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Presenter Notes
Presentation Notes
Hello and welcome to the Affordable Housing Program’s webinar on Owner-occupied Rehab Disbursements.  My name is Samantha Walker and I will be presenting today’s Webinar.  For your convenience, you do have the ability to print off the presentation slides as well from our website at www.fhlbcin.com. 



2

Presenter Notes
Presentation Notes
Before we dive into the owner-occupied rehab disbursement process, I want to take a minute to showcase our new website pages and provide some simple instruction for locating the various documents that will be referenced throughout this webinar. 

As before, once you’ve navigated to our website at www.fblbcin.com, you will click on ‘Housing Programs’ along the top of the web page and then click on ‘Affordable Housing Program’ found on the left-hand side of the page.

You will then come to a page where you can choose between AHP Application Information, AHP Disbursement Information, or AHP Compliance Information.   For today, we will click on ‘AHP Disbursement Information’ to find everything you will need to submit a ownership disbursement request. 
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Presenter Notes
Presentation Notes
On this next page, you have the option to choose between Pre-approvals or one of the AHP Project Types: Owner Occupied Rehab, Habitat, Ownership, Tax Credits or Rentals.   For this webinar, we will choose owner-occupied rehab projects. 
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Presenter Notes
Presentation Notes
Once here, click on one of the two drop-down sections. The first section, ‘Documents and Forms’, contains all the forms needed to submit a successful owner-occupied rehab disbursement request. 

I also want to point out the link to the MTSP Income Limits. This is where you will find the median income, based on the unit’s location, to use when completing the Income and Affordability Workbook.   Currently, it contains the figures for years 2022 and 2023.   Once HUD releases the figures for 2024, we will add them to this link. 

Under the drop-down section titled ‘Webinars and Presentations’ you will find the recorded version and the slides only version of this webinar. 
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AHP owner-occupied rehab 
disbursements overview
• General disbursement information
• Disbursement availability and adjustments
• Disbursement processing
• Disbursement criteria
• Disbursement feasibility
• Household eligibility guidelines
• Common mistakes and reminders
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Presenter Notes
Presentation Notes
This is a list of topics that I will cover in today’s webinar, including the general disbursement information needed to access AHP funding for projects that involve the rehabilitation of homes for their current owners.  Just to make sure you’re in the right place, please consider for a moment whether or not your project involves new construction or the purchase of a home by a homeowner; if so, this webinar does not apply to your project type, and you should refer to a different webinar on FHLB’s website.  I will go into detail about each section of the Owner-occupied Rehab Disbursements Manual, but I would recommend printing and reading the Manual located on our website.  It will give you a much clearer picture of the disbursement process and the documentation that’s required to be submitted.
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General information
• Review the AHP Owner-Occupied Rehab Disbursement Manual 

prior to submitting a request as it describes FHLB’s specific 
requirements for each item on the AHP Owner-Occupied Rehab 
Disbursement Request Form (Request Form).

• Submit one Request Form for each household.
• Disbursement requests should be received by FHLB within 60 

days of completion of the rehabilitation work.
• Disbursement requests will not be accepted more than 12 months 

beyond the date the rehab work was completed. 
• Physical construction for the project should be completed within 

three years of the AHP award and all funds must be disbursed 
prior to its AHP commitment expiration date.
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Presenter Notes
Presentation Notes
The Manual is a reference guide for our Sponsors and Members that describes the documentation to be submitted.  Only submit one request for each household through the Member’s Only portal on our website which I will go into more detail about shortly.  Do not wait until all units are complete to request any funds from us as this will cause the processing time to be extended or a denial.  FHLB requests 30 days for the processing of a disbursement or additional information.  So be aware that you are likely to not get an immediate answer back about something you submit for disbursement.

The disbursement package should be received by FHLB once the rehab work has been completed and inspected by a licensed third-party inspector, the disbursement package should be submitted to FHLB within 60 days.  If the work was completed more than 12 months prior to the submission of the disbursement request, it will be denied.

All construction should be completed within the first three year of the AHP award, with year four being used to submit the last of your disbursement requests. 
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Household eligibility guidelines
• Households must meet all targeting commitments 

detailed in the project’s approved AHP 
application or latest modification. 

• All determinations made by FHLB are final and 
we will not re-evaluate anything after the 
disbursement is issued.

• Pre-approval requests must be submitted at the 
time of your disbursement request for each 
household.
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Presenter Notes
Presentation Notes
Remember that the households are required to meet the project’s commitments such as income targeting, special needs, etc…  All pre-approval documentation must be provided with the disbursement package.  FHLB does not allow the submission of pre-approval requests for any households prior to submitting the disbursement package for owner-occupied rehab projects.  This is an all in one process of reviewing the pre-approval and disbursement documentation at the same time for this project type.  Once the disbursement has been issued we will not recheck any of the household’s targeting items as our determinations are final.  I want to warn you that FHLB does make sure disbursements are being submitted in such a way to keep the special targets like special needs in line.  For instance, if the project was approved with 10 units and two special needs we will make sure that of every five disbursements submitted that one is a special needs household.  If they are not we may pend disbursements until a special needs request is received.  This is to benefit you, the Sponsor.  We do not want you to get to the end and not have met certain commitments and potentially have to repay money if the project cannot be completed as approved.  
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Inactive requests
• FHLB will deem inactive any ownership 

disbursement requests where the Sponsor/Member 
has been non-responsive for 90 days or longer.

• Inactive requests will not be followed up on as 
they are not considered to be a part of the project.

• If additional information is eventually provided, 
but the project has too many active requests, the 
Sponsor will need to decide what request(s) should 
be withdrawn before reactivating the request.
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Presenter Notes
Presentation Notes
Be aware, if FHLB requests additional information for a disbursement request and the documentation has not been provided within 90 days we may deem the request inactive. If you are updating us along the way at least every 30 days but unable to provide documentation that is not considered inactive.  Inactive is radio silence for 90 days from you the Sponsor.  If we deem request inactive then we will not follow up on the request any longer as we will not consider it to be a part of the project.  However, if you finally have the documentation to provide to us at a later time you may be able to reactivate the request.  Keep in mind if you since had provided additional disbursement requests and the project no longer has room for the inactive request you will need to decide which one you want to officially withdraw.  You can still only receive AHP funds for the number of units the project was approved for.  Lastly, once a request has been withdrawn it cannot be reinstated under the same project.  
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Disbursement availability and 
adjustments
• FHLB reserves the right to deny, delay, reduce, 

or recapture funds at any time if:
o The Member or Sponsor failed to respond to a prior 

FHLB request for additional information;
o The Member or Sponsor have a non-compliant 

project(s);
o The Sponsor has an older or incomplete AHP project 

that is not making adequate progress;
o Costs represented are not reasonable; or 
o The project no longer demonstrates a need for 

subsidy.
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Presenter Notes
Presentation Notes
When the disbursement is received it will be processed in accordance with our procedures and guidelines.  Remember that we reserve the right to deny a disbursement if we do not receive the information requested within a reasonable timeframe.  We may also deny or pend a request if you have other projects that are noncompliant.  A project can be deemed noncompliant in our compliance processes, especially with returning the bi-annual February and August Periodic Progress Reports.  A request may also be denied if the Sponsor has other older projects that need to be completed first.
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Disbursement processing
• FHLB will:

o Review the request package,
o Re-evaluate the financial and operational feasibility 

of the project,
o Verify the project continues to qualify for the subsidy,
o Request further documentation as necessary, 
o Send a Confirmation of AHP Funds Disbursement 

letter to the Member and Sponsor via e-mail upon 
approval for funding.
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Presenter Notes
Presentation Notes
During our review process, we will review all of the documentation submitted with the disbursement package and compare this information to the approved application.  We verify that the project meets our feasibility requirements and qualifies for the subsidy requested.  If documentation is missing, we will request any additional information needed to complete the package.  We reserve the right to reduce or recapture funds at any time if the project is found out of compliance or no longer demonstrates the need for subsidy.
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Disbursement criteria
• Requests will be processed in accordance with FHLB’s 

policies and procedures, which are dictated by the AHP 
Implementation Plan (IP).

