www.smchousing.org
	Program Guidelines

for Funding of
Off-Cycle
Housing Development & 
Public Facility Rehabilitation
Activities

CDBG ~ HOME
Applications due 9-16-10



Table of Contents 

I.
Program Overview .....................................................................................................2
II.
Funding Priorities........................................................................................................3
III.
Eligible Activities  ........................................................................................................4
IV.
Program Specific Qualifying Criteria........................................................................4
A. Income Targeting for Housing Development Activities.................................4
B. Local Match ........................................................................................................5
C. Mixed Use Projects...............................................................................................5
D. Community Housing Development Organization (CHDO).............................5
V.
Funding Procedures and Requirements.......................................................................5
A. Religious Organizations........................................................................................5
B. Multiple CDBG/HOME Funding...........................................................................5
C. Project Proposals with Location Outside Urban County.................................5
D. Policy of Loans......................................................................................................5
E. Project Schedule..................................................................................................6
F. Environmental Review Process...........................................................................6
G. Mandatory Acknowledgement of County and HUD Funding.......................6
H. Required Agreement Between Funded Agency and County.......................7
I. Acquisition..............................................................................................................7
J. Payment of Prevailing Wage...............................................................................7
K. Property Standards...............................................................................................7
L. Hazardous Materials..............................................................................................8
M. Accessibility Requirements...................................................................................9
N. Demographic Data on Project/Program Beneficiaries....................................9
O. Relocation.............................................................................................................10
P. Funding on Reimbursement Basis.......................................................................10
Q. Timely Use of Funds...............................................................................................10
R. Financial Audits.....................................................................................................10
S. Green Building.......................................................................................................11
T. Background of Nonprofit Organizations.............................................................12
U. Designated Person to Execute Documents.......................................................12
V. Fingerprinting Requirements of Staff...................................................................12
W. Equal Benefits Compliance..................................................................................12
X. Debarment.............................................................................................................12
Y. Special Needs Housing.........................................................................................12
Z. Persons with Special Needs .................................................................................12
VI.
Evaluation Criteria .......................................................................................................13
A. Threshold Criteria....................................................................................................13
B. Evaluation Criteria .................................................................................................13
VII.
Application Submission..................................................................................................14
A. Application Preparation Workshop......................................................................14
B. Submission Requirements.......................................................................................14
C. Submission Deadline...............................................................................................14
D. Where to Submit .....................................................................................................14
E. Information and Assistance....................................................................................14
EXHIBITS...........................................................................................................................15
1. Income & Rent Tables.............................................................................................15
2. Sample Development Budget ..............................................................................16
3. Sample Operating Budget ....................................................................................17
4. Budget Instructions..................................................................................................18
5. Sample Certification regarding No Single Audit needed .................................19
6. Census Tract.............................................................................................................20
7. CHDO Recertification Form ...................................................................................21
I.
PROGRAM OVERVIEW

Off-Cycle Funding.  The County of San Mateo invites applications for Community Development activities under two funding programs: Community Development Block Grant (CDBG); and Home Investment Partnership Program (HOME)
Funding Categories.  At this time, the funding will be broken down into two (2) distinct categories with specific funding allocations (the amounts shown reflect maximum category funding levels; actual amounts will be based on qualified applications received:

	Funding Category
	Approximate Amount Available
	Source

	Housing Development
	$1,100,000
	CDBG/HOME

	Public Facility Rehabilitation
	$250,000
	CDBG


NOTE: No contract will be awarded for less than $15,000.

Applicant Requirements.  

· Applicants must be an eligible City, a County or other public agency, or a qualified 501(c)(3) or (c)(4) non-profit organization.

· All applicants must submit the most recent certified financial audit of their organization including any management letters.  

· Non-profit organizations must submit evidence of current nonprofit status and an up-to-date roster of their Board of Directors.

· If you are proposing a new project or program located within any city’s jurisdiction, the City Manager from that city must be notified and evidence of this notification must be included with the application.  You are encouraged to seek a response letter acknowledging your notification.

Application Deadline.  Complete application packets must be received by the Department of Housing, 264 Harbor Blvd.,  Bldg A, Belmont, CA 94002 no later than:

Thursday, September 16, 2010 at 4:00 PM.

NOTE:  Late or incomplete, will not be considered for funding. - No Exceptions.

Funding Availability.  Off-cycle funding agreements can be executed between your agency and the County after all HUD requirements have been met.

Application Review Process.  Applications will be reviewed by County staff against priorities and criteria described in more detail in Section VI.  Staff will formulate preliminary recommendations to be presented to the Housing & Community Development Committee (HCDC), an advisory body to the County Board of Supervisors.

A Public Hearing will be held on Thursday, October 21, 2010 by the HCDC.  Qualified applicants will be invited to present their application at this public hearing.    After hearing from all the applicants, the HCDC will formulate funding recommendations.

The HCDC, through the Department of Housing, will then forward its recommendations to the County Board of Supervisors for final approval on or about December 7, 2010.

II. FUNDING PRIORITIES 

A. Housing Development/Housing Repair and Modification Programs 
1. Development of new housing, preferably transit-oriented, and acquisition and/or rehabilitation of existing housing, to provide affordable housing, permanent supportive housing, or transitional housing, for Extremely Low (ELI) and Very Low-Income (VLI) individuals, families, and persons with special needs.* (On-site support amenities are encouraged.) Priority will be given to applications which meet the County’s HOPE Plan to Prevent and End Homelessness. Therefore, two-thirds (2/3) of the Housing Development allocation will be aimed at assisting supportive housing and ELI housing units. A target of at least 50% of the Housing Development allocation will be aimed at assisting permanent supportive housing units for special needs* populations. 

2.
Conversion or rehabilitation of existing structures for the purpose of providing affordable, supportive or transitional housing. 

3.   Housing repair and modification programs operated by nonprofit agencies that provide cost-effective improvements focusing on health & safety, housing quality standards, and/or access modifications. 

