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Community Housing Development Organizations
(CHDO) Programs
Virginia Department of Housing and Community Development


CHDO Operating Assistance

Program Guidelines & Application 
2013-2014




PROGRAM OVERVIEW
The CHDO Operating Assistance Program provides operational support to eligible state-certified CHDOs during the development of DHCD funded Affordable and Special Needs Housing (ASNH) Program projects.   The funding is intended to assist CHDOs that can demonstrate a need for operating support.  DHCD will make available $200,000 through a quarterly application process for the 2013-2014 program year (July 1, 2013- June 30, 2014).  Approximately $50,000 will be allocated quarterly based on applications and need.  Funding not allocated during a specific quarter will be carried forward and made available for allocation during the subsequent quarter.  Any funding not fully obligated during the fourth quarter may be reallocated based on the 2014-2015 Action Plan. 

Quarterly application due dates:

September 30, 2011		December 30, 2011

March 30, 2012			June 29, 2012

CHDO operating assistance grants are limited to $50,000.  

ELIGIBLE APPLICANTS
All eligible applicants must be a current state-certified CHDO.  This CHDO certification must be for the area in which the ASNH project is located.  See the CHDO certification requirements for specific requirements.  

Applicants must have a current ASNH program funding offer and/or program agreement.    

Applicants may not have more than one concurrent CHDO Operating Assistance Program grant and are limited to no more than two grants per program year.   

Eligible CHDOs must have established standard accounting practices including internal control and fiscal accounting procedures and be able to track organization and project budgets by revenue source and expense.  

CHDOs with outstanding audit findings, IRS findings, DHCD monitoring findings or other compliance issues are not eligible for CHDO Operating Assistance.  Please note that DHCD will work with all interested parties, where appropriate, toward the resolution of unresolved matters.

DHCD reserves the right to disapprove an application for CHDO Operating Assistance where there is not a clear financial need for the assistance in order to assure the success of the DHCD HOME-funded project.  

ELIGIBLE EXPENSES
Organizational operational costs are the only eligible expenses under the CHDO Operating Assistance Program.  These eligible expenses include:

· Salaries, Wages, and Benefits
· Rent and Utilities
· Training and Travel
· Technical Assistance
· Equipment and Supplies
· Contracted Professional Services (non-project specific)
· Internet Access and Communications


Eligible expenses include only those operational costs that have been incurred within the contract period. 

Purchases valued at or above $5,000.00 require DHCD prior approval and copies of at least three (3) written bids or quotes should be submitted to this office.


Project specific costs are ineligible.  

DHCD pays CHDO Operating Assistance grant expenses on a reimbursement basis.  The CHDO must be able to provide documentation that the work, services, or cost occurred within the grant period and the expenses were paid appropriately by the CHDO.  

FINANCIAL MANAGEMENT
CHDOs must ensure compliance with regulations and requirements pertaining to the following key areas of financial management: 
· Allowable costs
· Source documentation
· Internal controls 
· Budget controls 
· Cash management 
· Accounting records 
· Procurement 
· Property asset controls 
· Audits 
[bookmark: 7-1]CHDO Operating Assistance program funds must be used only for eligible activities and in accordance with the DHCD-approved program budget. Any changes from the planned expenditures must be approved in advance by DHCD. CHDO Operating funds may not be used for activities other than those authorized in the regulations and approved by DHCD.  
[bookmark: 7-3]Internal controls refer to the combination of policies, procedures, defined responsibilities, personnel and records that allow an organization to maintain adequate oversight and control of its finances. As such, internal controls reflect the overall financial management system of an organization or agency. Budget controls, cash management, accounting records, procurement and property controls are sub-sets of the overall financial system. 
The specific administrative requirements (i.e., financial management standards) for Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations are contained in 24 CFR Part 84, OMB A-122, and OMB A-133. 
Sub-grantees will be monitored for required documentation and compliance with the program requirements.  

A compliance monitoring may review the following:
· An organizational chart showing titles and lines of authority for all individuals involved in approving or recording financial (and other) transactions
· Written position descriptions that describe the responsibilities of all key employees
· A written policy manual specifying approval authority for financial transactions and guidelines for controlling expenditures 
· Written procedures for the recording of transactions, as well as an accounting manual and a chart of accounts 
· Adequate separation of duties to assure that no one individual has authority over an entire financial transaction
· Hiring policies to ensure that staff qualifications are equal to job responsibilities and that individuals hired are competent to do the job 
· Control of access to accounting records, assets, blank forms, and confidential records such that only authorized persons can access them 
· Procedures for regular reconciliation of its financial records, comparing its records with actual assets and liabilities of the organization 
· Accounting records/source documentation
· Cash management procedures
· Procurement procedures
· Property controls
· [bookmark: 7-4][bookmark: 7-5][bookmark: 7-7][bookmark: 7-8]Annual Audit
Audits
All sub-grantees receiving annually a total of $500,000 or more in federal and state funds are required to have annual audits conducted in compliance with OMB A-133 standards.  Those sub-grantees with less than $500,000 in federal and state funds should complete annual financial statements.  Annual audits and financial statements, whichever is appropriate, must be completed within six months following the end of the sub-grantee’s fiscal year.    
[bookmark: 7-10]Time sheets
Employee (both exempt and non-exempt) time sheets should reflect actual times, not percentages. Likewise, time sheets should be signed and dated (or equivalent electronic approval) by the employee and the supervisor having first-hand knowledge of the work performed. If the expenditures are paid for by more than one source (e.g., federal, United Way, private donations) the allocation of costs should be accurately tracked within the sub-grantee's accounting system. 