• FHLB will assess if all documentation meets the 
feasibility requirements for your project. These 
requirements can be found on FHLB’s website. Refer 
to the link that matches the award year of your project.
o Disbursement Feasibility Guidelines for Projects Approved in 

2022 and Prior
o Disbursement Feasibility Guidelines for Projects Approved in 

2023
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Presenter Notes
Presentation Notes
The requirements for AHP are dictated by the FHLB’s AHP Implementation Plan, which guides the administration of the program.  Please be sure to pay close attention to the feasibility section of the IP.  This section describes the guidelines that projects are required to meet both at the time of AHP Application and again at time of disbursement. 

The Feasibility section describes the guidelines that projects are required to meet both at the time of AHP Application and again at time of disbursement. These guidelines are project year specific so be sure you are referring to the correct guidelines. There are two links on our website that can be found under the documents section of any of the AHP project types that provide you with the feasibility requirements for projects approved in 2022 and prior and the other link is for projects approved in 2023.  

Note that projects must have all funds disbursed prior to the commitment expiration date assigned to the project at time of application approval.  That means all of the required documentation must be submitted to the bank well in advance so that our staff has time to review the documentation prior to the deadline.  
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Online submissions
• Every disbursement request must be submitted by 

the Member through the Member’s Only portal 
on our website.

• Sponsors are responsible for gathering the 
required documentation and signing the Request 
Form to submit to the Member for submission.

• If the pre-approval was not previously completed, 
then all pertinent documentation must be 
provided with the disbursement package.
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Presenter Notes
Presentation Notes
All disbursement packages must be submitted through the Member’s Only portal on-line.  In order to submit a request, you the Sponsor will gather all of the required documentation and send it to the Member in one PDF or TIF file.  The system does not allow for there to be multiple uploads or to be submitted in a different format than stated.  Be sure that you the Sponsor, sign all appropriate documents and put them into one file prior to sending the package onto the Member.  The Member will then login to the Member’s Only portal on our website to submit the request.  Also note that only one request can be processed at a time.  The Member is not required to actually sign the Request Form as they will have certifications that require acknowledgement prior to the submission going through.  These certifications and upload will act as their signature.  FHLB will not accept any requests via hard mail or email, if you send requests that way we will not log it and direct you to complete the request online.  
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Online 
request 
form
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Presenter Notes
Presentation Notes
Here is a screen shot of the top half of the on-line form.  The Member’s will use the Request Form and a few other documents in the disbursement package to complete the request.  There are alerts and checks built into the form so if something does not fit into the program’s requirements the request may not be eligible to be submitted to FHLB.  
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Online 
request 
form
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Presenter Notes
Presentation Notes
The bottom half of the request is shown.  Again, this form is pretty simple and there are instructions throughout that offer guidance in the disbursement manual.  The Member’s have also received instructions via email that include screen shots to guide them through the process.  However, if there is ever an issue we are always available to help.  Just call or send us an email with the issue and will get it resolved.  
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Disbursement request instructions
• Step 1:  Complete the Request Form
• Step 2:  Provide required pre-approval documents 
• Step 3:  Gather the required disbursement 

documents 
• Step 4:  Obtain required signatures and submit to 

the Member
• Step 5:  Member submits the request with all 

Required Documents to FHLB through the 
Member’s Only portal.
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Presenter Notes
Presentation Notes
There are five steps in submitting a disbursement package to FHLB.  First, you will need to complete the AHP Owner-occupied Rehab Disbursement Request Form which is located on our website.  Complete the form in its entirety as missing information may delay the review.  You will then obtain all of the pre-approval documents as stated in the Manual.  If the request was already pre-approved then nothing additional is required for this step.  If you are submitting the pre-approval as part of the disbursement package you are not required to upload both the pre-approval and disbursement request forms but instead only the disbursement request form.  

Next, gather the required disbursement documents as indicated in the Manual which includes getting all of the appropriate signatures.  Once all of the documentation is collected, the Sponsor will send it to the Member in one PDF or TIF file.  Lastly, the Member will log into Member’s Only to submit the request.  As you are aware, we request up to 30 days for review of the disbursement package and any missing information will be requested.  If additional information is requested you will still receive an email from the reviewer just as you always have.  
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Disbursement 
Request Form
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Presenter Notes
Presentation Notes
This a copy of what the first page of the disbursement request form looks like. The Request form outlines what documents are needed to complete a disbursement package.  Meanwhile, the Manual contains multiple pages called required documentation descriptions that provides you with a detailed explanation for each item.  Complete all sections of this form for your project and ensure that you’ve marked “Already on File,” “Enclosed,” or “N/A” for each row in the Required Documentation section.  If you have any questions about your project’s requirements, feel free to contact the FHLB so that we can talk you through the process.  

Only submit documentation if points were awarded for a particular item in the approved AHP application.  Use the project’s approved Scoring Sheet and any approved modifications to determine the specific project parameters.  You must complete one Request Form for each household. 

One of the main issues we find is that old versions of the request form is submitted and the most current is required.  It is important to use the most recent version of the request form as they may change each year, some years more than others.  A common mistake we see is that the final requested amount does not actually match the AHP grant listed on Owner-occupied Rehab Development Budget.  These figures must match to the penny.
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Disbursement 
Request Form
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Presenter Notes
Presentation Notes
You will see page two of the Request Form here.  Sections 16 and 17 are new this year.  Section 17 will only be required if the project was approved in 2023.  I will go into more detail on this later in the presentation
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Disbursement 
Request Form
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Presenter Notes
Presentation Notes
The last page of the request form is shown.  Be sure that all items are complete, all certifications are checked off, and the form is signed before submission.
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Timing
• Disbursement requests should ideally be submitted within 

60 days of rehab completion and final inspection but not 
more than 12 months. 

• As a reminder of this requirement, a new question has 
been added to the request form. It asks if the rehab work 
was completed and final inspection occurred within 12 
months of the submission date of the disbursement 
request.
o If the answer is yes, then provide the final inspection date.
o If the answer is no, then the unit is not eligible to receive 

AHP funds and the request will be denied. 
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Presenter Notes
Presentation Notes
Disbursement requests should be submitted within 60 days of the rehab work and final inspection being completed on a home.  Disbursement requests received more than 12 months after the final inspection date will be an immediate denial.  To help you remember this requirement, we’ve added a new question to the request form asking when the rehab work was completed and final inspection was dated. 
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1 – Disbursement training
• One person from the Sponsor organization is 

required to participate in training for this 
disbursement type prior to submission of a 
disbursement request.

