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Department of Neighborhood Development 
	Request for Qualifications

Community Housing Development Organizations (CHDO) Designation


Introduction

The purpose of this Request for Qualification (RFQ) is to seek qualified organizations interested in becoming a City of Norfolk designated Community Housing Development Organization (CHDO). This designation is a requirement to receive HOME allocation funding designated specifically for CHDOs.  Becoming a CHDO does not guarantee funding, but makes a nonprofit eligible to receive funding. 

The City of Norfolk’s CHDO designation process is administered through its Department of Neighborhood Development. CHDO designation applications may be submitted anytime throughout the year.  The city reserves the right to amend its policies and applications process at any time.
Questions regarding the CHDO designation process should be referred to Kimberly Pierce at (757) 664-4796 or by e-mail at kimberley.pierce@norfolk.gov .
CHDO Designation Application Instructions

When submitting your 2015 CHDO Designation Application these instructions must be followed:

· All required documents must be attached. 

· A table of contents must be provided. 

· Applications must be typewritten or computer generated.

· Submit 2 originals and an electronic version to kimberley.pierce@norfolk.gov. 
· The original application shall have signatures in blue ink. 

· Application documents must be 8 ½ x 11, 3-hole punched and paper clipped.
· All pages must be numbered in sequence at the bottom of the page.

Failure to follow these instructions will result in application being returned.
	2015 CHDO DESIGNATION APPLICATION 


Section I: General Information 

Organization Information

Organization Name:__________________________________________________

Adddress:__________________________________________________________

City: ______________________  State:______________ Zip Code:_____________

Federal Tax ID#:_______________________   DUNS#:_______________________

Contact Information

Name:______________________________    Title:_________________________

Phone:______________________________    Fax:__________________________

E-mail:_____________________________________________________________

Certifying Official

I hereby certify that I have been authorized by the Board of Directors to submit this application to the Department of Neighborhood Development of the City of Norfolk, and to the best of my knowledge the information submitted in this application is true and correct.

Executive Director                             Signature                                                Date

Please use the page number field below to indicate where in a particular document the requested information can be found. 

Section II: CHDO Certification

Legal Status

A. The nonprofit organization is organized under state or local laws, as evidenced by:

______ A Charter, or

______ Articles of Incorporation 

Page Number:_______________

B. No part of its net earnings inure to the benefit of any member, founder, contributor, or individual, as evidenced by: 

______ A Charter, or

______ Articles of Incorporation 

Page Number:_______________

C. Has a tax exemption ruling from the Internal Revenue Service (IRS) under Section 501 (c) of the Internal Revenue Code of 1986, as evidenced by:

______ A 501 (c) Certificate from the IRS

Page Number:_______________

D. Has among its purposes the provision of decent housing that is affordable to low and moderate-income people, as evidenced by a statement in the organization’s:

______ A Charter, 

______ Articles of Incorporation,

______ By-laws, or

______ Resolutions.

______ A HUD approved audit summary 

Page Number:_______________

Capacity 

A. Conforms to the financial accountability standards of Attachment F of OMB Circular A-110, “Standards for Financial Management Systems,” as evidenced by:

______ A notarized statement by the president or chief financial officer of the organization;

______ A certification from a Certified Public Accountant; or

______ A HUD approved audit summary.

B. Has demonstrated capacity for carrying out activities assisted with HOME funds, as evidenced by:

______ Provided resumes and/or statements that describe the experience of key staff members who have successfully completed projects similar to those to be assisted with HOME funds; and/or
______ Provided contract(s) with consulting firms or individuals who have housing experience similar to projects to be assisted with HOME funds to train appropriate key staff of the organization,  only during the first year of operation as a CHDO. 

C. Has a history of serving the community where housing with the assistance of HOME funds will be used, as evidenced by:

______ Provided statement that documents at least one year of experience in serving the community; or 

______ For newly created organizations formed by local churches, service, or community organizations, a statement that documents that its parent organization has at least one year of experience in serving the community.

Note: The CHDO or its parent organization must be able to show one year of serving the community from the date the participating jurisdiction provides HOME funds to the organization. In the statement, the organization must describe its history (or its parent organization’s history) of serving the community. The statement must be signed by an officer authorized to do so on behalf of the organization or by a HUD-approved representative. 
Organizational Structure

A. Maintains at least one-third of its governing board’s membership for residents of low income neighborhoods, other low-income community residents, or elected representatives of low-income neighborhood organizations, as evidenced by the organization’s:

______ By-Laws

______ A Charter, or

______ Articles of Incorporation 

Page Number:_______________

B. Provides a formal process for low-income, program beneficiaries to advise the organization in all of its decisions regarding the design, siting, development, and management of all HOME-assisted affordable housing projects, as evidenced by:

