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          City of Lawton


 Housing and Community Development

TO:               CHDO APPLICANTS

SUBJECT:  OPERATING EXPENSE PROJECT PROPOSAL PACKET

CONTENTS:  
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Evaluation Criteria





Required Proposal Format





Proposal Checklist
The City of Lawton Housing and Community Development (HCD) seeks proposed projects from City of Lawton-certified Community Housing Development Organizations (CHDO) with the qualifications and capacity to develop affordable housing and require operating expense funding to undertake the activity.   Federal HOME Investment Partnerships (HOME) Program funds may be available to CHDOs, with approved set-aside projects or CHDOs that submit a request for set-aside funds that is approved by the City council.  The opportunity to apply for operating expenses is authorized under 24 CFR 92.208 to assist in the development of affordable housing.  Awards of HOME Program funds are subject to the availability of funds.  

Multiple reviewers will score each proposal, and the scores will be averaged to achieve a final score.  Subject to CHDO Program funding availability, projects determined to be the most competitive will be recommended to the City Council for assistance.  Upon receipt of project proposals, the HCD reserves the right to request additional information and/or reject any or all proposals.
CHDOs should carefully review the Consolidated Plan and the HOME Final Rule 24 CFR Part 92 prior to submitting a project proposal. Answers to questions that arise in completing the proposal are available by contacting the Federal Grants & Housing Programs Coordinator, Timothy L. Libby at (580) 581-3347 or at tlibby@cityof.lawton.ok.us.
PROPOSAL SUBMISSION PROCESS
Applications may be submitted any normal business day.  Applications received after 4:00 pm will be considered received on the following day, and will be date stamped for the following day.  No applications will be accepted after 11:00 am of the due date.  The due date for FY 2010 application is February 19, 2010.  HCD will conduct a thorough application review and make funding recommendations based on the documentation submitted.  All applications will be considered and acted upon by the City Council.  HCD at its discretion may delay the review of applications if extenuating circumstances arise.
Project proposals must be submitted in triplicate (3 copies) in the format and in the informational sequence indicated in the CHDO Operating Expense Project Proposal Format.  Proposals must include sufficient information to allow the comprehensive review and analysis of the proposed project.  The City of Lawton will only provide the application in electronic format.  Since applications are in form format, all proposals must be electronically prepared and printed.  Printing out a blank application and typing in the information cannot be accomplished because certain information has drop down menus.  The applications are in MS Word and Excel formats.  Applications that are submitted by electronic means (e-mail or fax) will not be accepted.  Proposals lacking information requested will be considered incomplete and returned to the applicant.

Completed project proposals should be mailed or delivered to:

City of Lawton

Housing and Community Development

1307 SW Washington

Lawton, OK 73501

An application must be from an eligible entity and for an eligible activity.  To be considered for funding, a HOME application must satisfy all threshold requirements and meet the minimum seventy (70) points scoring requirements.  The applicant is required to provide a self-graded evaluation criteria document.  An applicant applying for HOME funds should thoroughly review the application prior to submission, to ensure that it satisfies both threshold and minimum scoring requirements.

Applicants for HOME funds are required to provide specific information, data, and support documentation that relates directly to the proposed project.  “Cut and paste” errors are the reason for many applications’ failures. 
The City Council as the approving authority may, in its discretion, after hearing the recommendations of staff and the applicants, elect to approve or deny an application irrespective of the point ranking or the recommendation of Staff.   Accordingly, representatives of the applicant are encouraged to attend the City Council meeting to answer any questions by council members, and to present evidence and argument in support of approval of the application, if necessary. The applicant's representative should be a responsible employee or official of the applicant.  Legal counsel may also represent the applicant. 
We look forward to reviewing your project proposal and are eager to answer any questions you encounter in completing the proposal.

OPERATING EXPENSES PROJECT PROPOSAL 

Community Housing Development Organization (CHDO) Program
	PRIVATE 
1.
Name of Pro​ject:      
 FORMTEXT 



	2. Addresses of Proposed Project Sites:      


	3.  Project Type (check all that apply):  FORMCHECKBOX 
 Operating Expenses 



	4.  Percentage of the proposed set-aside project sites located in a City of Lawton designated revitalization area identified in the Consolidated Plan.      %
Revitalization Area (check all that apply):  FORMCHECKBOX 
 ZONE 1  FORMCHECKBOX 
 DOWNTOWN  FORMCHECKBOX 
 LAWTON VIEW (Include map showing activities) (Marked as Exhibit “G”)


	5.  Amount of HOME CHDO Operating Expense Grant Funds Requested: $      



	6.  CHDO Information

a.  Organization Name:      
b.  Street Address of Organization:      
c.  City       State       Zip         

d.  CHDO Federal Tax Identification Number:      
d.  Contact Person:       Title:      
e.  Phone Number:       Fax Number:       Email Address:      