• A consultant cannot attend training on the 
Sponsor’s behalf. 

• AHP Sponsors may watch a recorded webinar at 
www.fhlbcin.com that includes audio, not the 
slides-only versions, which is distinguishable 
because it requires signing into WebEx to view.
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Presenter Notes
Presentation Notes
The first section of the required documents on the request form is for disbursement training.  You are currently satisfying this requirement so you will mark the question yes.  You can either listen to a webinar or attend a live disbursement training to fulfil this item.  The requirement cannot be satisfied by either a consultant working on behalf of the Sponsor or by only viewing the slides for the presentation.  If you are a consultant representing an AHP Sponsor, please direct a representative of the Sponsor to access the recorded version of this webinar with the audio component on our website.   


http://www.fhlbcin.com/
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2-5 - Pre-approval requirements
• These sections pertain to the pre-approval piece 

of the package.
• If the pre-approval was already completed, mark 

‘Yes’ for question 2 and ‘N/A’ for questions 3-5. 
• If a pre-approval still needs to be completed, all 

required documentation must be submitted and 
mark the Request Form appropriately for 
questions 2-5.

• Refer to the Pre-Approval Manual and webinar 
for details about this process.
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Presenter Notes
Presentation Notes
As I previously mentioned, pre-approvals are not allowed to be submitted at separate times.  You must submit the pre-approval request along with the disbursement package at once.  If you have already received a pre-approval for the household you will mark question two as yes and then skip to question six.  It will be very unlikely that you have received a pre-approval for a household though as the rule of requiring the pre-approval to be submitted with the disbursement package has been in place for a while now.  

If the pre-approval has not already been completed, you will then need to obtain all of the required documentation and provide it with the disbursement request in addition to marking the questions appropriately.  All occupancy and income targets are determined from the time the homebuyer’s application was dated.  So if you submit a homebuyer’s application dated in 2024 then all income and occupancy documentation must be from 2024.  If you choose to submit an older application, all documentation must be from the year that application was signed.  I do want to warn you that whatever application is submitted to FHLB in the pre-approval process, that is the application you must use.  You cannot attempt to submit a different application if the process to obtain FHLB required documentation becomes difficult.  
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6 - Homeownership counseling 
• Mandatory counseling is required for each 

applicant by submitting a copy of the 
homeowner’s completion certificate or a current, 
executed letter from the Sponsor indicating the 
homeowner counseling program has been 
completed.

• The homeowner counseling program must include 
at a minimum: mortgage financing, credit-
worthiness, household budgeting, and home 
maintenance.
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Presenter Notes
Presentation Notes
If the project was approved for mandatory homeownership counseling then this is required for each homeowner to attend classes.  This is not the same as credit counseling or budgeting as the two are commonly confused.  We require the counseling program to include at a minimum mortgage financing, credit worthiness, budgeting, and home maintenance.  The biggest mistake made is that the documentation submitted does not indicate that the four required components were included in the program.
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7a - Donation of goods/services
• Must provide a current, executed letter from a 

community organization indicating the organization 
has provided the service for the required timeframe 
or amount.  

• An email containing the contact’s name and 
organization that indicates the services provided is 
also acceptable. 

• At least $500 (projects approved in 2022 and prior) 
and $550 (projects approved in 2023 forward) of the 
donation value must also be entered as a source on 
one or more of the Development Budgets.  
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Presenter Notes
Presentation Notes
Donation of goods and services must be documented with an executed letter or email from a community organization that indicates the organization has provided the service for the required timeframe or amount.  At least $500 of the donated value must also be entered as a source on one or more of the Development Budgets if the project was approved in 2022 and prior or $550 for those projects approved in 2023 forward.  This value can also be added as a cost but that is not required.  A letter not signed or not detailing what services were provided are the top two mistakes we see.  Lastly, another issue is when the Sponsor just resubmits the letter sent with the original application that only commits to the activities.  The commitment letter from application is not satisfactory at time of disbursement since we need to determine that they indeed provided the various services.
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7b – Fee waiver from the local 
government
• Documented with a current, executed letter from 

a government entity indicating the entity has 
provided a fee waiver for at least one of the 
AHP-assisted homes creating a savings to the 
project of at least $500.
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Presenter Notes
Presentation Notes
To document that a government entity provided a fee waiver for at least one of the households in the project that created a savings of at least $500 you must send a current, executed letter indicating such.  Frequently, we receive letters that government agencies waived fees for items that we would not consider to be eligible for this point.  Therefore, be sure you are referring to the manual and getting acceptable fees waived.  
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8a - Verification of Sponsor 
commitments
• Must be the completed and executed AHP Sponsor 

Commitment Verification form that is located on our 
website.

• Must be submitted before the last request is 
disbursed.

• Check the approved activities that have been 
completed and describe each activity, if applicable.

• The form is not required if the project was not 
approved for completing any of the activities listed 
on the form.

25

Presenter Notes
Presentation Notes
The AHP Sponsor Commitment Verification form must be submitted prior to disbursing the final unit.  Only the activities that the project were approved for need to be checked off and completed. Be sure to elaborate on the items that require explanations.  Verification of landscaping activities should also be completed on this form.  This is commonly completed incorrectly though so be sure to include the name of the organization, the home address that received the landscaping work, the number of hours volunteered, and the specific activities performed in the explanations. 

If the project did not receive points for completing any of the activities listed then this form is not required at all.  We no longer require separate documentation to verify any of these activities.  However, if you choose to submit a separate letter, the letter sent with the original application that only commits to the activities is not acceptable.  At time of disbursement we need to determine that the services are indeed being offered.  
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8a –Sponsor 
Commitment 
Verification 
Form
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Presenter Notes
Presentation Notes
A copy of the AHP Sponsor Commitment Verification form is shown here.  As previously mentioned, you will mark off the activities the project received points for.  The fifth checkbox in the top section is where the landscaping item was added.  This description area is not like the others though, there are specific items to complete regarding the landscaping whereas the others you can simply type your description.  We thought by breaking out the landscaping pieces that it would eliminate us having to go back and ask you for the missed information.  Towards the bottom of the page is where you will see the empowerment activities.  Again, if you did not receive points for any of the categories shown you do not need to worry about this document since it does not pertain to your project.
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8b - Sponsor cash contribution
• The full amount of the contribution must be 

listed as a funding source on one or more of the 
Budgets for households in the project.

• The contribution must be at least $500 (projects 
approved in 2022 and prior) and $2,000 (projects 
approved in 2023 forward) to qualify for the 
point in the AHP scoring system.
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Presenter Notes
Presentation Notes
If a project was approved for a cash contribution by the Sponsor then this must be shown on at least one the homeowner’s Budget.  To fulfill this request you must provide a contribution of at least $500 in the project if your project was approved in 2022 or prior.  There was a big jump in this category in 2023 to $2,000.  So if your project was awarded in 2023, then a total cash contribution of at least $2,000 must be shown on at least one of the homeowner’s Budgets.  You can also choose to break out this contribution amongst multiple units in the project.  However, keep in mind that we would not be able to mark this commitment off as fulfilled until we have verified $2,000 worth of contributions have been shown on the various homeowner’s Budgets. 
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9 – Pre-rehab inspection
• Submit a fully executed copy of the FHLB’s Pre-

Rehabilitation Inspection form or a separate 
work order signed by the unit’s homeowner(s), 
third-party inspector, and AHP Sponsor detailing 
the work to be completed on the home. 

