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Multifamily Development Operating Guide 

Preface 

  
 
Manual use This manual is a first step to: 

• Documenting the Multifamily Development Department’s policies, 
processes and procedures  

• Housing this information in a central source and location 
• Expediting and evaluating systems when developing and 

modifying loan products 
• Complying with federal and state regulations and 
• Improving quality for our stakeholders and VHDA. 
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Chapter 1    About the Multifamily Development Department 

1.1)           Overview  
Background VHDA has been financing, servicing, and managing affordable multifamily 

housing since 1972.   
 
The primary departments are: 

     
 
 
 
 
 
 
 
 
 
 
 
 

  
                                    
_______________________________________________________________ 

  
Legal basis 
for issuing 
bonds and tax 
credits 

The legal basis of VHDA’s issuance of bonds is Chapter 1.2 of Title 36 of the 
Code of Virginia (1950, as amended) and, in particular, §36-55.40 through 
§36-55.43. 

 ______________________________________________________________ 

 

Field Contact* Title Phone 

Rental Housing J.D. 
Bondurant 

Managing Director of Rental 
Housing 

(804)            
343-5725 

Multifamily 
Development 

David 
Glassman 

Director of Multifamily 
Development Programs 

(804)  
 343-5771 

Program 
Compliance & 
Asset Mgmt 

Neal Rogers Director of Program Compliance 
& Asset Management 

(804)  
343-5870 

Tax Credit Stephanie 
Flanders 

Director of Low-Income Housing 
Tax Credit Programs 

(804)      
343-5939 

Organizational 
chart 
 
 
 
 
 
 

 

The VHDA Organizational Chart appears in Appendix A of this manual. 
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1.2)             VHDA Multifamily Financing Programs  
Background VHDA’s multifamily loan programs are designed to provide financing for the: 

• development of new rental housing units or 
• preservation of existing rental units or 
• financing of mixed-use, mixed-income properties. 

 
The rental units financed by VHDA are intended to be occupied by low and 
moderate-income and other tenants. 
 
For all VHDA loans on Elderly properties to be financed using the HUD Risk 
Sharing Program, elderly properties for HUD Risk Share Program properties 
are defined as “Projects or parts of projects specifically designed for the use 
and occupancy by elderly families, where the term “elderly families” means 
any household where the head or spouse is 62 years of age or older, and 
also any single person who is 62 years of age or older.   
 

 

  
Eligible uses 
of loans 

Eligible uses for the loans include: 
• new construction 
• adaptive reuse 
• acquisition with and without rehabilitation 
• refinancing with and without rehabilitation and  
• rehabilitation only. 

 

  
Eligible 
applicants 

Eligible applicants include for-profit and non-profit developers. 

 ______________________________________________________________ 
 
Application 
selection 

Applications may be submitted at any time. VHDA, however, will endeavor to 
achieve the optimum combination of public purpose, efficiency and risk.  If 
funds are limited, VHDA will exercise the discretion to choose among eligible 
proposals.  

 

  
Bond Funded 
Loan 
Programs 

Most of VHDA’s multifamily lending is funded principally by the issuance of: 
• Tax-exempt (new money) bonds  
• Taxable bonds 

 
 
Loan 
parameters 

The loan parameters are generally the same regardless of the bond fund 
source.  Some variation occurs in terms of interest costs and permitted uses 
of funds. 
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VHDA Multifamily Financing Programs, Continued 
 

 
Tax Exempt 
Bond loan 
parameters 

Tax Exempt bonds loan parameters are as follows: 
• Occupancy requirements:  The developer has the option of choosing to satisfy one 

of the following income limits 20% @ 50% or 40% @ 60% area median income. 
VHDA requires that the balance of the units be occupied by tenants whose 
incomes are less than 150% of area median income or MUMI income limits 

• Loan-to-value ratio:   
o For Profit Developers: Loans may not exceed 90% of value as determined 

by VHDA 
o Non-profit Developers: Loans may not exceed 100% of value, as determined 

by VHDA. 
• Loan term:  The loan term may not exceed 35 years without approval. The term 

generally should not exceed 30 years for existing properties ten years or older. 
• Debt service coverage:  The minimum DSC ratio is 115%. 
 
Some terms may vary with underwriting.   
 
 

  
Taxable 
bonds 

Taxable bonds carry market interest rates. Loans funded with taxable bonds can be 
used to finance acquisition, rehabilitation, new construction and mixed income, 
mixed-use properties.  These bonds are used to finance developments utilizing 9% 
tax credits, as well as non tax credit developments.  
 
Income limits: 100% of all available units must be leased by tenants with incomes of 
less than 150% of area median (unless MUMI). Properties utilizing 9% tax credits 
must use the tax credit income limits, the VHDA limits underlying.  

_______________________________________________________ 

Tax-exempt 
Refunding 
Bonds 

Tax-exempt Refunding Bonds are tax-exempt bonds issued to generate proceeds 
which will be used to redeem outstanding tax-exempt bonds issued either by VHDA 
or by a local housing bond issuer in conjunction with the origination or refinancing of 
a VHDA mortgage loan with a term of 20 to 30 years. The tax-exempt bonds being 
refunded were either used to finance what became known as 20/80 projects prior to 
January 1, 1987 or more recently private activity bonds which were either subject to 
the AMT until mid-2008 or were non-AMT if issued later.  The 20/80 projects were 
subject to income limits that require 20% of the units in a project to be occupied by 
tenants with income less than 80% of the area median income.  Many of these 
projects were financed by bonds issued by local bond issuers such as 
redevelopment and housing authorities and industrial development authorities. 
 
Most of these bonds featured short-term credit enhancement by banks or other 
financial institutions.  Such refundings will generally include some moderate 
rehabilitation.  The existing 20/80 income limits remain in place with an additional 
income limit of 150% of median on the remaining units. 
 
The private activity bonds issued on or after January 1, 1987, whether subject to the 
AMT or not, were subject to income limits that require either 40% of the units at 60% 
of the area median income or 20% of the units at 50% of the area median income.  
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Mixed 
Use/Mixed 
Income                
&  
Mixed Income 
Only  

 
Below is the new revised Mixed Use/Mixed Income and Mixed Income Only 
requirements. 
 
Mixed Use/Mixed Income: 
  A: Developments 15,000 square feet or larger: 

1. Must be in a revitalization area determined by the locality, and 
2. At least 60% of its income must be derived from the residential portion of the 

development, and 
3. Units and incomes must meet the following minimum criteria: 

a. 20% of the units must target households earning income of 80% or 
less of area median income, and 

b. Up to 80% of the units may have no income restriction 
  B: Developments under 15,000 square feet: 

1. Percent of incomes targeted will be determined on a case-by-case basis with 
a minimum target of 20% of the units to households with incomes 150% of 
area median income 

2. Must be in a revitalization area determined by the locality, and 
 C:  MU/MI developments requesting REACH must comply with the following 

minimum  unit and income requirements: 
1.    30% of the units must target household earning income of 80% or less of area 

median income, and 
2.     
3.    Up to 70% of the units may have no income restrictions 

Mixed Income Only: 
  Income limits:  Same and MU/MI program. 
 
See Appendix C for instructions for Compliance for Mixed Use, Mixed Income 
Developments.  
See Appendix C.1 for resolution for mixed income in blighted revitalization area.  
See Appendix C.2 for resolution for mixed income that will benefit from industrial, 
commercial or other economic development, 
See Appendix C.3 for resolution for mixed income development not located in 
revitalization area and units are not for low and moderate income persons. 
See Appendix C.4  for mixed income not located in revitalization area and the 
surrounding area is or is expected to be inhabited by lower income persons 
See Appendix C.5 for a letter if mixed income development is located in a 
redevelopment project, conservation project or rehab district 
See Appendix C.6 for a letter if mixed income, mixed use is to be located in a 
qualified census tract or targeted area and if the nonhousing builder or portion 
thereof is NOT deemed by VHDA to be incidental to the housing development. 
 
Appendix C.7 for the definition of housing revitalization areas. 

 
 

VHDA Multifamily Financing Programs, Continued 
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New 
Construction/
Permanent 
Forward  loan 
option 

VHDA Multifamily Financing Programs, Continued 
 

• All Tax-Exempt loans require VHDA to finance the new construction, 
adaptive reuse or rehabilitation. 

• Taxable loans may finance construction or rehabilitation under a special 
pricing.   

• Taxable loans allow VHDA to issue forward permanent loan commitments 
that permit borrowers to obtain construction loans from other sources.  
_______________________________________________________ 

 
 
REACH 
Guidelines 

Since 2005, Virgina Housing (then VHDA) has used internally generated resources 
to address critical housing needs to supplement core programs.  These resources 
have been used to: 

• Subsidize and supplement existing lending programs through rate buy-downs 
and grants. 

• Establish targeted loan programs. 
 
Multifamily lending REACH policies are updated from time to time, based on market 
conditions and program needs.  A copy of the current REACH rate subsidy policy, 
updated as of October 2023, is included in Appendix D. 
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Chapter 2 Origination of Multifamily Loans 

  
Purpose The Multifamily Loan Origination Process is the main process in the 

Multifamily Development Department.  All other processes that follow this 
one are sub-processes of loan origination. 
 
The purpose of the Multifamily Loan Origination Process is to evaluate loan 
applications and recommend loans that enhance VHDA’s loan security, while 
being mindful of stakeholder needs and satisfaction. 

 ____________________________________________________________ 
 
Principal 
participants 

The principal participants in the Multifamily Loan Origination process are: 
• Stakeholder/borrower/mortgage banker/broker 
• Multifamily development staff 
• Capital Markets Division 
•   Legal Division 
• Executive Leadership Team and 
• Board of Commissioners. 

  

 ____________________________________________________________ 
 
Forms and 
documents 

The forms and documents are outlined in the sub-processes.  However, the 
key ones are: 

• The loan application  
• Executive Director Approval Request (E.D.A.R) 
• Tax Equity and Fiscal Responsibility Act (TEFRA) documents (for Tax 

Exempt loans only) 
• Market Analysis Findings 
• Appraisal 
• Written Architectural and Engineering (A & E) comments on   

preliminary plans and specifications and scope of work 
• Architectural and Engineering (A&E) Reports 
• Commitment Authorization Request (C.A.R)  
• Information for Legal Template 
• Commitment 
• Confirmation of Lock-in Date and Final Interest Rates 
• Loan closing documents. 
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2.1)           Receipt and Acceptance of the Loan Application 
Purpose The purpose of the receipt and tracking process is to: 

• enter the application information into Prolink system  
• collect and process application fees 
• track the status of the loan application 
• alert other departments for staff assignment 

 
 
Principal 
participants 

The principal participants in the receipt and acceptance of the loan 
application are: 
• Stakeholder/Borrower or Mortgage Banker/Broker 
• Rental Housing Analyst 
• Lending Group Manager 
• Development Officer (DO). 

 
 
Application 
receipt 

Applications are generally submitted by the borrower or the borrower’s 
mortgage banker/broker.  When a loan application is received by the 
Multifamily Development Department, the Rental Housing Analyst intakes the 
new deal in the ProLink system. 
(See Appendix E for a sample Conventional Loan Application.) 
 

 ______________________________________________________________ 
 
Project 
assignment 

The application is first reviewed by a Lending Group Manager.  If 
appropriate, the Lending Group Manager assigns the application to a 
Development Officer (DO)  

 
 
Completeness 
review 

The DO reviews the application package for completeness and decides 
whether or not to schedule a site inspection.  If not, the DO contacts the 
project sponsor to acquire missing information or correct other deficiencies.  
In some instances, the application may be returned to the borrower or the 
originating mortgage banker/broker. 

 _____________________________________________________________ 
 

 

Preliminary 
analysis 

The DO performs a preliminary analysis before the E.D.A.R of the: 
• site suitability 
• development feasibility and  
• the project sponsor’s qualifications 
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                 Receipt and Acceptance of the Loan Application, Continued 

Elements of  
site suitability 

The elements of site suitability are: 
• compatibility of adjacent property uses and conditions of existing 

adjacent structures 
•   accessibility to shopping and employment 
•   topography 
•   availability of required utilities 
•   zoning classification 
•   ingress and egress 
•   configuration 

   •   site layout and 
• evidence not in a flood way/zone 
•   evidence of the developer’s site control by option, deed, or 

purchase contract 
 

 

 

                        
Elements of 
feasibility 

The elements of feasibility are: 
• construction costs 
• soft costs 
•  operating expenses  
• market demand 
• projected income and 
• projected debt service 
• loan to value and loan to cost 

 
 
Project 
sponsor 
qualifications 

         _______________________________________________________ 
 
        The DO relies on the project sponsor’s qualification including the: 
           • borrower’s financial statements and 

• contractor’s financial statements and 
• resumes of the development team. 

 
 
Acceptance 
for 
processing 

         ______________________________________________________ 
 

 The DO will decide whether or not to accept the proposal for processing     
based on: 
• findings of physical site inspections or photographs 
• initial market information and  
• receipt of sufficient information to continue processing 
• receipt of application fee 

________________________________________________________ 
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Team Meeting  

Receipt and Acceptance of the Loan 
Application, Continued 

 
 

If the DO decides to further process the loan application, a team 
meeting is scheduled to present the application and solicit input from 
other key functional areas, including: 
• Development Leadership 
• Tax Credits (if appropriate) 
• Asset Management & Compliance 
• Rental Servicing 
• Legal 
• Capital Markets 
• Design & Construction 

 
Following the Team Meeting, the DO will seek additional information if 
necessary, before proceeding with the EDAR approval process for approval 
to underwrite (see section 3.3). 
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2.2)           Receipt of and Accounting for Fees 

  

Fees 
 

Fees generally consist of a combination of cash and/or an irrevocable, unconditional letter of 
credit (LOC). 
• Application fee: 

• The borrower is generally required to submit a non-refundable fee with the 
application.  Effective January 2007, for VHDA Conventional Products   the minimum 
fee is the greater of $5,000 or 0.5% of the loan request up to $10,000 and is paid in 
full at application submission.  

• For REACH/SPARC products, an application fee may be waived unless a Tax-
Exempt and/or Taxable loan is involved. 

• For an application fee that is going to be waived, a note must be put in the Notes 
section of the Fee and the Director of Rental Housing must input a waived date in 
ProLink. 

• Processing fee: 
      ½% processing fee is charged on all loans.  The application fee is applied  
      to the processing fee.  Processing fee is paid when the executed commitment is returned 

to Virginia Housing. 
 
• Financing fee: 

 Taxable Products: 
o ½% on Taxable Permanent loan products 
o 1 ½% on Taxable Construction/Permanent products up to $7.5M, 5/8% on 

the remaining balance above $7.5M. 
 Tax Exempt Products: 

o 1 ½% on all Tax-Exempt products (including Short-Term Tax-Exampt Gap 
Loans) products up to $7.5M, 5/8% on the remaining balance above $7.5M 

      Financing fees are paid with return of the executed commitment. 
 
• Standby fee: 

o Prior to Rate-lock, a total of 3% of bonded products must be at risk. 
o The Standby fee is the total of 3%, less Processing and Financing Fees. 
o The standby fee can be satisfied by a letter of credit. 

 
    Standby fees are paid with return of the commitment.  The purpose of the standby fee is to 

ensure that the sponsor will close the loan.  If the borrower fails to close the loan, Virginia 
Housing will retain the fees as compensation to offset expenses and possible bond 
redemption costs. 

 
    Upon closing and receipt of all recorded documents and legal requirements the standby 

fees or LOC will be released to the sponsor. 
   
Note: Fees shall remain on the loan as committed, unless waived by the Development Officer 
for extraordinary circumstances and clearly communicated to Legal via written memo/e-mail. 
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Chapter 3   Underwriting of the Loans 

3.1)            Overview 
Purpose The purpose of the underwriting process is to evaluate loan applications to 

determine the likelihood the loan will be repaid to VHDA.  This is commonly 
referred to as assessing and assigning the risk. 

 

  
Description Development officers are assigned to underwrite the loan.  Underwriting 

entails evaluating the application and reviewing or ordering reports needed to 
assess the risk, reports such as appraisals, structural studies, soil tests, and 
environmental reports and Lead Based Paint Assessment (Effective February 
2, 2001).  

 ______________________________________________________________ 
 
Two 
Financing 
Sources 

The Multifamily Development Division underwrites loans for the following two 
primary financing sources: 

• Taxable 
• Tax-Exempt 

 

 ______________________________________________________________ 
 
Inputs The inputs for the loan underwriting process are: 

• the loan application 
• professional services from appraisers, engineers, surveyors, others 
• Local Staff Determinations from local governments or building permits 
• mortgage capital. 

 ______________________________________________________________ 
 
Outputs The outputs for the loan underwriting process are: 

• construction loans 
• permanent loans  
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3.2)                Development Cost Analysis (DCA) 
Purpose The purpose of the Development Cost Analysis is to identify the sources and 

uses and summarize the financial aspects for the development.  There are 
usually multiple copies of the DCA in the underwriting stage as costs, interest 
rates, income and expenses change. 

 

  
Description The Development Cost Analysis includes: 

• Loan information 
• Terms 
• Contract Cost (Hard Costs) 
• Owner Costs (Soft Costs) 
• Total Development Cost 
• Equity Investment 
• Income 
• Operating Expenses 
• Cash Flow 
• Estimated Appraised Value 
• Vacancy Rates 
• Debt Service Coverage Ratio 
• Loan to Value Ratio 
• Loan to Cost Ratio 
• Sources and Uses of Funds 
 
See Appendix F for a sample of the DCA. (Click “OK” when message 
box pops up) 

 ______________________________________________________________ 
 
Business 
rules 

• In the “Name of Property” section do not use an apostrophe in the 
name.  Also in the “Name of Property” section do not use “The” in 
front of the property name. 

• Do not use hyphens (-) in the “Name of Property” section. 
• If the property has Phases, in the “Name of Property” section use the 

roman numeral of the phase.  Example – ABC Apartments II, instead 
of ABC Apartments Phase II. 

• A Contingency line item should not be put in the Contract or hard 
cost section of the DCA.  A contingency line item can be put in the 
Owner cost section.  

• Other Income needs to be verified and documented during the 
underwriting process. Documentation can include a note/memo to the 
file on how the Other Income was determined. 
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3.3)             Executive Director Approval Request (E.D.A.R) / 
f.k.a. Board Approval Request (B.A.R) 

 Purpose New procedure as of December 9, 2008, to obtain authorization from the 
Executive Director of VHDA to proceed with the underwriting process. 

 
___________________________________________________________ 
 

Description The E.D.A.R includes a description of the following: 
• Loan Purpose 
• Developer Name 
• Site Description/Location 
• Proposed Unit Mix, Unit Sizes, Rents 
• Financing Summary, to include a maximum loan amount, loan term 
• Estimated Total Development Costs 
• Estimated loan to Value 
• VHDA Loan Fees 

 
Appendix G shows a sample E.D.A.R  
_____________________________________________________________ 

 ______________________________________________________________ 
 
Authorization    If approval is given by the Executive Director of VHDA and the Managing 

Director of Development Programs, the Development Officer or Analyst will 
upload a signed version of the EDAR into the ProLink system, change the 
Stage to B/ED Approval Request and Status to Completed and enter a B/ED 
Approved Date. The B/ED Approved Date will generate a ProLink alert and 
send to the assigned deal persons. At the end of the month the Construction 
Loan Coordinator will scan and send the E.D.A.R’s to the Office Manager to 
go out to the Board members.   

                          _______________________________________________________________ 
 

Distribution Following presentation by the DO to the Loan Review Committee (Chief of 
Programs, Chief Counsel, Chief Financial Officer, Managing Director of 
Rental Housing, Managing Director of Community Outreach, and Director of 
Rental Housing) and approval by the LRC, the EDAR form is routed for 
signature to the Director of Rental Housing, Managing Director of Rental 
Housing, and Executive Director. 
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3.4)       TEFRA (Tax Equity and Fiscal Responsibility Act  
  

Overview The Tax Equity and Fiscal Responsibility Act of 1982 (“TEFRA”) requires that 
VHDA’s tax-exempt multifamily bonds must be approved by the Governor 
prior to issuance of the bonds.   

 
___________________________________________________________ 
 

Process TEFRA Process 
• Draft the TEFRA form, then upload the TEFRA into ProLink and 

provide to VHDA Special Tax Counsel. The TEFRA form should be 
completed and given to the Special Tax Counsel as soon as the 
development officer is aware of a tax exempt deal. 

• TEFRA ad is approved by the VHDA Special Tax Counsel 
• If approved, the TEFRA ad is published in five major newspapers with 

circulation in Virginia. 
• Next, a public hearing, known as the “TEFRA hearing”, is held at 

VHDA. 
• The minutes of the hearing and a request for approval are sent to the 

Governor. 
• Upon approval from the Governor of the issuance of the bonds, 

VHDA is now able to proceed with the bond sale. 
• The proceeds of the sale of the bonds are used to finance VHDA 

projects. 
 
 Refer to Appendix H for a sample TEFRA ad. 
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3.5)                Appraisal Report  
Purpose The appraisal assists the Development Officer in determining the property’s 

fair market value.  Value is essential, because in all VHDA loans, value is 
one variable considered to determine the borrower’s loan amount.  There is a 
limitation of 90% loan to value for for-profit developers and 100% loan to 
value for non-profit developers are the applicable limits. 
 
The Multifamily Development staff reviews the appraisals and performs their 
own economic valuation to determine the final “Loan to Value Ratio” and final 
loan amount to recommend for commitment. 

 
 
When to use 

 
Generally, an appraisal is required for all loans underwritten by VHDA.  
However, in some instances a current Real Estate Assessment may be used. 

 

  
Qualified 
Appraiser 

The appraiser must hold one of the following designations: 
• MAI:  Member of Appraiser’s Institute  
• SRPA: Senior Real Property Analyst 
• SREA: Senior Real Estate Analyst 
• SRA: *for single family residences only 
• For all VHDA loans to be financed using the HUD Risk Sharing Program, all 
appraisal functions must be completed by Certified General Appraisers, 
licensed in the State of Virginia.  All appraisal functions for VHDA loans to be 
financed with the HUD Risk Sharing Program must also be completed in 
accordance with the Uniform Standards of Professional Appraisal Practice. 
 

______________________________________________________________ 

 
Outputs The appraiser must submit a written and certified report to the development 

officer.  All reports must be addressed to VHDA or name VHDA as an 
authorized user. If the report is not addressed to VHDA or VHDA is not 
named as an authorized user, then a reliance letter is required. 
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3.6)                VHDA Minimum Environmental Assessment 
Requirement The Development Officer should discuss environmental concern findings 

with their supervisor and document these decisions on how to deal with 
reported environmental concerns with a file memo. 

 
VHDA MINIMUM Environmental Assessment Guidance – effective date 03-01-2013 
 
1.0 Environmental Requirements 

1.1 The Applicant will retain a qualified Environmental Professional (EP) for 
completion of required environmental due diligence studies.   Required studies 
are as follows: 

Small Deals (<1 million):  Environmental Transaction Screen Process 
(TSP) 
Large Deals (>1 million):  Phase I Environmental Site Assessment (ESA) 

1.2 The report must indicate the inspection date, and to whom the study is 
addressed. VHDA must be an addressee.   Reports must be submitted within 
180-days after the inspection date.   

   
2.0 Small Deal* Environmental Due Diligence    *Deal means Total Development Cost 

The Environmental Transaction Screen Process (TSP) is designed for rapid turnaround, 
small capitalization projects utilizing the ASTM E1528-06 for Limited Environmental Due 
Diligence: Transaction Screen Process to provide an acceptable degree of confidence 
about a property’s environmental concerns.  Users must be aware that TSP reports are 
limited in nature and do not meet the requirements of CERCLA’s "Landowner Liability 
Protections."   
2.1 Transaction Screen Process (TSP) reports are at a minimum required to: 

2.1.1 Demonstrate compliance with ASTM E1528-06, and include a completed 
Environmental Transaction Screen Questionnaire 

2.1.2 Include an environmental database review of standard environmental 
record sources 

2.1.3 Contain a limited historical review (1 source) 
2.1.4 Include a site reconnaissance, documented via photographs and a site 

diagram 
2.2 The TSP report is to include a conclusion section that summarizes potential 

environmental concerns connected with the Property, their impact on the 
Property, and any recommended additional studies.   

