NEW JERSEY HOUSING AND MORTGAGE FINANCE AGENCY 

RATE LOCK

DOCUMENT CHECKLIST

The Agency intends to provide financing for this project through the sale of taxable, tax-exempt bonds or any other funds available to the Agency.  The requirements listed in Section I of this checklist must be satisfied prior to Declaration of Intent.  The requirements listed in Section II of this checklist must be satisfied prior to a Mortgage Commitment.  And the requirements in Section III of this checklist must be satisfied prior to the inclusion in a bond issue.
DATE: 






PROJECT NUMBER:
PROJECT NAME:








Project Address:

Block:





Lot:



# of Units:

Type of Tax Credits:



Set Aside:


Const. Period: 

PARALEGAL:







DAG:


Phone #:








Phone #:

LOAN OFFICER:
Phone#:

SPONSORING ENTITY:







 
OWNER:

(Please note if same as Sponsoring Entity)
Address:

Phone #:

OWNER CONTACT:
Phone#:

SPONSOR’S ATTORNEY:
Address:

Phone #:





Code to Document Requirements: 

A 
-
Document Received and Approved

NA 
-
Not Applicable

R 
-
Document Received and either (1) Under review or (2) Requires modification or update as indicated 

* 
-
An asterisk indicates that a New Jersey Housing and Mortgage Financing Agency form document must be used

All items are required to be submitted by the sponsoring team unless otherwise noted.

I.
REQUIREMENTS FOR DECLARATION OF INTENT
SPONSOR:

       
Application* (Date                              )


       
Project Narrative 


       
Preliminary Proforma/Cash Flow (Agency Form 10)*


       
General Site Location Map


       
Resume for Sponsor (For Assisted Living Projects, resumes are also required for the  

                           service provider and architect)


       
Evidence of Site Control 
       
Deed 

       
Option Agreement

       
Contract of Sale

       
Redevelopment Agreement 



       
Ground Lease or Option to Enter into Ground Lease (keep in mind it is not the


same as the Option Agreement listed above)


       
Other

       
Resolution of Need from Municipality* (may be included in municipal resolution granting payments in lieu of taxes)


       
Preliminary Drawings 

       
Additional Requirements for Assisted Living Projects

       
Certificate of Need

       
Operator’s Questionnaire*

       
Preliminary Market Study

       
Preliminary Marketing Plan


       
Additional Requirements for Home Express Loan


       
Home Express Waiver Request*
NJHMFA (All documents in this section will be prepared by NJHMFA):

       
Additional Requirements for Home Express Loan

       
Policy Test for Projects


       
Site Inspection Report


       
Board Resolution for Declaration of Intent (Date                              )

       
Declaration of Intent Letter

II.
REQUIREMENTS FOR MORTGAGE COMMITMENT

SPONSOR:


       
Formation Certificate for Sponsor and Managing Entity
(Advise NJHMFA prior to formation if contemplating an Urban Renewal entity N.J.S.A. 40A:20-1 et seq)

       
Certificate of Limited Partnership

       
Certificate of Formation 

       
Certificate of Incorporation 

       
Certificate of Formation for Managing Member 


       
Corporate Certification and Questionnaire* 

       
Sponsoring Entity

       
General Partner (Limited Partnership)

       
Managing Member



       
Other entity owning 10% or greater interest in sponsoring entity


       
Phase I Environmental Assessment Report (pursuant to N.J.A.C. 7:26E-3.2)

       
Phase II Environmental Report (pursuant to N.J.A.C. 7:26E-3.3) if applicable

       
Resolution Granting Preliminary Site Plan Approval, MINOR Subdivision, and Any Zoning Variances from Municipality and County 


       
Municipal Resolution Granting Payments in Lieu of Taxes* 


_____
Agency statute is N.J.S.A. 55:14K-37. 


_____
The Long Term Tax Abatement falls under N.J.S.A. 48:20-1.

       
Agreement for Payment in Lieu of Taxes*



       
Financing Commitments from Other Funding Sources 

       
Equity Commitments 



       
Executed Rental Assistance Agreements (if applicable)
       