• The inspection form must indicate the work is 
appropriate and needed based on the current 
condition of the items proposed to be 
repaired/replaced.
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Presenter Notes
Presentation Notes
Although projects are not required to use the “Pre-Rehabilitation Inspection” form available on our website, using this form will satisfy all our requirements with respect to the work order.  If you choose not to use FHLB’s form, make sure that the work order you use is signed by all homeowners and a third-party inspector who certifies that the work listed on the work order is appropriate and needed based on the current condition of the home.  Since the work order should represent a comprehensive list of all the work that will be completed on the home, the costs provided with the item I’ll discuss next should closely resemble the work described on the pre-rehab inspection form.  However, we understand additional items might be completed that did not appear to be issues during the initial walk through.  Any eligible activities can be completed even if they do not show on the pre-rehab inspection.  We will verify that all work, even if not initially identified, was complete and to code.  




©2024 FHLB Cincinnati. All rights reserved.

10 – AHP Owner-occupied Rehab 
Development Budget
• MUST submit the AHP Owner-Occupied Rehab 

Development Budget OR AHP Habitat 
Development Budget (if the Sponsor made a loan 
to the household) with the final costs/sources.
o Located on our website.
o Instructions for completing the Budget are included.

• Changes cannot be made to this Budget after 
submission and before disbursement.

• The Budget must be signed by the Sponsor.
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Presenter Notes
Presentation Notes
We’ve now come to the financials portion of FHLB’s requirements for owner-occupied rehab projects.  Which financial workbook you’ll use from our website depends on how the project will pay for the rehab work.  The basic idea is the same for both workbooks in that you’ll need to submit a Budget for each home you complete by inputting all costs and funding sources for the home, and you will print and sign the Output tab of the workbook for inclusion in the disbursement request package. If the AHP Sponsor will be loaning funds to the household to pay for a portion of the repairs, use the AHP Habitat Development Budget from the website.  If a loan from an organization besides the AHP Sponsor or no loan will pay for the costs of the repairs, choose the AHP Owner-occupied Rehab Development Budget. 

Costs shown on either Budget should be consistent with the list of items on the inspection form.  After submission of the Budget, you cannot make any changes to this document since you are certifying by signing it that the costs are true and accurate.  If we determine a cost or source was incorrectly shown on the Budget we will adjust it accordingly.  If we do not already have the supporting documentation to verify the correct costs then invoices and receipts will be requested.  Keep in mind, any changes we make might affect the gap by default changing the amount eligible for disbursement. Since most of you will be using the AHP Owner-occupied Rehab Budget, I’ll go over that workbook first and then provide a few unique instructions for projects that will be using the Habitat Budget.  
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Sample AHP 
Owner-
Occupied 
Rehab 
Development 
Budget 
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Presenter Notes
Presentation Notes
Here is sample of the Owner-occupied Rehab Development Budget.  This Budget is drastically different from the one used in the past.  The purpose of revising the Budgets was to get them more in line with what you see at time of application.  They have more alerts built into them as well which should eliminate some of the errors we have seen in the past by using the old Budget.  Be sure if an alert comes up that you correct the error before submission with the disbursement package.  

Make sure the project and homeowner’s information is inputted in the top section of the Budget.  Unless your organization is completing the construction labor then the question in the header will be marked no.  If you are completing the construction, there is a breakdown at the end you would be required to complete.  I will show you a screenshot of this in the next few slides.  

One of the changes with the new Budget is that you will now need to enter the ‘AHP Requested’ amount as a source.  With the previous Budget the gap automatically generated based on the costs and sources entered.  Keep in mind that the ‘AHP Requested’ amount must match to the penny what the ‘Requested Amount’ is on the AHP Disbursement Request Form.  Additionally, FHLB must document all funding sources with grant agreements or other appropriate documentation.  Funding sources will be discussed later in the presentation.  


All costs will be broken out into the appropriate line items throughout the Budget.  A bulk of the costs will probably show in the ‘Construction/Rehab Hard Costs’ line though as majority of the work, if not all will be completed by a third-party.  Note that the alert shown for the contractor costs actually takes the sum of the ‘general requirements,’ ‘construction management/overhead,’ and ‘contractor’s profit’ into the calculation.  It is not just for the ‘construction management/overhead’ line as that is where it is located on the Budget.
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Sample AHP 
Owner-
Occupied 
Rehab 
Development 
Budget 

Presenter Notes
Presentation Notes
Here are more line items within the owner-occupied rehab Budget.  Note that you must identify each cost and funding source by name.  This means nothing should be labeled as “miscellaneous”, “additional”, or “other” on the Budget.  Also, please refrain from rounding any of the figures on either the sources or uses, as we need figures shown in dollars and cents. 
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Sample AHP 
Owner-
Occupied 
Rehab 
Development 
Budget 
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Presenter Notes
Presentation Notes
At the end of the Budget is where you’ll see the signature section.  Be sure to print off the output tab, sign it, and include it with the disbursement package.  Before signing, I strongly recommend looking over the Budget for accuracy because like I said, once you submit it you cannot make any changes.  You would be surprised at how many Budgets are submitted that have an alert showing for the sources and uses not matching.  So please be sure that the Budget balances which means the costs equal the sources (including AHP).  

One of the special components of the AHP Owner-occupied Rehab Development Budget includes space for Sponsor Employee Labor Costs, which FHLB refers to as the labor breakdown.  Only AHP Sponsors paying their own employees to perform contract labor on a home should use the labor breakdown; do NOT include costs paid to a third party here.  As I previously mentioned, all third-party costs should be separated out into the appropriate line items above in the Budget.  Also do not include construction management or supervision on this breakdown, as FHLB considers such costs as part of the Sponsor’s developer fee and should be shown on the corresponding line in the ‘Hard Costs’ section above.  

Be sure to input the name of each of the Sponsor’s employees, their hourly wage, the number of hours they worked, and the tasks they completed into the labor breakdown so that the spreadsheet can accurately calculate the amount of labor costs for which the Sponsor deserves to be reimbursed.  

FHLB has determined that the Sponsor’s hourly wage cannot exceed $50.  Also note that the information you add to this section will automatically pull into the ‘Sponsor Employee Labor Costs’ line item on the output tab.  So when completing the Budget you will be unable to add anything to that actual line item on the input tab but you must complete the chart at the end of that tab.  
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Sample AHP 
Habitat 
Development 
Budget 
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Presenter Notes
Presentation Notes
Again, if the Sponsor made or will make a repayable loan to the household to pay for a portion of the rehabilitation costs, you’ll need to use the AHP Habitat Development Budget, which appears on this slide, instead of the AHP Owner-occupied Rehab Development Budget.  Even though the Budgets are different, the concept is the same with the exception of entering the mortgage information.  Remember, the Habitat Budget should be used in lieu of the Owner-occupied Rehab Budget only if the AHP Sponsor is making a loan to the household to pay for some of the costs of rehab.  

