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Affordable Housing and Community Connections Department 
housingandcommunity@townofchapelhill.org
919-969-5079
www.townofchapelhill.org/town-hall/departments-services/housing-and-community/funding

[bookmark: _Toc283716053][bookmark: _Toc313886895]GENERAL INFORMATION & APPLICATION INSTRUCTIONS
OVERVIEW
Thank you for your interest in the Town of Chapel Hill’s Affordable Housing funding sources!  This application is used for funding requests for all of the Town’s local funding sources for affordable housing projects (Affordable Housing Development Reserve and Affordable Housing Fund).  To learn more about each of these sources and eligible uses, see the Attachments Section.

INCOME ELIGIBILITY AND CALCULATION OF AFFORDABILITY LEVELS	
In general, projects for the Town’s affordable housing sources must serve households with income below 80% of Area Median Income (AMI) as defined by the U.S. Department of Housing and Urban Development, adjusted for family size. Projects serve households of higher incomes may be approved but should provide justification for how the project contribute to the local need for affordable housing.  Please see the Attachments for a table of the HUD Income Limits the Town uses to determine eligibility for funding.   

When determining different affordability levels for rental projects, the Town uses the maximum housing costs table included in the Attachments, which is based on the HUD Income Table.  Maximum housing costs at each AMI level are determined by calculating 30% of monthly income (Annual Income / 12 months * 0.3).  The AMI calculation shall assume 1 person per bedroom for studio units and  1.5 persons per bedroom for non-studio units. In addition, maximum housing costs should include utilities and mandatory housing-related fees.  If an applicant elects to stray from these assumptions they must provide a justification for Town staff to consider.
FINANCING ASSUMPTIONS  
Applicants may apply for loans or grants.  Town staff will analyze the financials for any project approved for funding and determine the appropriate financing structure. Town staff will use the following underwriting assumptions when conducting their review. Applicants must provide justification for any alternative assumptions used in a project’s financial modelings:

Rental Projects:
· Vacancy allowance: 7% 
· Annual rent escalation: 2% 
· Annual operating expense escalation: 3%
· Replacement reserves: minimum of $250/year/unit for new construction
· The income/rent mix should be structured such that a minimum of a 1.15 debt coverage ratio is maintained. Debt Coverage Ratio will be calculated annually by dividing the project’s Cash Flow for Debt Service by the Debt Service Payment(s).  The Town’s ideal range for the Debt Coverage Ratio is between 1.15 and 1.3. (See Attachments – Project Financials – Pro Forma Rental Cash Flow worksheet Row 43)
· Rental income is based on the maximum housing cost table included in the Attachments.

Homeownership Projects:
Will consider factors such as estimated sale proceeds, funding sources, and mortgage structure.


[bookmark: _Hlk158983544]PROJECT REPORTING AND MONITORING
Organizations must submit progress reports to the Town quarterly to monitor progress and performance, financial and administrative management, and compliance with the terms of the funding agreements.  Please submit reports using the template provided by the Town.  

FUNDING DISBURSEMENT
Funding is typically issued to funded agencies on a reimbursement basis based on key project milestones, typically tied to the completion of units (e.g., certifications of occupancy) or some other relevant indicator of progress toward completion of funded activities. The funded agency shall invoice the Town for eligible project expenses as defined by the terms of a funding agreement to be executed with the Town.  Expenses incurred prior to execution of the funding agreement will not be subject to reimbursement.  The funded agency must provide the Town with appropriate documentation of expenses. The Town requires at least 3 weeks to review and process invoices.
INFORMATION SESSION
Applicants are invited to attend an optional information session prior to applying for funding.  

Applicants are also invited to participate in a one-on-one pre-application meeting to discuss their funding proposal with Town staff. To schedule a pre-application meeting, contact Emily Holt at 919-969-5058 or eholt@townofchapelhill.org .

SUBMISSION INSTRUCTIONS
Applications must be submitted electronically in PDF form to: housingandcommunity@townofchapelhill.org.  