 
3.0 Large Deal* Environmental Due Diligence     *Deal means Total Development Cost 

Due diligence reporting utilizing the ASTM E-1527-05 Standard Practice for 
Environmental Site Assessments:  Phase I Environmental Site Assessment Process is 
intended to constitute “all appropriate inquiry” into the previous ownership and uses of a 
property, consistent with good commercial or customary practice. 
3.1 Phase I Environmental Site Assessment (ESA) reports are at a minimum 
required to: 

3.1.1 Demonstrate compliance with ASTM E-1527-05, as amended 
3.1.2 Demonstrate compliance with the EPA All Appropriate Inquiry (AAI) 
3.1.4 Include an environmental database review of standard environmental 

record sources 
3.1.5 Contain historical review and documentation to either the property’s first 

developed use or minimum of 50 years, with data-gaps discussed for 
non-compliance 
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3.6)                VHDA Minimum Environmental Assessment (cont’d) 

 
3.1.6 Include site reconnaissance, documented via photographs and site 

diagram 
3.1.7 Conduct interviews with past and present owners, occupants, and 

government officials 
3.1.8 Address common housing-related “Non-Scope Considerations” as 

discussed in Section 13 of the ASTM standard.  All testing must be 
conducted in accordance with applicable local, state and federal 
regulations and licensing requirements.  Out of scope items must include 
the following: 
3.1.8.1 Asbestos-Containing Materials (ACM) 
The environmental consultant must either render a professional opinion 
that the Property contains no ACM, or an asbestos inspection is required.  
Identified or presumed ACM must be managed under an operations and 
maintenance (O&M) plan.  Renovation and demolition activities are to 
comply with Virginia Uniform Statewide Building Code provisions for 
asbestos.  
3.1.8.2 Radon Gas 
The environmental consultant must evaluate the EPA Map of Radon 
Zones or other similar state/local published material to render a 
professional opinion that the Property either presents low risk for Radon 
exposure, or the environmental consultant must collect samples.  
Typically, buildings located in EPA Radon Zone 1 and 2 require additional 
evaluation (testing), unless the construction features intrinsically safe 
design. 
3.1.8.3 Lead Based Paint (LPB) 
The Environmental Professional is to adhere to the requirements of the 
Lead Safe Housing Rule (24CFR35) for all pre-1978 “target housing” and 
perform testing and/or risk assessment as required by the Rule.  
Assumed or documented LBP must be managed under a site-specific 
O&M plan, to include abatement during disturbance, renovation or 
demolition.  
3.1.8.4 Lead in Water Concerns 
The environmental consultant is to comment on the potential for lead-in-
water based upon date of construction, age of plumbing systems, 
municipal records, and other sources.  Testing should be considered if a 
risk is identified.   

3.1.9 Address common development-related “Non-Scope Considerations” to 
include: 
3.1.9.1 Flood Plains / Floodways 
3.1.9.2 Wetlands, to include State waters/streams/buffers 
3.1.9.3 Noise 
3.1.9.4 Endangered Species 
3.1.9.5 Historic Designation 
3.1.9.6 Coastal Zone Management (CZM) 
3.1.9.7 Vapor Encroachment Tier 1 Screening 
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3.6)                VHDA Minimum Environmental Assessment (cont’d) 

 
3.2 The Phase I ESA must include a conclusions section that summarizes all 

Recognized Environmental Conditions (RECs) connected with the Property and 
the Environmental Professional’s opinion of the impact on the Property.  The 
environmental consultant shall provide an analysis of the completeness of the 
research and supporting documentation.  If additional investigations are 
recommended, follow Section 4.0 guidance. 

 
3.3 Reporting must include the inspector and preparer’s professional qualifications, 

documentation of Environmental Professional (EP) credentials, and evidence of 
Errors and Omission (E&O) insurance with a minimum $1m in coverage. 

 
4.0 Phase II ESA Intrusive Investigations  

The purpose of the Phase II is to ascertain by sampling, testing and intrusive 
investigations whether Recognized Environmental Conditions (RECs) identified in the 
Phase I ESA have resulted in adverse site conditions.  A Phase II ESA is required if: 
 

a. The Phase I ESA comes to no definite conclusion regarding the presence of a REC 
b. The Phase I ESA indicates that there is a REC, and corrective action is potentially feasible 
c. The Lender requires a Phase II ESA for reasons that are described to the borrower 

 
It is recommended that the ASTM E1903-11 Environmental Site Assessment: Phase II 
Environmental Site Assessment Process standard be followed, as well as applicable 
Virginia Department of Environmental Quality (VDEQ) regulations.  
 

5.0 Properties with Existing Environmental Conditions or Remediation 
Properties with environmental remediation as an element or condition of proposed 
construction must be covered under a site-specific remediation plan(s) with approval 
from the VDEQ.  If provided, the environmental consultant will review any remediation 
documentation to treat, contain, or abate all such identified environmental conditions, as 
necessary to render the property acceptable.   The environmental consultant is required 
to classify each remedial action as either a complete removal of contamination, or 
incomplete removal of contamination.  In instances of incomplete removal, institutional 
controls may be required (e.g. O&M Plans, land use agreements, soil capping etc.).    All 
remediation plans are required to be in compliance with applicable state and federal 
regulations. 
 
Should the Environmental Professional (EP) identify actionable RECs during the course 
of an Environmental Site Assessment, all recommended remedial methods must be in 
accordance with applicable State and Federal Regulations.1 

  
  

 
1  
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Chapter 4 Architectural & Engineering Review (A & E) 

4.1)            Overview                        
____________________________________________________ 
 
Purpose 

 
The architectural and engineering (A&E) review process mitigates risk to the 
Authority’s uninsured loan portfolio.  Reviews begin at the time of loan 
application and continue through underwriting. Multifamily developments are 
reviewed to: 
• ensure a marketable product 
• determine project costs feasibility  
• evaluate the project’s construction quality 
• assess completion of plans and specifications  
• check compliance with various building codes. 
• determine compliance with the Authority’s Minimum Design and 

Construction Requirements (MDCR) 
 
In addition, all 4% LIHTC developments undergo an A&E review to ensure 
compliance with the Authority’s MDCR and inclusion of developer selected 
tax credit enhancements. 

 

 
Principal 
participants 

The principal staff for the A& E review process are the: 
• Development Officer (DO) 
• Tax Credit Allocation Officer (TCAO) 
• Design and Construction Group Manager (DCGM) 
• Design Control Manager (DCM) 
• Design and Construction Officer (DCO) 
• Construction Control Manager (CCM) 
• Construction Control Officer (CCO) 
• Borrower/Developer/Architect of Record 
 

Roles  Below is an overview of the principal roles in the A&E review process: 
 

Staff Role 
Development Officer (DO) and Tax 
Credit Allocation Officer (TCAO) 

Serves as final decision maker in the process including: 
• when to consult the DCGM (primarily for technical issues) 
• the final scope of work   

Design and Construction Group 
Manager 

• Serves as liaison between the Design and Construction Group and all 
other Virginia Housing Rental Housing departments for technical 
guidance  

• Directs both the Design Control Manager and the Construction Control 
Manager 

• Advises on construction contract and owner/architect agreement change 
requests, and reviews stored material supplements. 

• Authors the MDCR and leads waiver request review team 
• Creates processes and policies affecting the department, and Virginia 

Housing stakeholders and partners  
 

Design Control Manager (DCM) In addition to DCO duties, directs a team of DCOs, and manages team 
workflow. Implements Design and Construction Group policies 
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Design and Construction Officer 
(DCO) 

• Performs A&E reviews, prepares advisory comments, and serves as 
technical counsel to DO, CCO, and/or Asset Managers. 

• Performs site visits to various existing/rehab projects. 
• Provides cursory cost analysis and GC qualification review 

 
Construction Control Manager (CCM) In addition to CCO duties, directs a team of CCOs, and manages team 

workflow. Implements Design and Construction Group policies  
Construction Control Officer 
(CCO)  

Serves as field representatives for Virginia Housing by: 
• ensuring construction work conforms to Virginia Housing contract 

documents 
 
• informing Borrower/Developers of key A&E issues at the pre-

construction conference and ensuring essential documents are at the 
site 

• overseeing implementation of A&E decisions. 
• documenting issues discovered during construction 
• serving as technical counsel  to DO, and Asset Managers 
• communicating progress and concerns to DOs and DCD 

 
• approving monthly construction draw amounts (work in place) 
Ensuring construction work conforms to the Virginia Housing contract 

documents 
 

Borrower/Developer/Architect of 
Record 

Receives, negotiates, and implements A&E advisory comments and 
provides plans, specifications, work write-ups in response to Virginia 
Housing A&E memos. 
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4.2)             Architectural and Engineering Process 
              
Forms and 
documents 

 
The forms and documents for the process are: 

• Minimum Design and Construction Requirements 
• Cabinet Review Form 
• Waiver Request Form 
• A&E memo 
• Prolink Plan Review Log 
• Procorem Plan Review Work Center 
• Signed Virginia Housing Contract Set of plans and specifications. 

 

  
Process The process is described in the chart below. 
 

Stage Description 
1 Prolink alerts Design Control Manager of new loan application 
2 Design Control Manager assigns Design and Construction Officer to deal 

in Prolink 
3 Development Officer: 

• Creates Procorem Plan Review work center 
• Invites the DCO, developer and architect of record to join the work center 
• Sends welcome email with process instructions  
 
 

4 Borrower/Developer/Architect of Record submits required A&E documents 
through Procorem 
 

5 Design and Construction Officer: 
• Downloads documents from Procorem 
• Verifies submission is complete 

•  If incomplete DCO creates list of missing items and submits list to DO, 
developer and architect.  

• If complete DCO performs an initial A&E Review and creates A&E memo.  
Reviews A&E memo with DO and revises as needed 

• Uploads A&E memo to Procorem 
 

 
6 Architect of Record:  

 
• Downloads A&E memo  
• Modifies documents according to A&E memo 
• Responds to memo 
• Uploads revised documents and updated A&E memo to Procorem 

 
 

7 Process continues until memo is closed.  A closed memo is needed for 
commitment 
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8 Architect of Record: 
• Once A&E memo is closed, Architect creates a final contract set of plans and 

specifications 
 

9 Development Team: 
• Architect, Developer and General Contractor sign Virginia Housing signature 

block on drawings and specifications establishing final contract set of 
documents 

 
   10 Architect of Record: 

Uploads signed contract set to Procorem 
11 
 

A&E review concluded.  A&E portion of bond inclusion requirements satisfied 

12 Prolink alerts Construction Control Manager of deal rate lock  
13 Construction Control Manager assigns Construction Control Officer to deal in 

Prolink 
14 

END 
Construction Control Officer schedules and conducts pre-construction 
conference.  See Section 8.2 
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Chapter 5 Intentionally Deleted 
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6.1)                 
 
Purpose  

         Chapter 6   Market Analysis 
 
 Overview 
 
The purpose of the market analysis is to provide an objective review of the 
elements affecting a property’s market standing. 

 ______________________________________________________________ 
 
Principal Staff The principal staff for this function are: 

• the Rental Analyst 
•      the Associate Development Officer, Development Officer and/or 

Senior Development Officer.  

 ______________________________________________________________ 
 
Staff role and 
responsibilities 

The staff role and responsibilities are to: 
• define primary market area 
• identify significant market influences and long-term consequences 
• be attentive to issues affecting the market and the subject’s   

competitive standing 
• substantiate market issues with facts or the best available information  
•     conduct physical inspections of the market as needed  

 __________________________________________________________ 
 
  
Reports 
generated 

Reports generated for the master file are: 
• Rent Adjustment Tables by floor plan 
• Property Features Report 
• Third-party report such as CoStar or similar 
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Chapter 7    Approval of Loan 

7.1)             Commitment Authorization Request (C.A.R)    
 
Purpose 

 
The Commitment Authorization Request, commonly referred to as a C.A.R, 
is a document submitted by the Development Officer to the Director of 
Multifamily Development Programs, Director of Development and the 
Executive Director requesting approval to issue a loam commitment.   
 
 

  
 
Description 

 
The E.D.A.R includes a description of the following: 

• Loan Purpose 
• Developer Name 
• Site Description/Location 
• Proposed Unit Mix, Unit Sizes, Rents 
• Financing Summary, to include a maximum loan amount, loan term 
• Estimated Total Development Costs 
• Estimated loan to Value 
• VHDA Loan Fees 

 
Appendix I shows a sample C.A.R  
 

 
 
Distribution 

 
Following presentation by the DO to the Loan Review Committee (Chief of 
Programs, Chief Counsel, Chief Financial Officer, Managing Director of 
Rental Housing, Managing Director of Community Outreach, and Director of 
Rental Housing) and approval by the LRC, the EDAR form is routed for 
signature to the Development Officer, Director of Rental Housing, Managing 
Director of Rental Housing, and Executive Director. 

 
 
Authorization 

 
If approval is given by the Executive Director of VHDA and the Managing 
Director of Development Programs, the Development Officer or Analyst will 
upload a signed version of the CAR into the ProLink system, change the 
Stage to CAR Approval Request and Status to Completed and enter a CAR 
Approved Date. The CAR Approved Date will generate a ProLink alert and 
send to the assigned deal persons.  
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7.2)                          Information for Legal Form   
Purpose The mortgage loan commitment binds the agreement of terms and conditions 

established by VHDA.  Legal uses this data to prepare the Commitment. 

 

  
When to issue The loan commitment is issued upon approval of the Commitment 

Authorization Request by the Executive Director.  An information for Legal 
Form is prepared by the Development Officer. See Appendix J for a sample 
Information for Legal Form.  

______________________________________________________________ 

  
Issuance 
responsibility 

After C.A.R approval, the mortgage loan commitment is: 
• prepared by the assigned legal representative based on the C.A.R 

and C.A.R.D. 
• reviewed and executed by the DO and 
• sent to the borrower/mortgage banker by the Legal division. 

    



 

MF Policy & Procedures Manual     

7.3)             Acceptance of the Commitment    
Development 
Officer’s 
Responsibility 

Once the Development Officer signs the Commitment, they must input the 
following information in ProLink: 

• Commitment Date 
• Commitment Expiration Date 
• Change the Stage to Commitment and the Status to Completed. 

 
 

Borrower’s 
responsibility 

The borrower: 
• must accept the commitment within the time period specified in the 

commitment 
• must return the required balance of Processing, Financing and 

Standby Fees 
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7.4)             Changes in Terms of the Transaction after 
Issuance of the Commitment    

Terms of the 
transaction 
has changed 
and result in 
changes to 
the loan 
documents 

• If the terms of the transaction have changed after the issuance of the 
Mortgage Loan Commitment and will result in changes to the loan 
documents should be clearly communicated to the Legal Department. 

• Legal will give the Development Officer’s the final versions of the 
construction loan documents to review and confirm that all numbers 
are accurate. 

• The Development Officer will notify legal of changes in the terms of 
the transaction that occur after issuance of the Mortgage Loan 
Commitment by memo/e-mail. 

• The final signed loan documents constitute the Borrower’s 
acceptance of these changes. 

_____________________________________________________________ 
  
  



 

MF Policy & Procedures Manual     

Chapter 8   Administration of Multifamily Loans 

8.1)                  Overview 
Processing 
the loan 
commitment 

• Commitments are returned to the designated Construction Loan 
Accountant (CLA). 

• CLA ensures copies are also received by Development Officer (DO) 
and Legal Department. 

• CLA processes the related fees when received and inputs the 
information into ProLink.   

• CLA enters Commitment Effective Date into ProLink; this is the date 
the signed commitment and all fees are received by VHDA. 

• DO or Analyst uploads a copy of the executed commitment into the 
Documents section of ProLink. 

  ____________________________________________________________ 
 
 

Distribution of 
loan 
commitment 

  The Commitment is uploaded into ProLink and an alert is sent to the 
following: 

• Loan Servicing Officers, RH Servicing 
• Sr. Accountant/Data Reporting Officer, RH Servicing 
• Escrow Administration Supervisor, RH Servicing 
• RH Insurance Administrators, RH Servicing 
• Director of Rental Housing Servicing, RH Servicing 
• RH Business Support 
• Program Compliance 
• Asset Manager, Compliance & Asset Mgmt 
• Assigned Attorney 
• Construction Control Manager, Construction Control 
• Construction Control Officer, Construction Control 
• Construction Control Coordinator, Construction Control 
• Senior Finance Manager, Capital Markets 
• Finance Manager, Capital Markets 
• Construction Loan Accountant, RH Development  
• Development Officer, RH Development 
• Tax Credit Allocation Coordinator, RH Tax Credit Allocation 

 
 
  ____________________________________________________________ 
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8.2)            Pre-Construction Conference Requirement 
 
Background The pre-construction conference is part of the Construction Loan Draw-

Disbursement Process and a condition of loan commitment.   
 
The conference is generally held: 

• after all owner, contractor, and owner-architect agreements are 
signed  

• before or as close to initial closing as possible 
• before the first construction draw request and 
• before any construction starts.  

 
  
Purpose  

 
The purpose of the conference is to: 

• identify key staff 
• review VHDA operating procedures such as the draw-disbursement 

process 
• review Minimum Design and Construction Requirements 
• clarify roles and responsibilities and  
• review documents essential to the process 
• review LIHTC enhancement point items, if applicable. 
• Identify recurring on-site meeting time 

 
Documents 
essential to 
discuss 

 
The following are documents to review during the conference: . (Click “No” 
when message box pops up) 

• Pre-Construction Conference Record  
• Application for Disbursement  
• Change Order Disbursement Form  
• Change Order Transmittal Form  
• AIA G701  
• Contractor Requisition Form 
• Trade Payment Breakdown  
• Unit-by-unit survey 
• Minimum Design and Construction Requirements 

 

_____________________________________________________________ 
Conference 
coordinator 

The conference is scheduled by the Construction Control Coordinator after 
receiving Prolink rate lock alert 

______________________________________________________________  
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Conference 
participants 

The following should attend the conference: 
• Virginia Housing Construction Control Officer  
• Design and Construction Officer (when needed) 
• Virginia Housing Development Officer assigned to the project 
• Construction Control Accountant 
• Owner/Developer 
• General Contractor 
• Major subcontractors as needed 
• Project Representative or Construction Manager and 
• Architect of Record (and supervising architect if different from 

Architect of Record) 
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8.3)               Pre-Construction Conference Agenda  
Model agenda The agenda is established by the Construction Control Officer or Design and 

Construction Officer.  The following is the recommended agenda: 
• Identification of key staff 
• Review of owner’s chain-of-command 
• List of subcontractors for the job/project 
• Verification of start-up and completion date 
• Review and receipt of construction progress schedule 
• Review of Construction Loan Draw Disbursement Process 
• Review documents: 

• Application for Disbursement 
• Contractor’s Requisition 
• Trade Payment Breakdown 
• Construction Interest 
• Retainage 
• Escrow 

• Process for handling: 
o Field changes 
o Change orders 
o Substitution of materials 
o Provision of test reports 
o Provision of shop drawings 

 
• Discussion of Construction Issues: 

o Scope of work 
o Quality control 
o Punch list 
o LIHTC Amenities selected for points 
o A&E Review 
o Minimum Design and Construction Requirements (The 

minimum design requirements can be found on 
www.virginiahousing.com) 

o Minimum cabinet requirements 
 
• Loan Closing Issues: 

o Pre-closing review 
o LD LOC review 
o Retainage release 
o Escrow 

 
• Establishment of: 

o dates 
o times and 
o places of on-site observations. 
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\8.4)              Construction Changes Approval Process 
 
Purpose 

 
The Construction Changes Approval Process is designed to promote quality 
developments and protect the Authority’s security and reduce exposure to 
excessive cost increases.   Virginia Housing requires the Owners and/or 
General Contractor to: 

• inform Virginia Housing of all construction changes, as required per 
Virginia Housing closing documents; 

• file the appropriate forms and discuss all changes with the Construction 
Control Officer and/or Design and Construction Officer; and  

• request and receive approval prior to the changes taking place. 

 

   
Change order 
definition 

A change order is a written order to the General Contractor, signed by the 
owner and the supervising architect, and approved in writing by Virginia 
Housing. Change orders often result from unforeseen conditions, which arise 
during the course of construction and were not considered in the original 
plans and specifications.  They are only appropriate when there is a change 
in the scope of work as specified by the plans and specifications.  An 
approved change order can result in a revised subcontract amount for the 
specific trade item and ultimately will cause an increase or decrease in the 
total contract sum at final closing.  VHDA does not fund or allow changes 
in the contract amount prior to closing; changes after closing are 
documented by properly executed change orders approved by a 
Virginia Housing Authorized Officer (Development Officer). Virginia 
Housing does bot allow the owner to contract for labor or material 
outside of the Virginia Housing construction contract. 

  
Field order 
definition 

A field order is a written order to the General Contractor, signed by the owner 
and the supervising architect, and copied to Virginia Housing.  Field orders 
are minor changes in the scope of construction that will not involve an 
adjustment in the Contract Sum or an extension of the contract time. 

___________________________________________________________  
 
Forms 

 
Virginia Housing requires two forms for submitting change orders and field 
orders.  

 
Form Description 

Construction Change Orders 
Transmittal Form 

This is the Virgnia Housing form for approving and filing 
the request for construction changes. 

American Institute of Architects 
(AIA)  

Appropriate AIA forms include: 
• AIA Form G701 
• AIA Form G709 and 
• AIA Form G810. 

 
 _____________________________________________________________ 
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Business rule 

 
Changes may not be made to the Trade Payment Breakdown after initial 
closing, unless approved by the Director of Multifamily Development 
Programs. 

                            
  

Construction Changes Approval Process (continued): 
 

Step Action 
1 The Owner/General Contractor discusses the construction changes with the 

Construction Control Officer (CCO) or Design and Construction Officer (DCO). 
2 The Owner/General Contractor emails one copy of the: 

• VHDA Construction Changes Transmittal Form and 
• the appropriate American Institute of Architects (AIA G701) form  
• to changeorder@virginiahousing.com 

3 The Construction Control Coordinator logs-in the construction change request in 
ProLink and sends to the CCO.   

4 CCO/DCO receives and reviews the change request.  The CCO/DCO discusses 
the change with the Owner/General Contractor, if not done while at the site.  Note: 
If an issue develops about the change, the CCO/DCO discusses the change with 
the Design and Construction Group Manager 

5 CCO/DCO approves or rejects the change order in Prolink  

6 If CCO approves, Development Officer reviews, then approves or rejects in Prolink 
7 Construction Control Coordinator:: 

• receives alert from Prolink indicating a change order has been either 
approved or rejected 

• creates change order notification form 
• saves notification to Prolink  
• sends notification to GC, owner, and architect of record 
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Chapter 9    Construction Loan Draw Disbursement 

9.1)               Overview 
 
Purpose The purpose of the Construction Loan Draw Disbursement Process is: 

• to process and disburse  the Owner’ s request for loan funds in a 
timely and accurate manner and  

• to protect the security for VHDA-financed projects by: 
o verifying the quantity of construction at each draw point and 
o ensuring the quality of that construction 

 

 ______________________________________________________________ 
 
Principal 
participants 

Principal participants in  the process are: 
• Construction Control Officer (CCO)/Design and Construction Officer (DCO) 
• Construction Loan Accountant (CLA) 
• Development Officer (DO) 
• MF Accounting Department 
• Treasury 
• Owner/Contractor 
• Disbursement Agent/Title Company 
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9.2)             Construction Draw Disbursement Process 
  

Process The Construction Loan Draw Disbursement Process is outlined below: 
 
 

Stage Description 
1 Owner, General Contractor and VHDA Construction Control Officer (CCO) or 

Design and Construction Officer (DCO) schedule site inspection. This generally 
occurs at the pre-construction conference and/or site visit.   
 
NOTE: CCO/DCO maintains the schedule for draw inspections on his/her Microsoft 
Outlook Calendar. 