Like the Owner-occupied Rehab Budget, make sure the project and homeowner’s information is inputted in the top section of the Budget.  If your organization is completing the construction labor please note that the Habitat Budget does not include the employee labor breakdown section like the owner-occupied rehab Budget.  You will need to call us to discuss how to incorporate those employee labor costs on the Budget.  

This Budget also has more alerts built into it to help eliminate some of the errors we have seen in the past by using the old Budget.  Always be sure to correct any issues that might be causing alerts to show before submitting it with the disbursement package.  


Similarly to other Budget, one of the changes is needing to enter the ‘AHP Requested’ amount as a source.  As I mentioned before, the previous Budget had the gap automatically generate based on the costs and sources entered.  Again, keep in mind that the ‘AHP Requested’ amount must match to the penny what the ‘Requested Amount’ is on the AHP Disbursement Request Form.  Once more, all funding sources entered must documented by submitting grant agreements or other appropriate documentation and all costs should be broken out into the appropriate line items throughout the Budget. 
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Sample AHP 
Habitat 
Development 
Budget 
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Presenter Notes
Presentation Notes
More of the cost line items are shown here.  Just as the owner-occupied rehab budget, the alert shown for the contractor costs is a sum of the ‘general requirements,’ ‘construction management/overhead,’ and ‘contractor’s profit’ into the calculation.  It is not just for the ‘construction management/overhead’ line as that is where it is located on the Budget.
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Sample AHP 
Habitat 
Development 
Budget 
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Presenter Notes
Presentation Notes
We’ve reached the bottom section of the Budget.  Again, you will need to print and sign the output tab and then include it with the disbursement package.  Like all Budgets, I do recommend looking over the Budget for accuracy because you cannot make any changes once you submit it to us. 
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Completing the Development Budget 
• The “Total Sources” and “Total Costs” must be 

equal.
• Be sure to include the “AHP Requested” as a 

funding source.  This amount must match the 
amount on the Request Form submitted for the 
homeowner.  

• Submit the final executed Budget with the 
disbursement package.
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Presenter Notes
Presentation Notes
Make sure that the Budget balances meaning that the costs must equal the sources.  If the Budget does not balance, additional information may need to be requested or a reduction to the AHP grant may be applied.  Be sure that you add the ‘AHP Requested’ amount as a source as this will not auto populate like it did with the previous Budgets. FHLB cannot disburse more AHP than is showing on the Budget.  If the ‘AHP Requested’ does not match the “Requested Amount’ on the Request Form it will cause a delay as we will then need to follow up to resolve the discrepancy.  
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10- AHP Development Budget 
Common Mistakes:
• The Budget does not balance. 
• The developer fee exceeds 15% of the total 

development costs.
• The total hard costs do not meet the required 

threshold for the type of rehab work that the project 
was approved.

• The incorrect Budget was provided.
• The gap listed on the Budget does not match the 

‘Final Amount Requested’ on the Request Form.
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Presenter Notes
Presentation Notes
The number one issue with the Budgets are that they do not balance.  Remember that the sources must equal the same amount of the costs.  AHP cannot reimburse any ineligible costs so if these costs are included on the Budget then the AHP requested amount will be reduced by the like amount.  The Developer’s Fee cannot exceed 15% of the total development costs regardless of the dollar amount approved in the application.  This fee includes the developer fee, developer overhead which is the organization’s overhead cost, consultant fee, application preparer fee, and administrative fee.  The last thing I want to mention is to be cautious that the ‘Final Requested Amount’ on the Request Form matches the amount shown on the Budget.  
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11 – Post-rehab inspection
• Submit FHLB’s “Post-Rehabilitation 

Inspection” signed by all homeowners and a 
certified/licensed third-party inspector certifying 
the home is complete and in compliance with the 
standards set forth in local code. 

• A copy of the inspector’s license must also be 
provided with the request package.
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Presenter Notes
Presentation Notes
Once the work on any home is finished, you’ll need to use FHLB’s Post-Rehabilitation Inspection form that allows both the third-party inspector and the homeowner or homeowners to certify that the work on the home is complete.  The third-party inspector who signs this for should ideally be the same person who signed the work order or Pre-Rehabilitation Inspection form, and FHLB must also receive a copy of the individual who signs the form’s license.  Also, be sure that the work completed is detailed at the bottom of this form.  If it was not detailed then we will request a revised version.  The certification document must be dated after the AHP funds were awarded to the project in order for the home to be eligible for reimbursement with AHP funds. 
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12 - Evidence of all funding sources
• If the project was approved for funding sources 

such as SHOP, HOME, AHTF, etc., submit the 
fully executed grant/funding agreements along 
with any attachments/exhibits.

• If the project was approved for a cash 
contribution from a source, submit an executed 
letter verifying the cash contribution.

• Nothing needs to be submitted when Sponsor 
cash/fundraising is used on a Budget.
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Presenter Notes
Presentation Notes
If the project was approved for additional funding sources then fully executed grant agreements or grantor letters must be submitted.  Be sure if the grant agreement references an attachment or exhibit that you include them as well.  If any funding source were used, then they all must be shown on the homeowner’s Budget.  If these sources have not been applied to the households as intended by project completion there is a possibility any disbursed funds could be recaptured.  

Funds must be included among the project’s permanent funds sources in order to have received points for this in the AHP scoring system.  So if your project received points for eligible outside funding, then be aware that FHLB will verify that those exact sources were used in the project at time of disbursement.  Also, you are not allowed to swap out one funding source for another either, for any reason.  You can however use more sources than what was committed in the application.  Just remember that at a minimum you are required to use the sources that earned the project points in the eligible outside funding category.    

Be aware that nothing needs to be provided to verify a Sponsor cash/fundraising source listed on the Budget.  By you, the Sponsor, signing the Budget you are verifying that source is stated correctly.  
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12 - Evidence of all funding sources
Common Mistakes:
• The required documentation to verify the funding 

sources listed on the Budget was not provided. 
• The cash source received was not disclosed on 

the household’s Budget. 
• Cash sources that were approved in the AHP 

application were not applied to the household’s as 
they originally indicated.
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Presenter Notes
Presentation Notes
A few mistakes in regards to funding sources are that they were not all listed on the Budget, that the attachments or exhibits were not submitted as they were referenced in the agreement, that the cancelled check or executed letter was not provided, or that the approved cash source was not applied to any of the homeowner’s Budgets.  Again, as mentioned earlier in the presentation if a project was approved with a cash source and was not used as expected then a formal modification must be submitted.  By submitting a modification you run the risk of losing the points and falling out of the funded range which may then cause us to seek repayment of any previously disbursed funds for the project.  
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13 – Deed 
• Must submit a Deed indicating the property has 

been transferred to the homeowner(s) from a 
third-party.

• The homeowner(s) need to have fee simple 
interest in the property. 

