CHOICE PROGRAM ‘09
(Choices in Home Ownership Incentives Created for Everyone)
APPLICATION INSTRUCTIONS
The Agency welcomes your CHOICE project proposal.  The application is designed to ensure submission quality and uniformity with a simplified format. Please read carefully. The instructions have been revised. 
The appropriate application fee must be included with your submission.  One original application must be sent to the Agency and one copy needs to be sent to the Lead Lender.  The Lead Lender will need to provide a Term Sheet within 30 days of your submission to the Agency. Provided in this package are tabbed dividers for each section of the application.  Each divider contains a documents checklist of items that are required in that particular section.  In addition, a section summary and other informational items are located in the appropriate section.  It is mandatory that these dividers and application materials are incorporated in your CHOICE application and that the application is organized (stacked) as indicated on each divider.  If documentation is provided that is not listed on the documents checklist, please identify this additional information on the divider.  Place a mark in each box on each divider to alert the application reviewer as to what has been provided. 
The information you provide should present a concise, complete, and effective response for the threshold requirements for that section.  Do not provide unnecessary or overly expansive brochures or other presentations that make the review process burdensome.  These are discouraged and will not add to the application. 
Application materials are to be clear and of reproducible quality.  Information is to be placed on 8.5" x 11" paper, with the exception of Preliminary or Final Site Plans.  The application is to be bound in an appropriately sized three-ring style binder that allows for ease in paging.  All exhibits must be identified in the upper right side of each.  Do not place materials into individual plastic sleeves with the exception of the site plans to assist in the containment of the plans. 
Please see the next two pages for application preparation tips and the application review process.
It is recommended that the application assembler perform the following steps: 
· Read the CHOICE Program Guidelines and Application Instructions thoroughly.  All requirements listed in these guidelines and application package must be achieved for CHOICE review.  It is the developer’s responsibility to provide the required information.  Applications that do not will be disqualified, subject to the Cure Period.  In addition, the Agency reserves the right to reject any and all submissions.  Furthermore, funding of any application is always subject to the availability of funds.  
· Developer-training sessions will be held at HMFA.  Please check our website or call for training dates.  In order to submit an application in CHOICE, the developer/sponsor or an appropriate representative must fully attend one of the sessions prior to the submission.  Developers who arrive late or leave early will not be given credit for attendance.  You can register online at: http://www.state.nj.us/dca/hmfa/ or call Georgia Peart at (609) 278-7357 or Azmy Malek at (609) 278-7479 to confirm attendance in advance.  If you have individual questions, feel free to call one of the contact people listed in the CHOICE Program Guidelines.
· Complete the application in its entirety.  If a section, question, or required submission does not apply to your project, you must indicate "not applicable" and provide back-up documentation to substantiate.  If any of the application submissions are unclear, incomplete, or missing, the application will be disqualified from CHOICE consideration, subject to the Cure Period as defined on page 5 of the CHOICE Program Guidelines.  There will be no exceptions to this policy.  
· Organize the application as indicated on each divider.  If additional information is provided, it should be clearly identified on the divider and in the upper right side of the exhibit.
· Provide one original application to the Agency and one copy of the application to the Lead Lender. Each should be in appropriately sized three-ring binders.  The binders should allow sufficient room for ease in the paging of each document.
· Include the non-refundable CHOICE Application Fee made payable to the NJ Housing and Mortgage Finance Agency.
The following fee schedule applies:


 

Non-profit sponsors/developers-
$1,000.00




For-profit sponsors/developers-
$2,500.00
· Send applications to New Jersey Housing and Mortgage Finance Agency:
Mailing Address




FED EX UPS.
      P.O. Box 18550




637 South Clinton Avenue
     Trenton, New Jersey 08650-2085


Trenton, New Jersey 08611
ATTN:  CHOICE Supervisor


ATTN:  CHOICE Supervisor

The CHOICE 2009 Application Review, Approval and Post-Commitment Process: 
· From February 17, 2009 – May 1, 2009, Agency will accept Eligible Project Applications on a first-come/first-serve basis and will commit to:

·  no more than 3 project applications from northern NJ:    Sussex, Passaic, Bergen, Morris, Essex, Hudson and Union counties

·  no more than 3 projects from central NJ:  Middlesex, Mercer, Warren, Somerset, Hunterdon, Monmouth and Ocean counties

·  no more than 3 projects from southern NJ:  Camden, Burlington, Gloucester, Salem, Cumberland, Atlantic and Cape May counties   

· After May 1, 2009, any remaining uncommitted CHOICE 2009 financing shall be committed on a first-come/first-serve basis to Eligible Project Applications for projects located in any part of the state.