NOTE: The Project Financials attachment should be submitted in  an Excel document, or similar file format, rather than a PDF.  If you have questions, please contact Emily Holt at 919-969-5058 or eholt@townofchapelhill.org . 

Applications may not be considered for the following reasons:
1. Projects are not located within the Town limits or the Town Extra-Territorial Jurisdiction
2. Projects do not have site control (if applicable)
3. Projects do not align with the eligibility criteria for the funding source
4. Incomplete or late applications

OPEN RECORDS
Information submitted to the Town of Chapel Hill is public information and is available upon request in accordance with the North Carolina Public Information Act. As provided by North Carolina statute and rule, the Town will consider keeping confidential financial information that an Applicant does not wish to be disclosed. For such information, the Applicant must mark each page in boldface at the top and bottom as “CONFIDENTIAL”. In spite of what is labeled as confidential, the determination of whether it is or not will be determined by North Carolina General Statues 132-1.2(1). 

SOURCE OF INCOME PROTECTIONS
On May 24, 2023 the Chapel Hill Town council approved a Source of Income Protections Policy that requires housing developments that receive Town funding or involve the conveyance of Town property t o accept alo awful sources of income, including ousign choice vouchers.  
CHECKLIST OF REQUIRED DOCUMENTATION
Application:
[bookmark: Check89]|_|	Section 1:  	Cover Page	
[bookmark: Check90]|_|	Section 2:  	Disclosure of Potential Conflicts of Interest 
|_|	Section 3:	Organization Information
[bookmark: Check91]|_|	Section 4:  	Project Information
[bookmark: Check93]|_|	Section 5:  	Attachments

COVER PAGE

Organization Contact Information
Legal Name:       					Tax ID Number:      

Physical Address:      					Mailing Address:      

Organization’s Website:      				Date of Incorporation:      

Executive Director Name:      

Telephone Number:      				 E-Mail:      

Funding Request 
Project Name:       		
	                 
Total Number of Units in Project:      	Total Number of Units Supported by this Funding Request:                                                                                 

Total Project Cost:                                                                            Total Amount of Funds Requested:      

Please specify the type and amount of funding requested: 

|_| Affordable Housing Fund:  $     				|_|  Grant	|_|  Loan

|_| Affordable Housing Development Reserve:  $     		|_|  Grant	|_|  Loan

If you are NOT requesting a loan, please describe your reasoning:       

Note: the Town will analyze project financials to determine the project’s ability to support a loan, regardless of whether a grant or loan is requested above.  Staff will use the project’s Debt Coverage Ratio as the key tool in determining the project’s recommended funding structure. 

Loan Terms Requested, if applicable, (provide a concise description, including interest rate, term length, interest payment schedule, principal repayment schedule, etc.):      
Proposed Use of Funds Requested (provide a concise description, not to exceed 100 words):      


Type of Activity. Please check the category under which your project falls.
|_|  Acquisition			
|_|  Predevelopment activities			
|_|  Infrastructure/site improvements	
|_|  New construction for homeownership 
|_|  New construction for rental housing
|_|  New construction of emergency shelter
|_|  New construction of transitional/supportive housing
|_|  Rental housing subsidy  
|_|  Homeownership assistance 
|_|  Owner-occupied rehabilitation 
|_|  Rental rehabilitation
|_|  Other (specify):       


To the best of my knowledge and belief all information and data in this application is true and current.  The document has been duly authorized by the governing board of the applicant.


Signature:  												  
     	           Executive Director				Date



DISCLOSURE OF POTENTIAL CONFLICTS OF INTEREST AND NON DISCRIMINATION CLAUSE
Are any of the Board Members or employees of the organization which will be carrying out this project, or members of their immediate families, or their business associates:

YES     NO

 |_|     |_| 	a) Employees of or closely related to employees of the Town of Chapel Hill?					

|_|    |_| b) Members of or closely related to members of the governing bodies of the Town of Chapel Hill?	
				
|_|     |_| c) Current beneficiaries of the program for which funds are being requested?       
						
|_|   |_| d) Paid providers of goods or services to the program or having other financial interest in the program?					
If you have answered YES to any question, please provide a full explanation below. 