2 CCO/DCO reviews draw at the site to determine that the work-in-place justifies the 
amount of the draw.  Line items may be adjusted at the discretion of the CCO/DCO.  
If CCO/DCO determines that requested work-in-place is not ready, he may reject 
the application and reschedule the draw. 
Accepted draw:  If the CCO/DCO accepts the draw request, the CCO/DCO amends 

the Contractor’s Requisition form, if needed, onsite and approves it after the 
Architect approves the form on Procorem.   

Rejected draw:  If the CCO/DCO rejects the draw request, the CCO/DCO 
reschedules the site inspection and informs the D.O of the decision. This is rare 
as usually the CCO/DCO, Contractor, and Architect agree at the site visit how 
much has been completed, and adjustments are made in real time with the online 
form through Procorem/Budget Pro.   

 
3 A fully executed copy of the draw (with CCO’ s/DCO’s signature will then be 

submitted by either the owner or General Contractor into Procorem/Budget Pro 
online and the CLA receives a notice they are ready to upload.  . 
 
Fully executed copy of draw or revised draw includes: 

• Application for Disbursement  
• Contractor’s Requisition  
• Invoice Cover Sheet 
• Invoices for soft costs 
• Change Order Request Form (if requesting change orders) 
• G702 and G703 (if requesting change orders) 

      
Required signatures on a fully executed draw include the (which may be provided 
in multiple parts): 

• Owner 
• Contractor 
• CCO/DCO and 
• Supervising Architect 
• Development Officer 
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4 The CLA reviews the draw packet for completeness and accuracy and will input the 
fully executed draw in the ProLink draw system.  If errors are present, the CLA will 
work with the submitter to make corrections, and new corrected documents may be 
submitted.   
 
The CLA will prepare the draw request for approval by the Development Officer 
(DO). 
An alert will be sent to the Assigned DO for approval. The DO enters the approval 
date after verifying the draw data.  See.  DO approval is required for all draws. 
 
Title Endorsements: 
Draws will be disbursed based upon the title run-down performed by the title 
insurance company, and reported to Multi-Family, and the issuance of an 
endorsement to the title insurance policy based upon that run-down even if the 
actual disbursement takes place later in the day or indeed on the following day or 
the day after. We would have insurance coverage for that draw good through the 
date and time of that endorsement, which is normally 8:00 a.m. or 8:30 a.m. the 
day of the title run-down, and up to the dollar amount of that endorsement (which 
must match the total of all draws for Virginia Housing funds).  
  

5 All regular construction draws are disbursed by wire.  The CLA wires these funds 
from the Online Treasury Manger with Truist.  These wires are seconded by 
another CLA.    If a draw is disbursing funds from an account other than the normal 
Rental Housing Bonds Checking account, Treasury will take over wiring the funds.  
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9.3)            Maintenance of Project Letters of Credit  
Background The following letters of credit are kept and maintained by the Construction 

Loan Accountant (CLA) during the construction period to avoid a lapse in the 
expiration date: 

• Completion Assurance Letter of Credit or cash 
• Other forms of Letters of Credit or cash 
 

 _____________________________________________________________ 
 Policy VHDA requires letters of credit or cash and insurance policies as collateral 

during the construction period.  The Construction Loan Accountant is 
responsible for the maintaining the documents.   
Letter of Credits: 
The required amounts for Completion Assurance and Latent Defect letters of 
credit (“LOC”) are set forth in the Mortgage Loan Commitment.  These 
amounts are based on the Total Contract Sum as it exists at the time the 
Commitment is prepared.  These amounts are binding on the Mortgagor 
absent an agreement by the Authority. 
 
The Development Officer can decide whether to make changes to the LOC 
amounts when there are changes (both increases and decreases) to the 
Total Contract Sum.  
 
If the Total Contract Sum decreases, it is within the DO’s discretion to have 
the LOC amounts remain the same.  In fact, frequently the Mortgagor prefers 
this course because of the difficulty in obtaining an amendment to a LOC that 
is already issued. 
 
If the Total Contract Sum increases, the DO has discretion to increase the 
letter of credit or leave it at the same amount.   
 
If the LOC requirement is not changed, the DO should prepare a note to the 
file to memorialize their decision and basis for that decision.  If the LOC 
amount is changed, it may simply be reflected in the final Completion 
Assurance Agreement. 
 
 
 
 

_____________________________________________________  
 
Monitoring 
procedure 

The monitoring procedure is outlined below. 

 
Step Action 

1 The Construction Loan Accountant (CLA) enters the following 
information into ProLink: 
• all Letters of Credit and cash Securities  
• the amounts  
• the expiration dates, issuing institution, date of issuance, and ID 

number for all LOCs.   
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2 The ProLink Draw Alert 5.00 will notify the various recipients at 
30, 60 or 90days prior to expiration for each Letter of Credit. 

 
It is the responsibility of the DO to notify the clients of any expiring 

Letters of Credit.  It is also the DO’s responsibility to permit 
release or reduction of the Letter (s) of Credit. 

 
When releasing letter of credits, an email or some form of 
documentation needs to be sent to the Construction Loan 
Accountant with the Development Officer’s decision whether to 
release the letter of credit or not.  An attorney’s authorization is 
also needed to return a standby LOC.  The CCO’s authorization is 
also needed to return a latent defect LOC. 
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Chapter 10      Closing of the Loan 

10.1)           Loan Closing Process 

 
Process The initial/permanent loan closing process is outlined in the table below. 
 

Stage Description 
1 Construction Loan Accountant receives signed commitment and fees from 

borrower and follows Section 8.1- Administration of Multifamily Loans. 
2 At receipt of commitment the VHDA attorney and the borrower’s attorney work 

together to set the date of Closing. 
3 DO schedules the Construction Control Officer (CCO) or Design and Construction 

Officer (DCO) at the appropriate time to perform final inspection. 
4 For a permanent loan closing, the DO and/or Attorney requests Closing Memo 

from RH Servicing Department. 
5 VHDA attorneys will: 

• schedule actual loan closing date and 
• notify the Development Officer  

6 The Construction Loan Accountant changes the Stage and Status in ProLink.   
The Closing Date, the date in which the Deed of Trust Note is dated, is added in 
ProLink by the Paralegal. 
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10.2)           Final Closing Determination Review  
Definition Final Closing Determination is the stage before the final loan disbursement 

when the Development Officer checks for compliance with the Code of 
Virginia statute. 

 

   
Statute 
requirement 

The statute is § 36-55.33:1of Chapter 1.2 Virginia Housing Development 
Authority Act which states that VHDA cannot loan in excess of: 
• Ninety-five (95%) of the total approved development costs to a for-profit 

sponsor and 
• One hundred (100%) of the total approved development costs to a non-

profit sponsor. 

 

  
Review The Final Closing Determination Review occurs after construction of the 

development and the certification of the costs.   The review includes the 
Development Officer reviewing the: 

o Mortgagor’s and Contractor’s Cost Certifications  
o Servicing Department escrow memo for accuracy 
o Total of previous disbursements  
o Balance of available funds 

• Development Officer authorizing the final disbursement. 
•  Prepares final Closing Determinations form 
•  Coordinates between the Legal Department and CLC for 24 hour notice for 

wiring of funds.  
•  If Tax-Exempt, prepares Final Good Money/Bad Money form and supply to 

Legal Department. 
 _____________________________________________________________ 
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Chapter 11    Records Management 

Storing Final Plans and Specifications 
Background Virginia Housing has transitioned to electronic storage of loan underwriting 

and A&E files, storing all documents in ProLink as the repository and 
following the appropriate file retention Policy. 
 
Where possible, Virginia Housing is working to make digital copies of legacy 
documents and materials that require retention.  
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Contractor
Under Recruitment
Vacant

Governor
Glenn Youngkin

Board of 
Commissioners
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Contractor
Under Recruitment
Vacant

Board of 
Commissioners

Chief Executive Officer 
Tammy Neale
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Contractor
Under Recruitment
Vacant

Chief Executive Officer 
Tammy Neale

Chief Financial Officer
Hil Richardson

Chief Counsel 
Fred Bryant

Chief Operations Officer 
Janet Wiglesworth

Assistant to the Chief 
Executive Officer

Sandy Edwards

Chief of Programs
Monique Johnson

Managing Director of Rental 
Housing 

John Bondurant

Associate Chief
Monica Jefferson

Fellow
Keandra Davis

MD of Homeownership
Michael Urban

MD of Community Outreach
Madelyn Peay

Chief of Staff
Tara Jenkins

Executive Office Manager
Artonda Cheeseman

Sr. Executive Assistant
Michelle Jackson

Executive Program 
Administrator

Marissa Arnold

Intern
Katelyn Staples

CONTR Executive 
Administrative Assistant

Jordanka Kida

Administrative Assistant
 Vacant

Internal Audit Director
Cindy Patterson

Internal Staff Auditor
Shayla Bailey

Internal Staff Auditor
Keyron Scott

Lead Internal Auditor
Mindy Sanders

Intern
Ibraheem Masood

Intern
 Vacant
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Contractor
Under Recruitment
Vacant

MD of Community Outreach
Madelyn Peay

Sr. Executive Assistant
Bonnie McRae

Sr. Community Outreach 
Officer 

Sherry Long

Director of Grant Programs & 
Initiatives

Kelly Gill-Gordon
Director of Strategic Housing

Chris Thompson

Community Outreach 
Regional Manager

Cliff Millirons

Community Outreach 
Operations Coordinator

Doug Carrico

Strategic Housing Manager
Mariah Williams

Strategic Housing Officer 
Frank Curbeira

Sr. Strategic Housing Officer-
PD

Matt Bolster

Strategic Housing Officer 
Luke Tate

Strategic Housing Officer 
Christopher McNamara

Community Outreach 
Regional Manager NOVA

Kanesha Brown

Strategic Housing Officer 
NOVA

Ayan Addou

CONTR Special Advisor to 
Community Outreach

John Payne

Director of Housing 
Opportunity Programs and 

Initiatives

Yilla Smith
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Contractor
Under Recruitment
Vacant

Director of Grant Programs & 
Initiatives

Kelly Gill-Gordon

Community Outreach 
Compliance Officer

Keith Sherrill
Associate Community 

Outreach Officer

Ashley Brown
Grant Programs Manager

Catrina Paige

Grant Programs Officer
Carolyn Coleman

Grant Programs Officer
Yolanda Dickerson

Grant Programs Officer
Kayla Moses

Grant Programs Officer
Amanda Gordon

Grant Programs Officer
Katrina Booker

Grant Programs Officer
Carina DeRoche Henry

Grant Programs Officer
Sid Alvarado

Intern
Anna Leonard

Community Outreach 
Compliance Officer

Keith Reibsome

Education and Training 
Manager

Cynthia Taylor

Education and Training 
Officer

Michala Wildman

Associate Education and 
Training Officer

Sandra Chavez

Education and Training 
Officer

Keith McMillon

Education &  Sponsorship 
Coordinator

 Vacant
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Contractor
Under Recruitment
Vacant

Director of Housing 
Opportunity Programs and 

Initiatives

Yilla Smith

Program Compliance 
Manager

Patrice Freeman

Sr. Program Compliance 
Officer

Melissa Johnson

Sr. Program Compliance 
Officer

Yanea Godley

Sr. Program Compliance 
Officer

Tawnia Jeffrey

CONTR Housing Choice 
Voucher Program Specialist

Melissa Christiansen

Sr. Program Compliance 
Officer

Craig Wise

Sr. Policy & Training Officer
 Vacant

Housing Opportunities 
Manager

Abby Boyd

Program Officer

Pam Swartzenberg-
Freeth

Reporting and Training 
Officer

Lawanda Merritte

Applications Administrator
Ron Brown

Intern
Thalia Seang

Program Analyst
 Vacant

Policy Analyst
 Vacant

Associate Applications 
Administrator

 Vacant

Administrative Assistant 
Iasia Goodson

Sr. Quality Housing Officer
Jon Harrison
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Contractor
Under Recruitment
Vacant

Chief Financial Officer
Hil Richardson

Special Advisor to Capital 
Markets

Janet Little
Managing Director of Finance 

and Administration

David Henderson

Sr. Procurement Manager
Nicole Thompson

Procurement Specialist
Yvonne Henderson

Sr. Procurement Specialist
Caitlin Burchett

Sr. Procurement Specialist
Kimberly Johnson

Sr. Procurement Specialist
Cheryl Price

Sr. Procurement Analyst
Emery Anderson

CONTR Procurement 
Coordinator

Joe Claiborne

Controller
Jamie Baker

Payroll Manager 
Erin Billingsley

Payroll Administrator
Robin Johnson

Associate Chief
Jason Thompson

Fellow
Jasmine Martin

Managing Director of Capital 
Markets

Andrew Burguiere
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Contractor
Under Recruitment
Vacant

Managing Director of Capital 
Markets

Andrew Burguiere

Special Advisor to Capital 
Markets

Bill Corcoran
Director of Homeownership 

Finance 

Sandy Redd

Finance Manager
Candice Evans

Finance Associate
Katherine Simmons

Finance Associate
 Vacant

Director of Rental Housing 
Finance 

Heather Richey

Sr. Finance Manager
Joe Feaser

Finance Manager
Alex Gambale

Intern
Elena Patino

Finance Analyst
Nate Wise

Treasurer
Barbara Stotler

Assistant Treasurer
Connie Rayburn
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Contractor
Under Recruitment
Vacant

Controller
Jamie Baker

Accounting Manager
Siddique Mohammad

Staff Accountant
Amit Acharya

Staff Accountant
Nina Lapres

Accounting Manager R&O 
Properties

Sudhir Chopra

Sr. Staff Accountant
Grayson Roberts

Staff Accountant
Rion Jones

Accounting Manager 
Homeownership & Investor 

Reporting 

Stephanie Johnson

Investor Reporting 
Supervisor

Brian Luck

Investor Reporting Specialist
Shea Johnson

Investor Reporting Specialist
Melissa Harmon

Sr. Staff Accountant
Hien Phan

Sr. Staff Accountant
Tiera Pringle

Mortgage Payment 
Supervisor

Cleverne Johnson

Mortgage Payment Specialist
Valerie Crampton

Mortgage Payment Specialist
Cathy Pritts

Accounting Manager, Grants, 
Expenses & AP Management

Krystal Powell

Associate Accountant
Wendy Clark

Staff Accountant
Carlos Perez

Staff Accountant
Drew Moser

Associate Accountant
Lavanya Khanna

Sr. Staff Accountant
Crystal Woodson

Accounting Manager
Peter Milana

Budget & Risk Analyst
Dania Luby

Staff Accountant
Charmessia Phanelson
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Contractor
Under Recruitment
Vacant

Chief Counsel 
Fred Bryant

CONTR Strategic Policy 
Consultant

Art Bowen
Deputy Chief Counsel 

Steve Mintz
Director of Policy and 

Planning

Fabrizio Fasulo

Research & Policy Analyst
Frances Stanley

Government Liaison
Demas Boudreaux

Sr. Policy Analyst
DJ Benway

Organizational Development 
Consultant

Matt Steele

Policy Analyst
Michael MacKenzie

CONTR Fellow
 Vacant

Associate Chief
Salathia Johnson

Fellow
Charles Miller
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Contractor
Under Recruitment
Vacant

Deputy Chief Counsel 
Steve Mintz

Director of Information 
Security and Risk 

Management

David Kohan

Risk Manager
Justin Short

Risk Analyst
Caleb Hackett

CONTR Sr. Risk Analyst
Teresa Gigante

Business Continuity Officer
Under Recruitment

Information Security 
Manager

Clifton Dickens Jr

Information Security Analyst
Melia Hill

Information Security Analyst
Ray Kline

Intern
Sequoia Lawson

CONTR ISO Analyst
Brittney Carter

Associate Deputy Counsel
William Wickham

Sr. Counsel
Jennifer McCarthy

Records Officer
Eric Harris

Paralegal 
Ashley McKnight

Associate Counsel
Kevin Jules

Associate Counsel
Riley Henry

Assistant Counsel
Will Kirk

Associate Deputy Counsel
Everett Gardner
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Contractor
Under Recruitment
Vacant

Associate Deputy Counsel
Everett Gardner

Sr. Counsel Manager
Jeffrey Quann

Compliance Auditor
Warren George

Compliance Officer
Chris Moran

CONTR Quality Assurance 
Analyst

 Vacant

Single Family Compliance 
Officer

 Vacant

Legal Records Coordinator
Valerie Thomas

Sr. Counsel Manager
Marshall Jones

Legal Specialist
Tamara Jones

Associate Paralegal
Suzette Ali

Legal Specialist
Loreyna Adkins

Associate Paralegal
Kaylah Horne

Assistant Counsel
Lizzy Ritchie

Assistant Counsel
Jillian Bates

Assistant Counsel
David Hart

Paralegal 
Farzana Farin

Assistant Counsel
Hope Payne

Assistant Counsel
Karen Thompson
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Contractor
Under Recruitment
Vacant

Chief Operations Officer 
Janet Wiglesworth

Support Services Manager
Sheila Gleason

Director of Communications
Kyla Goldsmith-Ray

MD of Human Resources
Lisa Watson

MD of Information 
Technology

Herman Aparicio

Director of Diversity, Equity 
and Inclusion

Adrienne Whitaker
Associate Chief
Maria Pruner

Education and Training 
Manager

LaDonna Cruse

Quality Assurance Analyst
Kathleen Hassell

Process Excellence Manager
Kristi Comvalius

Business Process Analyst
Angie Burton

Business Process Analyst
Antonio Terry

Fellow
Michelle De La Cruz

CONTR Sr. Business Analyst
Blair Just

CONTR Sr. Business Analyst
Jim Black

CONTR Administrative 
Assistant

Yolanda Little
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Contractor
Under Recruitment
Vacant

Director of Communications
Kyla Goldsmith-Ray

Sr. Graphics Designer
Kathryn Scott

Marketing Manager
Christine Rayl

Sr. Marketing Specialist
Tarsha Merz

Sr. Web Designer
Emily Shafer

Marketing and Social Media 
Specialist

Josh Briere

CONTR Editor
Monica Alarcon-Najarro

Marketing Production 
Specialist

 Vacant

Executive Speech Writer
Jason Melvin

Sr. Graphics Designer
Anthony Nesossis

Communications Specialist
Jonathan Neeley

CONTR Creative Manager
Jacqueline Hughes

Sr. Event Planner
Chase Saba

Creative Manager
Under Recruitment

Public Relations Manager
 Vacant
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Contractor
Under Recruitment
Vacant

Support Services Manager
Sheila Gleason

Security Manager
JC Corbett

Logistics Lead
Emma Atkins

Lead Mailroom Coordinator
Dennis Thurman

Facilities Coordinator
Wayne Grebe

Mail Room Coordinator
Alvin Hill

Maintenance Supervisor
Bryan Camden

Maintenance Technician
Dan Freeth

Sr. Maintenance Technician
Terry Jones

Conference Center Liaison
Bryce Dort

Conference Center Manager
 Vacant
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Contractor
Under Recruitment
Vacant

MD of Human Resources
Lisa Watson

Director of Talent 
Development 

Michelle Prosser-
Levasseur

Sr. Talent Development 
Generalist

Jeb Hoge

Learning & Development 
Specialist

Tierra Sampson

Sr. Talent Development 
Specialist

Jazlyn Green

Sr. Instructional Designer
Amanda Sirianni

Instructional Designer 
Meredith Costa

Talent Development 
Generalist

Toni Moore

Talent Development 
Coordinator

Nicole Lilly

Director of Human Resources 
Services

Leslie Wampole

Human Resources Systems 
Analyst

Kim Kearney

Benefits Administrator
Tamicka Hatchett

Associate Benefits 
Administrator

Tracy Hayes

Intern
Kiet Huynh

CONTR Associate Systems 
Analyst

Under Recruitment

Strategy and Change 
Management Consultant

Fred Gatty
HR Director

Dana Williams

Human Resources Generalist
Becky McMahon

Lead Human Resources 
Generalist

Brenna Fitzsimmons-
Perrey

Lead Human Resources 
Generalist

Christy Pesuti

Human Resources Generalist
Jennifer Rivera

Sr. Human Resources 
Generalist 

Brooke Rogers

Sr. Human Resources 
Generalist 

Kim Stewart

Employee Relations Manager
Christina Carey

Sr. Human Resources 
Generalist 

Tricia Flood

Intern
 Vacant
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Contractor
Under Recruitment
Vacant

MD of Information 
Technology

Herman Aparicio

Data Services Director 
Hari Kaniassery

Sr. Data Engineer
Levi Martin

Sr. Data Engineer
Christian Mcbride

Data Analytics Lead
Rob Guarnera

Sr. Business Data Analyst
Reggie Moore

Business Intelligence 
Developer

Nicol Snyder
Sr. Data Architect

Michael Lee

Sr. Data Engineer
Robin Santhosh Mathias

Data Governance Lead
Ayana Hodge

Business Intelligence 
Developer

Malcolm Houston
CONTR Report Developer

Jennifer Howard

Sr. Business Data Analyst
Ian Oommen

CONTR Sr. Data Analyst
 Vacant

Business Services Director 
Darleen Kirkland

Technology Services Director 
Dom Cristello

Enterprise Portfolio 
Management Director

Shannon Cribbs
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Contractor
Under Recruitment
Vacant

Business Services Director 
Darleen Kirkland

Quality Assurance Manager
Heather Weidner

Quality Assurance Analyst
Laurie Hill

Quality Assurance Analyst
Paul Prousalis

System Integration Analyst
Mark McBride

ITIL Service Management 
Analyst

Dannel Jackson

Sr. Quality Assurance 
Engineer

Nish Thanu

Sr. IT Resource Analyst
Patrick Heck

Quality Assurance Analyst
Rizwan Butt

Business Applications 
Administration Manager

Peter Imajo

Business Applications 
Administrator

Christopher Keeter
Business Applications 

Administrator

Marco Howard

Sr. Business Applications 
Administrator

Najla Craddock
Business Applications 

Administrator

Ryan Tharp

Associate Business 
Applications Administrator

Annette Frye
Business Applications 

Administrator

Telicia Chambliss-Brooks

Business Applications 
Administrator

Swetha Vemula
CONTR Business Applications 

Administrator

Cedric Hinojos

Business Application 
Administrator

 Vacant
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Contractor
Under Recruitment
Vacant

Enterprise Portfolio 
Management Director

Shannon Cribbs

Business Technology Partner
Tina McDowney

Sr. Business Technology 
Partner

Bridgett Hackett
Enterprise Portfolio 
Management Analyst

Olga Gorlanova
Sr. Business Analyst 
Meaghan West

PMO Manager
Kelly Gartner

Sr. Project Manager
Susan Griffin

Business Analyst
Shefali Bansal

Sr. Project Manager
Raquel Jones

Business Analyst
Rangeen Al-Shebani

Sr. Project Manager
Chris Burger

Sr. Project Manager
Krishna Sunkari

Business Analyst
LaWanda Kelly

Business Analyst
Meagan Bennett

CONTR Project Manager
Lizzeth Lanier

CONTR Sr. Project Manager
 Vacant
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Contractor
Under Recruitment
Vacant

Technology Services Director 
Dom Cristello

Sr. Cloud Engineer
Greg Hachey

Sr. Network Systems 
Engineer

Mark Sullivan
Systems Engineer

Wai Tsang
Unified Communication 
Collaboration Engineer

Trent Simmons

Sr. Systems Engineer
Sayanna Putrevu

IT Security Manager
Ethan Snead

Security Engineer
Alia Houston

Security Analyst
Morgan Littleton

Security Analyst
Luke Fleshman

CONTR Sr. Security Engineer
Muhammad Basra

Sr. Security Engineer
Anthony Dutra

Intern
Sydney Carr

End User Services Manager
Joe Herring

Desktop Systems Engineer
EC Best II

Sr. Desktop Support Analyst 
Tommy Le

Lead Desktop Support 
Analyst

Kari Kyger
Desktop Support Analyst

Jeff Cumming

Sr. Desktop Support Analyst 
Michael Henderson

Desktop Systems Engineer
Han Say

Associate Desktop Systems 
Engineer

John Iden
CONTR Desktop Support 

Analyst

Sam Atkinson

Audio Visual Technician
Tavish Grade

CONTR Desktop Support 
Analyst

Parker Odoms

Desktop Support Analyst
 Vacant

Systems Engineer
Noah Layman

Sr. Network Engineer
David Knapp

Applications Development 
Manager

Tim Amberman
Sr. Network Engineer
Michael Holland

IT Infrastructure Manager
 Vacant

Cloud Engineer
 Vacant
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Contractor
Under Recruitment
Vacant