HUD Risk Share Insurance (if applicable)

       
Environmental Assessment and Compliance Findings, HUD Form 4128

       
HUD Form Field Notes Checklist

       
Request for Release of Funds and Certification, HUD Form 7015.15





       
Application/Recipient - Disclosure, HUD Form 2880

       
Previous Participation Certificate, HUD Form 2530


       
Subsidy Layering Memo (non-HOPE VI projects)

       
Affirmative Fair Housing Marketing Plan*

ARCHITECT/ENGINEER:

       
Architect's Contract* (Agency Addendum* required)


       
Soils Test


       
Design Development Drawings and Specifications


       
Survey (2 Sealed Originals Certified to Sponsor, NJHMFA and Title Company) 



       
Certified Land Description


       
Confirmation of Availability of Utility Services (electric, gas, water, sewer)

       
Letter from Utility Companies 

       
Resolution from Municipal/County Authority, if applicable

 

CONTRACTOR:

       
Evidence of ability to obtain Performance Guarantee (check which applicable):


        100% Payment & Performance Bond (With Sponsor and NJHMFA as Obligees).


       
Letter of Credit equal to 10% of the construction cost


       
Warranty Bond equal to 30 % of construction cost


       
Final Summary Trade Payment Breakdown* or AIA Form 703 (Schedule of Values)

NJHMFA (All documents in this section will be prepared or obtained by NJHMFA):


       
Additional Requirements for Home Express Loan


       
Home Express Loan Commitment Letter from DCA Commissioner


       
Appraisal/Market Study


       
HUD Risk Share Insurance (if applicable)

       
Advertisement Request for Release of Funds

       
HUD Firm Approval Request

       
HUD Firm Approval Letter

       
Subsidy Layering Memo (Non-HOPE VI Projects)


       
Board Resolution Authorizing Mortgage Commitment and Commitment Proforma/Cash Flow (Agency Form 10)* (Date                              )


       
Commitment Letter and Indemnification Deposit (Commitment Letter to be executed by Sponsor and returned with Deposit within 10 days of mortgage commitment)*
III.
ADDITIONAL REQUIREMENTS FOR INCLUSION IN A BOND SALE

SPONSOR:
       
Personal Questionnaire for Directors and Officers of Sponsoring Entity, Individuals Serving as General Partner or Managing Member, and any individual owning 10% or greater interest in sponsoring entity*

       
Criminal Background Check for Directors and Officers of Sponsoring Entity, Individuals Serving as General Partner or Managing Member, and any individual owning 10% or greater interest in sponsoring entity*
         
Current Operations Agreement for: (Check Which Applies)

_____
Sponsoring Entity (By-laws:  Corporation; Partnership Agreement: Limited Partnership; Operating Agreement:  Limited Liability Company)

_____
General Partner or Managing Member of Sponsoring Entity (Must contain NJHMFA Statement)



_____
DRAFT Operating Agreement for Sponsoring Entity as it will exist once Limited Partner investor is included. 


_____
Also need for General Partner/Managing Member if not same as original sponsoring entity.

       
Certificate of Good Standing, from State of Formation, for Sponsoring Entity and All General Partner(s) or Managing Member(s) and for Limited Partner(s) 

       
New Jersey Secretary of State Authorization to do Business in New Jersey for any Out-of-State Sponsoring Entity

       
Final Site Plan Approval

       
Construction Lender Commitment and Copies of Loan Documents

       
Title Insurance Commitment (update required for closing)

       
Tax Search

       
Assessment Search

       
Municipal Water/Sewer Utility Search

       
Judgment Search

       
Corporate Status and Franchise Tax Search

       
Flood Certification

       
Closing Protection Letter for Title Officer Attending Closing

       
Survey Endorsement

       
Title Rundown Confirmation (in writing)

       
Copies of All Instruments of Record

​​​​​​​​​​​       
First Lien Endorsement

       
Environmental 8.1 Endorsement

       
Cash or Letter of Credit for Negative Arbitrage  

ARCHITECT/ENGINEER:
       