· No more than 2 Eligible Project Applications per municipality will be approved.  
· Tiebreaker Rule for multiple applications received simultaneously:  In the event that the number of eligible applications exceeds either the municipal or regional limits and two or more of the applications have been received “simultaneously” (which shall be defined as any time prior to 5 p.m. cell phone time on the same day), priority for selection among simultaneously received applications shall be given to the applications that require the lower Agency subsidy per unit.  The need for a cure period will not affect the priority of receipt of an application.

· The applicant’s chosen Lead Lender and the Agency shall simultaneously review the CHOICE application.  The Agency shall ensure that the application meets all CHOICE Program Guidelines and that all application instructions and requirements are met. 
· If there are deficiencies in the application, the Agency shall notify the applicant and send a list of those deficiencies (needed documents, missing signatures, etc.) to the applicant.  The applicant shall have 48 hours from the date of review (Cure Period) to supply the required information.   Failure to submit the information by the end of the Cure Period shall cause the application to be cancelled for consideration and returned to the applicant. (Refer to the Guidelines, page 5, “Application Cure Period” for details.)
· The Lead Lender shall assist the Agency in determining the development team’s capacity and shall help analyze real estate sales comparables for the proposed project units, preliminarily underwrite the project and provide to the Agency a Term Sheet within 30 days of CHOICE application date serving as a conditional letter of interest for construction lending prior to any Agency financing commitments. 
· When all the information in the application is acceptable, the Agency shall formally seek approval from its Board of Directors for a commitment of project financing (construction loan, subsidy, if any, and an end loans set-aside).  Projects receiving Agency commitments must close within 6 months.
· After the Agency’s Board of Directors has formally committed the Agency financing, the Lead Lender shall then underwrite the total construction loan including ordering an appraisal (which confirms viable sales prices), approving final project plans and specifications and providing the final development budget, sales prices, final sources and uses, and funding source documentation to the Agency for review and approval prior to closing. 
· After the closing takes place on all Agency and Lead Lender financing, the Lead Lender shall oversee construction period servicing and disburse the CHOICE construction loan and subsidy funds (except for the required subsidy retainage, which will be disbursed by the Agency directly to the Sponsor upon receipt of certificates of occupancy for each unit, evidence of any required unit deed restrictions and approval by the Agency of an independent project cost certification).  
· Age-restricted projects are ineligible for CHOICE 2009 subsidy funding.

CHOICE APPLICATION INDEX
(Items in bold are provided in the application materials)
SECTION I 

CHOICE Application:


a.  CHOICE Training Certificate








b. APPLICATION SUMMARY








c.  Project Narrative
d.  Redevelopment Plan
e.  AFFIRMATIVE FAIR HOUSING 


MARKETING PLAN 
SECTION II

Municipal Resolution


SECTION III

Site Control Documentation:

a.  SITE CONTROL SUMMARY
b. Fee simple title/deed, option agreement, contract, disposition and development agreement, redevelopment agreement, Ordinance or  resolution
c. Deeds
SECTION IV

Project/Site Information:

a.  PROJECT/SITE SUMMARY
b. Site map & directions
c. Tax map
d. Neighborhood Description
e. Neighborhood Impact Statement
SECTION V