Applications Development 
Manager

Tim Amberman

Database Administrator
Virginia Kessler

Database Administrator
Anna Novitsky

Power Platform Developer
Van Vo

Lead Applications Developer
Juan Acosta

Platform Engineer
Brian McIntire

Sr. SharePoint Administrator
Wes Thornhill

CONTR Sr. Applications 
Developer

Kevin Ogborne
CONTR Applications 

Developer

Sam Timothy

Solutions Architect
Krishna Mudigonda

Sr. Applications Developer
Niraj Bhagat

CONTR Sr. Applications 
Developer

Brendan Brake
CONTR Power Platform 

Developer

Ashwin Dube

Sr. Database Development 
Operations Engineer

 Vacant
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Contractor
Under Recruitment
Vacant

MD of Homeownership
Michael Urban

Director of Homeownership 
Servicing 

Pamela Holmes
Program Delivery Manager

Malika Mickey
Business Solutions Manager 

Chris Haysmer

Sr. Applications Administrator
Cindy Puller

Associate Applications 
Administrator

Nikki Scott

MERS Specialist 
Tia Witiak

Applications Specialist 
Deitra Ballard

Associate Applications 
Administrator

Jessica Conwell

Associate Applications 
Administrator

Diane Bishop

MERS Specialist 
Angela Moon

Business Reporting Manager
Jonathan Nace

Servicing Quality & 
Assurance Supervisor

Wanda Branch

Call Center Quality Analyst
Sonya Balthrop

Call Center Quality Analyst
Jessica Love

Call Center Quality Analyst
Jamilla Smith

Business & Reporting Analyst
James Wells

Intern
Nico Smiley

Director of Homeownership 
Lending

Jake Naugle
Administrative Assistant
Under Recruitment
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Contractor
Under Recruitment
Vacant

Director of Homeownership 
Servicing 

Pamela Holmes

Assistant Director Default 
Administration 

John DeBerry

Mortgage Default Manager
Eric Carter

Default Quality Assurance 
Analyst

Brenda Bradley

Associate Default QA Analyst
Sumeco Lewis

Loss Mitigation Manager
Barbara Hart

Sr. Loss Mitigation Officer
Cheryl Jackson

Sr. Loss Mitigation Officer
Doris Goudelock

Legal Fulfillment Specialist
Cory Gray

Legal Fulfillment Specialist
Andrea Henderson

Sr. Loss Mitigation Officer
Tasha Burrell

Sr. Loss Mitigation Officer
Shanice Golden

Mortgage Generalist
Patricia Stith

Legal Fulfillment Specialist
Donnell Clark

Loss Mitigation Intake 
Specialist

Carolyn Leslie

Assistant Director Servicing 
Administration

Charllitta Pamplin
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Contractor
Under Recruitment
Vacant

Assistant Director Servicing 
Administration

Charllitta Pamplin

Records Supervisor
Doris Taylor

Sr. Records Coordinator
Calvin Edwards

Sr. Records Coordinator
Millie Hayes

Records Analyst 
Christine Washington

Document Control Specialist
Daryl Bailey

Document Control Specialist
Gwen Robinson

Sr. Document Control 
Specialist

Michelle Saunders

Document Control Specialist
Andrea Flores

Sr. Customer Service 
Specialist

Billie Hall
Escrow Administration 

Supervisor

Eliza Johnson

Escrow Analyst
Pam Miranda

Escrow Analyst
Doricka Jeter

Payoff & Assumption 
Specialist

Amy Gregory
Escrow Analyst
Tonya Quartey

Payoff & Assumption 
Specialist

Brandy Harris
Mortgage Generalist

Mia Holmes

Mortgage Generalist
Vashity Richardson

Escrow Analyst
Carla Smith

Loan Administration 
Specialist

Morgan Ferrell

Customer Service Specialist
Linda Curtis

Sr. Customer Service 
Specialist

Wynter Shelton
Customer Service Specialist

Gina Taylor
Customer Service Specialist

Andrea Crew

Customer Service Specialist
Tiffany Edmonds

Customer Service Supervisor
Tramessia Stanley

Customer Service Specialist
Frederica Jones

Customer Service Specialist
Pheola Epps

Customer Service Specialist
Bessie Lee

Customer Service Specialist
Nelson Roque

Customer Service Supervisor
Under Recruitment

Customer Service Specialist
 Vacant
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Contractor
Under Recruitment
Vacant

Mortgage Default Manager
Eric Carter

Foreclosure/Bankruptcy 
Manager

Sandy Garrett

Sr. Foreclosure/Bankruptcy 
Officer

Mary Dickson

Foreclosure/Bankruptcy 
Officer

Justin Harmon

Sr. Claims/Recovery Officer
Sandra Cannon

Foreclosure/Bankruptcy 
Officer

Kimberly Alexander

REO/FC Legal Specialist
Mary Burns

Claims Recovery Specialist
Shanelle Trice

Foreclosure/Bankruptcy 
Officer

Onya Adams

Sr. Claims/Recovery Officer
Margaret Giron

REO Asset Manager
Bill Goff

Collections Manager
Darrell Dyson

Collections Supervisor
Troy Hendrickson

Sr. Collections Officer
Jeffrey Byrd

Collections Officer
Tracey Jackson

Sr. Collections Officer
India Riley

Sr. Collections Officer
Greg Goodman

Collections Officer
Tauheedah El-Amin

Collections Officer
Christi Green

Collections Officer
Yolanda Kersey

Collections Officer
Tammy Burrell

Collections Officer
Andrew Harris

Collections Officer
Shamay Brown

Default Reporting Specialist
Melissa Camp
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Contractor
Under Recruitment
Vacant

Director of Homeownership 
Lending

Jake Naugle

Strategic Lending Originator
Allen Andrs

Strategic Lending Manager
Amy Schwartz

Loan Originator
Shelley Woods

Loan Program Assistant
Wanda Horton

Loan Closing Specialist
Holly Long

Loan Processor
Karen Brown

Assistant Director of 
Homeownership Loan 

Programs 

Melissa Whitlow
Strategic Lending Originator

Samuel Hanks

Assistant Director of 
Homeownership Operations

Valerie Moore
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Contractor
Under Recruitment
Vacant

Assistant Director of 
Homeownership Loan 

Programs 

Melissa Whitlow

Underwriting Manager
Dorothy Webb

Associate Loan Program 
Underwriter

Lisa Smith

Loan Program Underwriter
Courtney Almeida

Loan Program Underwriter
Jackie Johnson

Loan Program Underwriter
Erin Ward

Associate Loan Program 
Underwriter

Elizabeth Wells

Associate Loan Program 
Underwriter

Tony Matlock Jr

Lead Loan Prog Underwriter
Kimberly Payne

Business Development 
Training Manager 

Dan Kern

Business Development Officer
Gigi Houchins

Business Development 
Officer-NOVA

Lasean Pinkney

Business Development Officer
Frank Webster Jr

Business Development Officer
Joni Moncure

Loan Programs Manager
Mindy Hall-Sexton
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Contractor
Under Recruitment
Vacant

Assistant Director of 
Homeownership Operations

Valerie Moore

Quality Review Supervisor
Amy Simms

Quality Review Analyst
Kelly Knighton

Quality Review Analyst
Lisa Rogers

Quality Review Analyst
Marvene Campbell

Quality Review Analyst
Latoya Jackson

Quality Review Analyst
Talya Lindsay

Post Closing Supervisor
Henry Jackson

Mortgage Generalist
Lisa Peatross

Post Closing Specialist
Shamone James

Post Closing Specialist
Coshena Austin

Post Closing Specialist
Danita Brown

Mortgage Generalist
 Vacant

Post Closting Specialist
 Vacant

Homeownership Operations 
Manager

Brian Johnson
Quality Review Supervisor

David Bell

Quality Review Analyst
Lori Shockley

Quality Review Analyst
Bob Lyle

Quality Review Analyst
Wanda Kanary

Quality Review Analyst
Gwen Burke

Quality Review Analyst
Monica Williams

Quality Review Analyst
Greg Jones

Loan Closing Specialist
Kathleen Lucas
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Contractor
Under Recruitment
Vacant

Homeownership Operations 
Manager

Brian Johnson

New Loan Service Specialist
Darlene Jackson

New Loan Service Specialist
Kim Custalow

New Loan Service Specialist
Kita Edmonds

Quality Review Analyst
Erica Keefe

Loan Disbursement 
Specialist 

Tineka Fisher George
Lock Desk Coordinator

Tamara Gills
Quality Review Analyst

Evelyn Wicks
Quality Review Analyst
Tynieca Robinson
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Contractor
Under Recruitment
Vacant

Managing Director of Rental 
Housing 

John Bondurant

Business Solutions Manager 
Alena Henderson

Sr. Systems Administrator
Michael Baskerville

Applications Specialist 
Jennifer Brown

Program Analyst
Dewey Elder

Director of Compliance & 
Asset Management

Neal Rogers
Design & Construction Group 

Manager

Sergio Gambale
Director of Rental Housing 

Servicing 

Hope Rutter

Director of Low Income 
Housing Tax Credit

Stephanie Flanders

Assistant Director of Tax 
Credit Programs

Phil Cunningham

Sr. Tax Credit Contract 
Specialist

Jaki Whitehead

Tax Credit Allocation 
Coordinator

Hadia Ali

Sr. Tax Credit Allocation 
Officer

Jonathan Kinsey

Tax Credit Allocation Officer
Lauren Dillard

Associate Tax Credit 
Allocation Officer

Jordan Tawney

Director of Rental Housing 
Programs 

David Glassman
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Contractor
Under Recruitment
Vacant

Design & Construction Group 
Manager

Sergio Gambale

Construction Control 
Manager

Jeff Reynolds

Sr. Construction Control 
Officer

Allen Mason

Sr. Construction Control 
Officer - NOVA

Hang Kooc

Sr. Construction Control 
Officer

Ron Mangano

Sr. Construction Control 
Officer

Andrea Blinn

Sr. Construction Control 
Officer

John Ferrell

Sr. Construction Control 
Officer

Jonathan Buck

Design Control Manager
Josh Holloway

Design & Construction Officer
Michael Stein

Design & Construction Officer
Michael Archer

Design & Construction Officer
Adam Vogel

Design & Construction Officer
Brittany Goldsborough

Construction Control 
Coordinator

Angie Coates
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Contractor
Under Recruitment
Vacant

Director of Rental Housing 
Programs 

David Glassman

Business Development and 
Operations Manager

Bennett Atwill
Lending Group Manager

Sean Campbell

Sr. Development Officer
David White

Development Officer
Kristina Armistead

Development Officer
Matt Turner

Rental Housing Analyst 
Douglas Nadeau

Associate Development 
Officer

Under Recruitment

Sr. Development Officer
 Vacant

Sr. Development Officer
 Vacant

Associate Development 
Officer

 Vacant

Accounting Manager, Rental 
Housing Development

Jennifer Nigro

Construction Loan 
Accountant 

Kay Nicholas

Construction Loan 
Accountant 

Amy Jones

Construction Loan 
Accountant 

Shawn Chappelle-
Wiggins

Lending Group Manager
Ed Trageser

Development Officer
Walter Robinson

Development Officer
Melissa Waller

Rental Housing Analyst 
Stephanie Wood

Rental Housing Analyst 
Taneen Wyche

Sr. Development Officer
Tobi Thomas

Sr. Development Officer
John Bolton

Associate Development 
Officer

Under Recruitment

Assistant Director Rental 
Housing Development

Willie Fobbs
Rental Housing Analyst

 Vacant
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Contractor
Under Recruitment
Vacant

Director of Rental Housing 
Servicing 

Hope Rutter

Sr. Accountant/Data 
Reporting Officer

Melissa Gayle
Loan Payoff Officer RH

Linda Barrett
Loan Servicing Officer
Yvonne Broaddus

Loan Servicing Officer
Shelly Mallory

Staff Accountant
Melanie Mason

Escrow Administration 
Supervisor

Laurie Dodson

Rental Housing Insurance 
Administrator

Antonia Bandy

Rental Escrow Analyst
Yvette Jones

Rental Housing Insurance 
Administrator

Nikita Brooks

Sr. Insurance Administrator
Mike Layman

Rental Housing Default 
Servicing Specialist

Tahisha Wyatt
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Contractor
Under Recruitment
Vacant

Director of Compliance & 
Asset Management

Neal Rogers

CONTR Special Advisor to 
Rental Housing

Cara Wallo
Regional Portfolio Manager

Joy Bolling

Asset Manager
 Vacant

Special Assets Manager
David Layman

Regional Portfolio Manager
Carol Jackson

Regional Portfolio Manager
Lorinda Christian

Regional Portfolio Manager
Tarik Claiborne

Sr. Program Compliance 
Officer

Cynthia Hamler-Johnson

Sr. Program Compliance 
Officer

Uarda Barnes

Sr. Program Compliance 
Officer

Diane Bodsford

Program Compliance 
Specialist

Gloria Savage

Sr. Asset Manager
Ken Lambert

Sr. Asset Manager
Kelly Roper

Regional Portfolio Manager
Jeremy Kahl

Sr. Program Compliance 
Officer

Ginny McGee

Sr. Asset Manager
Sarah Shafer

Sr. Asset Manager
Amy Dugger

Sr. Program Compliance 
Officer - NOVA

Cary Boswell

Program Compliance Officer
Elayne Williams

Program Compliance 
Specialist

Tonya Scruggs

Rental Housing Compliance 
Support Manager 

Erica Etterling

CONTR Compliance Support 
Specialist

Michelle Edmonds

Rental Compliance Data 
Officer 

Mary Hastings

Rental Housing Compliance 
Coordinator 

Kim Bly

Rental Housing Compliance 
Support Officer 

Anitra Anderson

Rental Housing Compliance 
Support Officer 

Rosie Hackett

CONTR Quality Assurance 
Analyst

Mehdee Ahmed
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Contractor
Under Recruitment
Vacant

Regional Portfolio Manager
Lorinda Christian

Program Compliance Officer
Dorothy Harris

Sr. Asset Manager
Antionette Braxton

Sr. Asset Manager
Julia Dye

Sr. Program Compliance 
Officer

Katherine Grimmett

Program Compliance 
Specialist

Tashae Yates
Asset Manager
Mark Cantu

Sr. Program Compliance 
Officer

Jennifer Heller
Program Compliance Officer

Lindsay Stephenson
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Contractor
Under Recruitment
Vacant

Regional Portfolio Manager
Carol Jackson

Program Compliance Officer
Donna Foxworth

Sr. Program Compliance 
Officer

Cynthia Barrett
Program Compliance 

Specialist

Kevonnie Shelton
Sr. Asset Manager

Kara Forden

Sr. Program Compliance 
Officer

Woodrow Carter
Program Compliance Officer

Denise Figueroa
Sr. Asset Manager

 Vacant
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INSTRUCTIONS FOR COMPLIANCE WITH STATUTORY REQUIREMENTS 
 FOR MIXED USE, MIXED INCOME DEVELOPMENTS 

 
 
Included in the folder Legal/General/Master/Mixed Income, Mixed Use Documents are 

the following forms of resolutions and letters that are required under VHDA’s Act (Virginia Code § 
36-55.30:2) for mixed income developments or mixed use, mixed income developments.  The 
statutory requirements are as follows: 
 
I.  Mixed Income Developments Only (no Mixed Use Component).   
 

A.  Located in Revitalization Areas 
 
One of the following must be satisfied for Mixed Income developments with no Mixed Use 
component that is located in a revitalization area: 
 
  a.  A resolution by the city or county designating area as revitalization area 
because of blight or deterioration and determining that private enterprise and investment are not 
reasonably expected, without assistance, to produce desired housing and create desired 
economic mix of residents [Use form b. and do not include second Now, Therefore clause]; 
 
  b. A resolution by the city or county designating area as revitalization area 
because the industrial, commercial or other economic development of the area will benefit the 
locality but the area lacks housing needed to induce such development to locate or remain in the 
area and determining that private enterprise and investment are not reasonably expected, without 
assistance, to produce desired housing and create desired economic mix of residents [Use form 
c. and do not include second Now, Therefore clause]; 
 
  c.  A letter from a duly authorized officer of the city or county confirming that 
development is in a redevelopment area, conservation area, or rehabilitation area previously 
created or designated by the city or county pursuant to Chapter 1 of Title 36 of the Code of 
Virginia (Section 36-1 et seq.) [Use form d.  and do not insert bracketed second paragraph];    
  
  d. Evidence in the file that the development is located in a current qualified 
census tract or targeted area (no resolution or letter from locality required); OR  
 
  e. Copy of an ordinance passed by the city, county, or town establishing a 
housing rehabilitation zone pursuant to Virginia Code § 36-55.64 that encompasses the 
development. 
 
 B.  Located Outside Revitalization Area 
 
Either of the following must be satisfied for a Mixed Income development with no Mixed Use 
component that is not located in a revitalization area: 
 
  a.  A resolution by the city or county determining that the units that are not for low 
and moderate income households will enhance the ability to provide housing for low and 
moderate income households and determining that private enterprise and investment are not 
reasonably expected, without assistance, to produce desired housing and create desired 
economic mix of residents [Use form g.]; OR 
 
  b. A resolution by city or county determining that the area is or will be 
predominantly low income and will benefit from an economic mix of residents and determining 
that private enterprise and investment are not reasonably expected, without assistance, to 
produce desired housing and create desired economic mix of residents [Use form h.]. 
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II.  Mixed Income Developments with Mixed Use Component.   
 

A.  Located in Revitalization Areas 
 
One of the following must be satisfied for a Mixed Income Development with a Mixed Use 
Component located in a revitalization area: 
 
  a. A resolution by the city or county (i) designating area as revitalization area 
because of blight or deterioration and determining that private enterprise and investment are not 
reasonably expected, without assistance, to produce desired housing and create desired 
economic mix of residents, and (ii) determining that the non-housing building(s) or portion(s) of 
building(s) are necessary or appropriate for revitalization of the area [Use form b. and include 
second Now, Therefore clause]; 
 
  b.  A resolution by the city or county (i) designating area as revitalization area 
because the industrial, commercial or other economic development of the area will benefit the 
locality but the area lacks housing needed to induce such development to locate or remain in the 
area and determining that private enterprise and investment are not reasonably expected, without 
assistance, to produce desired housing and create desired economic mix of residents, and (ii) 
determining that the non-housing building(s) or portion(s) of building(s) are necessary or 
appropriate for industrial, commercial or other economic development of the area [Use form c. 
and include second Now, Therefore clause]; 
 
  c. A letter from a duly authorized officer of the city or county confirming that (i) 
development is in a redevelopment area, conservation area, or rehabilitation area previously 
created or designated by the city or county pursuant to Chapter 1 of Title 36 of the Code of 
Virginia (Section 36-1 et seq.), and (ii) confirming that the governing body has determined that the 
non-housing building(s) or portion(s) of building(s) are necessary or appropriate for either 
revitalization or for industrial, commercial or other economic development [Use form “d.  Letter 
from Locality” and insert bracketed second paragraph] [Note that the determination (ii) by the 
governing body of the locality that the non-housing building(s) or portion(s) of buildings 
are necessary or appropriate will not be included in the letter if VHDA determines that the 
non-housing building(s) or portion(s) of buildings are "incidental" to the development (see 
form of determination [form f.] in above referenced folder)];  
 
  d.  (i) Evidence in the file that the development is located in a current qualified 
census tract or targeted area (no resolution or letter from locality required), and (ii) a letter from a 
duly authorized officer of the city or county confirming that the governing body has determined 
that such non-housing building(s) or portion(s) of building(s) are necessary or appropriate for 
either revitalization or for industrial, commercial or other economic development.  [For (ii) use 
form “e. Letter from Locality] [Note that this letter described in (ii) is not necessary if VHDA 
determines that the non-housing building(s) or portion(s) of buildings are "incidental" to 
the development (see form of determination [form f.] in above referenced folder)]; OR 
 

e. Copy of an ordinance passed by the city, county, or town establishing a 
housing rehabilitation zone pursuant to Virginia Code § 36-55.64 that encompasses the 
development. 
 
  
 B.  Located Outside Revitalization Areas.  Not applicable, mixed use component may 
be financed only in a revitalization area. 
 
 
III. Mixed Use Only (no Mixed Income).  Not applicable, mixed use may be financed only in 
conjunction with mixed income. 

 



This resolution is applicable if the mixed income development is to be located in a 
revitalization area that is blighted, deteriorated, deteriorating or, if not rehabilitated, is 
likely to deteriorate. 
 

RESOLUTION 
 

WHEREAS, pursuant to Section 36-55.30:2.A of the Code of Virginia of 1950, as 
amended, the [Board of Supervisors or City Council] of the [City or County] of 
_________, Virginia, desire to designate the area (the “Area”) described on Exhibit A 
attached hereto as a revitalization area; 
 

NOW, THEREFORE, BE IT HEREBY DETERMINED as follows: 
 
(1) the Area is blighted, deteriorated, deteriorating or, if not rehabilitated, likely to 

deteriorate by reason that the buildings, improvements or other facilities in the Area are 
subject to one or more of the following conditions: dilapidation; obsolescence; 
overcrowding; inadequate ventilation, light or sanitation; excessive land coverage; 
deleterious land use; or faulty or inadequate design, quality or condition; and  

 
(2) private enterprise and investment are not reasonably expected, without 

assistance, to produce the construction or rehabilitation of decent, safe and sanitary 
housing and supporting facilities that will meet the needs of low and moderate income 
persons and families in the Area and will induce other persons and families to live within 
the Area and thereby create a desirable economic mix of residents in the Area. 

 
NOW, THEREFORE, BE IT HEREBY RESOLVED that pursuant to Section 36-

55.30:2.A of the Code of Virginia of 1950, as amended, the Area is hereby designated as 
a revitalization area. 

 
[Include the following paragraph if any nonhousing building or buildings (or 
nonhousing portion or portions of the building or buildings) are to financed by 
VHDA.] 

 
NOW, THEREFORE, BE IT HEREBY FURTHER DETERMINED that the 

following nonhousing building or buildings (or nonhousing portion or portions of the 
building or buildings) located or to be located in the Area are necessary or appropriate for 
the revitalization of the Area: 

 
[Describe nonhousing building(s) or portion(s) to be financed by VHDA] 

 



EXHIBIT A 
 

[Insert description or plat of the area designated as a revitalization area] 



This resolution is applicable if the mixed income development is to be located in a 
revitalization area that will benefit from industrial, commercial or other economic 
development but lacks the housing needed to induce enterprises or undertakings to 
locate or remain in such area. 

 
RESOLUTION 

 
 WHEREAS, pursuant to Section 36-55.30:2.A of the Code of Virginia of 1950, as 
amended, the [Board of Supervisors or City Council] of the [City or County] of 
_________, Virginia, desire to designate the area (the “Area”) described on Exhibit A 
attached hereto as a revitalization area; 
 

NOW, THEREFORE, BE IT HEREBY DETERMINED as follows: 
 
(1) the industrial, commercial or other economic development of the Area will 

benefit the [City or County] but the Area lacks the housing needed to induce 
manufacturing, industrial, commercial, governmental, educational, entertainment, 
community development, healthcare or nonprofit enterprises or undertakings to locate or 
remain in the Area; and  

 
(2) private enterprise and investment are not reasonably expected, without 

assistance, to produce the construction or rehabilitation of decent, safe and sanitary 
housing and supporting facilities that will meet the needs of low and moderate income 
persons and families in the Area and will induce other persons and families to live within 
the Area and thereby create a desirable economic mix of residents in the Area. 

 
NOW, THEREFORE, BE IT HEREBY RESOLVED that pursuant to Section 36-

55.30:2.A of the Code of Virginia of 1950, as amended, the Area is hereby designated as 
a revitalization area. 

 
[Include the following paragraph if any nonhousing building or buildings (or 
nonhousing portion or portions of the building or buildings) are to financed by 
VHDA.] 