4.   Rehabilitation of rent-restricted existing multi-family affordable housing. 

B. Public Services Programs (including Shelter Operations & Fair Housing Enforcement) 
1. Operational support for emergency shelters and transitional housing programs that serve individuals and families. 

2. Operational support for agencies that provide safety net services. 
3. Supportive services that are aimed at keeping people in their homes, including fair housing services. 

C. Community & Economic Development 






(Including Public Facilities & Micro-Enterprise Assistance) 
1. Development (acquisition and/or new construction) or rehabilitation of emergency shelters or facilities providing service-enriched supportive housing for persons with special needs,* to meet the goals of the HOPE Plan to Prevent and End Homelessness in the County. 
2. Development (acquisition and/or new construction) or rehabilitation of community facilities serving lower income individuals and households. 
3. Activities which result in the creation or retention of permanent employment   opportunities for lower income persons. 
* Persons with Special Needs. For County purposes, this category shall include, but not be limited to, mentally ill persons and those with developmental needs, emancipated youth, victims of domestic violence, seniors aging in place, Veterans, persons recovering from substance abuse, persons recently released from jail/prison. Under CDBG regulations, this category also includes: abused children, battered spouses, the elderly, adult persons with serious disabilities, the homeless, illiterate persons, and migrant farm workers. 
III.
ELIGIBLE ACTIVITIES

Projects considered for funding must meet all of the following requirements: (1) be an eligible activity for CDBG or HOME funding; (2) qualify for funding on the basis of principally benefiting lower-income persons; and (3) meet one of the County of San Mateo priorities described above in Section II.

Listed below are specific eligible activities which may be carried out with CDBG/HOME funds. CDBG funds are more restrictive than HOME funds.  For example CDBG funds cannot be used for direct construction costs for new housing. While this list is not complete, it provides a spectrum of the more typical activities funded under the CDBG and HOME programs: 


1.
Land acquisition.

2.
Site improvements (off-site improvements and, in limited circumstances, on-site improvements) including demolition.

3.
Acquisition of existing housing to be used for lower income persons.
4.
Pre-development costs for new construction (HOME only)

5.
Direct construction costs for new housing. (HOME only)

6.
Conversion of non-residential buildings to housing.

7.
Rehabilitation of existing affordable housing and facilities. 

(Facility rehab may only use CDBG funding)
IV.
PROGRAM-SPECIFIC QUALIFYING CRITERIA

A.
Income Targeting for Housing Development Activities.   For housing development funding requests, Staff will make the determination of whether to use CDBG, HOME or a combination of both, unless there is a compelling reason to use one funding source over the other.  
While the CDBG Program requires that at least 20% of the units be occupied by and affordable to lower income households and the HOME Program allows mixed income development, with the use of the HOME funds restricted to units targeted to a lower income group, it is anticipated that all of the units in a development assisted with County Department of Housing funds will be occupied by lower income households (possibly excluding the manager’s unit).  Priority will be given to projects targeting Very-Low and Extremely-Low Income households.
All units must be occupied by “lower income” households and rented at levels deemed affordable for their respective income category.  Exhibit 1 shows the current income and affordable rent levels.  “Lower Income” refers to all income categories including but not greater than “Low Income” as shown on Exhibit 1.  For HOME funded projects, an affordability deed restriction or covenant will be recorded against the property.  

B.
Local Match.  The HOME Program requires that federal HOME funds be matched 25% with non-federal forms of subsidy.  The premise of the "match" requirement is that the provision of affordable housing is a local as well as federal responsibility, and, as such, should require a financial commitment from state and local sources as well as the federal government.   The County strongly encourages local match even if the funding source is CDBG rather than HOME.  The amount of leveraging of County funds will be an important consideration in any funding recommendation.  You will be responsible for negotiating a local match contribution from the jurisdiction in which your project is located.

The match requirement can be met with:

•
Cash (from local jurisdiction or foundation grant)

•
Value of waived taxes, fees or charges

•
Value of land or real property donated or provided at less than appraised value

•
Cost of infrastructure improvements associated with HOME projects.

•
Present value of deferred income stream on below market rate or deferred loans.

•
Cash value of donated materials and labor 

•
Cash value of donated professional services

Owner equity and cash contribution does not count toward this local match requirement.

C.
Mixed Use Projects.  Housing in a project that is designed in part for uses other than residential use qualifies as affordable housing if such housing meets the criteria for affordable rental and ownership housing described above.  The Department of Housing funding portion of total development costs cannot exceed the portion of space for the affordable housing component in the development.  In addition, a minimum of 20% of the residential units must be affordable to lower income occupants.  
D.
Community Housing Development Organization (CHDO). As a HOME Jurisdiction, the County is required to set aside at least 15% of out annual HOME allocations for CHDO-sponsored housing projects. CHDOs may also receive HOME dollars outside the set-aside amounts.  If you are applying for CHDO funds, you must complete and submit the CHDO Certification Form.  See Exhibit 6 for a copy of this form.  
V.
FUNDING PROCEDURES AND REQUIREMENTS

A. 
Religious Organizations.  CDBG/HOME funds provided cannot be used for religious activities.  However, HUD will allow faith-based organizations to access funds for programs and capital projects meeting County funding priorities described above without having to form secular affiliates.  
B.
Multiple CDBG/HOME Funding.  If you are proposing a project/program which will serve a county-wide population or a population located in one or more of the entitlement cities (e.g., Daly City, South San Francisco, San Mateo, and Redwood City), please also contact the affected entitlement city for funding. The County will fund only that portion of the project's budget which affects the Urban County jurisdiction. The San Mateo Urban County consists of the unincorporated areas of the County plus the 16 small cities.  Excluded from the Urban County are the four largest cities – Daly City; South San Francisco; San Mateo; and Redwood City.  
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	CDBG and HOME contacts in the entitlement cities in the Coun​ty:
	CDBG
	HOME

	Daly City
	Betsy ZoBell
	650 991-8255
	(
	(

	So. San Fran​cisco
	Norma Frago​so
	650 829-6620
	(
	

	San Mateo
	Heather Stewart
	650 522-7239
	(
	(

	Redwood City
	Debbi Jones-Thom​as
	650 780-7290
	(
	(


C.
Project Proposals with Location Outside Urban County Jurisdiction.  If you are requesting funding for a project that will be located outside the Urban County jurisdiction, you must demonstrate that residents of the Urban County jurisdiction will receive the principal benefit from the Urban County funds requested. 

