Department of Commerce

Housing Trust Fund Addendum
This Section is the Department of Commerce Housing Trust Fund supplemental to the Combined Funders Application. 
All applicants requesting funding from the Housing Trust Fund must complete and submit this Section, along with the documentation listed below. 
The Housing Trust Fund Addendum must also be submitted to:

· the City of Seattle Office of Housing
· the King County Housing Finance Program
· and ARCH 
if you are also submitting applications to those funders.
For questions referring to the Trust Fund’s guidelines, please consult the HTF Handbook, downloadable in chapters from the Handbook page of the HTF website.

Assembly Instructions for Hardcopy Submission:

· Insert the Housing Trust Fund Table of Contents/Checklist and Affidavits immediately after the Combined Funders Application Table of Contents/Self-Certification Checklist
· Insert each requested attachment behind the Tab specified in the Checklist, placing it behind a colored separator sheet labeled with the attachment’s name
e.g. Place the 3rd Party Construction Cost Estimate behind Tab 6: Development Budgets. Place a colored separator sheet labeled 3rd Party Construction Cost Estimate in front of it.
Department of Commerce 

Housing Trust Fund Addendum
Table of Contents/Self-Certification Checklist

	Tab 1: Project Summary

	Attachment
	 FORMCHECKBOX 
 Affidavits to comply with state requirements (see below)


	Tab 2: Project Description

	Section 2
	 FORMCHECKBOX 
 ESA Phase I /Limited Survey Questions (see below)

	

	Attachments
	 FORMCHECKBOX 
Preliminary drawings and site plan

	
	 FORMCHECKBOX 
Outline specifications

	
	 FORMCHECKBOX 
Photos of proposed site

	
	 FORMCHECKBOX 
Zoning approval letter

	
	 FORMCHECKBOX 
Site plan of off-site improvements

	
	 FORMCHECKBOX 
Phase I Environmental Site Assessment

	
	 FORMCHECKBOX 
Phase II Environmental Site Assessment, if recommended by ESA Phase I

	
	 FORMCHECKBOX 
Limited survey for asbestos, lead and mold for rehab projects

	
	 FORMCHECKBOX 
Limited survey for wetlands for vacant land


	Tab 3: Need & Population Served

	Attachment
	 FORMCHECKBOX 
Neighborhood notification documentation (*only if required by other funder)


	Tab 6: Development Budgets

	Section 6
	 FORMCHECKBOX 
CNA and CCE Questions (see below)

	

	Attachments
	 FORMCHECKBOX 
3rd party construction cost estimate

	
	 FORMCHECKBOX 
Capital Needs Assessment and Lifecycle Cost Analysis

	
	 FORMCHECKBOX 
Appraisal or property tax assessment


	Tab 7: Project Financing

	Attachments
	 FORMCHECKBOX 
Letters for committed donations (including sponsor donations)

	
	 FORMCHECKBOX 
Capital Campaign Plan


	Tab 9: Development Team

	Attachments
	 FORMCHECKBOX 
 Most recent Audit report, or a year-to-date statement 

	
	 FORMCHECKBOX 
 Audit reports for the past two years, or financial statements for the past two years and a year-to-date statement (first-time applicants only) 

	
	 FORMCHECKBOX 
 Tax return 990 forms for the last two years (first time, nonprofit applicants only)


	Tab 10: Services

	Attachments
	 FORMCHECKBOX 
 Approval letter from DSHS Regional Office

	
	 FORMCHECKBOX 
 Consistency with RSN plan letter

	
	 FORMCHECKBOX 
 Services licensing documentation


Department of Commerce O&M

Applicants who are applying for Housing Trust Fund Operations & Maintenance (O&M) funding must complete the forms listed below.  Consult Chapter 2 of the Housing Trust Fund Guideline and Procedure Handbook to determine if your project is eligible to receive HTF O&M funding. The necessary forms can be downloaded from the Commerce O&M Webpage.
	Tab 12: Operations & Maintenance

	Section 12
	 FORMCHECKBOX 
 Operating & Maintenance

	Form 12A
	 FORMCHECKBOX 
 Operating & Maintenance Target Populations

	Form 12B
	 FORMCHECKBOX 
 Operating & Maintenance Pro Forma 

	
	