Evidence of Municipal Approvals:
a.  MUNICIPAL APPROVALS SUMMARY
b. Site Plan Resolution
c. Site Plans (full set w/seal)

d. Subdivision
e. Zoning
f.  Utility service letters

SECTION VI

Environmental / Other Approvals:
a. ENVIRONMENTAL / OTHER APPROVALS  








   SUMMARY
b. Local historic approvals
c. Phase I 
d. Phase II

e. Cost estimate for remedial work

f. ISRA, Pinelands or Meadowlands Commissions, CAFRA, and SHPO approvals   
SECTION VII
Unit Information  


a.  Preliminary drawings/Unit design








b.  Elevations
c. Construction timetable
d. Location of low, moderate and EMU
e. Minimum square footage waiver
f. 2009 GREEN REQUIREMENTS FOR SINGLE FAMILY CHOICE PROJECTS
SECTION VIII
Developer Information:

a. DEVELOPER INFORMATION SUMMARY
b. DEVELOPERSSBE/LRE CERTIFICATION
c. IRS 501©(3)

d. List of Board of Directors
e. Resumes
f. Contractor’s registration w/Dept. of Consumer Affairs

g. Registration w/ NJ Dept. of Community Affairs

h.  Formation Certificate
i.  Certificate of Good Standing
j. 3 years audited financial statements  
k.Year to date Profit and Loss
l   APPLICATION FOR TAX CLEARANCE 
m. Prior developments
n. Milestones
SECTION IX

Certifications and Questionnaires:
a. PERSONAL QUESTIONNAIRE








b. COMPANY QUESTIONNAIRE
SECTION X

Financing Information:

a. DEVELOPMENT BUDGET








b. SOURCES OF FUNDS








c.  RANGE OF AFFORDABILITY WORKSHEET
d. RESIDENTIAL STRUCTURE COST ANALYSIS
e. Lender references
f. Lender letter for projects less than ten units
g. Lead Lender Term Sheet
h. Proof of equity
i. Letters of commitment for other funding sources
j. Tax abatement verification
SECTION XI

Market Information and Real Estate Sales Comparables
a. MARKET INFORMATION SHEET
b.
Market Study
SECTION XII
Preliminary or Final Site Plans
SECTION I
CHOICE Application Project Summary and Affirmative Fair Housing Marketing Plan (AFHMP) - typed.  Only include items indicated on this checklist for Section I.  Be sure to complete all questions.  
· CHOICE Training Certificate
· Completed APPLICATION SUMMARY (provided)

· Supply an overall Project Narrative (maximum 2 pages)
· Briefly describe the project. Include whether it is new construction or rehab. Indicate if it is single family, two-family, condo or townhouse. How many total units, # of affordable and EMU? What will be the range of sales prices?
· Include characteristics about the neighborhood. Are there employment opportunities, schools, parks, hospitals, public transportation, etc.? Is it located in a smart growth area, ERA or UCC? Is there a redevelopment plan?
· Name the developer/Sponsor and clearly identify the entity that will be the borrower of CHOICE financing. How was the company/corporation/LLC, etc. formed? What experience do you have in developing? 
· Explain the acquisition of land. What type of contract? Who is the current owner? Who is the seller? Who is the purchaser? What is the purchase price? What is the appraised value (if known)? Indicate if this is an arm’s length or related party transaction. 
· Redevelopment Plan – Include  if project is located in a legally-designated Redevelopment Area. 
· AFFIRMATIVE FAIR HOUSING MARKETING PLAN with requested supporting documentation (provided)
SECTION II
Municipal Resolution.  Must be provided with the CHOICE submission.  A Sample Resolution may be found in Attachment   H-3.  The CHOICE Program language and information in the Sample Resolution must substantially remain in the resolution that is approved by the municipality.  
· Municipal Resolution with original signatures or certified as a true copy (sample provided as Attachment H-3)
Resolutions must authorize the submission of the application to the Agency for CHOICE Subsidy; support the development of the project as proposed in the application; and acknowledge that the processing and expenditure of funds shall be in accordance with the terms of CHOICE program and the CHOICE Program Guidelines.
SECTION III


Site Control Summary and Documentation.  Site control must be clearly demonstrated.  Municipal resolutions or agreements of any format conveying the site(s) must demonstrate that the party conveying such property has ownership control with Deeds, etc. All conditions on any agreements with third party requirements must be fully satisfied and documented.  Agreements must be fully executed and show time lines or expiration dates that make sense with the project start date listed in the application.  
· SITE CONTROL SUMMARY (provided)
· Original signature or certified true copy of:

· Fee simple title/deed - if property is owned by the developer
· Option to purchase or Land sales contract

· Disposition and development agreement

· Redevelopment Agreement – include supporting resolution or ordinance

· Ordinance or Resolution – needed if property is transferred by Municipality
· Deed identifying the current owner, certified by the County Clerk as a true copy. Needed if property is not owned by the developer, all deeds must be included.
· Other Documentation Provided for Section III:
SECTION IV
Project/Site Summary and Information   Materials for this section must be clear and provide an effective but concise response.  If other documentation is provided for this section, provide this information on this divider and place the information in the order listed.  
Scattered sites projects must be contained within an approximate ¼ mile radius of the most central site (subject to Agency staff site visit to determine potential impact of project).