 
NOW, THEREFORE, BE IT HEREBY FURTHER DETERMINED that the 

following nonhousing building or buildings (or nonhousing portion or portions of the 
building or buildings) located or to be located in the Area are necessary or appropriate for 
the industrial, commercial or other economic development of the Area: 

 
[Describe nonhousing building(s) or portion(s) to be financed by VHDA] 

 
 

 



EXHIBIT A 
 

[Insert description or plat of the area designated as a revitalization area] 



This resolution is applicable if (1) the mixed income development is not located in a 
revitalization area and (2) the units that are not for low and moderate income persons 
will enhance the ability to provide the housing and facilities for the low and moderate 
income persons. 

 
RESOLUTION 

 
 WHEREAS, the [Board of Supervisors or City Council] of the [City or County] of 
_________, Virginia, desire to make the determination required by Section 36-55.30:2.B 
of the Code of Virginia of 1950, as amended, in order for the Virginia Housing 
Development Authority to finance the economically mixed project (the “Project”) 
described on Exhibit A attached hereto; 
 

NOW, THEREFORE, BE IT HEREBY DETERMINED as follows:  
 
(1) the ability to provide residential housing and supporting facilities that serve 

persons or families of lower or moderate income will be enhanced if a portion of the units 
in the Project are occupied or held available for occupancy by persons and families who 
are not of low and moderate income; and  

 
(2) private enterprise and investment are not reasonably expected, without 

assistance, to produce the construction or rehabilitation of decent, safe and sanitary 
housing and supporting facilities that will meet the needs of low and moderate income 
persons and families in the surrounding area of the Project and will induce other persons 
and families to live within such area and thereby create a desirable economic mix of 
residents in such area. 

 
 



EXHIBIT A 
 

[Insert description of the economically mixed project] 



This resolution is applicable if (1) the mixed income development is not located in a 
revitalization area and (2) the surrounding area is or is expected to be inhabited 
predominantly by lower income persons and families and will benefit from an 
economic mix of residents in the development. 

 
RESOLUTION 

 
 WHEREAS, the [Board of Supervisors or City Council] of the [City or County] of 
_________, Virginia, desire to make the determination required by Section 36-55.30:2.B 
of the Code of Virginia of 1950, as amended, in order for the Virginia Housing 
Development Authority to finance the economically mixed project (the “Project”) 
described on Exhibit A attached hereto; 
 

NOW, THEREFORE, BE IT HEREBY DETERMINED that (1) the surrounding 
area of the Project is, or is expected in the future to be, inhabited predominantly by lower 
income persons and families and will benefit from an economic mix of residents in the 
Project; and (2) private enterprise and investment are not reasonably expected, without 
assistance, to produce the construction or rehabilitation of decent, safe and sanitary 
housing and supporting facilities that will meet the needs of low and moderate income 
persons and families in such area and will induce other persons and families to live 
within such area and thereby create a desirable economic mix of residents in such area. 

 
 



EXHIBIT A 
 

[Insert description of the economically mixed project] 



This letter is applicable if the mixed income development is to be located in a 
redevelopment area, conservation area or rehabilitation area established by the city or 
county pursuant to Chapter 1 (§36-1 et seq.) of Title 36 of the Code of Virginia. 
 
 
 
 

[Date] 
 
 
Mr. Dale Wittie 
Director of Rental Housing 
Virginia Housing Development Authority 
601 South Belvidere Street 
Richmond, Virginia 23220 
 
Dear Mr. Wittie: 
 
 This is to advise you that the development known or to be known as    
and located or to be located at     is or will be in an area within a  
     [insert one of the following: redevelopment area, 
conservation area or rehabilitation area] created or designated by the    
   [insert either City or County] of     , Virginia, 
pursuant to Chapter 1 (§36-1 et seq.) of Title 36 of the Code of Virginia of 1950, as 
amended.   
 

[For Mixed Use Developments, insert the following sentence unless the 
nonhousing building(s) or portion(s) thereof is deemed by VHDA to be incidental to 
the housing development] This is to further advise you that the __________ [insert 
either City Council or Board of Supervisors] of     , Virginia, has 
determined that the nonhousing building or buildings (or nonhousing portion or portions 
of the building or buildings) located or to be located in such development are necessary 
or appropriate for [select one of the following two clauses: the revitalization OR the 
industrial, commercial or other economic development] of such [insert one of the 
following: redevelopment area, conservation area or rehabilitation area]  
 
      Sincerely, 



This letter is applicable if the mixed income, mixed use development is to be located in 
a qualified census tract or targeted area and if the nonhousing building(s) or portion(s) 
thereof is NOT deemed by VHDA to be incidental to the housing development. 
 
 
 
 

[Date] 
 
 
Mr. Dale Wittie 
Director of Rental Housing 
Virginia Housing Development Authority 
601 South Belvidere Street 
Richmond, Virginia 23220 
 
Dear Mr. Wittie: 
 
 This is to advise you that the __________ [insert either City Council or Board of 
Supervisors] of     , Virginia, has determined that the nonhousing 
building or buildings (or nonhousing portion or portions of the building or buildings) located or to 
be located in the development known or to be known as    and located or to be located at  
    are necessary or appropriate for [select one of the following two clauses: the 
revitalization OR the industrial, commercial or other economic development] of the census 
tract in which such development is or is to be located.  
 
      Sincerely, 
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Derived from the Code of Virginia - Section 36-55.30-2 
 
Definition of housing revitalization areas; economically mixed projects. 
 
A. For the sole purpose of empowering VHDA to provide financing in accordance with this 
chapter, the governing body of any city or county may by resolution designate an area within 
such city or county as a revitalization area if such governing body shall in such resolution make 
the following determinations with respect to such area: 
 
(i) either 
 

(a) the area is blighted, deteriorated, deteriorating or, if not rehabilitated, likely to 
deteriorate by reason that the buildings, improvements or other facilities in such area are 
subject to one or more of the following conditions: dilapidation; obsolescence; 
overcrowding; inadequate ventilation, light or sanitation; excessive land coverage; 
deleterious land use; or faulty or inadequate design, quality or condition; 

 
or 

 
(b) the industrial, commercial or other economic development of such area will benefit 
the city or county but such area lacks the housing needed to induce manufacturing, 
industrial, commercial, governmental, educational, entertainment, community 
development, healthcare or nonprofit enterprises or undertakings to locate or remain in 
such area; 

 
and 
 
(ii) private enterprise and investment are not reasonably expected, without assistance, to produce 
the construction or rehabilitation of decent, safe and sanitary housing and supporting facilities 
that will meet the needs of low and moderate income persons and families in such area and will 
induce other persons and families to live within such area and thereby create a desirable 
economic mix of residents in such area. 
 
The following shall be deemed to be designated as a revitalization area without adoption of the 
above described resolution of the city or county: 
 

• Any redevelopment area, conservation area, or rehabilitation area created or designated 
by the city or county pursuant to Chapter 1 (36-1 et seq.) of this title 

 
• Any census tract in which 70 percent or more of the families have incomes which are 80 

percent or less of the statewide median income as determined by the federal government 
pursuant to Section 143 of the United States Internal Revenue Code or any successor 
code provision on the basis of the most recent decennial census for which data are 
available  
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• Any census tract which is designated by the United States Department of Housing and 

Urban Development and, for the most recent year for which census data are available on 
household income in such tract, either in which 50 percent or more of the households 
have an income which is less than 60 percent of the area median gross income for such 
year or which has a poverty rate of at least 25 percent. 

 
In any revitalization area, VHDA may provide financing for one or more economically mixed 
projects and, in conjunction therewith, any nonhousing buildings that are incidental to such 
project or projects or are determined by the governing body of the city or county to be necessary 
or appropriate for the revitalization of such area or for the industrial, commercial or other 
economic development thereof. 
 
B. VHDA may finance an economically mixed project that is not within a revitalization area if 
the governing body of the city or county in which such project is or will be located shall by 
resolution determine: 
 
(i) either 
 

(a) that the ability to provide residential housing and supporting facilities that serve 
persons or families of lower or moderate income will be enhanced if a portion of the units 
therein are occupied or held available for occupancy by persons and families who are not 
of low and moderate income 

 
or 

 
(b) that the surrounding area of such project is, or is expected in the future to be, 
inhabited predominantly by lower income persons and families and will benefit from an 
economic mix of residents in such project  

 
and  
 
(ii)  private enterprise and investment are not reasonably expected, without assistance, to produce 
the construction or rehabilitation of decent, safe and sanitary housing and supporting facilities 
that will meet the needs of low and moderate income persons and families in such area and will 
induce other persons and families to live within such area and thereby create a desirable economic 
mix of residents in such area. 
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Revised October 2023 
 

VIRGINIA HOUSING RENTAL LENDING  
REACH Allocation Policy  
 
 
REACH loan funds are available for projects receiving Low Income Housing Tax Credits.  These funds are 
made available at a below market rate, currently 3.95%, that is subject to review and change.  The 
REACH funds are blended with the regular program loan funds to create a single, blended rate.   
 
The maximum REACH loan will be the greater of two measures, with an overall per deal maximum of 
$12M: 
1. $40,000 per unit, or 
2. Percent of loan based on permanent loan size: 

a. Loans < $5M – up to 50% of permanent loan 
b. Loans $5M to $25M – up to 35% of permanent loan 
c. Loans > $25M – up to 25% of permanent loan 

 
Additionally, Virginia Housing reserves the right to limit REACH to an amount required to achieve an 
acceptable debt service coverage ratio (DSCR), generally 1.15 to 1.20.  This is done to avoid over-
subsidizing projects. 
 
Locality Matching REACH (L-Match) funds will continue to be available, whereby Virginia Housing will 
match locally provided funding dollar-for-dollar up to $2M of loan funds but will now be offered at the 
standard REACH rate in effect at the time.  When using the percentage of loan to calculate the 
maximum, the L-Match is included in the total loan amount (denominator), but not REACH total.  This is 
to continue to encourage locality contributions.  
 
Locality contributions eligible for L-Match include donations of land/buildings, grants, below market 
financing, and waived permit or tap fees.  Tax abatements, PILOTs, and other similar programs are NOT 
eligible for L-Match funding, but can be factored into Virginia Housing’s underwriting under certain 
conditions. 
 
With the exception of Locality Matching REACH funds, mixed use, mixed income (MUMI) deals will not 
be eligible for REACH at this time.   
 
Additional exceptions will be made, case by case, for deals that previously qualified for the Strategic 
Markets lending group.  Additional guidance will be available as we further develop MUMI 2.0 program.   
 
NOTE:  Although Virginia Housing endeavors to maintain consistency, REACH limits and other policies 
are subject to review and revision. 

 
Exceptions will be made for developments which received 2022 or 2023 housing opportunity tax credit 
(HOTC) awards.  The REACH rate will remain 2.95% for those developments.  
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Deal Name: 

Virginia Housing
601 South Belvidere Street
Richmond, Virginia  23220-6500

Rental Housing
Loan Application

0



An electronic copy of your completed application is a mandatory submission item.

Disclaimer:
Virginia Housing assumes no responsibility for any problems incurred in using this spreadsheet or 
for the accuracy of the calculations.  Check your application for correctness and completeness before
submitting the application to VHDA.

Entering Data:

Assistance:
If you have any questions, please contact the Viginia Housing Rental Housing Development Department. 
Directory is available at MULTIFAMILY DEVELOPMENT STAFF DIRECTORY

Please note that we cannot release the copy protection password.

All documents should be submitted using our secure fileshare site Procorem at no cost to you.  To gain access to 
Procorem, contact Bennett.Atwill@vhda.com or your Multifamily analyst referencing your deal name.  An email 
invitation to join will be sent to you.  

Instructions for
Rental Housing Loan Application

Virginia Housing utilizes this application to capture data for our analysis and is mapped to our internal systems.   Each page of the application is 
a separate sheet/tab within this spreadsheet.  Enter numbers or text as appropriate in the blank spaces highlighted in yellow. Cells have been 
formatted as appropriate for the data expected.  All other cells are protected and will not allow changes. 

PLEASE NOTE: 
► VERY IMPORTANT! :  Do not use the copy/cut/paste functions within this document. Pasting fields will corrupt the application .  You may 
use links to other cells or other documents but do not paste data from one document or field to another.   
► In fields where text is required, take care to enter text on each line appropriately so value does not extend beyond the right margin of the 
page. 
► Some fields provide a dropdown of options to select from, indicated by a down arrow that appears when the cell is selected. Click on the 
arrow to select a value within the dropdown for these fields.  
► The spreadsheet contains multiple error checks to assist in identifying potential mistakes in the application. These may appear as data is 
entered because many are dependent on values entered later in the application.  Do not be concerned with these messages until all data 
within the application has been entered.  
► Also note that some cells contain error messages such as “#DIV/0!” before you begin.  These warnings will disappear as the numbers 
necessary for the calculation are entered.
► Red triangles on the top right of a field indicate comments added to clarify information needed.  

https://www.virginiahousing.com/staff-directory-rental-housing


Virginia Housing Rental Housing Loan Application 

X Excel Copy of this application
PDF version of Application with applicable signatures

Submit in Subfolders
Developer's Proposal

Sources Tab Other Lender Term Sheets and Commitments

Borrower Tab Organizational Information (see Borrower Tab for full list)

Team Tab Contractor's Resume and Financial Statements
Team Tab Architect's Resume
Team Tab Engineer's Resume
Team Tab Resume (s) of Other Party (s)

Site Tab Neighborhood Information (see Site Tab for full list)
Site Tab Site Information  (see Site Tab for full list)
Site Tab Proffers documentation (if applicable)
Site Tab Homeowner's Association Documents (if applicable)
Site Tab Condominium Regime documentation (if applicable)
Site Tab Shared Parking Agreement (if applicable)
Site Tab Ground Lease Documents (if applicable)
Site Tab Flood Insurance and FEMA flood map Documentation (if applicable)
Bldg Tab Utility Company Expense Letters
Marketing Tab Marketing Information

(include Excel active version(s) of the Rental Comparable form)
Marketing Tab Property Management Information
Arch. Tab New Construction Information (if applicable) - See Arch tab for full list
Arch. Tab Rehabilitation Information ( if applicable) - see Arch tab for full list
Exhibits Signed State of Mortgagor
Exhibits Previous Participation Certification

Appraisal (prior to commitment)
Market Study
Phase I Environmental 

Along with completing this application, please include the following items.  The assigned Development Officer may 
request additional information not listed below.  All documents should be submitted using our secure Procorem 
site.  Please see our website for instructions. Your assistance in organizing the submission by filing items in a 
subfolder corresponding with the tab will facilitate review of your application. 

Rental Housing Loan App (10) Checklist, Page 1 of 1



Virginia Housing Rental Housing Loan Application 

GUIDELINES

1 Loan to Value Ratio Not to exceed 90%.
For Loan Amounts less than $25M
Loan to Cost Not to exceed 90%.
Debt Coverage Ratio Not less than 1.15 for Virginia Housing Permanent Debt
For Loan Amounts between $25M - $50M
Loan to Cost Not to exceed 87%.
Debt Coverage Ratio Not less than 1.15 for Virginia Housing Permanent Debt

Loan to Cost Not to exceed 85%.
Debt Coverage Ratio Not less than 1.20 for Virginia Housing Permanent Debt

2 Loan Term Between 25 - 35 years. 

Prepayment Lockout Taxable debt restricts prepayment for 10 years.  Tax Exempt debt 
restricts prepayment for 15 years. 

3 Application Fee A non-refundable application fee in the amount of $10,000 is due 
with the  application.  This fee will be applied to the 1/2% 
processing fee. 

4 Processing Fee 1/2% for processing fee [all loans] due prior to commitment.

5 Financing Fee Financing Fees are due upon acceptance of commitment. 
1/2% for permanent or forward or participation financing fee.

1 1/2% for construction/permanent and gap financing up to 7.5 
million
5/8% for remaining balance of construction/permanent loans 
over 7.5 million

6 Stand by Fees Stand by fees due upon acceptance of Commitment and held until 
loan post-closing items have been submitted.  Stand By fees are 
calculated as 3% of the loan amount less the sum of processing 
and financing fees.

Gap Loan Fees The portion of the gap loan that is not secured by a Letter of 
Credit will be subject to a 2% fee. 

7 Cash flow Distribution None to be taken until permanent loan conversion, then not 
limited by Virginia Housing. 

8 Equity Funding Project owners will be required to demonstrate the availability of 
required equity prior to rate lock.  Additional owner equity may 
be required as a result of actual costs exceeding budgeted costs 
during construction phase.

9 Performance and Completion Assurance A letter of credit in the amount of 7.5% of the construction 
contract (12.5% if funding stored materials on site) is required at 
closing.  

10 Loan Rates Estimates Quoted daily, committed to at time of rate lock
(Click here for access to Today's Rate Sheet)

11 Appraisal Qualified MAI or SRPA appraiser that is acceptable to the 
Authority where Virginia Housing must be an intended user. 

For Loan Amounts between Greater than $50M

Rental Housing Loan App (10) Guidelines, Page 1 of 2
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Virginia Housing Rental Housing Loan Application 

GUIDELINES
12 Loan Origination Proposals accepted only if submitted through an approved 

mortgage broker.  
(Click here for Approved Broker List)

13 Property Management Virginia Housing approved management entity required.  
(Click here for Certified Management details)

14 Cost Certification All construction loans require a contractor prepared cost 
certification. Tax Exempt loans require third-party audited cost 
certifications.  For Taxable loans, a mortgagor cost certification is 
allowed.  
(Click here for Cost Certification guide)

15 Occupancy Requirements See Tenant tab for details

16 A&E Plans and specificaions are required to meet Virginia Housing's 
definitions of 85% complete at application submission.  Plans 
should be submitted electronically via Procorem.  

(Click here for Architectural Design Requirements)

17 Environmental Projects with loans <$1.0 M require Transaction Screen Process 
(TSP); Projects with loans >$1M require Environmental Site 
Assessment (ESA) 
(Click here for Enviromental Guidelines)

18 Contingency All construction/permanent loans require an owner's 
contingency:  5% of hard costs for new construction; 8% of hard 
costs for acq/rehab or adaptive use. 

Rental Housing Loan App (10) Guidelines, Page 2 of 2
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Virginia Housing Rental Housing Loan Application 

A.  DEVELOPMENT INFORMATION Date of Application: 00/00/0000

1. Development Name

2. Address
Address Cont
City State Zip

3. Name of Developer
Developer Contact Contact Ph#

For questions, who should we contact? 
4. Location Description (include street intersections) - If scattered sites, list all addresses. 

5. Jurisdiction 6. Town (if Applicable)

7. Congressional District 8. Is property within a QCT?
State House District
State Senate District 9. Revitalization

10. What population is targeted with this property?

11. Total Units 12. Year Built
Year Last Rehabbed
 (if applicable)

13. Will this property be Mixed Use (containing commercial space)? FALSE

14. Unit Breakdown # of Eff 15. # of LIHTC Units
# of 1BR
# of 2BR 16. # of Employee/Ex  
# of 3BR
# of 4+ BR

0

17. If this is a supportive housing development offering beds instead of units, how many beds are proposed?

18. Is this property Adaptive Reuse? FALSE

19. If this is a rehabilitation, what is the status of the tenants?
What percentage of the development is occupied? 0.00%

20. Will this property have any of the following types of units? 
# of rental units constructed to Virginia Housing's Universal Design Standards 0
# of HC accessible units (UFAS, ANSI Accessible, ADA) 0
# of ANSI Type A Adaptable units 0
# of ANSI Type B Adaptable units 0
# of Fair Housing units 0

21. If this property has existing LIHTC credits, indicate type: Year of Allocation? 

Or will receive new LIHTC credits?  Anticipated Placed in Service Date

Rental Housing Loan App (10) DEV Info, Page 1 of 4



22. Will this property have Federal Rental Assistance? FALSE
if True, What type?
If PBV, State Assistance or Other, describe:

# of units receiving assistance
# of years in rental assistance contract

23. If the property is converting from public housing, please select program: 

Who is the public housing authority partner? 

24. How did you hear about the Rental Housing Lending Program at Virginia Housing? 
If Other, please describe: 

Rental Housing Loan App (10) DEV Info, Page 2 of 4



  xempt Units

0

0
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Virginia Housing Rental Housing Loan Application 

B.  Funding Information
In this section, provide information on funding related to this development

I. Virginia Housing Funding:  What type of funding is being requested from Virginia Housing?

a.  Is this a new deal/property to Virginia Housing? FALSE

b.  Type of Loan: 0

0
c.  Purpose of Financing:

d. Does this deal have a Pre Development Loan from Virginia Housing currently? FALSE

II. DURING CONSTRUCTION Skip this se

1. Virginia Housing Funds Required for Construction

Funding Type Requested Loan Amount Interest rate
Term of loan 
(months)

VHDA Taxable 
VHDA Tax Exempt
REACH
REACH
REACH
Existing VHDA Mortgage
Short Term Financing

$0

Total Per Unit #DIV/0!

2. Funding from any other lender during construction : provide detail 

Fill in Funding Source below Requested Loan Amount Interest rate
Term of loan 
(months)

Total Other Sources $0

3. Tax Credit Proceeds:  List all proceeds expected from Tax Credit Programs (include any deferred portion of Developer Fee)

Tax Credit Type Syndicator Proceeds

Low Income Housing Tax Credits
Any other Tax Credits

Total Proceeds $0

4. Any other Equity Funding Sources Used during Construction 

Equity Funds Amount

Owner Equity
Local Funding 
Seller Note
Sponsor Loan

Total Equity $0

5. TOTAL SOURCES DURING CONSTRUCTION
Total Virginia Housing Funding $0
Total Other Lender $0
Total Tax Credit Proceeds $0
Equity $0
Total Sources

Source Of Equity

$0

i.  If Perm Forward, how many months 
from rate lock?

ii.  If Const/Perm, contract period in 
months? 

Total Virginia Housing Construction 
Funding

Rental Housing Loan App (10) Sources, Page 1 of 3



Virginia Housing Rental Housing Loan Application 

B.  Funding Information

II. Total Permanent Funds

1. Total Virginia Housing Funds at Closing

Funding Type Requested Loan Amount Interest rate
Term of loan 
(months)

Annual Debt Service (edit 
if needed)

VHDA Taxable
VHDA Tax Exempt
REACH
REACH
REACH

$0 $0

2. Non Virginia Housing Permanent Debt

Funding Type Requested Loan Amount Interest rate
Term of loan 
(months)

Annual Debt Service (edit 
if needed)

Total Non Virginia Housing Debt $0

Rural Development? 
Will any funding above be provided by Rural Development? FALSE

3. Equity
Equity Funds Amount

LIHTC Proceeds
Federal Historic Tax Credit Proceeds
State Historic Tax Credit Proceeds
Owner Equity
AHIF
Seller Note
Sponsor Loan

Total Equity $0

4. Total Permanent Funds
Total Virginia Housing Funding $0
Total Other Funding $0
Equity $0
Total Sources

5. Virginia Housing Fees Expected Is this deal using REACH Funds Only? FALSE

Fee Type % of Fee Fee Amount

Application Fee Flat Rate $10,000
Processing Fee 0.50% -$10,000
Financing Fee (Permanent) 0.50% $0
Financing Fee (Construction/Gap) 1.50% $0
Financing Fee (Construction/Gap) over 
7.5M 0.625% $0
Other Fee $0

Total Expected Fees $0

Fee Calculations are subject to change at any time.  Please contact VHDA Rental Housing for current fee structure. 

Application Fee

Processing Fee

Financing Fee

1.5% on Construction/Permanent and Gap Financing up to 7.5 million

1/2% for processing fee [all loans]

A non-refundable application fee in the amount of $10,000 is due with the application.  This 
fee will be applied to the 1/2% processing fee. 