	Attachments
	 FORMCHECKBOX 
 “Other” line itemization


Department of Commerce CDBG-HE

Applicants who are applying for Community Development Block Grant Housing Enhancement (CDBG-HE) funding must complete the forms listed below. Consult Chapter 6 of the Housing Trust Fund Guideline and Procedure Handbook to determine if your project is eligible to receive CDBG-HE funding. The necessary forms can be downloaded from the Commerce CDBG-HE Webpage.
	Tab 13: Community Development Block Grant

	Form 13A
	 FORMCHECKBOX 
 CDBG Housing Enhancement Project Summary

	Form 13B
	 FORMCHECKBOX 
 CDBG Project Description

	Form 13C
	 FORMCHECKBOX 
 CDBG Project Budget Form

	
	

	Attachments
	 FORMCHECKBOX 
 Describe


AFFIDAVITS TO COMPLY WITH STATE REQUIREMENTS
	For all applicants:

Affidavit

To Promote Compliance with State Prevailing Wage Law

If the Housing Trust Fund (HTF) issues an award for the project presented within this Application, that project may be subject to state prevailing wage law (Chapter 39.12 RCW) and Section 201.4 of the HTF Handbook.  The Department of Commerce (Commerce) is not responsible for determining whether prevailing wage applies to this project or for any prevailing wage payments that may be required by law.  The Contractor is advised to consult the Washington Department of Labor and Industries and/or private counsel to determine whether prevailing wages must be paid.  By signing below you are certifying the project will comply with prevailing wage rules set forth in Chapter 39.12 RCW, including the filing of the “Statement of Intent to Pay Prevailing Wages” and “Affidavit of Wages Paid” as required by RCW 39.12.040.  The contractor shall maintain records sufficient to evidence compliance with Chapter 39.12 RCW, and shall make such records available for Commerce’s review upon request.



	For all applicants:

Affidavit

To Promote Compliance with Washington State Executive Order 05-05

If the Housing Trust Fund (HTF) issues an award for the project presented within this Application, that project is subject to compliance with Executive Order 05-05 and Section 201.6 of the HTF Handbook.  By signing below you are certifying that you will review the acquisition or capital construction project with the Department of Archaeology and Historic Preservation (DAHP) and affected tribes to determine potential impacts to cultural resources.  Cultural resources are defined as archeological and historical sites and artifacts, and traditional areas or items of religious, ceremonial and social uses to affected tribes.  The contractor shall maintain records sufficient to evidence compliance with Executive Order 05-05, and shall make such records available for the Department of Commerce’s review upon request.




	Applies when “Total Project Construction Costs” are $1 million or more.


Affidavit

To Promote the Use Of Apprentices in Public Works Projects

I,     Name     ,          title of  authorized official            of    applicant organization  , acknowledge that I have read RCW 39.04. 300 – 340 and Section 201.5 of the HTF Handbook and understand the intent of this RCW. If my project(s) is awarded HTF funds and my project is required to meets the standards set forth in RCW 39.04.300 –340, I will make a good faith effort to comply with this Chapter of RCW. If at the start of construction, it is determined I am not able to comply with this Chapter of RCW, I will submit a written request for waiver of the apprenticeship participation requirement and will include reasons supporting the waiver request.  Written approval of the waiver request is required from the Department of Commerce.




	Affidavit

To Promote Compliance with Chapter 39.35D.080 RCW

If the Housing Trust Fund (HTF) issues an award for the project presented within this Application, that project is subject to Chapter 39.35D.080 RCW and 201.7 of the HTF Handbook.  By signing below you are certifying that this project will be designed, implemented, built, operated, and maintained according to the requirements of the Evergreen Sustainable Development Standard.  The contractor shall maintain records sufficient to evidence compliance with the Evergreen Standard and shall make such records available for review by the Department of Commerce (Commerce) or Commerce’s agent upon request.




	Self-Certification of Threshold Requirements

I, Name, Title (Authorized Official) of Applicant Organization acknowledge that I have completed the self –certified threshold checklist and that all the required documentation necessary to review this application has been included.