· PROJECT/SITE SUMMARY (provided)

· Clear site location map and directions to the site.
· Tax Map indicating the blocks/lots involved.
· Neighborhood Description - Provide a detailed neighborhood description for the proposed development.  Include information on employment opportunities, population characteristics, housing conditions, community groups, and proximity to, and availability of, schools, transportation, shopping, hospitals and other community services.  Describe housing and development activities that are currently in process and those undertaken over the past five years.  Has the new housing been affordable or market?  What impact was made on the neighborhood?  If no development has taken place, what are the impediments?  What can be done to enhance opportunities for mixed income home ownership projects?  List any special neighborhood designations that the project is located in.  Examples include ERA City, UEZ AREA, UCC, Empowerment Zone, or any specific municipal targeted area.  List out development accomplishments from such designations.  (Maximum 1 ½ pages)
· Neighborhood Impact Statement - Summarize what impact, if any, this project will have on the neighborhood.  For example, will it stabilize the neighborhood, complete, maintain, or begin a revitalization plan, address the remaining vacant structures, lure private investment, or stimulate property values?  (Maximum 1 ½ pages)
· Other Documentation Provided for Section IV:
SECTION V
Municipal Approvals Summary and Evidence of Municipal and State
Approvals.  The Agency will only consider projects demonstrating that major approvals are in place.  If any of the approvals listed are not required, evidence from an appropriate municipal authority must be presented (e.g.- President or Attorney for the Planning Board, Municipal Engineer, etc.).  The following are required to be documented:
· MUNICIPAL APPROVALS SUMMARY (provided)  
· Site Plan Resolution (Preliminary or Final)   
· Site Plan (Preliminary or Final).  Full set of plans with seal.  Plans must include Green features. Place the preliminary or final site plan in SECTION XII of the application.
· Subdivision approval - evidence of date of approval (if not required, letter from municipal official certifying such).
· Zoning approval – evidence of date of approval (if not required, letter from appropriate municipal official certifying such).
· Confirmation of Availability of Utility Services (electric, gas, water, sewer) (Letters should be within at least 6 months of anticipated Agency commitment)    

· Letter from Electric Utility Company

· Letter from Gas Utility Company

· Letter from Water Utility Company

· Letter from Sewer Utility Company

· Letter from Other: ________________________ 

· Resolution from Municipal/County Authority, if applicable

· NJ DEP Treatment Works Approval (Sewer), if applicable

If any other key approvals are in place for SECTION V, provide such below and behind the order of documents in this section.
SECTION VI
Environmental / Other Approvals Summary.  Complete the Summary sheet that is provided.  Items in this section must be addressed.  If a particular approval in this section is not required, a non-applicability letter from the appropriate authority or municipal official must be provided.  
· ENVIRONMENTAL / OTHER APPROVALS SUMMARY (provided)
· Local historic approvals or evidence of future meeting dates for the approval or a letter of non-applicability certifying that site is not subject to historic review.
· Phase I Environmental Preliminary Assessment Report (pursuant to N.J.A.C. 7:26E-3.2)  Attach the report and a detailed cost estimate to complete the remedial work, if necessary.
Suggestion: Lead Lender must approve environmental vendors.

· Phase II Environmental Report (pursuant to N.J.A.C. 7:26E-3.3), (if applicable)
· Attach detailed cost estimate to complete remedial work, if necessary.  Indicate if costs are included in the project development budget.