Architect's Errors and Omission Policy/Certificate of Insurance


(naming NJHMFA as Certificate Holder)





CONTRACTOR:
       
Contractor's Liability Insurance naming Sponsor as Additional Insured and Loss Payee
       
Construction Contract (Agency Addendum* required)

       
Building Permits

NJHMFA (All documents in this section will be prepared by NJHMFA):
       
Permanent Financing Agreement*

IV.
CLOSING REQUIREMENTS (All items are due at least two weeks before closing may be scheduled)

SPONSOR:


       
Certificate of Formation for LIHTC equity investor member entity



       
Certificate of Good Standing from state of formation for LIHTC investor member



       
100% Payment and Performance Bond (Sponsor may provide 10% Letter of Credit or 30% Warranty Bond in lieu of Payment and Performance Bond)

NJHMFA Provisions to By-Laws of Corporation:

 The Corporation acknowledges that any review of the provisions of these By-Laws by the New Jersey Housing and Mortgage Finance Agency ("NJHMFA") is performed in accordance with its responsibility as Lender and is intended only to assure that the Corporation is validly formed according to law, with the legal authority to borrow the funds which will constitute the NJHMFA Mortgage Loan and to operate the Property securing the NJHMFA Mortgage Loan.  Notwithstanding any other provisions herein, the Corporation acknowledges and agrees that as a condition of obtaining the NJHMFA Mortgage Loan, that the NJHMFA statutes, rules and regulations and all the financing documents in connection with the NJHMFA Mortgage Loan, are applicable to the Corporation and the Property securing the NJHMFA Mortgage Loan.  The Corporation further acknowledges that, except as contained in this Section, the NJHMFA makes no representations express or implied, as to these By-Laws; and the Corporation and the Shareholders shall not rely upon the NJHMFA review of these By-Laws.


-----------------------------------------

HMFA Provisions to Partnership Agreements:

  The Partnership acknowledges that any review of the provisions of this Agreement by the New Jersey Housing and Mortgage Finance Agency ("NJHMFA") is performed in accordance with its responsibility as Lender and is intended only to assure that the Partnership is validly formed according to law, with the legal authority to borrow the funds which will constitute the NJHMFA Mortgage Loan and operate the Property securing the NJHMFA Mortgage Loan.  Notwithstanding any other provisions herein, the Partnership acknowledges and agrees that as a condition of obtaining the NJHMFA Mortgage Loan, that the NJHMFA statutes, rules and regulations and all the financing documents in connection with the NJHMFA Mortgage Loan, are applicable to the Partnership and the Property securing the NJHMFA Mortgage Loan.  The Partnership further acknowledges that, except as contained in this Section, the NJHMFA makes no representations express or implied, as to this Agreement; and the Partnership and the Partners shall not rely upon the NJHMFA review of this Agreement.

----------------------------------------

NJHMFA Provisions to Operating Agreement of Limited Liability Company (L.L.C.):

 The Company acknowledges that any review of the provisions of this Operating Agreement by the New Jersey Housing and Mortgage Finance Agency ("NJHMFA") is performed in accordance with its responsibility as Lender and is intended only to assure that the Company is validly formed according to law, with the legal authority to borrow the funds which will constitute the NJHMFA Mortgage Loan and to operate the Property securing the NJHMFA Mortgage Loan.  Notwithstanding any other provisions herein, the Company acknowledges and agrees that as a condition of obtaining the NJHMFA Mortgage Loan, that the NJHMFA statutes, rules and regulations and all the financing documents in connection with the NJHMFA Mortgage Loan, are applicable to the Company and the Property securing the NJHMFA Mortgage Loan.  The Company further acknowledges that, except as contained in this Section, the NJHMFA makes no representations express or implied, as to this Operating Agreement; and the Company and the Members shall not rely upon the NJHMFA review of this Operating Agreement.

This memorandum contains advisory, consultative and deliberative material and is intended only for the person(s) named as recipient(s).
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