D.
Policy of Loans.  County funding assistance for housing development will be structured as loans.  The HCD Specialist assigned to your contract will work with applicants to develop loan terms specific to each project.
E.
Project Schedule.  When preparing the project schedule, it is important to factor in sufficient time allowances for various administrative procedures.  These include County preparation of the HUD-required environmental review, negotiation and execution of the funding agreement between your agency and the County, and formal approval by the County.  Funding amounts exceeding $100,000 will need County Counsel and Board of Supervisors approval.  
If your project involves construction, County staff must review your construction documents for compliance with federal requirements.  If the construction project requires the payment of prevailing wages under the Davis-Bacon federal labor standards law, additional time must be allowed for related contract compliance matters.  In addition to federal requirements, there may also be City or other requirements which affect the timing of your project.  Please take all these factors into account in order to establish a realistic schedule. 

F.
Environmental Review Process.  Federal regulations require local jurisdictions to prepare a NEPA (National Environmental Protection Act) environmental review for every activity funded with federal funds.  For complex projects, including most capital projects, this review may take approximately 6 to 12 weeks.  If environmentally significant conditions are found and/or mitigation measures required, the time to complete the environmental review process will be extended. After all NEPA requirements are met an Authorization to Proceed form will be issued by DoH. Until this authorization to proceed form is issued, a contract may not be executed and no funds may be expended on any project.
For capital projects involving any physical activity this process can be time consuming and expensive.  The cost of preparation of the NEPA Environmental Review (ER) by a third party retained by the County will be charged to your project and netted out of the amount allocated to your project.  The County Department of Housing will incur these costs prior to execution of a funding agreement, with the actual total cost of the ER reimbursed to the County Department of Housing from your loan.
G.
Mandatory Acknowledgement of County and HUD Funding
All projects receiving any type of funding assistance and or substantial technical assistance through the San Mateo County Department of Housing will be required to state such in any advertising, marketing, public presentations, press releases, written materials or project descriptions.  Such acknowledgement should also identify the U.S. Department of Housing & Urban Development.

All Capital projects shall display signage as described below:

Temporary Construction Signage must be appropriately displayed during the major portion of the construction phase.  Such signage must be provided by the Contractor and must be pre-approved by the Department of Housing in design and content.

Permanent Historical Signage must be attached to all completed projects and must be displayed in a visible, highly trafficked area of the project, IE. front lobby, main entry or walkway, etc.  Location of display must be approved by the Department of Housing.  Permanent historical signage in the form of an 8” x 10” bronze plaque provided by the Department of Housing; cost of said plaque shall be reimbursed to County from loan proceeds as a project cost.

H.
Required Agreement between Funded Agency and County of San Mateo.  If you have been awarded County funds for your activity, you must not commit or obligate these funds in any way before an agreement between your agency and the County has been executed.  If you commit or obligate the funds before the agreement is executed, DOH will not be able to reimburse you for the program costs.  When planning your project schedule, please allow 4 weeks to 3 months for preparation and execution of the agreement.  As noted earlier, contracts involving more than $100,000 will need County Counsel and Board of Supervisors’ approval, which typically requires a minimum of three months’ lead time before you can access the funding.  
I.
Acquisition.  If you are requesting funds for real property acquisition, the purchase agreement/ option should allow for sufficient time for the performance of required CDBG/HOME and County administrative activities.  A recent appraisal and preliminary title report should be attached to the application if you are already under an agreement or option for the property.   If an appraisal is not available, please submit one as soon as is practical.  An appraisal will also be required if the project involves acquisition even if you do not intend to use our funds for this purpose. 
If the acquisition price is significantly higher than appraised value, the County may reject the application or deny the funding unless the price can be negotiated reasonably close to the appraised value, or the applicant can provide a justification for the difference.   

J.
Payment of Prevailing Wages.  If any of the County’s federal funds are to be used for the development of new housing, the construction component will be subject to local prevailing wages.  The sponsor may choose to use either State or Federal wage decision depending on requirements of other sources. 
If your project involves CDBG funds for residential rehabilitation of 8 or more units or your funded project involves construction or rehabilitation of 12 or more HOME-assisted units your construction contractor will be required to pay prevailing wages and provide periodic reports to document such payments in accordance with the Davis-Bacon and Related Acts as set forth in the Code of Federal Regulations (Title 29 CFR Parts 1,2,5,6 and 7).

The process to comply with the Davis-Bacon Act federal labor standards may add a couple of weeks to your bidding process.  Compliance activities include accessing the appropriate current prevailing wage decision from the federal Department of Labor website (www.access.gpo.gov/davisbacon), reviewing the draft and final bid documents by County Housing staff, advertising for bids, bid opening, award, and holding a preconstruction conference.  Negotiated bids are acceptable provided that the Project sponsor can substantiate reasonableness of the price.  

In your obtaining construction cost estimates to support the application, it is strongly advisable to secure two bids made on the basis of union scale (even if the bidder may be non-union) so that project costs will not unexpectedly increase as a result of the prevailing wage requirements.   Costs for accessibility modifications for persons with physical disabilities and builders risk insurance may need to be included in the estimate.  Copies of cost estimates, if available, should be attached with the application.