· ISRA, Pinelands or Meadowlands Commission, CAFRA, and SHPO approvals or evidence from appropriate authorities that such approvals are not required for this project. Information from the website is acceptable.
Industrial Site Recovery Act (ISRA)
http://www.nj.gov/dep/srp/isra/isragide.htm
New Jersey Pinelands Commission
http://www.nj.gov/pinelands/
New Jersey Meadowlands Commission
http://www.meadowlands.state.nj.us/commission/index.cfm
Division of Land Use Regulation
The Coastal Area Facility Review Act (CAFRA)
http://www.state.nj.us/dep/landuse/coast.html
State Historic Preservation Office (SHPO)
http://www.nj.gov/dep/hpo/
If any other key approvals are in place for section VI, provide such below and behind the order of documents in this section:
SECTION VII
Unit Information.  Provide the information below with clear, understandable copies.  Refer to the CHOICE Program Guidelines for Minimum Square Footage Requirements and the Unit Design Parameters.   
· Preliminary drawings. Unit design with square footage for new or rehab units (certified by the project architect, shop drawings for modular units, or other appropriate professional).
· Elevations for each unit type with construction materials and unit amenities/features specified, certified by the project engineer, architect or modular unit shop drawings.
· Construction timetable for the construction of each unit type and if applicable details of phased development plans.
· Location of low-, moderate-, and EMU units on the site.
· Documentation for waiver if needed of CHOICE unit minimum square footage requirements for rehabilitated units only.
· Completed 2009 GREEN REQUIREMENTS FOR SINGLE FAMILY CHOICE PROJECTS (Provided)

· Completed and Signed ‘Green Future Letter of Intent’

· Completed and Signed ‘ENERGY STAR Letter of Intent’

For NEW CONSTRUCTION or GUT REHAB:

· Completed and Signed ‘ENERGY STAR Partnership Agreement’, available online through www.energystar.gov . (Will be required prior to commitment)
For SUBSTANTIAL REHAB:

· Results of a completed Home Energy Audit by a BPI-certified auditor. (Will be required prior to commitment)
· Contractor’s Cost Estimate to complete the recommendations of the audit. (Will be required prior to commitment)

· Other Documentation Provided for Section VII:
SECTION VIII
Developer Information Summary and Materials.  If this is a joint-venture proposal, the information below is required for each entity.  On a newly formed subsidiary such as an L.L.C. where documentation is not yet available, document the information listed below on the holding or parent entity(s) and principals.  Reference the Attachments under H-7 Definitions to obtain non-profit and for-profit status. 
· DEVELOPER INFORMATION SUMMARY (provided). Everyone listed on the Summary (except the Lead Lender, Attorney and Marketing Agent) is considered part of the development team.
· DEVELOPERS CERTIFICATION OF SMALL BUSINESS EMPLOYMENT AND LOCAL RESIDENT EMPLOYMENT UTILIZATION (provided) (optional).  
· IRS 501(c)(3) Tax Exempt letter for non-profits, if applicable.

· List of Board of Director officers for non-profits, if applicable.

· Resumes of the development team. Non-profits include resumes for the Board Members holding titles such as president, vice president, secretary and treasurer.
·    Evidence of contractor’s registration with the New Jersey Department of Consumer Affairs (This is used when the Developer is using a General Contractor; if the developer is their own GC they don’t need a contractor license.)
·   Proof of registration with NJ Department of Community Affairs for State Home Warranty Program (The person transferring title must be registered. This can take up to 6 weeks and is needed by closing.)
· Formation Certificate for Sponsor/Borrower and Managing Entity, as applicable 

· Partnership Certificate (Limited Partnership)  
· Certificate of Formation (Limited Liability Company)
· Filed Articles of Incorporation (Corporations) (required for a corporate                                                                                                             sponsor and for any corporate general partner or managing member) 

· Certificate of Formation for: 
· General Contractor
· Architect 
· Engineer 

· Certificate of Good Standing from the State of New Jersey (within 6 months)  for: 

· Developer/Sponsor  
· General Contractor 
· Architect 
· Engineer 
(Continued)