I have read and understand the following affidavits as described above:
 FORMCHECKBOX 
 Prevailing Wage Law, Chapter 39.12 RCW 

 FORMCHECKBOX 
 Archeological & Cultural Resources, Executive Order 05-05 

 FORMCHECKBOX 
 Use of Apprentices, Executive Order 00-01 (when “Total Project Construction Costs” are $1 million or more)
 FORMCHECKBOX 
 Evergreen Standard Requirement (RCW39.35D.080)
ORIGINAL SIGNATURE OF AUTHORIZED OFFICIAL

Signature:
Title:
     
Name:

     
Date:

     
Organization:
     
Project: 
     



PHASE I ESA/LIMITED SURVEY QUESTIONS:

	The Phase 1 ESA ASTM E1527-2005 does not require assessments for asbestos, lead-based paint, mold, and wetlands, but the first 3 are required in this application for existing buildings and the latter for any vacant land.  See Sections 205.3 and 205.4 of the Housing Trust Fund Guideline and Procedure Handbook.

· Specify these limited surveys when ordering environmental assessments and attach in the appropriate area.

· A Phase 1 Environmental Site Assessment (ESA) is required for multi-family, subdivision, and mobile home parks and must follow the American Society for Testing and Materials (ASTM) E1527-2005 standard. 

· See Section 205.3 of the Housing Trust Fund Guideline and Procedure Handbook.




1. Have you completed the following:


Phase I ESA

 FORMCHECKBOX 

Date Completed 1/1/2001
Limited Survey
 FORMCHECKBOX 

Date Completed 1/1/2001
2. Provide the page number from the Phase 1 ESA/Limited Survey that confirms the presence or absence of the following:

a. Asbestos


Page Number:       


Present?
Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

b. Lead-based paint

Page Number: 
 FORMTEXT 

     



Present?
Yes  No  FORMCHECKBOX 

c. Mold


Page Number: 
 FORMTEXT 

     



Present?
Yes  No  FORMCHECKBOX 

d. Wetlands


Page Number: 
 FORMTEXT 

     



Present?
Yes  No  FORMCHECKBOX 

3. If any of the above were found, describe how each will be abated or managed, and provide an estimate of cost.


4. If you have environmental issues identified in your ESA, provide a plan to abate or manage what was identified. Include page numbers and an estimate of cost.


5. Did the Phase I ESA recommend a Phase II be completed?



Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

6. If yes, explain the plan and budget to address the issues that triggered this requirement (note: this cost estimate should be included in your development budget).
 Overwrite this text with your answer       
CNA/CCE QUESTIONS:
Capital Needs Assessment

	· A written Capital Needs Assessment (CNA) prepared by an independent professional third party is required for projects that will rehabilitate existing multi-family buildings.  
· The exception is a gut rehab – no CNA is required in this case.
· The CNA must include a scope of work with a cost estimate that includes the Evergreen Standard features selected for your project and a life cycle analysis that provides recommendations for capital and/or annual reserve contributions.  
· For more information, see Section 205.9of the Housing Trust Fund Guideline and Procedure Handbook.
· Be sure to include all items selected on the Evergreen Standard Checklist.


1. Recommended capitalization of replacement reserves: 

$       Page Number      
2. Recommended annual contribution to replacement reserves
 $      Page Number      
Construction Cost Estimate

	· Rehabilitation and new construction projects must have a written construction cost estimate prepared by an independent professional third party. 

· The cost estimate must include the selected items on the  Evergreen Standard  Checklist

· The cost estimate must identify an inflation adjustment linked to the start date, and be dated no more than 12 months prior to the date of application submission. 

· See Section 205.8 of the Housing Trust Fund Guideline and Procedure Handbook.


1. 3rd party Total Construction Cost estimate: $0.00
2. Base construction contract: $0.00 
3. Explain any increases, decreases, exclusions, additions, inflation, the escalation factor applied and number of months applied, or any other factor in your budget that deviates from the Construction Cost Estimate. Where an alternate escalation factor is applied, state the rationale for its use  

 Overwrite this text with your answer       