• FHLB may allow an executed will or proof of a 
life estate to serve as evidence the homeowner(s) 
have site control of the property.
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Presenter Notes
Presentation Notes
The next requirement listed on the Request Form assures FHLB that the homeowner or homeowners have the required ownership interest in the property.  The household must have fee simple interest in the property.  A deed must be between a third-party grantor and the AHP recipient.  FHLB does allow an execute will or life estate deeds; however, it must be for true life estate planning and the homeowner must reside in the home.  The documentation must also verify that the home is located in one of the counties identified for the project in its approved AHP application. These counties have certain scoring criteria attached to them if they are located, for example, in Appalachia or in FHLB’s district of Ohio, Kentucky, and Tennessee.  Thus, only homes located in the county or counties identified in the AHP application can be rehabilitated without a formal modification to the project.  

Oh and another thing, the address stated in the first paragraph is not the property’s physical address, it is only the grantee’s and grantor’s mailing address which does not indicate the property description is for the mailing address.  So if the property description in the deed does not specifically state the property’s physical address be sure to send in some other documentation that ties the property description back to subject property.  You can do this by providing a PVA which would show the property’s address that also references the deed book and page or a letter from the local 911 office confirming the address.   Ultimately, we need the deed to state the physical address or something that ties the description back to the physical property address as this seems to be a missing component in a lot of deeds. 
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13 – Deed 
• DO NOT re-record the Deed or file an addendum 

to attach FHLB’s retention language as that is 
prohibited.

Common Mistakes:
• The Deed showing the transfer of ownership (to 

the homeowner) was not submitted with the 
disbursement package as required.

• The FHLB retention language was recorded with 
the Deed or as an addendum.
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Presenter Notes
Presentation Notes
The Deed is not allowed to include FHLB’s retention language.  If the retention language is added to the Deed then it must be removed prior to disbursement of funds.  More common mistakes are that a deed was not submitted with the disbursement package or if it was it does not show the transfer form a third-party to the current homeowner.  
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14a – Bridge or construction loan 
• Must be documented with executed copies of 

Note and Mortgage (Deed of Trust) showing the 
Member as the lender. 

• There are no principal requirements for the loan 
amount compared to the total hard costs of the 
project.
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Presenter Notes
Presentation Notes
If a project was approved for a bridge or construction loan then executed copies of the Note and Mortgage are required.  Please be reminded that the Member must have been the lender for the loan in order to fulfill this commitment.  Note that there is no longer a minimum loan requirement when comparing the principal amount to the total hard costs.  Be aware if the loan is not secured by a mortgage then we need evidence of what the loan was secured by, for instance if collateral was used instead.  From time to time we realize that the loan document does not reference how the funds will be used in the project.  If the plan is not included in the loan document then we need the addendum or exhibit explaining what the funds will be used for. 
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14b - Member’s permanent loan
• Submit signed copies of the Note and 

Mortgage/Deed of Trust for the loan the Member 
made to the project.

• The Note must show the project’s Member as 
lender.

• Points for permanent loans require the Member 
to provide loans to at least 51% of the project’s 
units.
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Presenter Notes
Presentation Notes
On to the last section of the Request Form which is for the Members commitments to the project.  Be reminded that if any of these commitments are unable to be achieved then you risk losing points for the project since a modification must be submitted.  Some projects cannot afford modifications so this would not even be an option anyway.  If the Member was approved to be the lender on the first permanent loan then they must hold the loans for at least 51% of the homeowners in the project.  The most common mistake would be that the Member did not provide as many loans as required.
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14c - Below-market rate on the 
permanent, construction, or bridge loan

• Must be documented with one of the following: 
o Current, executed letter from the Member indicating 

the below-market interest rate for the project and how 
the interest rate is at least .50% below the market rate.

o A copy of the standard rate sheet for loans of this type 
offered by the Member and published for the general 
public. 
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Presenter Notes
Presentation Notes
Projects approved for a below-market rate on the Member’s permanent, construction, or bridge loan, we will compare the documentation submitted to the construction loan to verify the reduced rate.  If the document does not indicate the rate is below .5% then the standard rate sheet or a letter from the Member will suffice.  The loan document not specifically indicating that the rate is at least .5% below their standard rate is probably the most common mistake.
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14d – Member cash contribution 
• Must submit an executed letter from the Member or a 

copy of the cancelled check.  
• This contribution must be listed as a “Cash Source” 

(Member cash contribution) on at least one of the 
Budgets for a homeowner in the project. 

• The following contributions must be made based on 
application approval year: 
• $500 for projects approved in 2021 and prior.
• $750 for projects approved in 2022.
• $2,000 for projects approved in 2023 forward.
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Presenter Notes
Presentation Notes
If a project was approved for a cash contribution by the Member then this must be shown on the homeowner’s Development Budget.  To fulfill this commitment, a contribution of at least $500 for projects approved in 2021 or prior, $750 for projects approved in 2022, and $2,000 for 2023 forward.  These contributions must have been made to at least one homebuyer in the project.  However, the contribution is not required to be one lump sum though, like the Sponsor cash contribution, you can break it out amongst multiple homeowners within the project.  You just need to document how the money was applied and we cannot mark it off as fulfilled until the full required amount has been documented.  Aside from the Member not actually providing a contribution at all which would require a project modification the only other mistakes we see are that the contribution was  not shown on a homeowners Budget or the letter or cancelled check was not submitted to verify the source.  If the contribution was actually made but not shown on the Budget than an executed letter must be submitted confirming the error and we will make the adjustment ourselves.  Please note that this could potentially change your GAP by default causing us to reduce your grant so I would be sure to include it as required to avoid a potential reduction.
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14e - Servicing of homeowner loans 
originated by the Sponsor
• Must be documented with one of the following: 

o Language in the Note indicating where the payments 
are made.

o Current, executed certification from the Member that 
the loan has been set-up on the Member’s servicing 
system and will be serviced at no cost to the Sponsor.

o “Notice of Assignment of Serving Rights” or a screen 
print of the Member’s servicing system showing each 
loan has been set up on the Member’s system.  
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Presenter Notes
Presentation Notes
If the Member is approved to service the homeowner loans that were originated by the Sponsor, then the Note must indicate that the payments are being made to the Member.  We will also accept an executed letter from the Member stating the loan has been setup on their servicing system and it will be at no cost to the Sponsor.   If the Note does not show the Member servicing the loan, then we need the “Notice of Assignment of Serving Rights” or a print screen from the Members system proving they are actually receiving the payments.
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Project location
• If project addresses were indicated in the 

approved AHP application at the time of project 
approval, those addresses do NOT have to be 
used.

• Any property address can be used for the project 
as long as it meets ALL of the following:
o Located in the county approved in the application, and 
o All the other approved scoring commitments are met, 

i.e. Appalachia, AIF, etc… 
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Presenter Notes
Presentation Notes
FHLB considers all ownership projects to have an acquisition plan regardless if site control was indicated in the AHP application.  So if specific property addresses were identified in the application you are not required to use them.  Any properties you use must be located in the counties approved in the application in addition to any of the other scoring commitments like AIF or Appalachia if your project was awarded points.   
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15 – Average Income Factor
• Submit a copy of a FFIEC indicating the property 

is located in a census tract with an AIF as 
approved.