K.
Property Standards.  At a minimum, housing that is assisted with County Housing funds must meet federal housing quality standards.  Newly constructed or substantially rehabilitated (see section L for definition) housing must meet all applicable local codes, rehabilitation standards, ordinances, and zoning ordinances.  Newly constructed housing must meet energy efficiency standards of the current edition of the Model Energy Code published by the Council of American Building Officials.  Substantially rehabilitated housing must meet the cost effective energy conservation and effectiveness standards set forth in 24 CFR part 39.  Title 24 of the California Energy Code meets the above requirement.  Housing that is to be rehabilitated after transfer of ownership interest must be free from any defects that pose a danger to health or safety before transfer of an ownership interest, and must meet the applicable property standards not later than two years after the transfer.

In all new construction and substantial rehabilitation projects, Section 504 of the Federal Rehabilitation Act requires at least 5% of the HOME assisted units must be accessible to individuals with mobility impairments and an additional 2% to individuals with sensory impairment (see Section M).

L.
Hazardous Materials: It is HUD policy, as described in §50.3(i), that "(1)... all property proposed for use in HUD programs be free of hazardous materials, contamination, toxic chemicals and gasses, and radioactive substances, where a hazard could affect the health and safety of occupants or conflict with the intended utilization of the property. (2) HUD environmental review of multifamily and non-residential properties shall include evaluation of previous uses of the site and other evidence of contamination on or near the site, to assure that occupants of proposed sites are not adversely affected by the hazards..." Sites known or suspected to be contaminated by toxic chemicals or radioactive materials include but are not limited to sites: (i) listed on an EPA Superfund National Priorities or CERCLA List, or equivalent State list; (ii) located within 3,000 feet of a toxic or solid waste landfill site; or (iii) with an underground storage tank (which is not a residential fuel tank).
Hazardous wastes are discarded materials with properties that make them potentially harmful to human health or the environment. Hazardous wastes can include things such as chemicals, heavy metals, or substances generated as byproducts during commercial manufacturing processes, as well as discarded household products like paint thinners, cleaning fluids, and old batteries. Hazardous wastes can be in the form of liquids, solids, contained gases, or sludges. Much of this hazardous material is stored in landfills or other containment areas. If these hazardous waste sites are not properly designed or managed, their contents can be released into the surrounding environment, posing a threat to public health.

Lead Mitigation Requirement:  HUD requires that certain housing projects built before 1978 will need to meet lead-mitigation standards.  These include activities involving housing rehabilitation, tenant-based rental assistance, acquisition, leasing, support services, and operations.  Housing exclusively for seniors or persons with disabilities is exempted, unless a child under age 6 is expected to reside there.  Also exempted are 0-bedroom dwellings, including efficiency apartments, single-room occupancy structures (SROs), or rentals of individual rooms in residential dwellings.
M.
Accessibility Requirements.  Federal law requires that housing and non-housing developments and programs assisted with federal funds comply with accessibility requirements under Section 504 of the Rehabilitation Act of 1973.  This Act prohibits discrimination against otherwise qualified handicapped persons in the provision of programs, facilities and employment supported by Federal funds.  For capital projects, the Department of Housing will require that developers and their architects sign a certification that their construction documents meet the federal accessibility requirements. 

In the case of multifamily rental housing, projects of five or more units must be designed and constructed to be readily accessible to and usable by persons with disabilities.  For new construction involving five or more units, and substantial rehabilitation projects of 15 or more units (with substantial rehabilitation defined as rehabilitation costs representing 75 percent or more of the replacement costs of the completed facility), the following requirements must be followed - a minimum of 5 percent of the dwelling units must be accessible to individuals with mobility impairments and an additional 2 percent accessible to individuals with sensory impairments. At the minimum, one unit shall be made accessible to mobility-impaired individuals and one unit accessible to sensory impaired individuals. When less than substantial rehabilitation is undertaken in multifamily rental housing projects of any size, these alterations must, to the maximum extent feasible, make the dwelling units accessible to and usable by individuals with disabilities, until a minimum of 5 percent of the dwelling units (but not less than one unit) are accessible to persons with mobility impairments; for this category of less than substantial rehabilitation, the additional 2 percent of the units for persons with sensory impairments does not apply.  Also for this category of rehabilitation, if undertaking accessibility alterations imposes undue financial and administrative burdens on the operation of the multifamily housing project, the alterations are not required.  The project sponsor and their architect will be required to execute a certification of compliance which identifies the specific units meeting these requirements.
All housing, regardless of whether funded with federal funds or not, must comply with the Fair Housing Act, which prohibits discrimination in housing practices on the basis of race, color, religion, sex, and national origin. This Act also applies in the sale and/or rental of housing for families with children and persons with disabilities.  This Act further establishes requirements for the design and construction of rental or for-sale multifamily housing to ensure a minimum level of accessibility for persons with disabilities.  For units designed and constructed for first occupancy after March 13, 1991, the units, including public and common areas, must be designed and constructed in accordance to meet certain disability standards.  The Act makes a distinction between “covered” and not “covered” dwelling units.  Covered multifamily dwelling units are: units in buildings consisting of 4+ units served by one or more elevators, or ground floor dwelling units in other buildings with 4+ units. 

N.
Demographic Data on Project/ Program Beneficiaries.  If your project is funded, you will be required to provide County Housing staff with a certain amount of demographic data depending on your particular type of project.  The required data may include:  client household income, client racial/ethnic background, and head of household information.  HUD requires demographic reporting in a variety of categories including but not limited to race/ethnicity.  The Housing and Community Development Specialist assigned to monitor your project will discuss with you the extent of other demographic data required for your particular program.  The County will provide you with required reporting forms.  
In addition, if your project qualifies for funding under CDBG criteria limiting benefit to very-low and low-income individuals, you will be required to verify your client's income by obtaining employment verification and/or benefits income verification and/or tax returns or client self-certification. 