	7.
Consolidated Plan Objec​tive​: In order to receive CHDO Operating Expenses funding, the CHDO must have an executed set-aside funds agreement for housing development or have submitted an application for set-aside funds for housing development.  The application for set-aside funds must be approved by the City Council in order to receive operating funds.  Check all appropriate boxes below for the type of housing development that the CHDO is currently undertaking or plans to submit an application for set-aside funds. 

a.  FORMCHECKBOX 
Priority 1: Produce Affordable Homebuyer Housing  FORMCHECKBOX 
Medium Priority: Low-Income.
b.  FORMCHECKBOX 
Priority 2: Promote Homeownership  FORMCHECKBOX 
High Priority: Low-income  FORMCHECKBOX 
Medium Priority: Very Low-income.
c.  FORMCHECKBOX 
Priority 1: Produce Affordable Rental Housing 

         FORMCHECKBOX 
High Priority: Extremely Low- and Very Low-Income. 

         FORMCHECKBOX 
Medium Priority: Low Income
d.  FORMCHECKBOX 
Priority 2: Produce Affordable Rental Housing (Large Family) 

         FORMCHECKBOX 
High Priority: Extremely Low- and Very Low-Income  FORMCHECKBOX 
Medium Priority: Low-income.
Low-income is defined as an annual income that does not exceed 80% of AMFI

Very low-income is defined as an annual income that does not exceed 50% of AMFI

Extremely Low-Income is defined as an annual income that does not exceed 30% of AMFI



	8.  Board Authorization: Copy of Board of Directors’ resolution approving the proposed project and authorizing the request for funding included as an attachment to application.  FORMCHECKBOX 
 Yes (Marked as Exhibit “A”)

	The applicant certifies that the data and exhibits contained comprising this proposal are true and correct. Unsigned/undated submissions will not be considered.

Legal Name of CHDO:       Date:      
Title of Authorized Official:       (If other than Board President, submit Board Resolution authorizing this official). (Marked as Exhibit “B”)

Signature of Authorized Official: __________________________________________________________________

	9.  Provide a brief summary of the proposed project. Answer the six (6) questions:  who, what, when, where, why, and how much in the narrative.  Provide information on why this project is needed to enhance your housing development set-aside projects.  
     
PRIVATE 



	10.  If volunteers are used, please describe how these volunteers are utilized for the proposed activity and estimate the amount of volunteer time and value dedicated to the identified tasks.  Volunteers are defined as individuals who perform certain services acting or done of one's own free will without valuable consideration or legal obligation.  Volunteers for this application cannot receive any type of consideration to include pay, reduced pay, stipends, in-kind services, etc.  (These figures will be incorporated into any agreement with the City of Lawton, if funding is approved).       
Unskilled labor

 FORMTEXT 
       hours

x $ FORMTEXT 
      per hour =

$     

 FORMTEXT 

Skilled labor (     

 FORMTEXT 
)

 FORMTEXT 
       hours

x $      FORMTEXT 
per hour =

$     

 FORMTEXT 

Skilled labor (     

 FORMTEXT 
)

     

 FORMTEXT 
 hours

x $ FORMTEXT 
      per hour =

$     

 FORMTEXT 

Skilled labor (     

 FORMTEXT 
)

 FORMTEXT 
      hours

x $ FORMTEXT 
      per hour =

$     

 FORMTEXT 

Skilled labor (     

 FORMTEXT 
)

 FORMTEXT 
      hours

x $ FORMTEXT 
      per hour =

$     

 FORMTEXT 

Skilled labor (     

 FORMTEXT 
)

 FORMTEXT 
      hours

x $      FORMTEXT 
 per hour =

$     

 FORMTEXT 

Total
$     

 FORMTEXT 

The HUD rate for the value of donated or voluntary unskilled labor contributed as match is $10.00 per hour.  In accordance with 24 CFR 92.220(a)(8) of the HOME regulation, the value of skilled labor or professional services is determined by the rate the individual or entity performing the labor or service normally charges. The Agency will ensure that proper documentation such as sign in/sign out sheets for volunteers to reflect time worked are used and maintained on the site.  The sign in/sign out sheet for the volunteers are then placed in a file for future monitoring visits.


	Name(s) and Any Comments On Role

MBE

WBE

Other CHDO

CHDO Employee

      FORMTEXT 

CHDO Employee

      FORMTEXT 

CHDO Employee

      FORMTEXT 

CHDO Employee

      FORMTEXT 

CHDO Employee

     

 FORMTEXT 

Architect

     
 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Engineer

     
 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Attorney

     
 FORMCHECKBOX 


 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Accountant

     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Consultant (if applicable)

     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Other:      
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Other:      
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Other:      
     
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

11.  CHDO Development Team:  Identify the individuals anticipated to be involved in implementing the operating expense project including employees, contract attorneys, contract accountants, architects, engineers, consultants and contractual services.  Also, indicate if any entity is a minority or women-owned business enterprise (MBE/WBE) or if any of the entities are also a CHDO.

