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COMMUNITY DEVELOPMENT DIVISION

Community Housing Development Organization (CHDO) APPLICATION
HOME INVESTMENT PARTNERSHIPS PROGRAM & COMMUNITY DEVELOPMENT BLOCK GRANT

Please complete each section of the application in the space allotted. Incomplete applications will not be reviewed.
To activate checkboxes, double-click on box and change default value to “checked”.
Narrative sections expand when filled with type.
	APPLICATION SUMMARY

	Organization Name
	

	Contact Person / Title
	

	Contact Person E-mail
	

	Address
	

	Phone 
	
	Fax
	

	Website
	

	DUNS #
	
	EIN #
	

	NATIONAL CHDO OBJECTIVES

	The following purposes must be evident in the mission and bylaws of the organization to be applicable as a CHDO. 
Please check all that are applicable to your organization to document stated compliance.

	
	Benefits low income households.
	
	To provide decent affordable housing.

	The following criteria must be met by a certified CHDO.  

	 No Yes   
	Does this organization serve within the City of Billings limits? 

	 No Yes   
	Has the organization provided services in Billings for at least one year?  

	 No Yes   
	Is the organization organized under State or local laws?

	 No Yes   
	Does this organization prohibit sharing net earnings to benefit of any member, founder, contributor or individual? 

	 No Yes   
	Does this organization prohibit control or influence by individuals or entities seeking to derive profit or gain from the organization?

	 No Yes   
	Is this organization free to contract for goods and services from vendors of its own choosing?

	 No Yes   
	Does this organization have any of the following tax exemption rulings from the Internal Revenue Service: 

· Classified as a subordinate of a central organization non-profit under section 905 of the Internal Revenue Code of 1986.

· The owner organization has a tax exemption ruling from the Internal Revenue Service under section 501(c)(3) or (4) of the Internal Revenue Code of 1986.
· The private nonprofit organization is a wholly owned entity that is disregarded as an entity separate from its owner for tax purposes (a single member limited liability company that is wholly owned by an organization that qualifies as tax-exempt).

	 No Yes   
	Does this organization prohibit control by a governmental entity?

	The following accountability standards must be met by a certified CHDO.

	 No Yes   
	Is at least one-third of the governing board’s membership is low-income, residents of low-income neighborhoods, or elected representatives of low-income neighborhood organizations?  

	 No Yes   
	Has a formal process been established for low-income program beneficiaries to advise the organization in its decisions regarding the design, siting, development, and management of affordable housing?  Acceptable ways to secure beneficiary input include special committees of neighbors of a proposed development site, neighborhood advisory councils and open town meetings.

	 No Yes   
	Is the governing board’s membership by public officials or employees of a governmental entity limited to one-third of the total number of board positions?  


	The following capacity standards must be met by a certified CHDO.

	 No Yes   
	Does the organization have paid employees with housing development experience to work on projects? 

For the first year of funding as a CHDO, an organization may utilize a contract with a consultant to meet this requirement.

	 No Yes   
	Does the organization have standards of financial accountability that meet the requirements of 24 CFR 84.21? This includes the ability to maintain records that adequately identify the source and application of funds for federally-sponsored activities, to accurately and completely disclose financial results of federally-sponsored projects, and to effectively control and account for all funds, properties and other assets so all assets are used solely for authorized purposes.   

	 No Yes   
	Does the organization have capacity to maintain compliance during the entire affordability period (up to 20 years)?

	ORGANIZATIONAL CAPACITY

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

	

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

	

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

	

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

	

	Please explain how training and/or education will be obtained to ensure the long term viability of the CHDO.

	

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

	

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

	

	How will compliance be maintained during the projects’ affordability period? Who will be responsible for maintaining compliance? 

	

	How strong is the current reputation of the organization in the community?  Will the community be willing to support the goals and affordable housing developments of the CHDO?

	

	Describe how the affordable housing development projects of the organization will help meet the goals of the City of Billings and the Mayor’s Committee on Homelessness.

	

	FINANCIAL CAPACITY

	If the CHDO is seeking funds in the near future for a specific project: 

	· How will additional funding be secured?

	

	· How will the organization secure the required 25% match credit for projects? 

	

	What accounting system will be used for the development and / or management of housing projects? 

	

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

	

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

	

	Are there policies and procedures in place for maintaining accurate financial records for housing projects, including those receiving funds from the CHDO program? 