O.
Relocation.  If your capital project involves either temporary or permanent displacement of tenants, homeowners, or businesses, you may have to pay relocation expenses under complex rules under either the Uniform Relocation Act (URA) or Section 104(d) of the Housing and Community Development Act. These costs can be substantial and  must be included as part of your total project costs.  Relocation costs are an eligible activity under HOME and CDBG.  While relocation costs are eligible activities under the funding provided, your application will be reviewed for your ability to obtain other sources of funding to support your various costs, including relocation. If you think your project may involve relocation, please contact the County Housing staff to discuss relocation issues and applicable federal requirements.  Relocation assistance and payments for eligible persons under Section 104(d) or the URA both require a rental assistance payment based on a period of several months – 42 months under URA and 60 months under Section 104(d).   
P.
Funding on Reimbursement Basis.  The County of San Mateo has a strict policy of not providing funding advances before project costs are incurred and paid.   The County normally funds community development projects/programs on a reimbursement basis.  Reimbursement is made only upon complete documentation of performance of program goals or completion and payment of incurred costs.  

In cases where it is not possible for the project sponsor to advance the project costs and then seek reimbursement, direct payment can be made to a third party after certification from the project sponsor that work has been satisfactorily completed and accepted.  

For acquisition projects, the portion of County funds for acquisition costs is deposited directly into escrow with instructions for release upon satisfactory completion of escrow requirements.

Q.
Timely Use of Funds.  If funds are awarded to your project, the funds must be obligated (under contract) by September 2011.  If the funds have not been obligated by that date, the Director of the Department of Housing will review the project status and make a recommendation to the Housing & Community Development Committee on whether the funding commitment for your project should be extended for one year; this is not automatic, and must be justified by the project sponsor.
If, after a one-year extension, the funds have still not been obligated for your project by October 2012, and it cannot be demonstrated that extraordinary circumstances would warrant recommendation of an additional extension, the Director of the Department of Housing will recommend to the HCDC that the funding commitment be withdrawn from your project and reprogrammed to other projects.

R.
Financial Audits.  Project applicants that are either non-profits or cities are required to submit a copy of the most recent certified financial audit prepared by an independent CPA firm, including any management letters, of their organization or city.  Annual submission of yearly financial audits reports will also be required during the term of the financing or funding agreement.  If your agency has expended $500,000 or more of federal funds from any source in the audited year, the audit should include a “single audit” and be in compliance with federal OMB Circular A-122 or A-133, depending on if your entity is a nonprofit organization or pubic agency.   If project applicants have not expended $500,000 or more of federal funds from any source in any one year, they must attach a certification attesting to this fact.
S.
Green Building.  San Mateo County is committed to funding affordable housing projects that incorporate Green Building practices, materials, and technologies. Green Buildings (sometimes referred to as "sustainable building") are those buildings that meet present needs without compromising the ability of future generations to meet their needs. They use environmental resources wisely, reduce the depletion or degradation of non-renewable resources, and encourage beneficial innovations, like recycling and pollution reduction. The value expected to the community is landfill space, water quality, air quality, reduced traffic congestion, personal health, and a stimulated economy.

Applicants should articulate how their proposed project will be integrated to the site and region; use energy, water and materials wisely; minimize and recycle construction waste; create their own energy; result in a durable and easily maintained building; promote good health for both construction workers and residents; and enhance housing affordability. Recommended strategies for accomplishing Green Building objectives include but are not limited to the following:

· Site: native, drought-tolerant landscaping; drip irrigation; permeable paving; retain existing trees
· Foundation: concrete with 30-50% fly ash content; reuse form boards; insulate foundation 
· Structural frame: engineered and/or FSC-certified wood for headers, joists, sheathing; manufactured roof trusses
· Exterior finish: recycled-content decking; arsenic-free decking and sill plates; fiber-cement exterior siding
· Plumbing: water-efficient toilets; low-flow showerheads; faucet aerators; insulate pipes
· Electrical: energy-efficient lighting; lighting controls
· Appliances: Energy Star dishwashers, washing machines, refrigerators
· Roofing: light-colored roofing
· Insulation: high R-value and/or formaldehyde-free insulation; blower-door test to reduce air infiltration
· Windows: double-paned, low-E windows; overhangs on south-facing windows
· HVAC: whole house fans or ceiling fans, energy-efficient furnaces or air conditioners; air-tight ducts
· Renewable and solar energy: photovoltaic or solar hot water system; maximized natural daylighting; thermal massing
· Interior finish: Low- or no-VOC paints and finishes; formaldehyde-free materials
· Flooring: recycled-content carpet; natural linoleum; bamboo; recycled-content ceramic tile
· Deconstruction, salvage, or reuse: salvage usable materials; use salvaged materials or materials with recycled content
· Construction waste recycling: on-site construction waste separation and recycling

T.
Background of Nonprofit Organizations.  All nonprofit organizations applying for funds must meet the following requirements:

1.
Governing Body - Governing body of the organization should be vested in a responsible and active voluntary board which meets at least quarterly and establishes and enforces policy.  The governing body should be large enough and so structured to be representative of the community it serves.

2.
Personnel/Staffing - The organization must provide for adequate administration of the project development or activities requested for funding.  At a minimum one person should be designated the full-time director of the organization.

U.
Designated Person to Execute Documents.  Once a nonprofit agency has been approved for funding, the County must know who has been authorized by the nonprofit’s governing body to execute all necessary documents related to the funding.  Nonprofits should submit a copy of their Board resolution designating a person responsible for executing all documents related to the funding.  This may be combined with the County-required resolution from the nonprofit that specifically authorizes the nonprofit to make an application for funds. 

V.
Fingerprinting Requirements of Staff.  The County requires that all contractors, assignees, and volunteers of agencies doing business with the County and who during the course of performing services,  may have contact with children, be fingerprinted in order to determine whether they have a criminal history which would compromise the safety of children. 

W.
Equal Benefits Compliance.  Any party entering into contract with the County, in which the County is to provide $5,001 or more, must offer equal benefits to their employees.  Domestic partners of employees are required to receive benefits equal to those received by spouses of employees.  