	12.  Development Schedule. Complete the table below. 
DATES

Research, identify, and request funding for  FORMDROPDOWN 
 of affordable housing

     
Identify properties on which to  FORMDROPDOWN 
 affordable housing 

     
Conduct title search of property to ensure a marketable title is available

     
Acquire properties 

     
Prepare construction plans or rehabilitation work descriptions with cost estimates

     
Select contractors for  FORMDROPDOWN 

     
Monitor  FORMDROPDOWN 
 of affordable housing

     
Market properties to eligible clients

     
Perform intake and qualify applicants for affordable housing

     
Complete necessary documents for occupation of affordable housing 

     
Establish and maintain records to meet federal requirements 

     
Monitor period of affordability

     
TOTAL TIME IN MONTHS 

      MONTHS

13.  Experience and Qualifications – Operating Expenses

a.  Is this your organization’s first Operating Expenses project?  FORMCHECKBOX 
Yes   FORMCHECKBOX 
No

b.  Completed Operating Expenses projects within last five years (complete table below) 

COMPLETED PROJECTS

Year Authorized

Year completed

Housing Units Completed

      FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 

     

 FORMTEXT 



	c.  Describe below the experience/qualifications in completing Operating Expenses projects similar in size and scope that indicates the CHDO’s ability and capacity to implement the proposed Operating Expenses project. If this is the CHDO’s first project of this type, please provide a detailed description of the experience of the other members of the CHDO team with similar projects.  If you plan to work with a consultant, who has completed CHDO set-aside projects utilizing CHDO operating expenses, describe the relationship. 
     


	14.  Detailed Operating Expenses Budget:  Use the following table to provide a complete project budget.   The City of Lawton is only authorized to provide five (5) percent of the HOME Program annual allocation for CHDO operating expenses.  Based on past yearly allocations, the maximum amount of CHDO operating expenses for this application is $25,000.00 for all the City of Lawton certified CHDOs.  In accordance with 24 CFR 92.208(a), operating expenses means reasonable and necessary costs for the operation of the CHDO.  Such costs include the categories listed below.  The requirements and limitations on the receipt of these funds by CHDOs are set forth in Sec. 92.300 (e) and (f).  Operating expenses must be used to develop affordable housing.  Donated value is defined as any volunteer labor, materials, services provided to the organization.

DETAILED PROJECT BUDGET

Operating Expense

HOME Funds

Other Funds

Donated Value

Total   

Wages & Salaries

$     
$     
$     
$     
Payroll Taxes

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

Employee Benefits

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

Employee’s Education

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

Training and Travel

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

Rent

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

Utilities

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

Communication Costs

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

Taxes

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

Insurance

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

Equipment Lease/Purchase

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

Consumable Supplies

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

Total Operating Expense

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

$     

 FORMTEXT 

15.  Funds Proposal - Provide the following information to facilitate financial review of the proposed project:

a. Sources and Uses of Funds – Complete Tables A below, identifying all sources and uses of funds for the project. Also include evidence of funds committed and/or anticipated (include financial statements, letters of commitments, etc.).  All sources and uses of funds below must be clearly indicated and sufficient evidences of funding availability and/or commitments must be included.  (Marked as Exhibit “H”)
TABLE A: Sources and Uses of Funds Proposal

Sources of Funds Proposal

HOME

Other Source Identity

Other Source Funding

Evidence of Commitment

Total Funding

Wages & Salaries

$     
     

 FORMTEXT 

$     
     

 FORMTEXT 

$     
Payroll Taxes

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

Employee Benefits

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

Employee’s Education

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

Training and Travel

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

Rent

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

Utilities

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

Communication Costs

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

Taxes

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

Insurance

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

Equipment 

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

Consumable Supplies

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

     

 FORMTEXT 

$     

 FORMTEXT 

Total Project Costs

$     

 FORMTEXT 

 FORMTEXT 

$     

 FORMTEXT 

 FORMTEXT 

$     

 FORMTEXT 

b. Leveraging – Complete Table B below. Also include evidence of other funds leveraged by HOME funds for the 

project such as donated value and commitments from private and/or other public resources. (Marked as Exhibit “I”)

	TABLE B: LEVERAGE SUMMARY

Total CHDO Operating Expense Funds Requested

$     

 FORMTEXT 

Total Other Source Funds 

$     

 FORMTEXT 

Total Project Costs

$     

 FORMTEXT 

CHDO Operating Expenses funding relative to Total CHDO Operating funds equals: (Total CHDO funding divided by total project costs)

 FORMTEXT 
 Percent      %

16.  Partnership with Other CHDOs.  Describe your partnership with Other CHDOs. 

     
Provide evidence of commitment from another certified City of Lawton CHDO to partner on the project in some way. (Marked as Exhibit “J”)

17. CHDO must include a modified cost allocation plan for any CHDO Operating Expense funds, detailing the cost sharing between all anticipated fund sources.  The modified cost allocation plan shall be completed in accordance with HUD requirements.  This will be included in the agreement with the City of Lawton if the project is approved. (Marked as Exhibit J)

Modified Cost Allocation attached:  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
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