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Affordable Housing Development Application 

316 N. 26th St., 4th Floor, Billings, MT 59101     	   Phone: 406.860.9126     


	APPLICATION SUMMARY 
To activate checkboxes, double-click on box and change default value to “checked”.
Narrative sections expand when filled with type.

	Project Name
	

	Project Type(s):
	Activity Type(s):
	Housing to be Produced:

	☐	Rental
	☐	New Construction
	☐	Multi-Family
	Other: 

	☐	Homeownership
	☐	Acquisition
	☐	Single-Family
	

	☐	Group Home
	☐	Infrastructure
	☐	Mixed-Use
	

	☐	Transitional Living
	☐	Rehabilitation
	Funding Type and Amount Requested:

	☐	Special Population
	☐	Demolition
	☐	HOME                            
	$  

	☐	Accessory Dwelling Unit
	☐	Other (specify):
	☐	CDBG  
	$

	Project Summary
	

	Project Location
	

	Site Control Status
	

	Property Legal Description
	

	Current Zoning
	   
	Zoning Permitted for Use?    
	

	Conceptual Review Completed? 
	

	Neighborhood Meeting Completed?
	

	Date, Time, Location of Meeting
	

	APPLICANT

	Applicant / Organization Name
	

	Contact Person / Title
	

	Address
	

	Phone / Website / Email
	

	Applicant Type
	☐ CHDO
	☐ Nonprofit
	☐ Public Entity
	☒ For-Profit
	☐ Individual

	If CHDO, indicate role:
	

	Is the organization faith-based?
	

	Unique Entity ID #
	
	SAM Registration Date:
	

	HUD PERFORMANCE MEASUREMENTS

	Select one HUD objective:
	
	Select one HUD outcome:

	☐
	Suitable Living Environment: Activity benefits communities, families, or individuals by addressing issues in their living environment.
	
	☐
	Availability / Accessibility: Activity makes services, infrastructure, or shelter available and accessible. Note: accessibility does not refer only to physical barriers.

	☐
	Decent Affordable Housing: Housing activity that meets individual or community needs. This objective should not be used for activities where housing is an element of a larger effort.
	
	☐
	Affordability: Activity provides affordability in a variety of ways including: creation / maintenance of affordable housing; infrastructure hookups; services such as transportation / daycare.

	☐
	Creating Economic Opportunity: Activity relates to economic development, commercial revitalization, and job creation.
	
	☐
	Sustainability: Activity provides livable / viable communities / neighborhoods by providing services or by removing slums / blight.

	HUD NATIONAL OBJECTIVES

	This project meets at least one of the HUD national objectives listed below (please check all applicable):

	☐	Benefits low / moderate income households.
	☐
	Addresses the prevention or elimination of slums or blight.

	Check all statements that describe how this project / activity meets one of the national objectives above:

	☐
	Low / Moderate Area Benefit: The project serves only a limited area which is proven by recent census data or survey to be a low-income area.  Applicants choosing this category must be able to prove their project / activity primarily benefits low / moderate income households. Please review this video and indicate the qualifying Census Tracts and Block Groups that comply. 

	
	Census Blocks / Tracts / Low-Income Percentage: 
	

	☐
	Low / Moderate Limited Clientele: The project benefits a specific group of people (rather than all areas in a particular area), at least 51% of whom are low / moderate income persons. Note: Income verification for clients must be provided for this category. The following groups are presumed to be low / moderate: abused children; elderly persons; battered spouses; homeless persons; adults meeting census definition of severely disabled; persons living with AIDS; and migrant farm workers.

	☐
	Low / Moderate Housing: The project adds or improves permanent residential structures that will be / are occupied by low / moderate income households upon completion.

	Describe the relationship between the proposed project and the City’s community needs identified in the City of Billings Consolidated Plan for use of Community Development Resources (narrative sections expand when filled with type).

	




	How has the organization obtained input from low-income persons potentially benefitting or affected by the proposed project? Evidence of community support must be included with the application. 

	




	Has the organization conducted a Market Assessment for the proposed project?  How has the organization demonstrated the need for the proposed project in relation to the current housing market? References may include the City’s current Housing Needs Analysis and other market studies. How does this project meet a specific housing gap?

	



	Demonstrate how this project will maintain long-term affordability. 

	



	Will the project complement or build on the efforts of other groups or agencies?  

	







	PROJECT DESIGN

	List the unit type and the number of bedrooms in each unit and describe amenities such as bathroom location, safety features, outside lighting, and available parking.

	


	Describe land use planning, housing development design and architecture.

	


	Does this project target a special needs group? Describe the # of units to be utilized for special needs households, the type of units, and unit mix (# of bedrooms in each unit). 

	


	Describe the proposed rent structure / sales price.  Define rent structure by income level and describe how the rent structure will meet the needs of the target population.

	


	TARGET POPULATION

	% of Area Median Income
	# Units
	% of Total Units

	<30% AMI
	
	

	31 – 50% AMI
	
	

	51 – 80% AMI
	
	

	What are the applicant selection criteria to be used?  What is the appeal process for rejected applications?