X.
Debarment.  Housing & Community Developments Act of 1974, 24 CFR Part 5 provides that assistance shall not be used directly or indirectly to employ, award contracts to, or otherwise engage the services of, or fund any Contractor or subrecipient during any period of debarment, suspension, or placement in ineligibility status under the provisions of 24 CFR part 24.  This provision covers all Contractors and subrecipients, as well as subcontractors of Contractor or subrecipient, whose names are included in the “List of Parties Excluded from Federal Procurement and Non-procurement Programs.”  Inclusion in the aforementioned List during the term of this agreement would constitute grounds for contract termination as described in Sections 1 and 2 herein this Exhibit. The debarment list can be found on the Web at http://epls.arnet.gov.
  Y. Special Needs Housing.  For HUD reporting purposes, buildings used to provide supportive housing for special needs populations may be classified as either housing or public facility depending on a number of factors including, but not limited to, clientele served, level of services provided, proposed funding sources and uses.  If the program proposed for the building requires licensing it will automatically be classified as a public facility and does not qualify for HOME funding but CDBG funds may be used to assist these licensed residential facilities.  
Z. 
Persons with Special Needs.  For County purposes this shall include, but is not be limited to, seniors aging in place, persons recovering from substance abuse, emancipated youth, victims of domestic violence, persons recently released from prison.  Under CDBG regulations, this category also includes: abused children, battered spouses, the elderly, adult persons with serious disabilities, the homeless, illiterate persons, and migrant farm workers.
VI.
EVALUATION CRITERIA

Applications will be evaluated by County Staff and the public advisory body, the Housing and Community Development Committee (HCDC) on the following basis:

A.
Threshold Criteria.  In order to be considered for funding, the project must be received on time, be complete, and meet the requirement that the project be both eligible and qualify under CDBG and HOME regulations.  

B.
Evaluation Criteria.  Once a project is determined to meet the threshold criteria, the proposed project is then evaluated against the additional criteria:

1.
Funding Priority:   Extent to which Project addresses one of the funding priorities listed in Section II.

2.
Sponsor Capacity/ Capability:  Ability of project sponsor to carry out proposed project/program in a timely manner.

3.
Project Feasibility/ Readiness:  Reasonableness of proposed time line for implementing and completing project in the near term.  

4.
Leveraging:  Extent to which other funding sources have been sought and committed to Project or Program.

VII.      APPLICATION SUBMISSION

A.
Submission Requirements: There are three (3) distinct application forms depending on program type.  You fill out only the applicable form for your program type.  Submit one application per program funding request. 
· Housing Rehabilitation Programs

· Public Services

· Micro-Enterprise / Economic Development

Electronic versions of the application is available on the County Department of Housing web-site (www.smchousing.org).  The application is in Word format for PC.  If you require a different format, you will have to make your own arrangements for conversion of the file.
Type your application on the computer.  It will be reviewed by staff and members of the Housing and Community Development Committee.
The application packet will consist of two distinct sections: 

· Organizational documentation; one (1) set of this documentation must be submitted, bound or stapled in appropriate order;  the specific information requested is set forth in the Application Instructions.

· Program information; original plus 12 collated copies  

· Only 8-1/2 X 11" paper

· No staples 

· Cover letter optional.

NOTE:  If applications are not packaged correctly, as set forth in the Application Instructions the application may be rejected.  Department of Housing staff will make the determination which will be final.  Applicants will be notified by phone or voice-mail.

B.
Submission Deadline.  
Applications are due on Thursday, September 16, 2010 4:00 PM
Late applications will not be accepted.

C.  Where to Submit.  County of San Mateo Department of Housing

264 Harbor Blvd., Bldg. A, Belmont, CA  94002.  Phone (650) 802-5050.

D.
Information and Assistance.  Staff is available to answer questions regarding the preparation and submittal of the application.  You may contact the following staff:
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	Name
	Phone
	E-Mail

	Norman Pascoe
	(650) 802-5008
	npascoe@smchousing.org



Down-loadable Applications available on the County DOH website:

· Housing Development Application
· Public Facility Rehabilitation Application
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2009 Income & Rent Tables

	Income

 Category
	------------INCOME LIMITS BY FAMILY SIZE-------------


	
	1
	2
	3
	4
	5
	6
	7
	8

	Extremely Low
	$23,750
	$27,150
	$30,550
	$33,950
	$36,650
	$39,400
	$42,100
	$44,800

	  Very Low
	$39 800
	$45,250
	$50,900
	$56,550
	$61,050
	$65,600
	$70,100
	$74,650

	  HOME Limit
	$47,520
	$54,300
	$61,080
	$67,860
	$73,260
	$78,720
	$84,120
	$89,580

	  Low 
	$65,350
	$72,400
	$81,450
	$90,500
	$97,700
	$104,950
	$112,200
	$119,450


	
	---------MAXIMUM AFFORDABLE RENT PAYMENT*-------



	Income 

Category
	Studio
	1-BR
	2-BR
	3-BR
	4-BR

	Extremely Low
	$594
	$636
	$764
	$883
	$984

	Very Low
	$990
	$1,023
	$1,273
	$1,470
	$1,640

	HOME Limit
	$1,078
	 $1,273
	$1,527
	$1,762
	$1,968

	Low
	$1,584
	$1,697
	$2,036
	$2,353
	$2,624



*  These rent levels assume all utilities are paid by the property owner.
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Development Budget 
	Uses


	Sources

	
	San Mateo County


	Other Sources 
	Total

	
	
	Foundations
	Govt. Funds
	RDA
	

	ACQUISITION







	Purchase Price
	
	
	
	
	

	Closing Costs
	
	
	
	
	

	Demolition
	
	
	
	
	

	CONSTRUCTION HARD COSTS

	Building/Unit Construction/Rehab
	
	
	
	
	

	Parking
	
	
	
	
	

	Landscaping
	
	
	
	
	

	Construction Contingency 
	
	
	
	
	

	SOFT COSTS

	Architecture/Engineering
	
	
	
	
	

	Survey
	
	
	
	
	