GRANT TERM

The grant agreement term is 12 months. Sub-grantees may apply for an additional 12 month grant for the same project.  No organization will be funded for more than two years per project.

Projects must make progress on a reasonable timeline.  Any project that has not started construction within 12 months from beginning of the initial grant period may not be eligible for a second year of CHDO Operating Assistance.   DHCD will monitor project progress and reserves the right to decline second year funding requests based on project progress and CHDO need.  DHCD reserves the right to recapture CHDO Operating Assistance in the case where projects have not made adequate progress.    
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CHDO Operating Assistance Grants
Application

Applications are due before 5:00 P.M. on the due date:

September 30, 2011		December 30, 2011

March 30, 2012			June 29, 2012



[bookmark: Text44]CHDO Name:       			

[bookmark: Check23][bookmark: Check24]Currently State-Certified CHDO 	|_| Yes 	 |_|  No	|_|  In Progress						
Project Name:       

Project Location (locality):       

The CHDO must have an eligible DHCD funded project in order to receive CHDO operating assistance:  

DHCD Offer Letter Date:      		|_|  NA

DHCD Program Agreement Date:      		|_|  NA

Executive Director Name:       				Telephone Number:       

Mailing Address: 

Email:       	

Secondary Contact Person Name:        		Telephone Number:       

Email:       

Organizational Budget	
In the chart below please provide the current budgeted operational revenues and expenses for the CHDO.  This must exclude project specific funding and costs.     

	Projected Annual Operational Revenue Sources (insert rows as need)

	Revenue Sources
	Amount
	Comments

	(please list)
	
	

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	Total 
	$0
	 

	Projected Annual Operational Expenses (insert rows as need)

	Expenses
	Amount
	Comments

	 
	
	

	Salaries, benefits, and payroll
	 
	 

	Rent/Mortgage
	 
	 

	Property Insurance/taxes
	 
	 

	Utilities
	 
	 

	Phone
	 
	 

	Liability Insurance
	 
	 

	Travel
	 
	 

	Training
	 
	 

	Postage
	 
	 

	Equipment
	 
	 

	Supplies
	 
	 

	Membership dues 
	 
	 

	Other, please specify
	 
	 

	Total Operational Expenses 
	$0
	 



Please explain any “other” expenses:





NEED 	
Explain why CHDO Operating Assistance is needed and how it will be used. Specifically address the CHDO’s financial need for this assistance in order to assure that the HOME-funded project can be successfully completed:











































Project Timeline (updated for current DHCD funded project) 	

	
	
	
	
	
	
	 
	Date
	(Days)
	Date

	A. Environmental Review

	
	
	
	
	
	
	
	
	

	B. Site

	
	
	
	
	
	
	
	
	

	    Real Estate-Option/Contract
	
	
	
	
	
	 
	
	
	

	    Site Analysis 
	
	
	
	
	
	 
	
	
	

	    Zoning Approval
	
	
	
	
	
	 
	
	
	

	    Site Acquisition
	
	
	
	
	
	 
	
	
	

	C.  Financing

	
	
	
	
	
	 
	 
	
	

	1. Construction loan (if applicable)
	
	
	
	
	
	 
	
	
	

	       Firm Commitment
	
	
	
	
	
	 
	
	
	

	    2.  Permanent loan
	
	
	
	
	
	 
	
	
	

	       Firm Commitment
	
	
	
	
	
	 
	
	
	

	    3.  Other
	
	
	
	
	
	
	
	
	

	       Firm Commitment/Award

	
	
	
	
	
	
	
	
	

	    4.  Other
	
	
	
	
	
	
	
	
	

	       Firm Commitment/Award

	
	
	
	
	
	
	
	
	

	5. *Add lines if necessary

	
	
	
	
	
	
	
	
	

	D. Construction
	
	
	
	
	
	 
	
	
	

	Plans/Specification, Working Drawings
	
	
	
	
	
	 
	
	
	

	Const. Documents Approval
	
	
	
	
	
	 
	
	
	

	Bldg. Permits Drawn 
	
	
	
	
	
	 
	
	
	

	Start of Construction
	
	
	
	
	
	
	
	
	

	Site Work
	
	
	
	
	
	 
	
	
	

	Construction 
	
	
	
	
	
	 
	
	
	

	Certificates of Occupancy
	
	
	
	
	
	 
	
	
	

	Lease-up
	
	
	
	
	
	 
	
	
	

	Project completed
	
	
	
	
	
	 
	
	
	

	Close-Out Report Submitted
	
	
	
	
	
	 
	
	
	









Submit one original and four copies to:

Department of Housing and Community Development
Main Street Centre
600 East Main Street, Suite 300
Richmond, Virginia 23219
Attn: Kevin Hobbs

Please direct questions to Kevin Hobbs at (804) 371-7120 or via email at Kevin.Hobbs@dhcd.virginia.gov. 

Include the following attachments:

· CHDO Certification Letter

· Copy of executed written funding commitment agreement from DHCD’s for applicable Affordable and Special Need Housing project

I certify that the submission of this application has been approved by at least a 2/3 vote of the Board of Directors

									
Printed Name of Board President

													
Signature of Board President							Date

													
Organization Name								Tax ID Number(CHDO)

													
Mailing Address								Amount Requested

									
Mailing Address
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