NON-DISCRIMINATION
Provider agrees as part of consideration of the granting of funds by funding agencies to the parties hereto for themselves, their agents, officials, employees and servants agree not to discriminate in any manner of these basis of race, color, gender, national origin, age, handicap, religion, sexual orientation, gender identity/expression, familial status or veterans status with reference to any activities carried out by the grantee, no matter how remote.  
To the best of my knowledge and belief all of the above information is true and current.  I acknowledge and understand that the existence of a potential conflict of interest does not necessarily make the program ineligible for funding, but the existence of an undisclosed conflict may result in the termination of any grant awarded. 


Signature:  												  
     	           Executive Director				Date



	
	
	





Updated: 2/22/24	Page 4 of 14
ORGANIZATION INFORMATION

1. Organization Mission (no more than a few sentences):

2. Organization Staff: Please provide names of staff, contractors, and/or volunteers that will be involved with the project.  Describe their responsibilities with the project and track record in successful completion of similar projects in the past.   

# of FTE – Full-Time Paid Positions:       	   
# of FTE Part-Time (less than 40 hours/wk) Paid Positions:      	

3. Agency Track Record: Briefly describe three relevant and substantially similar affordable housing development or preservation projects completed by the organization in the last 10 years (preferably 5 years).  The project description should include:
a. Location
b. Scope and scale of project
c. Total development budget and financing sources
d. Indication of whether the projects were completed on budget and on time.  If not completed on budget and on time, please describe why.
e. Photos/illustrations of completed project

4. Town Funding Experience: For all projects for which you have received Town funding within the last 5 years, please provide the information below.  

NOTE: If you have not previously received Town funding for a project indicate N/A for this question.

	Project Name
	Project Type
	Amount of Funding Approved
	Is the Project Completed? (Yes/No)
	If Complete: Was the project completed on schedule and within budget?  If not, why?
If Not Complete: is the project meeting key milestones outlined in the  funding commitment?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


*Add rows as needed to reflect additional projects that have received Town funding within the last 5 years.









PROJECT INFORMATION 

5. Project Description: Please provide a general overview of your project, including what you are planning to achieve and how you are planning to carry out the project. (in 100 words or less).   

6. Affordability Term.  Is the proposed project permanently affordable (99 year affordability term)?  

· Yes
· No
If no, what is the affordability term of the proposed project? 

Briefly describe your methods to ensure long-term affordability of housing units, including subsidy recapture, equity sharing, and deed restrictions. 

7. Leverage: 
a. How much funding is committed at the time of submission of this application? $______ 
(Provide documentation of committed funding – e.g., funding commitment letters, funding agreements, etc.)

b. What percentage of funding for the proposed project will be leveraged from sources other than the Town? ______% 
(Provide documentation of how you calculated the leverage percentage – i.e., Value of Non-Town sources / Total Project Budget ).

	8.  Project Profile
	Insert project information below

	Location: 
(insert address if available)
	

	Size of Parcel(s): 
(insert acreage of development site)
	

	Total Number of Units:
	

	
Unit Size
	# of Total Housing Units
	# of Bathrooms

	Square Footage
	Proposed Rent or Sale Price Per Unit

	Studios
	
	
	
	

	One-bedroom
	
	
	
	

	Two-bedroom
	
	
	
	

	Three-bedroom
	
	
	
	

	Four-bedroom
	
	
	
	

	
	
	
	
	

	Area Median Income Served 
(insert # of units by AMI)
	
	
	
	

	<30%
	
	
	
	

	31-60%
	
	
	
	

	61-80%
	
	
	
	

	81-100%
	
	
	
	

	>100%
	
	
	
	

	
	
	
	
	

	Target Population 
(check all that apply)
	

	Families
	|_|

	Older Adults (Age 55+)
	|_|

	Disabled
	|_|

	Homeless
	|_|

	Veterans
	|_|

	Other (specify)
	|_| 

	
	

	ADA Accessibility:
(insert # of total units)
	

	
	