	Geotechnical Studies
	
	
	
	
	

	Environmental Phase I & II Reports
	
	
	
	
	

	Financing Costs
	
	
	
	
	

	Title & Escrow
	
	
	
	
	

	Loan Fees
	
	
	
	
	

	Legal Expenses
	
	
	
	
	

	Consultants
	
	
	
	
	

	Appraisals
	
	
	
	
	

	Entitlement Permit Fees
	
	
	
	
	

	Marketing Rent-up
	
	
	
	
	

	Furnishings
	
	
	
	
	

	Market Study
	
	
	
	
	

	Other (specify)
	
	
	
	
	

	
Soft Cost Contingency
	
	
	
	
	


	TOTAL
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Operating Budget
	Income
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	Residential Income*
	
	
	
	
	

	Commercial Income
	
	
	
	
	

	Other Income
	

	
	
	
	

	
Gross Potential Income
	
	
	
	
	

	Vacancy Loss
	
	
	
	
	

	
Effective Gross Income
	
	
	
	
	

	Expenses
	
	
	
	
	

	Salaries & Benefits
	
	
	
	
	

	General Maintenance
	
	
	
	
	

	Repairs
	
	
	
	
	

	Supplies
	
	
	
	
	

	Equipment 
	
	
	
	
	

	Garbage
	
	
	
	
	

	Pest Control 
	
	
	
	
	

	Alarm
	
	
	
	
	

	Elevator
	
	
	
	
	

	Utilities
	
	
	
	
	

	Legal
	
	
	
	
	

	Insurance
	
	
	
	
	

	Taxes
	
	
	
	
	

	Management Fee
	
	
	
	
	

	Total Operating Expenses
	
	
	
	
	

	Operating Reserves
	
	
	
	
	

	Replacement Reserves
	

	
	
	
	

	Net Income
	
	
	
	
	


* This total should be broken down by unit size on a separate page
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Budget Instructions



nt Sample Budgets are provided to show expected layouts.  The categories listed are not intended to be exhaustive or appropriate for your particular project.  

Each Budget should have a narrative page attached as required by your application.  The narrative should explain each line item that is not self-explanatory, and should explain how the budget figure was arrived at.

These Sample Budgets are simplified.  Under “Other Sources”, you need to itemize the sources.  You should list each funding source individually.  Your budget should have a column for each funding source and the Budget narrative, on a separate page, should indicate the status of each funding request.

Exhibit 5 

Sample Certification for No Single Audit Requirement Needed
(Please insert sample language onto your agency letterhead stationary)

Department of Housing
County of San Mateo

262 Harbor Blvd., Bldg. A

Belmont, CA  94002

Dear:




:
This is to certify that as 








(title) for our agency, 







(name of agency), we did not expend more than $500,000 of federal funds from all federal sources during the fiscal year ending 




.  As such, our independent financial audit submitted with this application was not required to comply with the single audit requirements set forth in OMB A-122 or A-133.  

Name (signature)
Print Name 
Title 

Date 

Exhibit 6
	HUD 2000 Low Income Areas in San Mateo County *
	
	

	
	
	
	
	
	
	

	Place Name
	Tract
	Block Group
	
	Place Name
	Tract
	Block Group

	Belmont city
	608600
	2
	
	Other Unincorp.
	601300
	2

	Brisbane city
	600100
	1
	
	Other Unincorp.
	601300
	3

	Burlingame city
	605000
	2
	
	Other Unincorp.
	601300
	1

	Burlingame city
	605000
	1
	
	Other Unincorp.
	603200
	4

	Burlingame city
	605300
	2
	
	Other Unincorp.
	609100
	1

	Burlingame city
	605400
	5
	
	Other Unincorp.
	609900
	2

	Burlingame city
	605500
	1
	
	Other Unincorp.
	610302
	3

	Colma town
	601601
	1
	
	Other Unincorp.
	611300
	4

	East Palo Alto city
	611700
	2
	
	Other Unincorp.
	613700
	1

	East Palo Alto city
	611700
	1
	
	Other Unincorp.
	613800
	2

	East Palo Alto city
	611800
	2
	
	Pacifica city
	602700
	1

	East Palo Alto city
	611800
	1
	
	Pacifica city
	602800
	1

	East Palo Alto city
	611900
	5
	
	Pacifica city
	602900
	2

	East Palo Alto city
	611900
	4
	
	Pacifica city
	603000
	3

	East Palo Alto city
	611900
	3
	
	Pacifica city
	603300
	3

	East Palo Alto city
	611900
	2
	
	Pacifica city
	603400
	3

	East Palo Alto city
	611900
	1
	
	San Bruno city
	603900
	2

	East Palo Alto city
	611900
	6
	
	San Bruno city
	603900
	5

	East Palo Alto city
	612000
	3
	
	San Bruno city
	604000
	2

	East Palo Alto city
	612000
	2
	
	San Bruno city
	604101
	3

	East Palo Alto city
	612000
	1
	
	San Bruno city
	604101
	2

	East Palo Alto city
	612100
	2
	
	San Bruno city
	604101
	1

	El Granada CDP
	613502
	2
	
	San Bruno city
	604102
	1

	El Granada CDP
	613600
	4
	
	San Bruno city
	604200
	4

	Menlo Park city
	612600
	3
	
	San Bruno city
	604200
	3

	Millbrae city
	603900
	2
	
	San Bruno city
	604200
	2

	Millbrae city
	604400
	1
	
	San Carlos city
	609200
	2

	Millbrae city
	604400
	3
	
	San Carlos city
	609200
	3

	Millbrae city
	604800
	4
	
	
	
	

	Millbrae city
	604800
	1
	
	
	
	

	North Fair Oaks CDP
	610500
	4
	
	
	
	

	North Fair Oaks CDP
	610500
	3
	
	
	
	

	North Fair Oaks CDP
	610500
	2
	
	
	
	

	North Fair Oaks CDP
	610500
	1
	
	
	
	