0.5% on Permanent Forward of Permanent Immediate

$0

Loan Funded Amount

$0
$0

$0

Funding Loan Type

Funding Loan Type

Total Permanent Virginia Housing 
Funding

Please provide other 
lender term sheets and 
commitments

$0
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Virginia Housing Rental Housing Loan Application 

B.  Funding Information
.625% on remainder of Construction/Permanent loan funds over 7.5 million
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Virginia Housing Rental Housing Loan Application 

C.  Borrower Detail

1. Borrowing Entity Legal Name

2. Type of Entity

3. Federal Tax ID Number (TIN)
State Organized
Date Organized 00/00/0000

4. Contact Person 
M/M (First) (Last)

5. Address:
City State Zip

Phone: Email:

Organization Information to include with your application:
a. Organizational History and Chart
b.

c. Partnership Agreement

d. If non- profit, 501c3 documentation, list of board members and bios

e. Financial Statements - year to date and prior 2 years - and previous 2 years tax returns

f. EIN/TIN Confirmation (provide by Closing, if not available at application)

6. Principal(s) involved (e.g. general partners, LLC members, controlling shareholders, etc.):

Name Title Percent Involved
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%

**  These should be the names of individuals who comprise the GP or LLC members, not simply the names of

separate partnerships or corporations which may comprise those components.

7. List authorized signers and what entity they represent
Name Entity

8. Is there an identity of interest with seller? FALSE
If True, please explain: 

(Leave TIN blank if not available.  Must 
be provided prior to Closing)

List of resumes of GPs, managing members and members with ownership of 25% or more, stockholders have a 
25% or more interest, etc. 

Rental Housing Loan App (10) Borrower, Page 1 of 1



Virginia Housing Rental Housing Loan Application 

D. Development Team
Provide resumes of Team Firms and/or Contacts and Contractor Financial Statements prior to Commitment

1. Mortgage Banker Firm This is a Related Entity?….  FALSE
Contact
Address:
City State Zip
Phone: Email:

2. General Contractor Firm This is a Related Entity?….  FALSE
Contact:
Address:
City State Zip
Phone: Email:

3. Real Estate Attorney Firm This is a Related Entity?….  FALSE
Contact: 
Address:
City State Zip
Phone: Email:

4. Design Architect Firm This is a Related Entity?….  FALSE
Contact: 
Address:
City State Zip
Phone: Email:

5. Supervisory Architect Firm This is a Related Entity?….  FALSE
Contact:
Address:
City State Zip
Phone: Email:

6. Engineer Firm This is a Related Entity?….  FALSE
Contact: 
Address:
City State Zip
Phone: Email:

7. Property Management Co This is a Related Entity?….  FALSE
Contact Name
Address:
City State Zip
Phone: Email:

8. Other Party This is a Related Entity?….  FALSE
Contact:
Address:
City State Zip
Phone: Email:

Rental Housing Loan App (10) Team, Page 1 of 1



Virginia Housing Rental Housing Loan Application 

E.  Neighborhood Description
Provide the following Neighborhood Information with your application:
1.  Neighborhood map locating site, supporting area businesses and amenities
2.  City map (show primary market area (PMA))
3. Detail major roadways and identify as commuter, highway, etc. 
4. Describe surrounding land uses, note condition and identify any unusual or undesirable land uses
5.  Site and improvement photographs (close views from all sides)
6.  Ingress/egress street view photographs
7.  Neighborhood photographs
8.  Aerial Photographs (if available)

F.  Site Summary
Provide the following Site Information with your application:
1.  Layout, shape, topo, unusual features, utilities, frontage, entrance sign location, size, etc. 
2.  Description of utilities available to site (include distance from site if not presently available and easements required)
3.  If new construction, letters from utility companies verifying availablity
4.  Current zoning certificates 
5.  Letter from local government verifying property meets zoning requirements after completion. 
(if available.  Must be provided at commitment)
6.  Purchase Contract/Option/Deed (including Exhibits, Attachments, Descriptions)
7. Include any documents related to Condominium or Homeowners Association or PUD.

G.  Site Features
1. # of Parking Spaces to be provided

Minimum number of spaces required by locality or zoning ordinance? 

2. Parking Shared ?  (if true, provide documentation) FALSE
3. OffSite Parking? FALSE

4. Access to Public Transportation? If true, what type? 

5. Acreage 0.00

6. What type of Ground Lease is the Property subject to? 
Provide documentation if applicable. Error: Please provide Ground Lease Type.

7. Property has direct access from a Public Road. FALSE
If private access, indicate who is responsible for maintenance

8. Property located in a flood zone (If true, flood insurance will be required. ) FALSE

9. Property subject to Condominium regime (if true, provide documentation.) FALSE
10. FALSE

11. FALSE if true, please 
describe: 

12. Do any of the following apply to this property's location? 
Local Historic District? FALSE Other? FALSE
Design Overlay District? FALSE
High Tension Wires? FALSE
Unusual ingress/egress? FALSE

13. Does this property have any of the following environmental conditions?  
Asbestos? FALSE Wetlands? FALSE
Lead Paint? FALSE Rock? FALSE
Fill/cut? FALSE Underground Storage Tank? FALSE
Other?

Property subject to any access or cross 
easements?

Property subject to Homeowners Association or a Planned Unit 
Development (PUD) - (if true, provide documentation.)

If other, describe:

Rental Housing Loan App (10) Site, Page 1 of 2



Virginia Housing Rental Housing Loan Application 

14. Appraised value as completed and stabilized

15. Site Control: Real Estate Tax Information
Purchase/Option Date 00/00/0000 Tax Map Parcel Number
Price Paid Current Assessment
Option Deposit Current Tax Rate $0.00 per $100
Option Date 00/00/0000 Proposed Assessment
Provide Sales contract or deed and settlement from purchase of site Proposed Tax Rate $0.00 per $100

Special Assessment
Describe Extension Provisions (if applicable):

17. How will the local notification requirements be met (must be completed prior to closing)? 

18. Will the development be subject to Proffers? FALSE If true, please provide documentation.  

19. Will development receive any tax abatements? FALSE

$890,890

if so, 
describe: 

$0.00

$0.00

$0.00

$0

16.

$0

Virginia Housing will not close a loan without proof of this requirement.  Must notify Development Officer of how this requirement will be met 
prior to pricing.  

Rental Housing Loan App (10) Site, Page 2 of 2



Virginia Housing Rental Housing Loan Application 

H. Improvement Summary
1. Total Floor Area For The Entire Development………………………...……………….…………………………. 0.00
2. Unheated Floor Area (ie. Breezeways, Balconies, Storage)……………………………………………….. 0.00
3. Total Usable Residential Heated Area……………………………………………………………………………….. 0.00

4. Number of Buildings 0 7. Building Type:
5. Avg Number of Stories 0 8. Residential Apt Type:

9. Roof Type:
6. Number of Elevators 0 10. Construction Type

Elevator Type (if known) 11. Primary Exterior Finish
12. Secondary Exterior Finish

13. Describe number, construction and uses of non residential buildings:

14. Describe any income producing space or equipment not for exclusive use of the residents: 

15. Does this development have scattered sites? If True, describe below: 

16. Services included in Rent (as proposed) 17. Utility Types
Water? FALSE Heating Type
Sewer? FALSE Cooking Type
Trash Removal? FALSE Air Conditioning Type
Electricity? FALSE Hot Water Type
Air Conditioning? FALSE 17a If Utilities vary by Unit (explain):
Hot Water? FALSE
Heat? FALSE
Cooking? FALSE
Cable? FALSE
Other ?

Provide Utility Company Expense Letters with your application.

18. Utility Providers Name Existing? Metered?
Electric FALSE
Gas FALSE
Water/Sewer FALSE
Sewer (if separate) FALSE

19. If property will have congregate services, indicate type: 
Provide more detail if possible:

FALSE

Rental Housing Loan App (10) Bldg, Page 1 of 1



Virginia Housing Rental Housing Loan Application 

I.  Tenant Selection Plan Total Units 0

Income Limits LIHTC Rent Limits (if applicable)

# of Units % of Units
% of Area 
Median Income # of Units % of Units

% of Area Median 
Income

0 #DIV/0! 30% 0 #DIV/0! 30%
0 #DIV/0! 40% 0 #DIV/0! 40%
0 #DIV/0! 50% 0 #DIV/0! 50%
0 #DIV/0! 60% 0 #DIV/0! 60%
0 #DIV/0! 70% 0 #DIV/0! 70%
0 #DIV/0! 80% 0 #DIV/0! 80%
0 #DIV/0! 100%
0 #DIV/0! 150%

0 #DIV/0!
Market/ 
Unrestricted 0 #DIV/0!

Market/ 
Unrestricted

0 #DIV/0! 0 #DIV/0!

Will you be income averaging under the LIHTC program? 

FALSE

Income Restrictions Requested: 
Select applicable income limits ( % of units at % of Adj. Median Income (AMI)) - additional requirements may apply

FALSE (a)  100% of units at 150% AMI

FALSE (a)  10% of units at 30% AMI, 90% of units unrestricted
FALSE (b)  20% of units at 80% AMI, 80% of units unrestricted
FALSE (c)  30% of units at 80% AMI, 70% of units unrestricted
FALSE (d)  40% of units at 100% AMI, 60% of units unrestricted

FALSE (a) 20% at 50% AMI AFS, 80% at 150% AMI
FALSE (b) 40% at 60% AMI AFS, 60% at 150% AMI

FALSE (a) 50% of units at 50% AMI, 50% of units at 150% of AMI
FALSE (b) 100% of units at 150% AMI (in defined Rural areas)

(if REACH is additional funding, income limits are determined by the bond funds used)

Special Selection FALSE
Explain Special Selection:  

A person or family may be disapproved for admission to the development if it is found that they willfully falsified information to gain 
admission as well as for any reason related to such person's or family ability or willingness to comply with the terms of the lease 
and/or applicable law.  In the event that any application is disapproved, the applicant will be notified in writing by the manager as to 
the reasons why the application was disapproved.  

The above states that the % of units listed will be occupied by or held available for occupancy by individuals or families whose 
Adjusted Family Incomes, as determined in accordance with Virginia Housing's Rules and Regulations in effect on the date of such 
determination, do not exceed the % of area median gross income as then determined by Virginia Housing as of the date of their initial 
occupancy of such units. 

After initial occupancy, a waiting list of eligible applicants will be maintained.  As vacancies occur, applicants on the waiting list will be 
notified and, if approved, will be accepted on a first-come, first-served basis, subject to the above income limits.  

The Owner shall obtain and verify annual gross income and other criteria of eligibility upon move-in/initial certification from each 
tenant of the Development.  Owners are required to recertify the households annual income annually or every three years depending 
on the Virginia Housing loan or applicable program guidelines. 

VHDA Taxable

VHDA Tax Exempt*

REACH Only

Virginia Housing Mixed 
Income Programs

Will the property remain under any extended use restrictions related to the LIHTC program?
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Virginia Housing Rental Housing Loan Application 

J.  Amenities

a. AC-Central FALSE i. Pull Cords (elderly or PWD units) FALSE
b. AC – Window Units FALSE j. Security System FALSE
c. Dishwasher FALSE k. Vaulted Ceilings FALSE
d. Disposal FALSE l. Wall To Wall carpet FALSE
e. Fireplace FALSE m. WD Hookup FALSE
f. Ice Maker FALSE n. WD In Unit FALSE
g. Microwave FALSE
h. Patio/Balcony FALSE

a. d.
b. e.
c.

3.  Primary Unit Floor Material:

4.  Site Amenities (indicate all proposed):

a. Business Center FALSE k. Controlled Access FALSE
b. Clubhouse/Community Room FALSE l. Playground FALSE
c. Covered or Garage Parking FALSE m. Pool FALSE
d. Exercise Room FALSE n. Leasing Office FALSE
e. Fitness Trail FALSE p. Sports Activity Court FALSE
f. Garage FALSE q. Theatre Room FALSE

If true, select Garage Type r. Waterview/Lake FALSE
g. Gated Access to Site FALSE s. Describe any                    1.
h. Internet Access FALSE other Amentities?          2.
i. Laundry Facilities FALSE    

   
   

K. Market
Provide the following Market Information with your application:
1.  Rental comparable form (and map) - complete form for each comparable property.  Form available on Virginiaho
2.  Map showing location of subject property and all comparable properties
3.  Current Rent roll (for rehab only) -- include unit number, type, family size, annual income,

current rent, lease expiration and any subsidy.

L. Property Management
Provide the following Property Management Information with your application: 
1. Tenant Selection Plan
2. Marketing plan as stated in Exhibit 3 (prepared by property manager)
3. Operating History (year-to-date and previous two years audited operating income and expense statements)
4. Relocation plan and budget (for rehabilitation properties)

Management Firm Indicated on #6 of Team tab…………………………

5. Virginia Housing Certified Management Agent? # of units currently managed by this agent? 0

6. There is an identity of interest between Mortgagor and Property Manager. FALSE

FALSE

0

1.  Unit Amenities available in property (indicate all proposed) - will apply to all units unless indicated otherwise on Income Tab - 
Unit Mix :

2.  Indicate any additional unit amenities that would apply to your property - will apply to all units unless indicated otherwise 
on Income Tab - Unit Mix: 
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Virginia Housing Rental Housing Loan Application 

M. Income Summary (If development has more than 50 unit type mixes, contact Virginia Housing for an extended form.) DO NOT COPY AND PASTE!!!!  Fill tool is allowed. 

Unit Type
# of 

Units Sq Feet

      Includes 
Den, Loft or 
Sunroom?

Base Monthly 
Rent

Income Limits 
Set Aside

Est.Tenant Paid 
Utilities Gross Rent

Rent/Sq 
Feet Annual Income Apartment Type

1 $0.00 #DIV/0! $0.00
2 $0.00 #DIV/0! $0.00
3 $0.00 #DIV/0! $0.00
4 $0.00 #DIV/0! $0.00
5 $0.00 #DIV/0! $0.00
6 $0.00 #DIV/0! $0.00
7 $0.00 #DIV/0! $0.00
8 $0.00 #DIV/0! $0.00
9 $0.00 #DIV/0! $0.00

10 $0.00 #DIV/0! $0.00
11 $0.00 #DIV/0! $0.00
12 $0.00 #DIV/0! $0.00
13 $0.00 #DIV/0! $0.00
14 $0.00 #DIV/0! $0.00
15 $0.00 #DIV/0! $0.00
16 $0.00 #DIV/0! $0.00
17 $0.00 #DIV/0! $0.00
18 $0.00 #DIV/0! $0.00
19 $0.00 #DIV/0! $0.00
20 $0.00 #DIV/0! $0.00
21 $0.00 #DIV/0! $0.00
22 $0.00 #DIV/0! $0.00
23 $0.00 #DIV/0! $0.00
24 $0.00 #DIV/0! $0.00
25 $0.00 #DIV/0! $0.00
26 $0.00 #DIV/0! $0.00
27 $0.00 #DIV/0! $0.00
28 $0.00 #DIV/0! $0.00
29 $0.00 #DIV/0! $0.00
30 $0.00 #DIV/0! $0.00
31 $0.00 #DIV/0! $0.00
32 $0.00 #DIV/0! $0.00
33 $0.00 #DIV/0! $0.00
34 $0.00 #DIV/0! $0.00
35 $0.00 #DIV/0! $0.00
36 $0.00 #DIV/0! $0.00
37 $0.00 #DIV/0! $0.00
38 $0.00 #DIV/0! $0.00
39 $0.00 #DIV/0! $0.00
40 $0.00 #DIV/0! $0.00
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Virginia Housing Rental Housing Loan Application 

M. Income Summary (If development has more than 50 unit type mixes, contact Virginia Housing for an extended form.) DO NOT COPY AND PASTE!!!!  Fill tool is allowed. 

41 $0.00 #DIV/0! $0.00
42 $0.00 #DIV/0! $0.00
43 $0.00 #DIV/0! $0.00
44 $0.00 #DIV/0! $0.00
45 $0.00 #DIV/0! $0.00
46 $0.00 #DIV/0! $0.00
47 $0.00 #DIV/0! $0.00
48 $0.00 #DIV/0! $0.00
49 $0.00 #DIV/0! $0.00
50 $0.00 #DIV/0! $0.00

Total Units 0 Rental Income $0

Net Rentable Area:

Other Income: 
Est. Quantity 
per Month

Amount per 
Type Monthly Income Annual Income

1 $0.00 $0.00 Rental Income $0
2 $0.00 $0.00 Other Income $0
3 $0.00 $0.00 Gross Income $0
4 $0.00 $0.00 Less Vacancy % $0
5 $0.00 $0.00 Less Credit Loss % $0
6 $0.00 $0.00 Effective Gross Income $0.00
7 $0.00 $0.00
8 $0.00 $0.00

Total Annual Other $0

0.00

SummaryType of Income 
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Virginia Housing Rental Housing Loan Application 

N. Expense Summary Use Whole Numbers only

ADMINISTRATIVE Per Unit Annual Costs
Advertising / Marketing #DIV/0!
Office Salaries #DIV/0!
Office Supplies #DIV/0!
Office/model Apartment Type: #DIV/0!
Management Fee EGI 0.00% #DIV/0!
Managers Salaries #DIV/0!
Staff Units Type: #DIV/0!
Legal #DIV/0!
Auditing #DIV/0!
Bookkeeping/Accounting Fees #DIV/0!
Telephone & Answering Service #DIV/0!
Misc. Admin. / Tax Credit Monitoring Fee #DIV/0!
Other Administrative #DIV/0!
Other Administrative #DIV/0!

Total Administrative #DIV/0! $0

UTILITIES
Fuel Oil #DIV/0!
Electric #DIV/0!
Water / Sewer #DIV/0!
Gas #DIV/0!
Other Utilities #DIV/0!
Other Utilities #DIV/0!

Total Utility #DIV/0! $0

OPERATING & MAINTENANCE
Janitor/Cleaning Payroll #DIV/0!
Janitor/Cleaning Supplies #DIV/0!
Janitor/Cleaning Contract #DIV/0!
Exterminating Payroll/Contract/Supplies #DIV/0!
Trash Removal #DIV/0!
Security Payroll/Contract #DIV/0!
Grounds Payroll #DIV/0!
Grounds Supplies #DIV/0!
Grounds Contract #DIV/0!
Maintenance/Repairs Payroll #DIV/0!
Repairs/Material #DIV/0!
Repairs Contract #DIV/0!
Elevator Maintenance/Contract #DIV/0!
Heating/Cooling Repairs & Maintenance #DIV/0!
Pool Maintenance/Contract/Staff #DIV/0!
Snow Removal #DIV/0!
Decorating Payroll/Contract #DIV/0!
Decorating Supplies #DIV/0!
Other Oper & Maint #DIV/0!
Other Oper & Maint #DIV/0!

Total Operating & Maintenance #DIV/0! $0
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Virginia Housing Rental Housing Loan Application 

N. Expense Summary Use Whole Numbers only

TAXES & INSURANCE
Real Estate Taxes #DIV/0!
Payroll Taxes #DIV/0!
Miscellaneous Taxes/Licenses/Permits #DIV/0!
Property & Liability Insurance #DIV/0!
Fidelity Bond #DIV/0!
Workman's Compensation #DIV/0!
Health Insurance & Employee Benefits #DIV/0!
Other Insurance #DIV/0!
Other Insurance #DIV/0!

Total Taxes & Insurance #DIV/0! $0

Total Operating Expenses #DIV/0! $0

REPLACEMENT RESERVES

TOTAL EXPENSES WITH REPLACEMENT RESERVES #DIV/0! $0
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Virginia Housing Rental Housing Loan Application 

O. Uses Use Whole Numbers Only

Contractor's Costs
1 Structures (estimate)
2 CSI02 Existing Conditions/Demolition

Total Structures $0

1 CSI31 Earthwork
2 CSI32 Exterior Improvements (Site Improvements)
3 CSI33 Site Utilities

Total Land Improvements $0

Total Structures & Land $0

1 General Requirements #DIV/0!
2 Overhead #DIV/0!
3 Profit #DIV/0!
4 Bond Premiums
5 Building Permits paid by GC

Total Contractor's Costs $0

Owner Costs
1 Building Permits
2 Design Engineering
3 Design Architect
4 Architect Supervision
5 Tap Fees
6 Environmental
7 Construction Interest
8 Taxes 
9 Insurance (Hazard)

10 Insurance (Builders Risk & Liability)
11 Virginia Housing Processing Fee
12 Virginia Housing Finance Fee
13 Certification
14 Title & Recording
15 Legal
16 Mortgage Banker
17 Tax Credit Fee
18 Soil Borings
19 Appraisal  
20 Market Study
21 Fixtures, Furniture and Equipment
22 Accounting
23 Construction Management
24 Consultants
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Virginia Housing Rental Housing Loan Application 

O. Uses Use Whole Numbers Only

25 Development Management
26 Green Building Certfication
27 Equity Financed
28 Geotechnical Engineer
29 Letters of Credit / Bond Premiums
30 Loan Prepayment Fee
31 Marketing and General Lease up 
32 Monitoring/Lease up Res. 
33 Organizational Costs
34 Proffers
35 RR funding
36 Security
37 Site Engineering/Survey
38 Tenant Relocation
39 Utilities
40 Miscellaneous (From Other Costs not funded by Virginia Housing below) $0
41 Contingency #DIV/0!
42 Estimated Remaining Equity
43 Other Costs 1, specify
44 Other Costs 2, specify
45 Other Costs 3, specify
46 Other Costs 4, specify
47 Other Costs 5, specify
48 Other Costs 6, specify
49 Other Costs 7, specify
50 Other Costs 8, specify
51 Other Costs 9, specify
52 Other Costs 10, specify

Total Owner Costs $0

Land/Acquisition Costs (must be the lesser of the “as is” value or purchase price )
Land
Existing Improvements

Total Development Costs less
Dev Fees & Other Costs not funded by Virginia Housing $0
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Virginia Housing Rental Housing Loan Application 

O. Uses Use Whole Numbers Only

Developer Fee…………………………..…..
$0
$0
$0
$0
$0
$0
$0
$0
$0
$0

Total Other Costs $0

Total Development Costs $0

Total Sources during Construction $0

Total Sources Less Uses $0

Other Costs not funded by Virginia 
Housing that will be incurred between 
closing and conversion
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Virginia Housing Rental Housing Loan Application 

P. Construction Interest Calculation Tool

Instructions for Use:

Month 1 Month 2 Month 3 Month 4 Month 5 Month 6 Month 7

Monthly Draw -                    
Cumulative Construction Loan Balance -                    -                   -                   -                    -                   -                    -                       
Interest Rate (annual) 0.000% 0.000% 0.000% 0.000% 0.000% 0.000% 0.000%
Monthly Estimated Construction Interest -                    -                   -                   -                    -                   -                    -                       
Cumulative Estimated Construction Interest -                    -                   -                   -                    -                   -                    -                       

Month 8 Month 9 Month 10 Month 11 Month 12 Month 13 Month 14

Monthly Draw

Cumulative Construction Loan Balance -                    -                   -                   -                    -                   -                    -                       
Interest Rate (annual) 0.000% 0.000% 0.000% 0.000% 0.000% 0.000% 0.000%
Monthly Estimated Construction Interest -                    -                   -                   -                    -                   -                    -                       
Cumulative Estimated Construction Interest -                    -                   -                   -                    -                   -                    -                       

Month 15 Month 16 Month 17 Month 18 Month 19 Month 20 Month 21

Monthly Draw

Cumulative Construction Loan Balance -                    -                   -                   -                    -                   -                    -                       
Interest Rate (annual) 0.000% 0.000% 0.000% 0.000% 0.000% 0.000% 0.000%
Monthly Estimated Construction Interest -                    -                   -                   -                    -                   -                    -                       
Cumulative Estimated Construction Interest -                    -                   -                   -                    -                   -                    -                       

Month 22 Month 23 Month 24 Month 25 Month 26

Monthly Draw

Cumulative Construction Loan Balance -                    -                   -                   -                    -                   
Interest Rate (annual) 0.000% 0.000% 0.000% 0.000% 0.000%
Monthly Estimated Construction Interest -                    -                   -                   -                    -                   
Cumulative Estimated Construction Interest -                    -                   -                   -                    -                   

You may use the table below to help calculate your construction interest.  The interest will continue to calculate up to the month that you have filled in an interest rate.   If your 
property produces income, this may not be necessary. 
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Virginia Housing Rental Housing Loan Application 

Q.  Architectural Drawings

1.  New Construction -- Submission Requirements:

Tab I:  

a. Schematic site plan to show type and number of parking spaces, location of building types, number and types of various 
apartments, location of community rooms, laundry, swimming pool, tot lots, play area, dumpster pads, site’s topo, drainage, 
proposed landscape and lighting.

b. Show zoning requirements, including set-backs, heights, number of units per acre, soil and environmental conditions.

c. Geotechnical report
d. Soil Borings
e. Schematic floor plans to show elevations and sections for various building types, minimum scale 1/8” per foot.  Show overall 

dimensions, gross square feet areas, and compliance with ADA and Fair Housing requirements.

f. Typical unit layouts, minimum scale 1/4” per foot.  Show dimensions, gross square feet areas, and furnishability layouts.

g. Outline specifications for various materials including walls, floors, roofs, insulation, doors, windows, kitchen cabinets, 
appliances, mechanical plumbing, electrical, paving and landscaping.

h. Owner cost breakdown (soft costs)
i. Contract cost breakdown and scope of work

2.  Renovations to Existing Properties -- Submission Requirements

Tab J

a. Contract cost breakdown and scope of work
b. Owner cost breakdown (soft costs)
c. Component specifications and “cut sheets”
d. Site plan- both existing and proposed
e. Floor plans- both existing and proposed
f. Show proposed changes including demolition, revision of unit plans, building elevations, and site work, community room, 

laundry room, swimming pool, tot lots and dumpster pads.
g. List age and condition of various building components such as roofs, walls, doors, windows, kitchen cabinets, plumbing and 

mechanical equipment, carpet,  appliances, insulation, etc. (i.e., unit survey)
h. Structural and termite reports
i. Environmental report (Phase I FNMA minimum)
j. Component replacement schedule including replacement date, quantities and reserve fund calculations)
k. Outline any A & E items that do not meet the VHDA's Design and Construction requirements 

All properties receiving Virginia Housing Financing must conform to Virginia Housing's current Minimum Design and 
Construction Requirements.  Specific documentation is posted to the virginiahousing.com website.  