	Total Project Development Cost $________     
	Total Development Cost Per Unit $_______

	Subsidy Requested $________     
	Per Unit Subsidy    $________     / unit

	Debt Coverage Ratio (DCR):
(insert DCR from Rental Cash Flow Row 43)
	Lowest DCR _____     Highest DCR_____

	
	

	Town Planning Approvals Received:
 (as of the date of application)
	|_| Zoning
|_| Final Plans/Zoning Compliance Permit
|_| Building Permits
|_| None



9. [bookmark: _Hlk158992203]Energy Efficiency:   Will the proposed project meet the standards and requirements of the latest Energy Star rating or standards outlined in the latest NCHFA QAP as verified by an independent, third party expert? 
· Yes
· No
If not, please briefly describe all of the energy efficiency features included in the proposed project:

10. Universal Design:  Please briefly describe the universal design features included in the proposed project:

11. Social Equity
a. [bookmark: _Hlk95736206]In May 2023, the Town Council adopted a Source of Income Protections Policy that requires any housing development that receives Town resources (funding or property) to accept all lawful sources of income, including housing choice vouchers.  Does your project align with the Town’s policy?  

b. Please describe how you have involved the intended beneficiaries of the proposed project in the planning and design process (in 100 words or less).  

c. How has your organization incorporated racial equity goals into your organizational goals?  

d. Please fill in the below questions and provide any additional context on the racial composition of the organization and board leadership:

i. % of staff that are people of color:      
ii. % of board that are people of color:      
iii. % of staff that have attended racial equity training:      

e. Please describe any additional activities your organization is doing to address racial equity.  
[bookmark: _Hlk159534824]Description of Required Attachments

1. [bookmark: _Hlk159534816]Project Information
a. Detailed timeline showing when each work task will be completed over the duration of the project.  
b. Anticipated schedule of expenditure of the Town’s funding for the project. 
c. Rental income policy that will be used for the project
d. Background check policy that will be used to screen potential tenants
e. For development and renovation projects:
· Site map showing lot boundaries, locations of structure(s), and other site features
· General location map (at least ½ mile radius)
· Floor plan(s)
· Elevation(s)
· Property Appraisal 
· Evidence of zoning compliance
· Documentation of building permit/Zoning Compliance Permits
· Map showing proximity to bus stops, shopping, grocery store, schools and other service and amenities (including distance in miles from project site and amenities) 

2. Project Financials
Please submit the following information about the project in a Microsoft Excel document or similar format, as relevant:
· Project Budget/Development Costs
· Sources and Uses
· Evidence of funding commitments from non-Town sources
· Operating pro forma (rental projects): 
· Must show 20+ year cash flow projections that includes documentation of key operating assumptions, estimated rental income, operating expenses, net operating income, and any anticipated debt service, including a separate line item for any debt service (principal and/or interest) associated with Town loans requested as part of this application. Pro forma should project expenses far enough out to show when debt service ends (i.e., more than 20 years if necessary). Applicants may use the attached template or a similar version with comparable information. 
· Rental Income Breakdown: must show rent and utilities by bedroom size and AMI level, using the attached template or similar version with comparable information.  
· Housing Affordability and Sale Proceeds (homeownership projects): must show sales price by bedroom size and AMI level and mortgage sources and amounts, using the attached template or something similar.  If the applicant is the lender, also include the mortgage amortization schedule.

3. Financial Audit 
Please include your organization’s most recent financial audit. For organizations with prior year revenues totaling $500,000 or more a financial audit, prepared by a certified public accountant is required. Agencies with prior year revenues of less than $500,000 may submit a completed Schedule of Receipts and Expenditures form (see application materials), in lieu of an audit/report. Agencies with a certified audit/report do not need to complete the form. 
4. Organization Budget  
Please submit an organizational budget.  Among other relevant revenue and expenditure information, please include line items on any government grants or loans by jurisdiction.  If your organization has run a deficit, please include that information here.
5. Articles of Incorporation

6. List of Board of Directors
a. Provide the following information about each board of director’s member: name, occupation or affiliation of each member, officer positions, gender, race/ethnicity.

