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	TASK # 1  SET UP FILES


The Developer should set up files to keep each property expenses and activities separate according to the monitoring checklist.

Developer should take the checklist for each applicable chapter and check off each task as it is completed, placing the appropriate documentation behind it.  Files should be kept in a 3 ring binder with subject dividers or organized folder system. 
TASK # 2   ESTABLISHING AN ACH ACCOUNT WITH THE STATE
Reimbursement of funds will be an electronic transfer to a financial institution which must be a federally insured bank or savings and loan in the United States. All reimbursements for expenses such as tax payments, utility payments, etc.; must have a copy of the payment documentation (copy of check or signed receipt of payment) in the NSP files, if such payments are made through an automatic draft/online payment, there must be a copy of when the transaction occurred. Payment documentation should not be necessary for repairs billed out of the RS Means book. 
In order to establish the project with the State’s ACH accounting system the following forms are required:
The Depository/Authorized Signatory Designation Form:
This form requires the Developer to identify the Depository Institution where the Developer’s NSP account is located with the Financial Institution’s Name; Physical and Mailing Addresses; Routing Number; and NSP Account Number and list the people authorized to sign the Request for Payment (Exhibit 1-C and Exhibit 1-D). At least two signatories will be required to sign on all pay requests. More than two individuals may be authorized.
Important: If there is a change in the approved signatory a new form must be submitted with the new signatures before a pay request is submitted (if the financial instructions change, Exhibit 1-A, Exhibit 1-B and Exhibit 1-L must be updated).  
Three original Depository/Authorized Signatory Designation Form(s) (Exhibit 1-A) are required to be completed carefully with no erasers or corrections. The Individuals signing must sign their signature in black or blue ink.  The primary authorizing official should be the president of the organization. An authorized bank representative must sign the Depository/Authorization Signatory Designation Form (Exhibit 1-A) verifying the information the Developer has listed is correct.    
The originals are then submitted to DFA/LGD; one will be filed in DFA/LGD files; DFA/LGD will provide one for Administrative Services; and one which will be returned to the Developer after DFA/LGD have approved the form. 
Substitute W-9:
The Developer and every Title Company receiving NSP funds directly will have to complete a W-9 prior to acquisition. The Developer must immediately complete a W-9 to initiate NSP-3. The title company must complete a W-9 at least (10) days prior.  

The Substitute W-9 form (Exhibit 1-B) should be filled out with the identical information as the Depository/Authorized Signatory Designation Form.  Important Note: The Primary Address on the W-9 is the Developer/Title Company address, whichever is applicable.  
Developer/Title Company must initial in the box that states “Optional Direct Deposit ACH”. The Direct Deposit information (ACH) information authorizes the disbursement requests to be directly wired to the Developer/Title Company’s account.  At any time a bank or bank account is changed contact DFA/LGD immediately. Developer will be required to submit a new W-9, Depository Form, and ACH Form (Exhibit 1-L) identifying the old information to be removed and the new information that will replace it. If the Title Company at any time has a bank or bank account changed they must immediately notify the Developer and submit in a new W-9 and ACH form. 
This Substitute W-9 is to be mailed to DFA/LGD.  Instructions for completing the form are included with (Exhibit 1-B).
[image: image1.jpg]



TASK # 3 ESTABLISHING FINANCIAL MANAGEMENT PROCEDURES 

The Developer is responsible for tracking all NSP funds and providing the appropriate documentation for each transaction involving NSP funds. To ensure compliance with the State and Federal regulations the Developer must maintain sound financial management practices and procedures.  

The Developer must maintain a General Ledger which shall be readily available at all times. The Developer may choose the accounting system to utilize. All NSP files must be maintained in the office of the Developer for six (6) years after final payment is received, as set forth in the Developer Agreement.
All project funds must be assigned to and expended from the appropriate activity line item.  There shall not be any expenditure made from a contingency line item. A request to move funds from one activity to another must be presented in writing to DFA/LGD. Once the request is received and, if DFA/LGD approves, DFA/LGD will make the change through an amendment to the Developer Agreement. Note: An amendment to the action plan and/or the Developer Agreement may delay a request for payment, please plan accordingly.  

The accounting records must be supported with source documentation.  Invoices, purchase vouchers, and related documents must be provided in respective files for monitoring.  Reimbursement will not be made without adequate documentation.

All vouchers/invoices should be on vendor letterhead, dated and signed. 
TASK # 4   REQUEST A RELEASE OF FUNDS
It is important to note: NO physical or choice-limiting actions including; property acquisition, demolition, movement, rehabilitation, conversion, repair or construction can be committed prior to the environmental clearance and receipt of an “Authority to Use Grant Funds”. Any funds expended prior to the release of the “Authority to use Grant Funds”, will not be reimbursed.  
See the instructions to complete the “Request for Release of Funds” (Exhibit 2-C).  
TASK # 5 REQUEST REIMBURSEMENT
Developer may not draw on the NSP funds until the separate NSP bank account has been established (See TASK #2). The Pay Request must contain a transmittal letter (Exhibit 1-C), the Request for Payment form (Exhibit 1-D) and supporting documentation. Supporting documentation includes but not limited to tax statements, utility bills, Developer fees, Developer Rehabilitation-related invoices, etc.
Requests for payment may be rejected if the request is submitted improperly without sufficient documentation provided.   In such cases, Requests for Payment will be processed once the DFA/LGD determines that appropriate corrections have been made by the Developer.  Nevertheless, the Developer agrees that it alone is responsible to pay any hired contractor in a timely manner in compliance with the provisions of the Prompt Payment Act, Sections 13-4-28 through 30 NMSA (1978).
The NSP funds provided to the Project will be secured on the property by a note and mortgage, which shall be released in accordance with the terms set forth in those documents.  DFA/LGD will provide funds to the Title Company on behalf of Developer for acquisition activities to purchase homes.  Funds will be sent by ACH directly to the Title Company for closing on the real estate acquisition.  