• Projects approved in 2020, are required to have at 
least 20% of its units in a census tract with an 
AIF greater than 120%.
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Presenter Notes
Presentation Notes
If your project was approved for AIF points then you will need to submit an FFIEC printout.  We will verify that the census tract the property is located has an average income factor of 120% or greater for at least 20% of the units within the project. If your project wasn’t awarded this point, then you will check no to this question on the request form.
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16 – Manufactured homes
• Submit an appraisal if the home meets the following 

conditions:
o “Manufactured housing” refers to a single-family residential dwelling built in 

compliance with the Federal Manufactured Housing and Construction 
Standards, as amended, also known as the HUD Code, after June 15, 1976. 
Manufactured homes may be built in multi-sectional or single section units and 
installed on an FHA Title II permanent foundation system. In addition, the 
home and the lot must be taxable together as real property. For AHP eligibility 
purposes, a single section manufactured home must be Energy Star rated.

• Mobile homes are NOT eligible for AHP as defined as a 
residential structure manufactured prior to the enactment of 
the Federal Manufactured Housing and Construction 
Standards, also known as the HUD Code, on June 15, 1976. 
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Presenter Notes
Presentation Notes
If an owner resides in a manufactured home then an appraisal must be provided to ensure the required criteria has been met.  The home must be a single-family residential unit that is in compliance with the Federal Manufactured Housing & Construction Standards.  These standards were put into place by HUD on June 15, 1976.  Be sure that FHLB can prove that the manufactured home is attached to a permanent foundation as well.  Keep in mind, the home and lot must be taxed together as real property.   If all of these stated items cannot be verified then the unit will be deemed ineligible and the request will be denied.
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17 – AHP Verification of Project Loan 
Information Form
Only applicable to projects approved in 2023:

• Submit the ‘AHP Verification of Project Loan Information 
form’

• Loan rates and fees are subject to limitations per the 
FHLB’s ‘Disbursement Feasibility guidelines for Projects 
Approved in 2023’

• The form and the feasibility guidelines mentioned above 
can both be found on FHLB’s website under Habitat 
Projects. 
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Presenter Notes
Presentation Notes
New for 2023 projects is an AHP Verification of Project Loan Information form. 

This form can be found on our website along with the Disbursement Feasibility guidelines for projects approved in 2023 which you will need to reference when completing the form. 
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17 – AHP Verification of Project Loan 
Information Form (cont.)
Only applicable to projects approved in 2023:

• If the project also received points for Member provision 
of a construction or bridge loan, the requirements outlined 
in items 19b and 19c above will also still need to be 
completed. 

• Prorated loan costs (points and fees) for any applicable 
loans must be entered on the development budget. 

• The form applies to project level loans and only needs to 
be submitted one time. 
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Presenter Notes
Presentation Notes
If your 2023 project received point for Member provision of a construction or bridge loan, the requirements outlined in items 19b and c above will also still need to be completed.  Prorated loan costs (points and fees) for any applicable loans must be entered on the development budget.  The form applies to project level loans and only needs to be submitted one time. 
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Disbursement feasibility
• The Sponsor is responsible for ensuring the 

financial information is correct and consistent 
with the approved AHP application.

• Projects must meet all feasibility guidelines and 
approved parameters.  Any deviations must be 
explained and will undergo additional review for 
reasonableness.

• FHLB’s determination will be final and any costs 
determined not reasonable will be disallowed and 
will not be reimbursed with AHP funds.
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Presenter Notes
Presentation Notes
The project must meet all feasibility guidelines set by FHLB.  If the values are outside the guidelines, an explanation will be required and may be deemed acceptable.  If the explanation is not sufficient then the request may be denied.  The Sponsor and Member are responsible for ensuring that all financial information presented to us is correct and consistent.  And lastly, FHLB’s determination upon review will be final and any costs determined not reasonable will be disallowed and therefore will not be reimbursed.
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Feasibility guidelines/limits
• FHLB will assess if all documentation meets the 

feasibility requirements for your project. These 
requirements can be found on FHLB’s website. Refer to 
the link that matches the award year of your project.
o Disbursement Feasibility Guidelines for Projects Approved 

in 2022 and Prior
o Disbursement Feasibility Guidelines for Projects Approved 

in 2023
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Presenter Notes
Presentation Notes
As I mentioned on the previous slide, FHLB has certain guidelines that must be met in regards to the development costs for the project.  Again, these guidelines are project year specific so be sure you are referring to the correct guidelines. There are two links on our website that can be found under the documents section of any of the AHP project types that provide you with the feasibility requirements for projects approved in 2022 and prior and the other link is for projects approved in 2023.  Not meeting a feasibility parameter can either be cause for denial or a grant reduction depending on the situation.  So it is always in your best interest to stay within the stated guidelines.

Pay close attention to the AHP subsidy requested maximums allowed for a unit to not exceed the limit. The approved AHP subsidy should generally be divided evenly among the total number of units.  Although, you can request a higher amount on a disbursement anticipating requesting a lesser amount on a future one but that still cannot exceed the allowed maximum.  Be careful though, if you do not plan out how the funds will be applied, you may get to the end of your project and request more money than is left available the grant which could cause us to reduce the final unit.
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General common mistakes
• The Sponsor or Member is unfamiliar or did not 

fulfill the commitments made in the AHP 
application.

• Submission of a Budget that does not balance or 
is incorrect.

• Package includes documentation that contradicts 
something else that was also submitted to FHLB.

• The Sponsor or Member is delinquent submitting 
requested additional information or compliance 
requirements.
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Presenter Notes
Presentation Notes
The staff here at FHLB does everything in our power to help you through the process of preparing and presenting disbursement materials so that the project can receive all the funds for which it is eligible.  Sometimes, projects do not show a need for the full amount of AHP subsidy requested or violate the Affordable Housing Program’s requirements in such a way that causes a reduction in the subsidy requested.  I want to present some of the common issues that result in a reduction or delay of AHP funds.

The most typical reasons for a project to receive less AHP funds than it requested relate to its Budget.  When the Budget does not show total funding sources that match total costs, the unit may potentially not be eligible for the full amount of AHP subsidy.  Additionally, the costs on the Budget must all be eligible per FHLB’s guidelines, and we will reduce the grant if any ineligible costs appear.  Again, the list of ineligible costs is available in the Manual.  

We continuously struggle with the Sponsors or Members when they are unfamiliar with the commitments made in the AHP application.  It is hard to fulfill commitments made if you are not even aware of what those are.  This is why it is very important to keep your score sheets as well as any modifications made to the project so you know exactly what targets to have to hit to complete the project on time and to satisfy all obligations.  

Also, be aware that if the Sponsor or Member is delinquent in submitting any additional information requested or the compliance requirements are not being met then we cannot disburse funds until the delinquencies have been cleared.  Frequently, we receive documents that contradict something else in the disbursement package.  Please note that these contradictions cause a delay in processing as we then have to request additional information from you to provide clarity to the situation.  
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General common mistakes
• The homeowner or property does not fit into the 

project’s requirements (Special needs/persons 
aged 60+, or the rehab costs were not at the 
required level, etc…).

• The package does not include all of the required 
documentation as outlined on the Request Form.