7. References
a. Two business references with name, address, and telephone number


Non-Profit Corporations: 

· IRS Federal Form 990
· A copy of the organization’s most recent Form 990 is required for nonprofit applicants. The specific form depends upon the organization’s financial activity. Review the IRS’ table guide, for more details. For Form 990-N (e-postcard) filers, include a copy of the postcard, with the organization’s application materials. 

· NC Solicitation License 
· A copy of the organization’s current solicitation license is required. Organizations that solicit contributions in North Carolina, directly or through a third party, must renew their licenses annually. For more details, refer to the NC Secretary of State’s licensing website and its Frequently Asked Questions Guide (PDF), about exemptions. If exempt per N.C.G.S. § 131F-3, include a copy of the exemption letter with the organization’s application materials. 

· IRS Federal Tax-Exemption Letter
· A copy of the organization’s current IRS tax-exempt letter that confirms its nonprofit status is required. An organization can request a copy of its letter from the IRS’ Customer Account Services.

For-Profit Corporations:
· Tax Returns
· Most recent two years of corporate tax returns. 

· YTD Profit and Loss Statement and Balance Sheet

· Tax Returns
· Most recent two years personal tax returns and financial statements for all persons who have more than 19.9% ownership interest in the organization
· Signed “Authorization to Release Information” for each person who has more than 19.9% ownership interest in the organization

· Completed W-9 Form 
1. 

[image: ]
OVERVIEW OF AFFORDABLE HOUSING FUNDING SOURCES

Purpose: This document is intended to provide a summary of the Town’s affordable housing funding sources available to assist in creating a vibrant and inclusive community.  The Overview includes a brief description if each funding source, as well as the eligible uses of each source.
AFFORDABLE HOUSING FUND (AHF):
In 2002, the Town Council established the AHF to preserve owner-occupied housing in Chapel Hill for affordable housing purposes. 
Application Process: Funds are available through the AHF on a rolling basis, with applications being accepted at any time. Applicants are evaluated by the Town Manager for consideration of approval.. 
Eligible Uses: The AHF has a variety of eligible uses, including:
1. Preservation of owner-occupied housing
2. Land acquisition
3. Renovation
4. Affordable housing construction
5. Rental and utility assistance
For more information on the Affordable Housing Fund, visit the Town’s website.

AFFORDABLE HOUSING DEVELOPMENT RESERVE (AHDR): 
In Fiscal Year 2014-15, the Town Council allocated over $688,000 for affordable housing and approved an allocation strategy for this funding, establishing theAffordable Housing Development Reserve (AHDR). In the 2023-2024 budget the Council allocated over $971,000 for affordable housing. 
Eligible Uses: The AHDR is dedicated exclusively to the development and preservation of affordable housing. Priority project areas are: 
1. Land bank and land acquisition
2. Rental subsidy and development
3. Homeownership development and assistance
4. Future development planning. 

Threshold requirements: 
 1. The applicant can demonstrate site control (if applicable).
2. The project is located within the Town of Chapel Hill city limits or ETJ.
3. The project falls within one of the priority project areas identified by the Town. 
4. The application is complete and submitted by the established deadlines.

Application Process: AHDR applications are accepted as many as three times per year . Applications are reviewed and evaluated by Town staff and then presented to the Town Council for final approval. 
For more information on the Affordable Housing Development Reserve, visit the Town’s website.

Federal Funding Sources Not Covered By This Application
COMMUNITY DEVELOPMENT BLOCK GRANT PROGRAM (CDBG) 
The CDBG Program was created by the U.S. Congress in 1974 and is administered by the Department of Housing and Urban Development (HUD).  The primary objective of the program is to develop viable urban communities by providing decent housing and a suitable living environment and expanding economic opportunities for low- and moderate-income peoples.
Eligible Uses: CDBG eligible activities include, but are not limited to: Acquisition of Real Property, Relocation and Demolition, Rehabilitation, Public Facilities and Improvements, and Public Services. Ineligible activities include Political Activities, Certain Income Payments, Construction of New Housing, or buildings for the General Conduct of Government.
Application Process: Applications are accepted once a year and reviewed by an Application Review Committee, which makes a recommendation for funding to the Chapel Hill Town Council for final approval.  
For more information about the CDBG program, visit the Federal CDBG website and the Town website. 