The initial site and building plan submissions may be schematic.  Design the development drawings and final working drawings to 
incorporate VHDA requirements and review comments.  The construction contract documents for initial closing must include final site and 
engineering, architectural, structural, mechanical and electrical drawings and specifications.  The schematic drawings should include the 
following:

Provide the following New Construction Information (Please indicate if the following items are included with your application by putting an 'X' in 
the appropriate boxes. ) 

Provide the following Rehabilitation Information (Please indicate if the following items are included with your application by 
putting an 'X' in the appropriate boxes. ) 
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Rental Housing Loan App (10)

Deal Name

Funding Source Amount Per Unit Rate Term Per Sq Ft
VHDA Taxable #DIV/0! #DIV/0!
VHDA Tax Exempt #DIV/0! #DIV/0!
VHDA REACH #DIV/0! #DIV/0!
VHDA REACH #DIV/0! #DIV/0!
VHDA REACH #DIV/0! #DIV/0!
Existing VHDA Mortgage #DIV/0! #DIV/0!
Short Term VHDA Debt #DIV/0! #DIV/0!
Total Other Lender Debt #DIV/0! #DIV/0!
LITHC Proceeds #DIV/0! #DIV/0!
Total Equity #DIV/0! #DIV/0!

   TOTAL SOURCES #DIV/0! #DIV/0!

Funding Source Amount Per Unit Rate Term Debt Service Per Sq Ft
VHDA Taxable #DIV/0! #DIV/0!
VHDA Tax Exempt #DIV/0! #DIV/0!
VHDA REACH #DIV/0! #DIV/0!
VHDA REACH #DIV/0! #DIV/0!
VHDA REACH #DIV/0! #DIV/0!
Total Other Funding #DIV/0! #DIV/0!
Total Other Funding #DIV/0! #DIV/0!
Total Other Funding #DIV/0! #DIV/0!
Total Equity #DIV/0! #DIV/0!

   TOTAL SOURCES #DIV/0! #DIV/0!

Cost Per Unit Per Sq Ft
Structures #DIV/0! #DIV/0!
Land Improvements #DIV/0! #DIV/0!
General Requirements, Overhead & Profit #DIV/0! #DIV/0!
Contractor's Indirect Costs
Owner Soft Costs #DIV/0! #DIV/0!
Acquisition #DIV/0! #DIV/0!

   TOTAL USES #DIV/0! #DIV/0!

Total Units Virgina Housing Debt Only Coverage Ratio #DIV/0!
Gross Square Footage All Permanent Debt Coverage Ratio #DIV/0!
Estimated Value $890,890 Total Development Costs
Expected Fees Permanent Debt (VHDA)
Avg Sq Ft Per Unit #DIV/0! Permanent Debt (Other)
Debt Per Unit #DIV/0! Equity Required #DIV/0!
Construction Funding Equity Sources 
Existing Mortgages (not incl. in Sources) Additional Equity Required

Structures -$                         # of Units
Existing Conditions/Demo -$                         Efficiency Details on

Total Structures -$                         1BR Income Tab
2BR

CSI31 Earthwork -$                         3BR
CSI32 Exterior Improvements (Site Improvements) -$                         4+BR
CSI33 Site Utilities -$                         Annual Rental Income

Total Land Improvements -$                         Other Income
Total Income

General Requirements #DIV/0! -$                         Vacancy 
Overhead #DIV/0! -$                         Credit Loss
Profit #DIV/0! -$                         Estimated Gross Income
Indirect Costs -$                         

    Total Contractor's Hard Costs -$                         

CONTRACTOR HARD COSTS INCOME
UNIT TYPE(BR)

Development Cost Analysis

Permanent Funding

USES OF FUNDS

SUMMARY EQUITY INVESTMENT

Construction Funding
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Rental Housing Loan App (10)

Building Permits -$                         Per Unit
Design Engineering -$                         Administrative #DIV/0!
Design Architect -$                         Utilities #DIV/0!
Architect Supervision -$                         Operating & Maintenance #DIV/0!
Tap Fees -$                         Taxes & Insurance #DIV/0!
Environmental -$                         Total Operating Expenses #DIV/0!
Construction Interest -$                         
Taxes -$                         Replacement Reserves #DIV/0!
Insurance (Hazard) -$                         
Insurance (Builders Risk & Liability) -$                         Total Expenses #DIV/0!
Virginia Housing Processing Fee -$                         
Virginia Housing Finance Fee -$                         
Certification -$                         
Title & Recording -$                         
Legal -$                         Estimated Gross Income (EGI)
Mortgage Banker -$                         Operating Expenses
Tax Credit Fee -$                         Net Income
Soil Borings -$                         
Appraisal  -$                         Virginia Housing Debt Service
Market Study -$                         Cash Distribution
Fixtures, Furniture and Equipment -$                         
Accounting -$                         Loan to Cost #DIV/0!
Construction Management -$                         Loan to Value
Consultants -$                         
Development Management -$                         
Green Building Certfication -$                         
Equity Financed -$                         
Geotechnical Engineer -$                         
Letters of Credit / Bond Premiums -$                         
Loan Prepayment Fee -$                         
Marketing and General Lease up -$                         
Monitoring/Lease up Res. -$                         
Organizational Costs -$                         
Proffers -$                         
RR funding -$                         Other Costs Not Funded by Virginia Housing
Security -$                         Developer Fee -$              
Site Engineering/Survey -$                         1 -$              
Tenant Relocation -$                         2 -$              
Utilities -$                         3 -$              
Miscellaneous (Other Costs not funded by VH) 4 -$              
Est. Remaining Equity -$                         5 -$              
Contingency #DIV/0! of Hard Costs -$                         6 -$              
Other Costs 1, specify -$                         7 -$              
Other Costs 2, specify -$                         8 -$              
Other Costs 3, specify -$                         9 -$              
Other Costs 4, specify -$                         10 -$              
Other Costs 5, specify -$                         
Other Costs 6, specify -$                         
Other Costs 7, specify -$                         Total Contractor's Hard Costs -$                       
Other Costs 8, specify -$                         Existing Improvement Acquisition -$                       
Other Costs 9, specify -$                         Land Acquisition -$                       
Other Costs 10, specify -$                         Owner Soft Costs -$                       

Total Owner's Costs -$                         Total Development Cost -$                       

-$                                           

OWNER SOFT COSTS

TOTAL DEVELOPMENT COST

OPERATING EXPENSES

CASH FLOW
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Virginia Housing Rental Housing Loan Application 

Statement of Mortgagor

1

2

3

4

5

6

7

8

9

10

11

__________ day of __________________________, 20 ____.

Approved Mortgage Banker/Broker Legal Name of Mortgagor

By: By:

Title: Title:

IN WITNESS WHEREOF the Mortgagor has caused this application to be executed in its name on this 

The Mortgagor hereby certifies that the Development can be completed within the construction budget and can operate the Development 
within the operating budget set forth in this application. 
The Mortgagor hereby certifies that the information set forth in this application is true, correct, and complete.

The Mortgagor hereby authorizes VHDA to order credit report and/or D & B reports; or verify any account balances for which the Mortgagor is 
a principal; and, contact business and banking references that the Mortgagor has provided.
The Mortgagor paid an application fee in the amount of $10,000, which may be non refundable at the discretion of VHDA.  This fee may be 
applied to offset any appraisal, marketing or any other fees incurred by VHDA.

By execution of this application, the Mortgagor understands and agrees that the information in this application may be disseminated to others 
for purposes of verification or other purposes consistent with the Virginia Freedom of Information Act.  However, all information will be 
maintained, used or disseminated in accordance with the Virginia Privacy Protection Act.  The Applicant may refuse to supply the information 
requested, however, such refusal will result in VHDA’s inability to process the application.  The original or copy of this application may be 
retained by VHDA, even if the loan is not made.

12 By execution of this application, the Mortgagor understands and agrees that VHDA may conduct its own independent review and analysis of 
the information contained herein and in the attachments hereto, that any such review and analysis will be made for the sole and exclusive 
benefit and protection of VHDA and that the Mortgagor and Contractor shall not be entitled to rely upon such review and analysis or upon the 
results therefrom.  It is further understood and agreed by the Mortgagor that, for the purpose of determining and establishing the terms and 
conditions under which the loan may be made, VHDA may request or require adjustments or changes in the information contained herein 
(including attachments hereto) or in any documentation or material now or hereafter submitted in connection with this application.  The 
Mortgagor also understands and agrees that no liability or obligation for cost overruns, operating deficits, deficiencies in the Development or 
other matters relating to the construction (or rehabilitation) and operation of the Development shall be imposed on VHDA by reason of any 
such adjustments or changes requested or required by VHDA or by reason of any approval by VHDA of any part of this application (including 
attachments) or of any other documentation or materials now or hereafter submitted in connection with this application is approved by VHDA 
and the initial closing of the loan is held and completed, all rights, responsibilities, liabilities and obligations of the Mortgagor, Contractor and 
VHDA shall be governed by the terms of the loan documents executed at that time, and such documents shall supersede all discussions, 
negotiations and agreements with respect to this application. 

The undersigned Mortgagor hereby makes application to the Virginia Housing Development Authority (VHDA), for a mortgage loan described 
in this application pursuant to the Virginia Housing Development Authority Act, for housing described in this application, its supplements and 
all supporting schedule and exhibits.  The loan will be secured by a valid first mortgage of the property herein described.

The Mortgagor represents that it is a qualified entity under the relevant statutes and has been formed to undertake the 
construction/rehabilitation and operation of the Development for which the loan is made.

The Mortgagor agrees, as a condition of said loan, to comply with all applicable Federal and State laws regarding unlawful discrimination.

The Mortgagor represents that it has not employed any person or firm to solicit or secure the loan applied for upon any agreement for a 
commission, percentage, brokerage, or contingent fee; that it has not paid, delivered, or furnished, or agreed to pay, deliver, or furnish to any 
person any moneys, funds, compensation, gratuities, loans or other form of consideration in connection with this application, or the granting 
of the loan, if granted, or any disbursements therefrom, except as shown in this application.                                                                  
The Mortgagor hereby certifies that no relationship exists between the Mortgagor and the seller of the site of the Development, except as 
shown in this application.
The Mortgagor represents that it will furnish promptly such supporting information and documents as may be requested by VHDA and that, in 
carrying out the construction and operation of the Development, it will abide by all rules and regulations prescribed by VHDA.
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Virginia Housing Rental Housing Loan Application 

EXHIBIT 2:  Previous Participation Certification

Development Name: 0
Applicant: 0
Controlling General Partner

For the purpose of this Certification, the following definitions shall apply:

“Development” means the proposed multi-family rental housing development identified above.

“Participants” shall mean the Principals who will participate in the ownership of the Development.

1. I further certify that for the period beginning 10 years prior to the date of this certification:

a.

b.

c.

This certification must be completed and personally signed and dated by an individual who is, or is authorized to act on behalf of, 
the applicant as designated in the application.  The date of this certification must be no more than 30 days prior to submission of 
the application.

During any time that any of the Participants were Principals in any multi-family rental project, there has not been any breach by 
the owner of any agreements relating to the construction or rehabilitation, use, operation, management or disposition of the 
project;

To the best of my knowledge, there are no unresolved findings raised as a result of state or federal audits, management 
reviews or other governmental investigations concerning any multi-family rental project in which any of the Participants were 
Principals;

“Principal” shall mean any person (including any individual, joint venture, partnership, limited liability company, 
corporation,  nonprofit  organization, trust,, or any other public or private entity) that (i) with respect to the Development, 
will  own or participate in the ownership of the Development or (ii) with respect to an existing multi-family rental project, 
has owned or participated in the ownership of such project, all as more fully described hereinbelow.  The person who is the 
owner of the Development or multi-family rental project is considered a Principal.  In determining whether any other 
person is a Principal, the following guidelines shall govern:

(1) in the case of a partnership which is a Principal (whether as the owner or otherwise), all general partners are also 
considered Principals, regardless of the percentage interest of the general partner; 
(2) in the case of a public or private corporation or organization or governmental entity which is a Principal (whether 
as the owner or otherwise), Principals also include the president, vice president, secretary, and treasurer and other 
officers who are directly responsible to the board of directors or any equivalent governing body, as well as all 
directors or other members of the governing body and any stockholder having a 25 percent or more interest;

(3) in the case of a limited liability company which is a Principal (whether as the owner or otherwise), all members 
are also considered Principals, regardless of the percentage interest of the member; 

(4) in the case of a trust which is a Principal (whether as the owner or otherwise), all persons having a 25% or more 
beneficial ownership interest in the assets of such trust; (whether as the owner or otherwise), all persons having a 
25% or more beneficial ownership interest in the assets of such trust;

(5) in the case of any other  person which is a Principal   (whether as the owner or otherwise), all persons having a 25 
percent or more ownership interest in such other person are also considered Principals; 
and (6) any person that directly or indirectly controls, or has the power to control, a Principal shall also be considered 
a Principal.

Certifications:  I hereby certify that all the statements made by me are true, complete and correct to the best of my knowledge 
and belief and are made in good faith, including any statements attached to this certification.

During any time that any of the Participants were Principals in any multi-family rental project, no mortgage on the project has 
been in default, assigned to the mortgage insurer (governmental or private) or foreclosed, nor has mortgage relief by the 
mortgagee been given;
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EXHIBIT 2:  Previous Participation Certification

d.

e.

f.

g.

2.

3.

4.

5.

6.

Signature:

Print Name of Signatory:

Date:
(Note:  Date must be  no more than 30 days prior to submission of the application.)

Statements above (if any) to which I cannot certify have been deleted by striking through the words.   In the case of any such 
deletion, I have attached a true and accurate statement to explain the relevant facts and circumstances.

WARNING: IF THIS CERTIFICATION CONTAINS ANY MISREPRESENTATION OF A MATERIAL FACT, THE AUTHORITY MAY REJECT 
THE LOAN APPLICATION AND MAY PROHIBIT THE SUBMISSION BY THE APPLICANT OF LOAN APPLICATIONS IN THE FUTURE.

During any time that any of the Participants were Principals in any multi-family rental project, there has not been a suspension 
or termination of payments under any state or federal assistance contract for the project;

I further certify that none of the Participants has been found by any federal or state governmental entity or court to be in 
noncompliance with any applicable civil rights, equal employment opportunity or fair housing laws or regulations.

I further certify that none of the Participants was a Principal in any multi-family rental project which has been found by any 
federal or state governmental entity or court to have failed to comply with Section 42 of the Internal Revenue Code of 1986, as 
amended, during the period of time in which the Participant was a Principal in such project.

I further certify that none of the Participants is a Virginia Housing Development Authority employee or a member of the 
immediate household of any of its employees. 

None of the Participants has defaulted on an obligation covered by a surety or performance bond and has not been the subject 
of a claim under an employee fidelity bond.

I further certify that none of the Participants is  participating in the ownership of a multi-family rental housing project as of this 
date on which construction has stopped for a period in excess of 20 days or (in the case of a multi-family rental housing project 
assisted by any federal or state governmental entity) which has been substantially completed for more than 90 days but for 
which requisite documents for closing, such as the final cost certification, have not been filed with such governmental entity.

None of the Participants has been convicted of a felony and is not presently, to my knowledge, the subject of a complaint or 
indictment charging a felony.  (A felony is defined as any offense punishable by imprisonment for a term exceeding one year, 
but does not include any offense classified as a misdemeanor under the laws of a state and punishable by imprisonment of two 
years or less);

None of the Participants has been suspended, debarred or otherwise restricted by any federal or state governmental entity 
from doing business with such governmental entity; and
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Virginia Housing Rental Housing Loan Application 

Exhibit 3: Marketing Plan Outline

1 Description of the Target Population

a. Identify the market area to be served by the development.
b. Identify that part of the target population felt to be applicable to the income restrictions for this 

development.
c. Indicate what apartment communities would be considered competition to this development.

2. Marketing Procedures to be Used in Initial Rent-up

a. Describe all marketing tools to be used and, if applicable, frequency of use (i.e., model apartment, 
advertising mediums, signs, brochures, community contacts, etc.).

b. Indicate how the development will be marketed to attract a sufficient number of persons subject to 
the income restrictions to this development.

c. What marketing techniques will be employed to inform the minority population of the availability 
of the housing?

d. Explain how information and rental applications are to be made available to the public prior to the 
opening of the development (or once this existing development becomes subject to the applicable 
Virginia Housing income  restrictions).

3. Occupancy Procedures and Requirements

a. Provide a breakdown of the number of dwelling units to be leased to families and individuals 
applicable to the income restrictions of the financing of this development.

b. Indicate what procedures will be utilized during and after rent-up to ensure that the applicable 
percent of the dwelling units are leased to families or individuals at appropriate income levels.

This plan should ensure compliance with all appropriate occupancy regulations and restrictions specific to 
the development.  If you have something that addresses all of these areas, you may submit it instead of 
completing the following outline.  This plan should be property specific.
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Virginia Housing Rental Housing Loan Application 

Exhibit 4: REACH Program Requirements for Strategic Markets Lending

The Rental Housing Resources Enabling Affordable Community Housing (REACH) program is designed to address 
permanent mortgage financing for a variety of rental housing opportunities and provides financing at a below 
market interest rate.   

This program is a permanent mortgage financing initiative intended to bring new affordable rental units into service 
or to preserve existing subsidized rental units. Rental Housing REACH is not intended to serve as a product for the 
refinancing of existing rental housing units nor is it intended to provide construction or interim 
acquisition/rehabilitation financing for rental units.   Applicants seeking resources to refinance existing rental units 
or seeking construction/permanent financing should refer to Virginia Housing Rental Programs financed with 
Taxable Bonds outlined on www.virginiahousing.com.   Virginia Housing is committed to quality rental housing 
opportunities and has created construction standards which must be addressed by applicants. Therefore, it is 
critical that applicants consult with Virginia Housing prior to initiation of unit construction or rehabilitation to 
ensure that the units meet the specified standards in order to ultimately receive permanent mortgage  financing.

Virginia Housing reserves the right to waive any defined requirement contained in this document in the event
that the Executive Director determines the proposed housing initiative supports Virginia Housing's intent. 

HOMELESSNESS

Virginia Housing is committed to finding a permanent solution to ending homelessness. Rental Housing REACH
provides affordable financing options for housing that targets "chronically homeless" people or persons who are at
risk of becoming chronically homeless such as persons with dual diagnosis of addiction and mental health issues,
children aging out of foster care and homeless veterans. Chronically homeless individuals are defined as "an
unaccompanied homeless individual with a disabling condition who has either been continuously homeless for a
year or more, or has had at least four episodes of homelessness in the past three years.”

The following eligibility requirements were structured to support non-profit and governmental entities with a
history and capacity for serving the homeless. The Service/Care Providers must demonstrate proper licensing,
partnering, planning and locality backing to address this critical housing need with an emphasis on permanent
supportive housing.



Virginia Housing Rental Housing Loan Application 

Exhibit 4: REACH Program Requirements for Strategic Markets Lending

HOUSING FOR THE PHYSICALLY DISABLED COMMUNITIES

Virginia Housing is committed to designing programs and products that provide developers the means to build
accessible, affordable places for people with disabilities to live. More importantly Virginia Housing is committed to
offering products that encourage a variety of housing alternatives that provide for choice and self-determination
for people with disabilities while integrating housing into livable communities with diversity and appropriate
community supports to allow people with disabilities to live as independently as is possible. The Authority has
adopted the definition of Disability from The Americans with Disabilities Act (ADA): An individual is considered to
have a "disability" if he or she has a physical or mental impairment that substantially limits one or more major life
activities, has a record of such an impairment, or is regarded as having such an impairment. Persons discriminated
against because they have a known association or relationships with an individual with a disability are also
protected. Units must be independent living apartments with at least 25% of the units serve individuals with
physical disabilities and are accessible using Universal Design (UD) features. If the facility provides supportive
services, either appropriate license or provisional license is required.

REVITALIZATION  
Revitalization is a planned process that strengthens economically impacted communities through local public and
private partnerships which stimulate investment in sustainable community development. Such local partnerships
can best identify and develop local solutions to address local challenges and opportunities. These partnerships
typically leverage investment and support from the State and Federal government. As part of the local
revitalization planning process, a specific area is identified and mapped in order to establish the targeted
investment boundaries. In the Commonwealth of Virginia, several designations address local revitalization
aspirations:

1.         Redevelopment Area, Conservation District, and Rehabilitation Areas as prescribed in Title 36 of the 
Code of  Virginia
2.         State Enterprise Zone (DHCD)
3.         Virginia Main Street Designation  (DHCD)
4.         Neighborhood Revitalization Strategy Area (NRSA) as prescribed by the HUD CDBG Program

While this is not an exhaustive list of revitalization related designations, this list illustrates a diverse array of
approaches to addressing local needs.

The Rental Housing REACH program is designed to support local revitalization efforts in cases where there exists a
clearly defined area established by the locality to focus investment as part of community restoration efforts. The
size of such defined areas typically reflects unique local needs.

ELIGIBILITY REQUIREMENTS

The Rental Housing REACH program is designed to support the revitalization investment aspirations related to
affordable rental housing in both rural and non- rural communities. Non-entitled communities typically include
unincorporated places in counties as well as incorporated towns and small cities. Entitled communities typically
include the urbanized metropolitan areas, larger cities, and suburban jurisdictions including counties. The non-
entitled communities generally access such HUD resources through the Virginia Department of Housing and
Community Development (DHCD). The entitled communities often receive community development and housing
funds through a direct relationship with HUD involving programs such as CDBG and HOME. 



Virginia Housing Rental Housing Loan Application 

Exhibit 4: REACH Program Requirements for Strategic Markets Lending

Non - Entitled Communities
Projects located in non-entitled communities must meet the following criteria:

1.        Located in a locally designated revitalization area. Eligible areas include (but not necessarily limited to)
those prescribed under Title 36 of the Code of Virginia as well as State Enterprise Zone and Virginia Main Street
designations. Such local designations shall include areas identified by incorporated towns, independent cities, or
counties.