	


	APPLICATION ATTACHMENTS

	Please attach the following documents to this application ensure all National CHDO Objectives have been met.

	
	Charter; or Articles of Incorporation that show the organization is formed under State and local laws.

	
	501(c)(3) [charitable nonprofit corporation] certificate from the IRS; or 501(c)(4) [community or civic organization] certificate from the IRS; or a group exemption letter from the IRS that includes the CHDO as a subordinate of a central organization nonprofit under section 905 of the Internal Revenue Code.

	
	A statement in the organization’s Charter, Articles of Incorporation, By-laws or Resolutions that outlines, among its purposes, the provision of decent housing that is affordable to low income people.

	
	A notarized statement by the president or chief financial officer of the organization; or a certification from a Certified Public Accountant that shows the organization conforms to the financial accountability standards of 24 CFR 92.2.

	
	Resumes and/or statements that describe the experience of key staff members who have successfully completed projects similar to those to be assisted with HOME and / or other federal funds; or contracts with consultant firms or individuals that have housing experience similar to projects to be assisted with HOME and / or other federal funds with a documented plan in place for consultants to train appropriate key staff members of the organization.

	
	A statement that documents at least one year of experience in serving the community; or, for organizations newly created by local churches, service or community organizations, a statement that documents that its parent organization has at least one year of experience in serving the community.

	
	A statement in the organization’s By-laws, Charter or Articles of Incorporation that outlines the provision that maintains at least one-third of the organization’s governing board’s membership must be residents of low-income neighborhoods, other low-income community residents or elected representatives of low-income neighborhood organizations.  

	
	List of current governing board’s membership, including evidence of their representative status.  
· For members that represent a low-income neighborhood, the file must include documentation of that member’s home address and census tract, and a map that verifies that the neighborhood is low-income.  
· For members that are low-income, the file must include a signed certification from the Board member that either states his/her annual income or certifies that his/her income is below the amount that is the current low-income limit by household size.

	
	A statement in the organization’s By-laws, Resolutions or a written statement of operating procedures approved by the governing body that outlines the formal process for low-income program beneficiaries to advise the organization in all of its decisions regarding the design, siting, development and management of affordable housing projects. 

	
	A statement in the organization’s Charter, Articles of Incorporation, or By-laws that shows the CHDO complies with the following restrictions: 
· The State or local government may not appoint more than one-third of the membership of the organization’s governing body; 
· The board members appointed by  the State or local government may not, in turn, appoint the remaining two-thirds of the board members; and 
· No more than one-third of the governing board members are public officials (including any employees of the City of Billings, Yellowstone County, or the State of Montana). Public officials, including employees, are included in this category regardless of low-income status. 

	
	Form 990, Return of Organization Exempt from Income Tax. 

	
	Last fiscal audit to demonstrate financial accountability. 

	
	If the CHDO is sponsored or created by a for-profit entity, a statement in the CHDO organization’s By-laws, Charter or Articles of Incorporation that shows the for-profit entity may not appoint more than one-third of the membership of the CHDO’s governing body, and the board members appointed by the for-profit entity may not, in turn, appoint the remaining two-thirds of the board members. 

	
	If the CHDO is sponsored or created by a for-profit entity, a statement in the CHDO organization’s By-laws, Memorandum of Understanding (MOU), or other binding agreement between the CHDO and the for-profit entity that shows the CHDO complies with the following restrictions: 1) The State or local government may not appoint more than one-third of the membership of the organization’s governing body; 2) The board members appointed by  the State or local government may not, in turn, appoint the remaining two-thirds of the board members; and 3) No more than one-third of the governing board members are public officials (including any employees of the City of Billings, Yellowstone County, or the State of Montana).

	
	If the CHDO is sponsored or created by a for-profit entity, a statement in the CHDO organization’s By-laws, Charter or Articles of Incorporation that shows the CHDO is free to contract for goods and services from vendors of its own choosing.

	
	If the CHDO is sponsored or created by a for-profit entity, the for-profit entity’s By-laws that show the entity’s primary purpose is not the development or management of housing.

	
	Confirmation of registration with the System for Award Management (SAM). 

	Legal Signature Required 
By signing below, the organization’s authorized legal entity recognizes CHDOs selected for participation in City-funded must maintain current certification through project development and the entire period of affordability (up to 20 years). 

	Signature:
	Date:

	Printed Name:
	Title:
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