	North Fair Oaks CDP
	610601
	3
	
	
	
	

	North Fair Oaks CDP
	610601
	2
	
	
	
	

	North Fair Oaks CDP
	610601
	1
	
	
	
	

	North Fair Oaks CDP
	610602
	4
	
	
	
	

	North Fair Oaks CDP
	610700
	1
	
	
	
	

	
	
	
	
	
	
	

	* from HUD website:
	
	
	
	
	
	

	www.hud.gov/offices/cpd/systems/census/lowmod/index/cfm
	
	


Exhibit 7
CHDO Certification
HUD recommends that Community Housing Development Organizations(CHDO) be certified annually, but at a minimum, a CHDO must re-qualify each time it receives HOME CHDO set-aside funding.  If you are a CHDO under the County HOME Program and are applying for HOME funding in this application, please provide the following requested documentation with your application:

Organization Name:      
Address: 
     
State & Zip:
     
	Instructions for completing the CHDO Certification:  Use the tab key to navigate from question to question.  Where there are check boxes, click on the appropriate box to put an “x”.  Attach any indicated documentation not already provided with your application.  Clearly label each attachment.  

Submit this form along with all attachments.  This information must be submitted with your application


	A.
Legal Status

	1.
Provide a copy of your articles of incorporation.  Your organization must be organized under State of California law.

                FORMCHECKBOX 
 See attached.      FORMCHECKBOX 
  Already provided with application.



	2.
CHDOs must document that no part of its earnings inure to the benefit of any member, founder, contributor, or individual.

               FORMCHECKBOX 
  See articles of incorporation    FORMCHECKBOX 
  See other document (specify):      
Specify exactly where in the indicated document this information is set forth:      

	3.
Provide a copy of your IRS tax exemption ruling.

                FORMCHECKBOX 
 See attached.      FORMCHECKBOX 
  Already provided with application.



	4. 
Provide documentation that states that among your organization’s purposes, the provision of decent housing that is affordable to low- and moderate- income people. 

               FORMCHECKBOX 
 See articles of incorporation    FORMCHECKBOX 
 See Mission Statement    FORMCHECKBOX 
 See Resolution  

               FORMCHECKBOX 
 See other documentation (specify):      
Specify exactly where in indicated document this information is set forth:      


	B.
Capacity

	1.
CHDOs must conform to the financial standards of 24 CFR 84.21 “Standards for Financial Management Systems.”

              FORMCHECKBOX 
 See statement by the president or chief financial officer of the organization.

              FORMCHECKBOX 
 See certification from a Certified Public Accountant.



	2.  
CHDOs must demonstrate capacity for carrying out activities assisted with HOME funds.

              FORMCHECKBOX 
 See resumes and/or statements that describe the experience of key staff members who have successfully completed projects similar to those to be assisted with HOME funds.

              FORMCHECKBOX 
 See attached agreement/contract with consultant with demonstrated housing experience similar to projects to be assisted with HOME funds.  This agreement/contract indicates that consultant will train appropriate key staff to undertake proposed project.



	3.   CHDOs must have a history of serving the community within which is located proposed housing to be assisted with HOME funds.

              FORMCHECKBOX 
 See attached statement signed by the president or other official of the organization that documents at least one year of experience in serving the community.

              FORMCHECKBOX 
 For newly created organizations formed by local churches, service or community organizations, see attached statement signed by the president or other official of the organization that documents that the parent organization has at least one year of experience in serving the community.



	C.
Organizational Structure

	1.
CHDOs must maintain at least one-third of its governing body’s membership for residents of a low-income neighborhood, other low income community residents, or elected representatives of low income neighborhood organizations.  

Indicate how low income membership is defined:

 FORMCHECKBOX 
 Low income persons

 FORMCHECKBOX 
 Low income neighborhoods

 FORMCHECKBOX 
 Elected representative of low income neighborhood organization

Provide evidence of low income representation requirement.  Indicate here what type of documentation is being provided:

      


	2.
HOME rules define a CHDO community in urban areas as one or several neighborhoods, a city, county or metropolitan area.  

Indicate your CHDO community:       


	3.
HOME requires a formal process for low-income program beneficiaries to advise the organization in all of its decisions regarding the design, siting, development, and management of affordable housing projects.

This process in defined in (indicate document and location within document; attach if not already included in this submission):       


	4.  
If your CHDO is sponsored/created by a State or local government, HOME rules say that the State/local government cannot appoint more than one-third of the board members; these State/local government-appointed board members cannot appoint the other 2/3 of the Board; and no more than 1/3 of the governing Bd. members can be public officials. 

              FORMCHECKBOX 
  Not applicable
              FORMCHECKBOX 
  See documentation evidencing this rule.  Indicate what documentation is being provided and where in the document this is to be found:        



	5.
If your CHDO is sponsored/created by a for-profit entity, HOME rules say that the for-profit may not appoint more than one-third of the CHDO’s governing body; and these governing body members cannot appoint the other 2/3 of the Board.

              FORMCHECKBOX 
  Not applicable
              FORMCHECKBOX 
  See documentation evidencing this rule.  Indicate what documentation is being provided and where in the document this is to be found:        



	D.
Relationship with For-Profit Entities      FORMCHECKBOX 
 Check here if this section is not applicable

	1.
CHDOs cannot be controlled, nor receive directions from individuals or entities seeking profit from the organization.

              FORMCHECKBOX 
  See documentation evidencing this rule.  Indicate what documentation is being provided and where in the document this is to be found:        



	2.  
CHDOs may be sponsored or created by a for-profit entity, however the for-profit’s primary purpose does not include the development or management of housing. 

              FORMCHECKBOX 
  See documentation evidencing this rule.  Indicate what documentation is being provided and where in the document this is to be found:        



	3.
CHDOs are free to contract for goods and services from vendor(s) of its own choosing.  

              FORMCHECKBOX 
  See documentation evidencing this rule.  Indicate what documentation is being provided and where in the document this is to be found:        
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