	


	What are the income restrictions? How will the organization define income? How will household income be verified?  Specifically, what third parties will be contacted to verify income, and/or what source documents will be utilized?  How often will either source documents be verified or third parties contacted?

	


	Who will be responsible for identifying and resolving conflicts of interest?  How will any potential conflicts of interest in project participation and implementation be identified and addressed?

	


	Describe the organization’s marketing strategy including the target population, present and future marketing activities, where will applications be available and how will completed applications be submitted?

	


	If applicable, outline the respective responsibilities of the owner and the managing agent.  Are these responsibilities clearly defined so as not to overlap?  Are they clearly assigned?  Are all basic responsibilities covered?  What limits – managerial and financial – are placed upon the agent’s authority?

	


	How will complaints or grievances be handled?

	


	Describe how the organization will ensure compliance with the City’s Affirmative Marketing Plan.

	




	ORGANIZATIONAL STRUCTURE / PROJECT MANAGEMENT TEAM

	Please provide a statement of organizational capacity. Include how long the organization has been in business, what services does the organization provide? How often is the organization audited? If not annually, explain. What other federally funded projects has the organization developed? 

	


	Does the organization have prior experience in similar efforts? Please list all development, management, marketing and financial expertise specific to current personnel. 

	


	Describe how the project will be managed in the organization, including acquisition / construction / rehabilitation, rent-up and ongoing management of the housing created. 

	


	Describe the organization’s current projects and staff workload. Will current projects and obligations prevent the organization’s ability to undertake, complete and manage the proposed project? Will the proposed project prevent the organization from current obligations outside of project development and management? 

	


	Please describe the organization’s governing Board of Directors, including average length of service, Board member turnover rate, and skills / experience current members have relative to oversight of the proposed development. 

	


	Identify all members of the proposed development and ongoing management team, their biographies and the duties they will undertake in managing this project. Who will be responsible for processing payment requests and managing and documenting match to the City?

	


	If this project is new to the organization, please explain how training and/or education will be obtained to ensure the long term viability of the project.

	


	Who will work with the City to ensure compliance with non-discrimination / equal housing and employment and Civil Rights rules?

	


	How will the organization comply with the Lead-Based Poisoning Prevention Act and implementing the HUD lead-based paint regulations for properties built before January 1, 1978?

	


	FINANCIAL MANAGEMENT

	Describe financial commitments of resources from partners.

	


	What procedures will be followed for reviewing and approving expenditures and requesting reimbursement from the City?

	


	What accounting system will be used for the project?

	


	What role does the Board of Directors / leadership play in approving expenditures?  How often are expenditures reviewed and approved? 

	


	Has the organization had any questionable or disallowed costs identified in the organization’s last audit?  If so, please explain.  

	


	Describe ongoing insurance requirements for the property and how often will the organization review coverage?

	


	What accounting controls will be employed to protect against losses of rental income?

	


	Will all operating funds be maintained by the owner?

	


	How frequently will the organization prepare property status reports and who will review them?

	


	Who will prepare the annual operating budget for the project?  How will it be approved?

	


	Does the organization have sufficient liquid assets to meet the short and long term needs of the project? 

	


	Does the organization have cash needed for equity contributions, pre-development costs, and organizational overhead to support the project during planning and implementation?  

	


	Describe the organization’s financial obligations with respect to rental housing portfolio or other programs and if the project will present risks to the proposed project. 

	


	Please describe how the organization will financially absorb and manage project delays and cost overruns. 

	


	PROPERTY MAINTENANCE & REPAIR for RENTAL PROJECTS

	A property standards inspection is required annually based on the number of units in the project.  How will completion be ensured?  How will this inspection be coordinated with other inspections and monitoring visits to prevent burdening the tenant?

	


	What is the organization’s scheduled maintenance for systems to ensure compliance with all federal, state, and local requirements?

	


	Describe the organization’s maintenance and repair procedures. How do tenants request a repair during business hours?  How do they report an emergency after hours?  What is the time period for addressing routine maintenance requests and for emergency maintenance requests?  How is work quality of repairs controlled?  How will maintenance services be provided?

	


	What are the procedures to control the purchase of equipment, supplies and repairs?

	


	What procedures will be used in inspecting dwelling units before move-in, while occupied, and before vacating the unit?  How will the tenant be notified and how much notice will the tenant receive?

	


	How will charges for tenant damages be billed and collected?

	


	What is the schedule for interior and exterior painting and decorating?  What procedures will be employed in preparing vacant units for new tenants?

	


	MATCH CONTRIBUTIONS

	Description
	Value
	Secured?

	Cash contributions from non-federal sources and permanently contributed to the project.  This contribution cannot be made by the owner/developer. Nonfederal cash match contributions to assisted or eligible projects may be expended for activities that are eligible project costs, as well as for costs that are not eligible costs.
	
	

	Below-market interest rate loan from private lending institution.
	
	

	The value of state or local taxes, fees, or other charges that are normally imposed but are waived, foregone, or deferred.
	
	

	The value of donated land or other real property, before the assistance is provided and minus any debt burden, lien, or other encumbrance.
	