SECTION VIII - Continued
· Most recent three (3) years audited financial statements. New companies that have been in business for less than 3 years should provide 3 years personal tax returns.
· Year to date profit and loss.
· APPLICATION FOR TAX CLEARANCE-BUSINESS ASSISTANCE AND INCENTIVES (provided). The attached Application for Tax Clearance must be completed and signed by the applicant and submitted to the Division of Taxation using one of the following methods:
· Mail/deliver to: Division of Taxation, Business Assistance Clearance Program, 9th Floor, 50 Barrack Street, PO Box 272, Trenton NJ 08695-0272
· Fax to: (609) 292-9266
· Email as PDF file to: Taxation.BusAssistanceTC@treas.state.nj.us
Upon receipt of the signed form, the Division will research the tax account. If no liabilities exist, a Tax Clearance Certificate will be issued. (Valid for 90 days)
· List of prior developments with locations and unit-mix information. 
· If applicable, evidence of meeting CHOICE project milestones. Reference page 1 of the CHOICE Program Guidelines.
SECTION IX
Certifications and Questionnaires.  Must be completed, have original signatures (except for copy application), and be notarized.  
· PERSONAL QUESTIONNAIRE, for all members of the development team as       outlined below. (provided)
· COMPANY QUESTIONNAIRE, from all entities as outlined below. (provided). 
In Section IX of the CHOICE Application, developers (non-profit and for-profit) and members of the development team (including developers, general contractors, architects, construction managers, engineers, consultants, etc.) must complete the Agency's Certification and Questionnaire forms, both Corporate and Personal, provided with the application.  The Personal Questionnaire must be completed by all principals, as well as any partner or shareholder with more than a 10% interest in the company or project.  Non-profit corporations are required to submit the Certifications and Questionnaires for all Board Officers and key project personnel only.  The project’s Attorney, Lead Lender and Marketing Agent are not required to submit these forms.  Applications for program assistance will not be processed unless properly completed and fully executed notarized original forms are submitted.  
Any individual required to submit a Personal Questionnaire must also complete a New Jersey State Police, State Bureau of Identification "Request for Criminal History Record Information for a Noncriminal Justice Purpose" form when requested by the Agency (only if funds are awarded).  The Agency will not permit a project closing and funds will not be released until the Criminal History Record is complete and reviewed by the Agency and, if required, the Attorney General's Office.
· REQUEST FOR CRIMINAL HISTORY RECORD INFORMATION forms will be sent out upon reviewing the application. They will be mandatory for every person submitting a Questionnaire.

(THE COMPLETED FORMS MUST BE SUBMITTED TO THE AGENCY PRIOR TO BOARD COMMITMENT; APPROVAL MAY BE RECEIVED AFTER COMMITMENT)
SECTION X
Financing Information.  A commitment from a construction lender is not required.  If one has been obtained this may be provided.  In any case, a Term Sheet from a construction Lender (“Lead Lender”) is required. Any form of subsidy/gap funding for the construction of units such as CDBG, HOME, Federal Home Loan Bank, RCA funds, etc. must be committed and the commitment evidenced in this section.  For projects of less than ten units, provide a letter from an appropriate lender demonstrating a willingness to underwrite the project within the fee structure permitted under the CHOICE Program. 
· DEVELOPMENT BUDGET (provided)  
*Prepaid equity column will be used for items that apply to your 10% equity requirement.
· SOURCES OF FUNDS (provided)
· RANGE OF AFFORDABILITY WORKSHEET (provided)
· RESIDENTIAL STRUCTURE COST ANALYSIS (provided)
· Lender references for projects completed by the developer and contractor in past two years, if applicable.
· Lender letter for projects less than ten units, if applicable. 
· Lead Lender Term Sheet - submit within 30 days of CHOICE application date (serving as a conditional letter of interest for construction lending) Reference page 1 in the Guidelines, “Lead Lender Involvement and the Intercreditor Agreement.”
· Proof of ability to meet equity requirement.
· Letters of commitment from other funding sources.
· Tax abatement verification and evidence of other municipal concessions or contributions, if applicable. 
· Other Documentation Provided for Section X:
SECTION XI
Market Information and Real Estate Sales Comparables. Reference page 7 of the CHOICE Program Guidelines.
· Information regarding the market and proposed sales prices as well as Real Estate Sales Comparables for each unit type proposed must be provided. MARKET INFORMATION SHEET (Provided)
· Though it is not required, if you have a formal market study, attach it here. 
SECTION XII
Preliminary or Final Site Plans- Required from prior SECTION V.  Attach here.  Must have raised seal from the appropriate municipal authority.  
· Preliminary or Final Site Plans.
