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New Audits for Application Submission

• The New Portal will only accept the new underwriting templates.

• You must upload your Documents on the Project Documents screen.

• All Application Fees must display as PAID on the Portal.

• Your Form-10 must be uploaded and pass all audits. Your Form-10 

only uploads if there are NO errors listed on your screen.

• The Submit button will disappear when all audits have passed and 

your application changes to “Application in Review” status.



WHY
NEW

AUDITS

Applications will be required to have all 

documents uploaded saving staff time 

looking for missing documents.

Application Fees must be paid to submit 

which reduces staff time for collecting fees.

FORM-10 audits confirm that the 

NJHMFA underwriting rules are being 

adhered to and the Project Budget 

balances.

Required Fields on the Portal and on the 

Form-10 confirm that important data are 

not missing.



REQUIRED DOCUMENTS

Scroll down to see all required documents. Additional funding sources may also have required 

documents and will be shown in a separate bubble. 



PAID APPLICATION FEES

On the Project Details Portal Screen, the Fees Bubble will display the status of all application 

fees for this application. You will not be able to Submit the application until all fees are marked 

as Paid as displayed on this screen. 



FORM-10 UNDERWRITING TEMPLATE 
AUDITS

On the Project Import Screen, you will see the option to Upload your underwriting 

spreadsheet.

The Portal will now check your spreadsheet for various underwriting rules, balances in 

specific fields, and debt coverage ratio. These checks are necessary for the NJHMFA staff to 

review your application.



HMFA NUMBER

The HMFA Number will now 

autogenerate from the Portal when you 

select the “New Application” option.

When populating your Form-10, enter 

this number in the HMFA# cell.

Enter the leading zero as part of this 
number. This number contains 5 digits.

For example: 07980

You will not be able to Submit the application if your HMFA Number on the Form-10 does not 

match the HMFA Number displayed on the Portal. 



FUNDS NEEDED FOR CONSTRUCTION

On the FORM-10 (A-F) worksheet, the “Balance of Funds Needed for Construction” must be 

between -1.00 and +1.00. 

You will not be able to upload the Form-10 until this amount is within the above range. 

The cell number of this amount field will appear in the error message.



BALANCE NEEDED TO CLOSE

On the FORM-10 (A-F) worksheet, the “Balance Needed to Close” must be between -1.00 and 

+1.00. 

You will not be able to upload the Form-10 until this amount is within the above range. 

The cell number of this amount field will appear in the error message.



DEVELOPER’S FEE

On the FORM-10 (A-F) worksheet, the “Developer’s Fee” for Construction\Rehab must not be 

more than 15 % of Total Project Costs.

You will not be able to upload the Form-10 until this amount is lower than the maximum 

allowable. 

The cell number of this amount field will appear in the error message.



DEVELOPER’S FEE

On the FORM-10 (A-F) worksheet, the “Developer’s Fee” for Building\Aquisition shall not 

exceed 4%.

You will not be able to upload the Form-10 until this amount is lower than the maximum 

allowable. 

The cell number of this amount field will appear in the error message.



NON-DEFERRED PORTION OF THE 
DEVELOPER FEE

On the FORM-10 (A-F) worksheet, the “Non-Deferred Amount”shall not exceed 8%.

You will not be able to upload the Form-10 until this amount is lower than the maximum 
allowable. 

The cell number of this amount field will appear in the error message.



DEBT SERVICE COVERAGE RATIO

On the FORM-10 (A-F) worksheet, the “Debt Service Ratio” shall be minimum 1.15.

You will not be able to upload the Form-10 until this amount is equal to or higher than the 
minimum allowable. 

The cell number of this amount field will appear in the error message.



TAX EXEMPT FINANCING

On the FORM-10 (A-F) worksheet, the “Tax Exempt” Financing selection requires the selection 

of the 4% Tax Credit.

You will not be able to upload the Form-10 if other Tax Credit options are chosen. 

The cell number of this amount field will appear in the error message.



PROTECTED AREAS
There are many protected areas of the 

spreadsheet.  Data Entry is expected in 

cells marked in yellow.

Data Entry is not permitted in white cells.

For example, the Hard Cost Contingency 

is a white cell and contains a formula. 
This amount will calculate when other 

yellow cells are populated.

Changing a formula or entering into a  

calculated field will cause the 
spreadsheet to error when you upload 

your Form-10 to the Portal.

The cell number of the changed field  

will appear in the error message.



PORTAL FORM-10 ERRORS
On the Project Import Screen, there is a 

button to upload your Form-10 

spreadsheet.

If no errors are found, you will see a 

message that your spreadsheet was 

uploaded successfully.

If you see a list of errors, your 

spreadsheet was NOT uploaded. 

Correct the errors and try the upload 

again. This upload is required to Submit 
your application. 

The cell number of the error will appear 

in the message.



PORTAL FORM-10 ERRORS
Here are examples of what the errors will 

look like once you have uploaded your 

Form-10 spreadsheet.

If you see a list of errors, your 

spreadsheet was NOT uploaded. 

This error means you did not 

upload a MITAS FORM-10 

TEMPLATE. You did upload a 
spreadsheet but it was not the 

template specified for this Project 

Type. 



PORTAL FORM-10 ERRORS
Here are examples of what the errors will 

look like once you have uploaded your 

Form-10 spreadsheet.

If you see a list of errors, your 

spreadsheet was NOT uploaded. 

Check the cell number in the 

error and correct the information.



INCORRECT TEMPLATE VERSION

Underwriting templates are updated 

from time to time.

The Version Number of the download 

template as shown on the screen must 

match the completed spreadsheet which 

you are uploading.

E-mail the IT Help Desk for assistance 

with Template Versions.



These are the other videos available for this Portal. Please watch all of them before calling 

NJHMFA staff with your questions.

STARTING A NEW APPLICATION

Create a new application in the Portal.

UPDATING AN EXISTING APPLICATION

HOW TO LOGIN 

How to login and create new user accounts.

NJHMFA TRAINING SERIES

Upload documents for existing applications.



HOW TO PAY YOUR APPLICATION FEES
Learn about the Portal form you can download with your writing instructions and how to let agency 
staff know that you have paid your fee.

THE NEW FORM-10

Learn about the New Form-10 Underwriting Spreadsheet templates.

NJHMFA TRAINING SERIES

UPLOADING DOCUMENTS – DOWNLOADING FORMS

Learn to submit required Project documents and how to download the latest forms



THANK YOU 

• WE WILL SEE YOU AT THE DEVELOPER WEBINAR COMING SOON!

• CONTACT THE MULTIFAMILY DIVISION AT 

hmfa_multifamily@njhmfa.gov WITH QUESTIONS

ANNOUNCEMENTS
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