Once DFA/LGD receives and approves the pay request there will be approximately 15 days between the receipt of a request for payment and the deposit of funds in the Developer account.    

DFA/LGD currently processes NSP pay requests Monday through Friday (excluding major holidays) 
The Developer may request, by e-mail, property inspections weekly and submit pay request on the 1st and 15th of each month.
	TASK # 6  EQUAL EMPLOYMENT OPPORTUNITY AND FAIR HOUSING 


NSP requires that the Developer meet the Equal Employment Opportunity Requirements. The Developer shall post Equal Employment Opportunity posters (Exhibit 1-M and 1-N) in a visible public location. 
A Fair housing poster (Exhibit 1-O) must be displayed at the Developers office for the public to view.
	TASK # 7  WORKFORCE ANALYSIS


Developer must maintain and monitor hiring and employment patterns.  A Workforce Analysis form EEO-4 form (Exhibit 1-E) can be used to satisfy this requirement. The Developer may utilize their existing accounting computer software if it can generate a similar report. The Developer must show evidence of their workforce’s job classification and the position of the employees.
	TASK # 8   SECTION 3 REPORT


Section 3 is a provision of the Housing and Urban Development (HUD) Act of 1968 that helps foster local economic development, neighborhood economic improvement, and individual self- sufficiency. The Section 3 program requires that recipients of certain HUD financial assistance, to the greatest extent feasible, provide job training, employment, and contracting opportunities for low-or very-low income residents in connection with projects and activities in their neighborhoods.
The Developer must submit a Section 3 HUD Form 60002 (Exhibit 1-K) by January 15, of every year regardless of contract activity. The Developer must also submit a Section 3 Business Contractor Certification when applicable.  This criteria is based on the contractor meeting one of the samples in the Contractor Certification Form (Exhibit 1-F).  The Contractor may have his new hire(s) that are Section 3 Residents, fill out a Section 3 Resident Certification (Exhibit 1-G).
	TASK # 9   HOMEBUYER(S) COUNSELING AND INCOME ELIGIBILITY


All Homebuyer(s) participating in the NSP-assisted Homebuyer(s) program must comply with the NSP Homebuyer(s) counseling requirement regardless of past certification or homeownership. The NSP Developer must contract with a HUD-approved housing counseling agency, unless the Developer is given HUD approval to use an alternative counseling program. To request approval of an alternative counseling program the Developer must contact DFA/LGD in order to seek approval from HUD. Homebuyer(s) must obtain a certificate, prior to closing, from the HUD-approved housing counseling agency documenting the hours and date of the counseling. The Developer is expected to maintain a copy of these certificates in the Homebuyer(s) file, to demonstrate compliance with this requirement.
The Developer must notify DFA/LGD, prior to marketing any homes for sale, the company/contact person that has been chosen to conduct the income eligibility for NSP Homebuyer(s). 
The Homebuyer(s) Income Eligibility chart can be found at: 

http://www.hud.gov/offices/cpd/affordablehousing/training/web/calculator/calculator.cfm                      
TASK # 10 LOCAL HIRING REQUIREMENTS  
NSP funded projects must to the maximum extent feasible, provide for hiring of employees that reside in the vicinity (the neighborhood) of the NSP funded projects. For the purposes of administering this requirement, HUD adopted the requirements of the Section 3 thresholds for the NSP program. NSP local hiring requirement does not replace the Section 3 requirements under NSP. Contractors will be required to self-certify (Exhibit 1-P) that they are making all efforts to hire employees that reside in the vicinity of the NSP-funded project. 
TASK # 11 REQUIRED REPORTS
The Developer shall collect and maintain project beneficiary information pertaining to household size, income levels, racial characteristics and the presence of Female Headed Households, in order to determine low and moderate-income benefit in a cumulative and individual manner.  Income documentation (Exhibit 1-H) shall be in a form consistent with NSP requirements. At the time of resale to a qualified buyer Developer shall provide an updated “Set up and Completion Form” (Exhibit 2-A) with actual data. 
In order for DFA/LGD to provide the proper documentation to HUD via the Disaster Recovery Grant Reporting (DRGR) System, the Developer must submit quarterly narrative reports (Exhibit 1-I). The Developer is required to turn in reports on the 1st of the following months; January, April, July, and October for each year of the grant. Each report should include previous quarter accomplishments and expected accomplishments (i.e. the report due July 1st will be for April May and June accomplishments however the expected accomplishments will be for July, August and September).  The Developer must submit a HUD Disclosure Report (Exhibit 1-J) upon execution of the Developer Agreement; once all projects have been completed a final HUD disclosure/update form should be submitted with the final pay request.

Send to:  


The Department of Finance &Administration


Bataan Memorial Building, RM 202


Santa Fe, NM  87501


Attention: Lead NSP Manager
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