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Investing in quality housing solutions.



Multifamily Programs

Technical Submission Checklist


(Refer to Multifamily Guidelines for additional information)

Project Name:  ____________________

Due Date: ___________________









      


     KHC Use Only
Items marked with an “X” are required.


     


  


 Rec’d      App’d
	FAIR HOUSING DOCUMENTS

	
	1. Tenant Selection Plan 
	Required for all projects; must include all pledged preferences and URLTA provision
	
	

	
	2. Sample Tenant Lease
	Required for all projects; must include URLTA provision. Leases for HOME projects cannot contain prohibited lease language
	
	

	
	3. Affirmative Fair Housing Marketing Plan
	Federal funds only; 5 units or more
	
	

	
	4. Fair Housing Plan
	Federal funds only
	
	

	
	5. Title VI Self-Survey & Assurance
	Federal funds only
	
	

	
	6. Section 504 Self-Evaluation
	Federal funds only (form located on KHC’s website)
	
	

	
	7. Drug-Free Workplace Certification
	Required for all projects (form located on KHC’s website)
	
	

	UNDERWRITING/FINANCIAL DOCUMENTS

	
	8. Firm Commitment Letters for Match & Other Funding Commitments
	KHC HOME & AHTF funds: firm commitment letters for match
All projects: firm commitment letters for non-KHC funding sources
	
	

	
	9. Updated Underwriting Model 
	Must make any updates on the current KHC model as revised by underwriter during application review
	
	

	
	10. Appraisal
	Required for projects requesting Housing Credits for acquisition or all KHC loans of $250,000 combined or greater
	
	

	
	11. Draft Limited Partnership Agreement (if available), or Updated Equity Provider Commitment Letter  
	Housing Credit projects only.  Must include credit pricing, anticipated annual credit, pay-in schedule, required fees, reserve requirements, cash flow distribution, etc.  Draft partnership agreement must include all referenced attachments (operating agreement, development agreement, etc.)
	
	

	DESIGN AND CONSTRUCTION DOCUMENTS

	
	12. Owner/Architect Agreement (executed)
	12 units or more, or if architect is involved with 11 units or less (architect fee must match Sources & Uses)
	
	

	
	13. ALTA Survey/Site Development Plan
	Must be certified to KHC, include the legal description, and be stamped, sealed and signed. For KHC loan funds, must also provide a paper copy.
	
	

	
	14. Final Construction Plans
	(Refer to Multifamily Guidelines)
	
	

	
	15. Final Specifications/Work write-up
	(Refer to Multifamily Guidelines)
	
	

	
	16. Final Cost Estimate
	HUD form 2328 (construction cost breakdown), AIA documents 
G-702 & G-703 or KHC Payment Request Form (on KHC’s website)
	
	

	
	17. Evidence of plan submission to local building permit authority or Kentucky Department of Housing, Buildings & Construction
	If final approval has not been given, submit documentation to show plans are in review.  (Final approval will not be granted until proof is received)
	
	

	
	18. Architect’s Certification of Accessibility
	Required for all projects with an architect involved
	
	

	
	19. EPA Lead Compliance Certification
	Required for projects involving structures constructed prior to 1978
	
	

	
	20. Davis-Bacon Wage Rate Request
	HOME projects of 12 or more assisted units; or projects with 9 or more KHC project-based voucher units; or projects with Risk Sharing construction financing for 12 or more units
	
	

	
	21. Utility Letter(s)
	Required for all projects – must show availability of utilities to site
	
	

	
	22. Subsurface Investigation/Soils Report
	New construction projects involving Risk-Sharing or that have 12 or more units or as deemed necessary
	
	

	
	23. KHC Project Review Agreement
	Required by Design and Construction on all projects
	
	


     KHC Use Only









                                             Rec’d      App’d
	OTHER KHC FUNDING DOCUMENTS

	
	24. Project Set-up Report
	HOME only, required after executed funding agreement (form located on KHC’s website) 
	
	

	
	25. Authorized Signature Form 
	All projects with KHC loans; this form authorizes persons to submit draw requests (form located on KHC’s website) 
	
	

	
	26. Site & Neighborhood Standards Questionnaire 
	HOME only, new construction (form located on KHC’s website)
	
	

	
	27. Relocation Plan
	Required for all rehabilitation projects involving current tenants
	
	

	HOUSING CREDIT DOCUMENTS

	
	28. Housing Credit reservation fee (refer to applicable year’s Qualified Allocation Plan)
	Due within two weeks of receipt of award notification (refer to award letter for date)
	
	

	
	29. Opinion letter from a tax attorney indicating eligibility for acquisition credit
	For rehabilitation projects requesting acquisition credit
	
	

	
	30. Internal Revenue Service waiver for troubled projects 
	For projects with waiver to the 10-year holding requirement
	
	

	OTHER KHC REQUIRED DOCUMENTS 

	
	31. Ownership Entity Organizational Documents
	Projects with KHC loan funds only
	
	

	
	32. Baseline APPS or HUD Form 2530 completed (all principles involved) for Previous Participation Certification
	Risk-Sharing only
	
	

	
	33. Identification and Certification of Eligible Limited Liability Investor Entities
	Risk-Sharing combined with Housing Credits
	
	

	SCORING PLEDGES AND OTHER SUPPORTING DOCUMENTS

	
	34. Certificate of Existence
	Required as pledged for Kentucky-based companies
	
	

	
	35. Executed Contract/Letter of Intent
	Required as pledged for Kentucky-based companies; must demonstrate a minimum of $1,000 in goods or services to the project
	
	

	
	36. Certification of Disadvantaged Business Entities (must be current as of date of technical submission)
	Required as pledged  for companies participating in the project that are qualified as minority- or women-owned business enterprises (MBE/WBE), disadvantaged business enterprise (DBE), veteran-owned small business (VOSB), ore service-disabled veteran-owned small business (SDVOSB)
	
	

	
	37. Workforce Investment Plan
	Required as pledged to employ at least three individuals referred from a Kentucky One-Stop Career Center. The plan must be approved by a local workforce investment board
	
	

	
	38. Consultant Certification
	Required for all projects with a consultant involved in the project
	
	

	
	39. Management Certification
	Required for all projects contracting with a management company 
	
	

	
	40. Permanent Housing Plan
	Required for all transitional housing projects
	
	

	ENVIRONMENTAL REVIEW DOCUMENTS (submit as soon as available) 

	
	41. Lead-Based Paint Inspection and Assessment OR Proof of Abatement
	Required for projects involving structures constructed prior to 1978 and receiving HOME, Risk-Sharing, or Project-Based Section 8
	
	

	
	42. A-95 Clearinghouse Letter
	HOME & Risk-Sharing only  (submit as soon as available)
	
	

	
	43. Historic Preservation Letter  
	Historic rehabilitation projects only (submit as soon as available)
	
	

	
	44. Phase I Environmental Report  
	Required for all new construction projects with HOME, Risk-Sharing or Project-Based Section 8 (submit as soon as available)
	
	

	
	45. Phase II Environmental Report
	If applicable, as required in Phase I (submit as soon as available)
	
	

	
	46. Archeological Survey
	If requested by SHPO (submit as soon as available)
	
	