• Items submitted with the AHP application are 
resubmitted with the disbursement request 
package while updated documentation is 
required.
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Presenter Notes
Presentation Notes
Additionally, if a household does not meet the projects requirements we will be unable to disburse funds for the unit.  This goes back to making sure you are familiar with the projects commitments.  Be sure that you’re placing homeowner’s into homes that fit the requirements for that particular project so we do not have to deny anyone.  The last common mistake I can think of is when Sponsors resubmit something that was included with the original Application.  At time of disbursement we cannot accept the commitment letters previously sent in to FHLB.  Instead, we need documentation proving that the activities approved were indeed completed and available to the homeowners.
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Reminders
• The Request Form must be signed by the 

Sponsor contact.
• Any changes to income or household size that 

occur after pre-approval are not considered.
• A signed version of the most recent Budget is 

required for each unit when requesting funds. 
• Allow up to 30 days for FHLB staff to review 

the packages as well as additional information 
submitted.
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Presenter Notes
Presentation Notes
I want to remind you all of a few things to keep in mind while preparing your disbursement packages.  These are all items that I have already discussed throughout the presentation though so none of them will be a surprise.  First off, the Request Form is only required to be signed by the Sponsor contact.  With the online submission process, the Member submitting the request through Member’s only is their signature in addition to the certifications they agree to when completing the online form.  If the household was already pre-approved prior to the submission of the disbursement package, FHLB will not consider any changes to income, household size, or special targets including special needs.

The other document that the Sponsor is required to sign is the Budget.  You are required to use the most recent version of the Budget as well.  By signing the Budget, you, the Sponsor, are certifying that the costs are true and accurate.  So double check your Budgets to ensure the costs and sources match and everything is included that needs to be.  Again, if we determine a cost to be incorrect we reserve the right to request invoices and receipts to verify the true cost.  Incorrect costs can affect the amount that is eligible for AHP funding.  Make sure the AHP listed on the Budget matches the Request Form as well but we cannot fund more than what the gap is regardless if you requested more.  Remember that you cannot make changes to the homeowner’s budget after submission; instead, if changes need to be made we will make them for you. 

Please allow up to 30 days for review of your disbursement package.  The 30 day time frame also applies if you are submitting additional information to us.  This is why submitting the correct documents the first time is so important because all additional information requests do is extend the time before you receive any money.  I would also like to make note that while the AHP Round is taking place and we are reviewing applications, unfortunately we may go over the 30 day time frame.  So please bear with us during those months of July through November even though we make every effort to stay within the allotted time frame. 
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Reminders
• Only submit requests to the project you wish to 

disburse it under.  
• If a request is withdrawn by the Sponsor, it 

cannot be reinstated under the same project.  
• Keep FHLB informed of any staff changes in 

your organization via e-mail. 
• All requests must be submitted online through 

the Member’s Only portal on our website.
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Presentation Notes
Note that you should not be transferring households from project to project unless it is absolutely necessary!  It becomes very cumbersome for our staff to move requests between projects since we then need to check the commitments for two project’s instead of just one to ensure eligibility.  If you have more than one active project, make sure you submit the requests under the correct project number.   If you withdraw a request for any reason, FHLB will not allow it to be reinstated under that same project.  
 
We want to ensure that requests for additional information or even general announcements are being sent out to the correct people at your organization but we can only do that if you notify us of any changes.   So please keep us up to date if there is any change in the contact person, email address, phone number, etc.  

Remember that all disbursement requests must be submitted online through the Member’s Only portal.  If you have questions regarding this process, please call us to discuss them.  
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HCI management
Name Phone E-mail Address

Damon v. Allen (513) 852-7518 allendv@fhlbcin.com
SVP, Chief Marketing & Community Investment Officer

Dawn E. Grace (513) 852-7612 gracede@fhlbcin.com
Vice President, Housing & Community Investment

Jill A. Cravens (513) 852-7550 cravensja@fhlbcin.com
Housing & Community Investment Officer 

Cassandra L. Larcarte (513) 852-7619 larcartecl@fhlbcin.com
Compliance & Outreach Manager

Laura K. Overton (513) 852-7603 overtonlk@fhlbcin.com
Systems & Reporting Manager

Jamie M. Board (513) 852-7629 boardjm@fhlbcin.com
AHP Disbursement Assistant Manager
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Here is the direct contact information for the members in the Housing & Community Investment management team. 
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AHP disbursement team
Name Phone E-mail Address

Jamie M. Board (513) 852-7629 boardjm@fhlbcin.com
AHP Disbursement Assistant Manager

Samantha M. Walker (513) 852-7621 walkersm@fhlbcin.com
Housing Financial Analyst  

Crystal L. Woolard (513) 852-7604 woolardcl@fhlbcin.com
Housing Financial Analyst 
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This slide contains the contact information of the HCI staff members on the AHP disbursement team.  All team members review AHP pre-approval and disbursement requests.  Contact us if you have specific questions that are not answered in the materials available on the website and we will be happy to help you.  
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Contact us
Federal Home Loan Bank of Cincinnati

221 East Fourth Street, Suite 600
P.O. Box 598

Cincinnati, OH  45201-0598
Toll free:  (888) 345-2246

E-mail:  AHPDisbursement@fhlbcin.com
Website: www.fhlbcin.com
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All of the contact information for the HCI department is shown.  If you have general questions, please use the toll-free line at (888) 345-2246. 
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Current HCI products
• Affordable Housing Program (AHP)
• Welcome Home Program (WHP)
• Community Investment Program (CIP)
• Economic Development Program (EDP)
• Voluntary Programs:

o Zero Interest Fund (ZIF)
o Carol M. Peterson Housing Fund (CMPHF)
o Disaster Reconstruction Program (DRP)
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Besides our Affordable Housing Program, we also offer the Welcome Home Program, the Community Investment Program, the Economic Development Program, and our voluntary programs include the Zero Interest Fund, the Carol M. Peterson Housing Fund, and the Disaster Reconstruction Program.  

Visit our website to learn more about these other programs available to you. 
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Connect with us!
Get the latest news, events, and updates at FHLB Cincinnati by 
connecting with us on social media.

@FHLBCin
www.twitter.com/fhlbcin

www.facebook.com/fhlbcincinnati

www.linkedin.com/company/
federal-home-loan-bank-of-Cincinnati

@FHLBCin
www.intsagram.com/fhlbcin
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You can keep up to date with the latest news, events, and updates at FHLB by accessing the various social media sites shown on the screen.  
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Let’s celebrate together!
We encourage all FHLB Members and housing sponsors to notify us of 
plans to celebrate or recognize any FHLB-funded housing 
or community investment project. FHLB is often available to participate 
and to offer public relations assistance for community events such as 
ribbon cuttings, groundbreakings, and dedications. 
Please contact Marketing/Public Affairs, 
toll-free, at (877) 925-FHLB(3452).
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Lastly, we encourage all Members and housing Sponsors to notify us of plans to celebrate or recognize any FHLB-funded project.  Members of our staff are often available to participate and to offer public relations assistance for community events such as ribbon cuttings, groundbreakings, and dedications.  Please contact our Marketing and Public Affairs department at the number on this screen if you would like to discuss these opportunities.  
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Thank You
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Again, if you have any questions always know that we are available by phone or email.  Thank you for listening to the AHP Owner-occupied Rehab Disbursements Webinar presented today.  Have a great day.
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