THE HOME INVESTMENT PARTNERSHIP PROGRAM (HOME)
In 1990, Congress enacted the HOME Investment Partnerships Act in an effort to provide a new approach to housing assistance at the federal level.  This federal housing block grant affords state and local governments the flexibility to fund a wide range of housing activities.
Eligible Uses: 
1. Projects that expand the supply of decent, safe, sanitary and affordable housing, with emphasis on rental housing, for very low- and low-income citizens

2. Projects that strengthen the abilities of state and local governments to design and implement strategies for achieving adequate supplies of decent affordable housing
3. Projects that encourage public, private and nonprofit partnerships in addressing housing needs.
Application Process: Applications are accepted once a year and reviewed by a committee coordinated by Orange County.  
For more information about the HOME program, visit the Federal HOME website and the Town website. 


OVERVIEW OF ELIGIBLE USES BY FUNDING SOURCE
	Uses
	CDBG
	HOME
	AHF
	AHDR

	Acquisition/Land Banking*
	· 
	· 
	· 
	· 

	New Construction 
	
	· 
	· 
	· 

	Demolition
	· 
	
	
	· 

	Future Development Planning
	
	
	
	· 

	Homebuyer/Second Mortgage Assistance
	· 
	· 
	· 
	· 

	Redevelopment/ Reconstruction
	· 
	· 
	· 
	· 

	Rehabilitation/Renovation
	· 
	· 
	· 
	· 

	Housing Relocation
	· 
	· 
	
	· 

	Rental Assistance
	· 
	· 
	· 
	· 

	Rental Subsidy
	
	
	· 
	· 

	Site Improvements
	· 
	· 
	· 
	· 


* HOME and CDBG funding allow landbanking if there is a plan in place for the property which includes a CDBG/HOME eligible end use (e.g. demolition and rehabilitation in target neighborhoods) within the time frame permitted by those programs.






		2023 INCOME LIMITS 
US Department of Housing and Urban Development (HUD)
Durham-Chapel Hill Metropolitan Statistical Area
 (Durham, Orange, and Chatham Counties)

	
	Household Size / Maximum Household Income

	[bookmark: _Hlk158982854]Income Level
	1
person
	2
people
	3
people
	4
people
	5
people
	6
people
	7
people
	8
people

	30% area median income
	$21,250
	$24,300
	$27,350
	$30,350
	$35,140
	$40,280
	$45,420
	$50,560

	 50% area median income
	$35,400
	$40,450
	$45,500
	$50,550
	$54,600
	$58,650
	$62,700
	$66,750

	80% area median income
	$56,650
	$64,750
	$72,850
	$80,900
	$87,400
	$93,850
	$100,350
	$106,800
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Source: U.S. Department of Housing and Urban Development (HUD) FY 2023 Income Limits Documentation System


2023 MAXIMUM HOUSING COSTS
US Department of Housing and Urban Development (HUD)
Durham-Chapel Hill Metropolitan Statistical Area
 (Durham, Orange, and Chatham Counties)

	
	Unit Size / Household Size / Maximum Monthly Housing Costs

	
	Studio
	1BR
	2BR
	3BR
	4BR

	Income Level
	1
person
	1.5
people
	3
people
	4.5
people
	6
people

	30% area median income
	$531
	$569
	$684
	$819
	$1,007

	 50% area median income
	$885
	$948
	$1,138
	$1,314
	$1,466

	80% area median income
	$1,416
	$1,518
	$1,821
	$2,104
	$2,346

	100% area median income
	$1,770
	$1,896
	$2,275
	$2,629
	$2,933
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Source: U.S. Department of Housing and Urban Development (HUD) FY 2023 Income Limits Documentation System
Household Size based on Low-Income Housing Tax Credit formula which assumes 1.5 persons per bedroom 
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