______ By-Laws

______ Resolutions, or

______ A written statement of operating procedures approved by the governing body. 

Page Number:_______________

C.  A CHDO may be chartered by a state or local government, however, the state or local government may not appoint: (1) more than one-third of the membership of the organization’s governing body; (2) the board members appointed by the state or local government may not, in turn, appoint the remaining two-thirds of the board members; and (3) no more than one-third of the governing board members are public officials, as evidenced by the organization’s:

______ By-Laws

______ A Charter, or

______ Articles of Incorporation 

Page Number:_______________

D. If the CHDO is sponsored or created by a for-profit entity, the for-profit entity may not appoint more than one-third of the membership of the CHDO’s governing body and the board members appointed by the for-profit entity may not, in turn, appoint the remaining two-thirds of the board members, as evidenced by the CHDO’s:

______ By-Laws

______ A Charter, or

______ Articles of Incorporation 

Page Number:_______________

Relationship with For-Profit Entities

A. CHDO is not controlled, nor receives direction from individuals or entities seeking profit from the organization, as evidenced by:

______ By-Laws, or 

______ A Memorandum of Understanding (MOU)
Page Number:_______________


B. A CHDO may be sponsored or created by a for-profit entity, however:

(1) The for-profit entity’s primary purpose does not include the development or management of housing, as evidenced by:

______ The for-profit organization’s by-laws

and; 

(2) The CHDO is free to contract for goods and services from vendors of its own choosing, as evidenced by the CHDO’s:

 ______ By-Laws

______ A Charter, or

______ Articles of Incorporation 

Page Number:_______________

CHDO Role

A CHDO can act in three (3) different roles as listed below:

Owner: A CHDO is an owner when it holds a valid legal title or has a long-term lease (99-year minimum) leasehold interest in a property. A CHDO can only be an owner in a rental housing project. 

Developer:  A CHDO is a developer when it owns the property and develops the project or has the contractual obligation to acquire, finance, and construct/rehabilitate a project. A CHDO can be a developer in a homebuyer project or rental housing.

Sponsor: A CHDO is a sponsor when it assists with either HOME funded rental housing or homebuyer housing projects. A CHDO can be a sponsor when it assists a second non-profit organization to own, develop, and manage a rental housing project.

Select below the role the applicant will be serving: 

	
	Owner

	
	Developer

	
	Sponsor


	Certification of CHDO Board Members


A form must be completed for each board member.
Name:_____________________________________________________________

Home Street Address:________________________________________________

City: ______________________  State:______________ Zip Code:_____________

Phone:____________________________   E-mail: _________________________

Select Only One

___ Public official or employee: I am certifying I am a representative, elected or appointed, of a governmental entity and/or an employee of a governmental entity.

___ Member of low-income household: I am certifying I qualify as low-income.

___ Resident of low-income area: I am certifying that I live in a neighborhood where 51 percent or more of the residents are low-income. 

___ Elected representative of low-income group: I am certifying I am a board member elected by a low-income neighborhood organization. 

___ Other:____________________________________________________________________________
 __________________________________                                             __________________

Signature of Board Member       



    Date 

Exhibit I: General Information

About the HOME Investment Partnership Program
The HOME program was created by the National Affordable Housing Act of 1990 (NAHA).  The purpose of the HOME Program is to:

· Provide decent affordable housing to lower-income households;

· Expand the capacity of nonprofit housing providers; 

· Strengthen the ability of state and local governments to provide housing; and

· Leverage private-sector participation

The HOME program regulations are found at 24 CFR Part 92 (Chapter 24, Part 92 of the Code of Federal Regulations. They may be accessed online at: http://www.hud.gov/offices/cpd/affordablehousing/lawsandregs/regs/home/index.cfm. 

What is a CHDO?

A CHDO is a private, nonprofit, community-based organization whose primary purpose is to provide and develop decent, affordable housing for the community it serves. Designation of a CHDO is conferred to an organization by Participating Jurisdiction (PJ) indicating certain HOME Program requirements have been met and therefore the CHDO’s projects or programs are eligible for funding. 

The City of Norfolk is the Participating Jurisdiction. 

PJs must set aside a minimum of 15 percent of each annual HOME allocation for homebuyer or rental housing which is owned, developed, or sponsored by certified CHDOs. PJs must ensure these funds are used for specific housing projects and create a pipeline of projects ready for future funding. Reservation of funds for unspecific projects to be identified in the future is not allowed.
Why Form a CHDO?

An organization designated as a CHDO by the City of Norfolk is eligible to receive HOME set-aside funds available for only CHDOs and other HOME financial assistance. The available funding will assist a CHDO to undertake housing projects and build capacity to serve a broad range of developments in its communities.

What are CHDOs Roles?

CHDOs must be the owner, developer or sponsor of HOME-assisted housing. The role of each CHDO is further defined by whether the CHDO’s activities address rental or homeownership.   