	

	The cost of on-site and off-site infrastructure directly required for affordable housing assisted with City funds, not paid with federal resources. The cost of infrastructure related to affordable housing that is City-assisted is not an eligible form of match.
	
	

	Proceeds from multifamily and single family affordable housing project bond financing validly issued by a State or local government, or an agency, instrumentality, or political subdivision of a State and repayable with revenues from the affordable housing project.
	
	

	Donated site-preparation and construction materials not acquired with federal resources and any donated or voluntary labor in connection with the site-preparation.
	
	

	Value of donated or voluntary labor or professional services for site preparation, rehabilitation and/or construction of affordable housing.  An unskilled labor rate is $10/hr.  Skilled or professional rate is the normal market rate.
	
	

	Value of sweat equity for a homeownership project.
	
	

	Direct cost of supportive services for families residing in City assisted units during the period of affordability or receiving City-financed tenant based rental assistance.
	
	

	Direct cost of homebuyer counseling services to families that acquire properties with City funds.
	
	

	Twenty-five percent (25%) of the face value of most Montana Board of Housing loans.
	
	

	Other:
	
	

	Legal Signature Required
By signing, applicant certifies the values indicated are true

	Signature:

	Date:

	Printed Name:

	Title:
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	ATTACHMENTS CHECKLIST

	Tab #
	Description

	One
	Completed and signed application
	☐

	
	System of Award Management (SAM.gov) Registration 
	☐

	Two
	Evidence of site control status
	☐

	
	Evidence of Community Neighborhood Meeting (agenda, minutes, sign-in sheet)
	☐

	Three
	Funding Sources and Uses Statements, Operations Workbook for rentals
(must also be provided in electronic format)
	☐

	Four
	Implementation Schedule and Market Assessment
	☐

	Five
	If project involves relocation: A signed Acquisition, Displacement and Relocation Plan
	☐

	
	If project is rental: Lease Agreement, Resident Handbook, property rules and move-in, move-out procedures or narrative as outlined, Fair Lease and Grievance Procedure, and Tenant Participation Plan
	☐

	Six
	Most recent agency audit
	☐

	
	Treasurer / Financial report for the period through the last fiscal year
	☐

	
	Firm letters of commitment for leveraged resources
	☐

	Seven
	Evidence of community support (letters)
	☐

	Eight
	All projects: Outreach and Marketing Plans
If 5 or more units: Affirmative Marketing Plan
	☐

	Nine
For Non-CHDO Developers 
	Complete Board of Directors List (or officers list)
	☐

	
	Legal documentation of organization’s status (IRS Determination Letter)
	☐

	
	Current organizational Bylaws
	☐

	
	Articles of Incorporation
	☐

	Ten
For Public Housing Authority
	Letter certifying: 
· Application is submitted for the development of non-public housing units, OR
· Application is submitted for the development of public housing units with the following stipulations: 
· Proposed units will be developed under Section 24 of the 1937 Act (HOPE VI). 
· No Capital Fund assistance under Section 9(d) of the 1937 Act will be used for development. 
· Units developed with both HOME and HOPE VI may, post development: 
· Receive Operating Assistance under Section 9 of the 1937 Act. 
· Be subsequently rehabilitated or modernized with Capital Funds. 
	☐
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	Project Name:
	

	Property Address: 
	

	Property Owner(s): 
	



As the owner(s) of the above referenced property and the applicant(s) for City funding, I / we certify that the following governmental funds have been or will be requested for this project.  If no additional governmental funds will be used for this project, enter “None” on subsequent lines of the table below.

I/we also certify that, should other governmental funds be requested in the future, we will promptly notify the Community Development Division at (406) 657- 8281.

	Source of Funds
	Amount Requested/Committed

	1. City of Billings HOME funds
	

	2. City of Billings CDBG funds
	

	3. 
	

	4. 
	

	5. 
	

	6. 
	

	Total Funding:
	




	Owner Signature(s): 
	
	

	
	
	

	Name / Title
	
	Date

	
	
	

	Name / Title
	
	Date
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	Financing
	Anticipated Completion Date (month / year)

	Construction Loan Commitment
	

	Construction Loan Closing
	

	Low Income Housing Tax Credits
	

	Grant Commitments (list all):
	

	 - 
	

	 -
	

	Permanent Loan Commitment
	

	Permanent Loan Closing
	

	Other (specify):
	

	Project Start-Up
	Anticipated Completion Date (month / year)

	Site Acquisition
	

	Zoning
	

	Infrastructure Available
	

	Environmental Review
	

	Advertise Architect / Engineer
	

	Design Completion
	

	Advertise for Construction Bids
	

	Construction Bid Award
	

	Building Permits
	

	Marketing
	

	Other (specify):
	

	Project Activities
	Anticipated Completion Date (month / year)

	Pre-Construction  / Rehabilitation Conference
	

	Issue Notice to Proceed
	

	Begin Construction / Rehabilitation
	

	Complete Construction / Rehabilitation
	

	Final Inspection / Issue Certification of Occupancy
	

	Audit
	

	Marketing
	

	Prequalification Activities
	

	Rent-Up
	

	Other (specify):
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