· Owner: A CHDO is an owner when it holds a valid legal title or has a long-term lease (99-year minimum) leasehold interest in a property. A CHDO can only be an owner in a rental housing project. 

· Example: A CHDO owns a property and oversees the work of a contracted entity (for-profit or nonprofit) to act as a developer, and to construct new/rehabilitate existing building(s). After completion of the development, the CHDO maintains ownership of the property and operates it during the affordability period. 

· Developer:  A CHDO is a developer when it owns the property and develops the project or has the contractual obligation to acquire, finance, and construct/rehabilitate a project. A CHDO can be a developer in a homebuyer project or rental housing.

· Sponsor: A CHDO is a sponsor when it assists with either HOME funded rental housing or homebuyer housing projects. A CHDO can be a sponsor when it assists a second non-profit organization to own, develop, and manage a rental housing project.

· Example: Norfolk Housing Co. is a CHDO with a wide array or ongoing programs and projects. It has proposed to develop a new affordable rental housing development known as Fort Wood Homes and is seeking HOME funding. To help protect Norfolk Housing from potential liability, its attorney has advised the CHDO to set-up a wholly owned, single-purpose, single asset entity, Fort Wood Homes, Inc. this entity will take title to the property and act as the developer.  Because the CHDO’s wholly owned subsidiary will actually develop the property, Norfolk Housing is acting as a “sponsor.” The PJ must enter into the written agreement and provide funds directly to Fort Wood Homes, Inc.

Eligible and Ineligible CHDO Set-Aside Activities

Eligible set-aside activities include the following when the CHDO acts as an owner, developer, or sponsor:

· Acquisition and/or rehabilitation of rental housing;

· Acquisitions and management of standard rental housing

· New construction of rental housing;

· Acquisition and/or rehabilitation of homebuyer properties; and

· New construction of homebuyer properties.

Ineligible set-aside activities include:

· Tenant-based rental assistance

· Homeowner rehabilitation; and

· Brokering or other real estate transaction

It should be noted that the listed ineligible set-aside activities may be carried out by an organization as a subrecipient of the HOME program, but not as a CHDO recipient. An organization receiving funds from the CHDO set-aside can also receive HOME funding as a nonprofit subrecipient. HOME funds committed to these activities will not count toward the set-aside funding. 

Special Assistance Available to CHDO

At the discretion of the PJ, certified CHDOs are eligible to receive special assistance. Assistance that can be provided to CHDOs is:

· Project-specific predevelopment assistance;

· Operating assistance; and

· Home project proceeds

Project-Specific Predevelopment Assistance provides a form of project feasibility “line of credit” that many nonprofit developers need, but have difficulty obtaining from private sources.  Types of project-specific predevelopment assistance include:

· Technical assistance and site control loans; and

· Seed money loans

Operating Expenses are provided to CHDOs receiving set-aside funds for activities expected to be completed within 24 months of the date of the agreement. Eligible operating expenses include:

· Salaries, wages, benefits, and other employee compensation;

· Capacity-building for the organization related to a specific future set-aside project;

· Employee education, training, and travel to perform job or carry out the functions related to the organization;

· Office rent and utilities

· Communication costs;

· Taxes and insurances; and

· Equipment, materials, and supplies.

HOME Project Proceeds, some or all, may be retained by the CHDO from a CHDO development activity. The PJ determines how project proceeds may be used. Eligible uses include: 

· Operating support to the CHDO, assuming the CHDO continues to meet its mission of providing affordable housing; or

· Other low-income housing activities.

General Requirements 

Eligible Organizations
In order to be eligible to receive funding as a CHDO, organizations must be private nonprofit entities. A CHDO must have received an appropriate tax-exempt ruling from the IRS under Section 501(c) of the Internal Revenue Code of 1986 to be designated by the PJ as a CHDO.

Requirements for City of Norfolk designated CHDO’s 

When an entity is designated as a CHDO, the City of Norfolk will require the following:
Operating Agreement: a contract between the city and the CHDO to ensure compliance with funding and program regulations and performance.

Program Monitoring: The CHDO will provide all reports and make available all records deemed necessary to conduct a financial evaluation.  The CHDO will also be subject to at least on on-site monitoring visit during the course of the program year.  The monitoring visit will examine both programmatic and financial records to ensure compliance with federal and city rules and regulations.

Audited Statement and IRS Form: Each applicant must submit the most current audited financial statements provided by an independent auditor and the most recent IRS Tax Form 990 with application.

Notification:  Each applicant will be notified of funding recommendation. The receipt of a designation of funding. Note: Receiving prior year funding does not guarantee future funding or funding at the same level. 

Compliance: The CHDO must adhere to all applicable Laws, Rules, and Regulations for the HOME Program.  
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