2.         Contain four or more units in the same locally designated revitalization area.

Entitled Communities
Projects located in non-rural communities must meet the following criteria:

1.  Located in a locally designated revitalization area. Eligible areas include those prescribed under Title 36 of the
Code of Virginia as well as State Enterprise Zone, Virginia Main Street, and HUD NRSA designations. Such local
designations shall include areas identified by incorporated towns, independent cities, or counties.

2.  Located in a Census Tract area where the population does not exceed a poverty level of 40% in order to mitigate
the concentration of poverty in a community.

3.  The project must be receiving leveraged funds from CDBG, HOME, RHA or other local financial support. Local tax
abatement will not be considered eligible as “other local financial support.” Such leveraged financial support should
directly support the development budget of the proposed project and average at least $1,000 per unit in a REACH-
assisted project.

4.   Contain 6 or more units in the same locally-designated revitalization area.
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Copy of Master Underwriting Template 2024.1

2024.1

Deal Name
Deal #

VHDA #

Funding Source Program Source Type Amount Per Unit
Interest 

Rate Term Debt Service Per Sq Ft
#VALUE! #VALUE!
#VALUE! #VALUE!
#VALUE! #VALUE!
#VALUE! #VALUE!
#VALUE! #VALUE!
#VALUE! #VALUE!
#VALUE! #VALUE!
#VALUE! #VALUE!
#VALUE! #VALUE!
#VALUE! #VALUE!
#VALUE! #VALUE!
#VALUE! #VALUE!
#VALUE! #VALUE!
#VALUE! #VALUE!
#VALUE! #VALUE!

unhide for more rows

   TOTAL SOURCES #VALUE! #VALUE!

Cost Per Unit Per Sq Ft
Structures #VALUE! #VALUE!
Land Improvements #VALUE! #VALUE!
General Requirements, Overhead & Profit #VALUE! #VALUE!
GC Indirect Costs #VALUE! #VALUE!
Owner Soft Costs #VALUE! #VALUE!
Acquisition #VALUE! #VALUE!

   TOTAL USES #VALUE! #VALUE!

Total Units Virginia Housing Perm Debt Only Coverage Ratio #DIV/0!
Gross Square Footage All Permanent Debt Coverage Ratio #DIV/0!
Estimated Value Total Development Costs
Expected Fees Permanent Debt (VHDA)
Avg Sq Ft Per Unit Permanent Debt (Other)
Debt Per Unit #VALUE! Equity Required
Existing Mortgages (not incl. in Sources) Equity Sources INPUT

Additional Equity Required

Structures (expected budget) -$                      # of Units
CSI02 Existing Conditions/Demo -$                      Efficiency Details on

Total Structures -$                      1BR Income Tab
2BR

CSI31 Earthwork -$                      3BR
CSI32 Exterior Improvements (Site Improvements) -$                      4+BR
CSI33 Site Utilities -$                      Subtotal

Total Land Improvements -$                      Other Income
Total Income

Total Structures & Land Vacancy 
Credit Loss

General Requirements #DIV/0! -$                      Estimated Gross Income
Overhead #DIV/0! -$                      
Profit #DIV/0! -$                      
Bond Permits -$                      
Building Permits by GC -$                      

    Total Contractors Hard Costs -$                      

ANNUAL INCOMEUNIT TYPE(BR/B)

-$                                   

-$                                       

-$                                       
-$                                       

-$                                       

Development Cost Analysis

SUMMARY

SOURCES OF FUNDS

USES OF FUNDS

-$                                       
-$                                       
-$                                       

EQUITY INVESTMENT

INCOME

-$                                       

-$                                       

CONTRACTOR HARD COSTS

-$                                       

DCA, 1 of 2



Copy of Master Underwriting Template 2024.1

Building Permits
Design Engineering Per Unit
Design Architect Administrative -$                   
Architect Supervision Utilities -$                   
Tap Fees Operating & Maintenance -$                   
Environmental Taxes & Insurance -$                   
Construction Interest Total Operating Expenses -$                   
Taxes
Insurance (Hazard) Replacement Reserves -$                   
Insurance (Builders Risk & Liability)
VHDA Processing Fee Total Expenses -$                   
VHDA Financing Fee
Certification
Title & Recording
Legal
Mortgage Banker Estimated Gross Income (EGI) -$                   
Tax Credit Fee Operating Expenses -$                   
Soil Borings Net Income -$                   
Appraisal  
Market Study Virginia Housing Debt Service -$                   
Fixtures, Furniture & Equipment Cash Distribution -$                   
Accounting
Construction Management Loan to Cost
Consultants Loan to Value
Development Management
Green Building Certification VHDA Fees Expected Is this REACH Funds Only?
Equity Financed
Geotechnical Engineer % of Fee Loan Amt Fee Amount

Letter of Credit/ Bond Premiums -$                        10,000$           
Loan Prepayment Fee 0.50% -$                        (10,000)$          
Marketing and General Lease up 0.50% -$                        -$                 
Monitoring/Lease up Res. 1.50% -$                        -$                 
Organizational Costs 0.625% -$                 
Proffers -$                        -$                      
RR funding -$                        -$                      
Security -$                        -$                 
Site Engineering/Survey Total Expected Fees
Tenant Relocation
Utilities Current Exp. Fees:
Miscellaneous (From Other Costs not funded by VH)
Est. Remaining Equity
Contingency #DIV/0! of Hard Costs Other Costs Not Funded by Virginia Housing
Other Costs 1, specify Developer Fee
Other Costs 2, specify 1
Other Costs 3, specify 2
Other Costs 4, specify 3
Other Costs 5, specify 4
Other Costs 6, specify 5
Other Costs 7, specify 6
Other Costs 8, specify 7
Other Costs 9, specify 8
Other Costs 10, specify 9

Total Owner Soft Costs 10

Total Contractor's Hard Costs -$                      
Existing Improvement Acquisition -$                      
Land Acquisition -$                      
Owner Soft Costs -$                      

Total Development Cost -$                      

TOTAL DEVELOPMENT COST

Other Fee

Fin. Fee Const (over 7.5 Million)

OPERATING EXPENSES

Unsecured Gap Loan Fee
Out of Balance Fee

 

CASH FLOW

OWNER SOFT COSTS

Processing Fee
Financing Fee (Permanent)
Fin. Fee (Construction/Gap)

Fee Type
Application Fee

DCA, 2 of 2
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Request for Executive Director Approval   For Executive Use Only

  Identifying Number __________

Requestor Information
Date 00/00/0000
Name 0 Extension:  
Requested completion date 00/00/0000
Enter Department/Division Rental Housing

Request Information
Select the Type of Request  
_X_ CARS/EDARS                      ___ Commonwealth of Virginia Documents
___ Constituent Documents  ___ HR Documents
___ Legal Documents              ___ MF Legal Documents
___ Purchase Contracts          ___ REO Contracts
___ SF Loan Documents ___ Other     

Provide a description for your request

Approver Section

Manager: (signature)

Director: {{*N_es_:signer1:Text Input5          }} (signature) {{Sig_es_:signer1:signature}}

MD: {{*N_es_:signer2:Text Input6           }}   (signature) {{Sig_es_:signer2:signature}}

Chief {{*N_es_:signer3:Text Input8  }} (signature) {{Sig_es_:signer3:signature}}

Additional Approval (print) _______________________ (signature)

Executive Director {{*N_es_:signer4:Text Input8  }} (signature) {{Sig_es_:signer4:signature}}

Complete one form per request

DO to fill in description

Approval must be obtained by the appropriate supporting management team. If additional 
signatures are required outside of approving management team, please use the "additional 
signature" lines.



DATE: 00/00/0000

TO: Tammy Neale

FROM: David Glassman

RE: Executive Director Authorization Request

DEAL NAME: <Name is copied from EDAR>

Development Officer Comments:         

Strategic Priority served by REACH: 
Rural Special Initiatives Pool - IDD
MUMI Special Initiatives Pool - IDD
Homeless Strategic (Tax Credit or Other)
Disability LMATCH

Director of Rental Housing Development Notes

Managing Director of Rental Housing Notes

DO to fill in comments

{{*largeField2_es_:signer1:multiline(7)                                                                }}
 

{{*largeField3_es_:signer2:multiline(7)                                                                }}
 

“CONFIDENTIAL WORKING PAPERS OF THE 
EXECUTIVE DIRECTOR”



Deal Name: Deal #: 
City VHDA#:
Jurisdiction
Developer:

Total Units: Commercial Space Sq Footage: 
Restricted Units Strategic Qualifier: 

Property Use:
Type of Loan Loan Category:
Loan Purpose: Target Population:
Tax Credits:

Development Officer: 

Site Description / Location

 

Deal Purpose Amount Per Unit
Interest 

Rate Term

@ months
 @ months
 @ months
 @ months
 @ months
 @ months
 @ months

@ months
@ months
@ months

TOTAL FUNDING:  #DIV/0!  

DECLARATION OF OFFICIAL INTENT AMOUNT: (for TE Bonds only, equals VHDA Loan amount plus 20%)

Estimated Total Development Cost:    
                     

Estimated VHDA Loan to Value: Loan to Cost  

If this is an RD Deal, indicate which parameters below are met in accordance policy exception:
LTV is at or below 50% Loan Amount is at or below $500,000

LRC PRE-EDAR APPROVED DATE:

Funding Source Name

 

00/00/0000

FUNDING SUMMARY

VIRGINIA HOUSING
Executive Director Approval Request and Declaration of Official Intent

 

DEVELOPMENT PROPOSAL

#DIV/0!



{{Sig_es_:signer2:signature}} {{Sig_es_:signer4:signature}}
J.D. BONDURANT Tammy Neale
MANAGING DIRECTOR OF RENTAL HOUSING EXECUTIVE DIRECTOR

DATE:  {{Dte_es_:signer2:date}} DATE:  {{Dte_es_:signer4:date}}

 
Variances From the Minimum Standards Established by Resolutions of the Board of Commissioners

Variance(s) Minimum Loan Standard Exception and Reason for Variance(s)

The Executive Director has been authorized by the Commissioners of the Authority to express the intent of the Authority to reimburse 
expenditures for the Development with proceeds of bonds expected to be issued by the Authority.

1.  The Authority hereby expresses its intent to reimburse expenditures for the Development with proceeds of bonds expected to be issued by 
the Authority to finance the construction and ownership or acquisition, rehabilitation and ownership, as applicable,  of the Development, 
subject to compliance with all applicable provisions of the Act and Rules and Regulations, including without limitation all loan underwriting 
criteria and requirements, and subject to issuance of such bonds on such terms and conditions as shall be acceptable to the Authority.

2.  The Authority expects to issue bonds in an amount not to exceed the above-stated Declaration of Official Intent Amount for the purpose of 
providing funds to finance and/or reimburse the construction and ownership or acquisition, rehabilitation and ownership, as applicable,  of the 
Development subject to acceptance by all parties of the terms, conditions, costs, fees, agreements and bond resolutions involved in the 
issuance of the bonds and the financing of the Development and all other agreements pertinent thereto.

3.  This Declaration is intended to be the Declaration of Official Intent of the Authority regarding the expenditures for the Development, 
pursuant to Treasury Regulation 1.150-2.  

4.  This Declaration shall become effective immediately.



Summary Information

Deal Name: 0 Deal# 0

Total Units: 0 # of Strategic Units: 0 Jurisdiction: 0

Project Gross Sq Ft: Target population:

Amount VHDA Monies? Total Finance Fees
Expected

Total Sources $0

Type of Uses Amount Per Unit Per Sq Ft
Structures $0 #DIV/0! #DIV/0! Total Improvements $0
Land Improvements $0 #DIV/0! #DIV/0! Land Acquisition $0
General Req/Overhead/Profit* $0 #DIV/0! #DIV/0! Bldg Acquisition $0
Owner Costs $0 #DIV/0! #DIV/0! Total Development Costs $0
Acquisition $0 #DIV/0! #DIV/0!
Total Uses $0 #DIV/0!

Rental Income $0 # of Eff
Other Income $0 # of 1BR

Gross Income $0 # of 2BR
Less Vacancy % $0 # of 3BR
Less Credit % $0 # of 4+ BR

Effective Gross Income: $0 Total Units 0

Category Per Unit Total
Administrative #DIV/0! $0
Utilities #DIV/0! $0
Operating & Maintenance #DIV/0! $0
Taxes & Insurance #DIV/0! $0
Total Operating Expenses #DIV/0! $0

Replacement Reserves #DIV/0! $0

Total Expenses #DIV/0! $0

EGI $0
Total Expenses $0
Net Income $0

Debt Service $0 * may include Bond or Building Permits
Cash Flow $0

Development Summary

0

Uses of Funds

Unit Breakdown

Funding Source

Total Development Costs

Cash Flow

Income

0

Sources of Funds

Expenses
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Request for Executive Director Approval   For Executive Use Only

  Identifying Number __________

Requestor Information
Date 00/00/0000
Name 0 Extension:  
Requested completion date 00/00/0000
Enter Department/Division Rental Housing

Request Information
Select the Type of Request  
_X_ CARS/EDARS                      ___ Commonwealth of Virginia Documents
___ Constituent Documents  ___ HR Documents
___ Legal Documents              ___ MF Legal Documents
___ Purchase Contracts          ___ REO Contracts
___ SF Loan Documents ___ Other     

Provide a description for your request

Approver Section

Manager: (signature)

Director: {{*N_es_:signer2:Text Input5          }} (signature) {{Sig_es_:signer2:signature}}

MD: {{*N_es_:signer3:Text Input6           }}   (signature) {{Sig_es_:signer3:signature}}

Chief {{*N_es_:signer4:Text Input6           }}   (signature) {{Sig_es_:signer4:signature}}

Additional Approval (print) ___________________ (signature)

Executive Director {{*N_es_:signer5:Text Input8     }} (signature) {{Sig_es_:signer5:signature}}

Complete one form per request

DO to fill in description

Approval must be obtained by the appropriate supporting management team. If additional 
signatures are required outside of approving management team, please use the "additional 
signature" lines.



DATE: 00/00/0000

TO: Tammy Neale

FROM: David Glassman

RE: Commitment Authorization Request

DEAL NAME: <Name is copied from CAR>

Development Officer Comments:         

Strategic Priority served by REACH: 
Rural Special Initiatives Pool - IDD
MUMI Special Initiatives Pool - IDD
Homeless Strategic (Tax Credit or Other)
Disability LMATCH

Director of Rental Housing Development Notes

Managing Director of Rental Housing Notes

“CONFIDENTIAL WORKING PAPERS OF THE 
EXECUTIVE DIRECTOR”

DO to fill in comments

{{*largeField2_es_:signer2:multiline(7)                                                           }}
 

{{*largeField3_es_:signer3:multiline(7)                                                           }}
 



Deal Name: Deal #: 
City VHDA#:
Jurisdiction
Developer:

Total Units: Commercial Space Sq Footage: 
Strategic Units: Strategic Qualifier: 

Property Use:
Type of Loan Loan Category:
Loan Purpose: Target Population:
Tax Credits:

Development Officer: 

Site Description / Location

Need Finding: 

 

Deal Purpose Amount Per Unit
Interest 

Rate Term

@ months
 @ months
 @ months
 @ months
 @ months
 @ months
 @ months

@ months
@ months
@ months

TOTAL FUNDING:  #DIV/0!  

Estimated Total Development Cost:    
                     

Estimated VHDA Loan to Value: Loan to Cost  

Stand By Fees LRC PRE-CAR APPROVED DATE:

VIRGINIA HOUSING
Commitment Authorization Request

 

DEVELOPMENT PROPOSAL

FUNDING SUMMARY

00/00/0000

Funding Source Name

#DIV/0!

From UW workbook

Based on a market analysis and review of the occupancy levels of comparable properties in the market area, it is projected 
that the property will rent up at approximately XX units per month and be fully leased within approximately XX months.  
XX% of renters earning less than $XX.XXX per year pay greater than XX% of income for rent. 



If this is an RD Deal, indicate which parameters below are met in accordance policy exception:
LTV is at or below 50% Loan Amount is at or below $500,000

{{Sig_es_:signer1:signature}} {{Sig_es_:signer3:signature}}
AUTHORIZED OFFICER J.D. BONDURANT

Managing Director of Rental Housing

Date: {{Dte_es_:signer1:date}} Date:     {{Dte_es_:signer3:date}}

{{Sig_es_:signer5:signature}} Date:     {{Dte_es_:signer5:date}}

 
Variances From the Minimum Standards Established by Resolutions of the Board of Commissioners

Variance(s) Minimum Loan Standard Exception and Reason for Variance(s)

AUTHORIZATION RECOMMENDATION
We recommend approval of the mortgage loan in the principal amount set forth above and issuance of a commitment 
therefor.  Any variances in the Minumum Standards, established by resolution of the Board of Commissioners, if any, are 
identified below.  All such variances were included in the Board Approval Request(s) previously distributed to the Board of 
Commissioners. 

I, Tammy Neale, hereby find: 
1.  There exists a shortage of decent, safe and sanitary housing at rentals or prices which persons or families of low or moderate 
income can afford within the general housing market to be served by the proposed Development identified above. 
2.  That private enterprise and investment have been unable, without assistance, to provide the needed decent, safe and sanitary 
housing at rentals or prices with persons of low or moderate income can afford or to provide sufficient mortgage financing for 
residential housing for occupancy by such persons or families.  
3.  That the housing sponsor or sponsors undertaking the Development in the Commonwealth will supply well-planned, well-designed 
housing for persons or families of low and moderate income and that such sponsors are financially responsible. 
4.  That the Development, to be assisted pursuant to the provisions of Chapter 1.2 of Title 36 of the Code of Virginia, will be of public 
use and will provide a public benefit. 
5.  That the Development will be undertaken within the authority conferred by Chapter 1.2 of Title 36 of the Code of Virginia upon the 
Authority and the housing sponsor or sponsors. 
    I hereby approve the mortgage loan in the principal amount set forth above and authorize the issuance of commiment therefor. The 
information under the heading Development Proposal is subject to change without my further approval, except that my approval shall 
be required for any increase in the VHDA loan amount.  Furthermore, my approval shall be required in the event that either of the 
following shall occur:  (i)  the mortgage loan will vary from the Minimum Standards and such variance is not identified below or (ii) any 
variance identified below will change in  a manner adverse to the Authority.   

TAMMY NEALE, EXECUTIVE DIRECTOR



Attached to CAR

Summary Information

Deal Name: 0 Deal# 0

Total Units: 0 # of Strategic Units: 0 Jurisdiction: 0

Project Gross Sq Ft: Target population:

Amount VHDA Monies? Total Finance Fees
 Expected
 
 
 
 
 
 
 
 
 

Total Sources $0

Type of Uses Amount Per Unit Per Sq Ft
Structures $0 #DIV/0! #DIV/0! Total Improvements $0
Land Improvements $0 #DIV/0! #DIV/0! Land Acquisition $0
General Req/Overhead/Profit* $0 #DIV/0! #DIV/0! Bldg Acquisition $0
Owner Costs $0 #DIV/0! #DIV/0! Total Development Costs $0
Acquisition $0 #DIV/0! #DIV/0!
Total Uses $0 #DIV/0!

Rental Income $0 # of Eff
Other Income $0 # of 1BR

Gross Income $0 # of 2BR
Less Vacancy % 7.00% $0 # of 3BR
Less Credit % 5.00% $0 # of 4+ BR

Effective Gross Income: $0 Total Units 0

Category Per Unit Total
Administrative #DIV/0! $0
Utilities #DIV/0! $0
Operating & Maintenance #DIV/0! $0
Taxes & Insurance #DIV/0! $0
Total Operating Expenses #DIV/0! $0

Replacement Reserves #DIV/0! $0

Total Expenses #DIV/0! $0

EGI $0
Total Expenses $0
Net Income $0

Debt Service $0 * may include Bond or Building Permits
Cash Flow $0

Sources of Funds

Expenses

Cash Flow

Income Unit Breakdown

Development Summary

0

Uses of Funds

Funding Source

Total Development Costs

0
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Legal Info 

v2024.4

Assigned DO:
Assigned Analyst: 

Assigned CLA:

Please include the most current version of the DCA when you give this to Legal

I.  Development Information
1 Development Name
2 VHDA #
3 DEV Deal #
4 Brief Property Description for property location for Commitment and Note

5 Total Units:
6 Jurisdiction: 
7 Appraisal Company Name: 
8 Appraisal Date: 1/1/1900
9 Appraised Value: -$                                            

II.  Mortgagor Information
1 Mortgagor/Borrower Name

2 Name of Commitment Addressee
3 Email of Addressee
4 Borrower Contact Person

Sal. First Last
5 Borrower Address

Borrower City ST. Zip

6 Borrower Entity Type: 
7 Formation State:  
8 Attorney Name
9 Attorney Email

Information for Legal

MUST ENSURE THIS FORM IS REVIEWED BY THE DO PRIOR TO SUBMISSION TO LEGAL

1 of 7 Copy of Master Legal Info Template 2024.4



Legal Info 

III.  Loan Amount/Type of Loan/Source of Funding
1 Principal Amount of Mortgage Loan -$                           

       a -$                           
b Program: -$                           

Program: -$                           
Program: -$                           

GAP Loan Amount -$                           
c Program: -$                           

Program: -$                           
Program: -$                           

NO
2 Type of Financing:  

3 % of TDC to determine max mortgage:

4

5 Will Virginia Housing lien be a first lien? YES
6 Source of Financing (choose only one): 

a Tax Exempt (with/without Taxable or REACH) NO
b TE Financing to refund other issuer's bonds NO
c Taxable only – No REACH or Tax Exempt NO
d Taxable – REACH, No Tax Exempt NO
e REACH only NO

7 Is there multiple REACH? NO

IV. Interest Rate(s)
1 Max Interest Rate “Standard Program” Portion 0.00%
2 Interest Rate(s) REACH portion(s) (1) 0.00%

(2) 0.00%
3 Different Interest Rate during Construction? NO
4 Gap Financing? NO

a Gap Loan Amount -$                                            
b Maximum Gap Loan Rate 0.00%
c Gap Loan Maturity (# of months) 0
d Prepayment Date of GAP Loan (# of months) 0
e Amount of Gap Fee -$                                            
f

Provide Amount of security -$                                            

g NO

h GAP Special Conditions? 

Will our Borrower lease property from fee simple owner?

Standard Program amount of mortgage loan
REACH Amount of Mortgage Loan 

Is the Gap Loan being fully disbursed at Closing? 

Will Gap loan be secured by Letter of Credit or 
Cash?

Grants 

Is grant to be secured by deed of trust? 

If yes, provide name of Lessor: 

2 of 7 Copy of Master Legal Info Template 2024.4



Legal Info 

V.  Repayment Information
1 Virginia Housing requires Non Recourse Non Recourse
2 Amortization begins on the 1st day of this numbered Month after closing 0

(Construction Period + Buffer + Interest-only Period + 1 is calculated in the above formula)

Construction Period

Buffer

Interest only period

3 Loan Amortization  (in months)

4 # of Loan Payments

VI. Fees & Replacement Reserves (rounded to the nearest dollars)
1 Amount of Virginia Housing Financing Fee -$                           

2 Portion of Virginia Housing Financing Fee paid prior to commitment -$                           

3 Amount of Virginia Housing Processing Fee -$                           

4 -$                           

5 Balance of Processing/Financing Fees due at Commitment Acceptance -$                           

6 Amount of Standby Security/ Good Faith Letter of Credit -$                           

7 Monthly Amount Deposit Replacement Reserve Fund -$                           

8 Amount of Out of Balance Fee -$                           

9 Amount of Extended Perm/Forward Fee (for Perm/Forwards with delivery 

Period greater than 18 months) -$                           

10 -$                           

VII. Construction Contract Information
1 Name of Contractor

2 Plans or work write up? Plans - Drawings & Specs

3 Total Contract sum 200,000.00$             
Are they billing for Stored Materials? NO

If YES or BOTH, total fee for Stored Materials? -$                           

4 Amount of Builder’s Profit -$                           

5 Amount of Completion assurance letter of credit 15,000.00$               

6 Amount of Latent Defect Letter of Credit 5,000.00$                 

7 # of months for completion of construction

8 Type of Hazard Insurance during Construction:

9
NO

Addendum to construction contract – if contractor to receive payments in excess of 
total contract sum? 

Amount of Extended Construction Perm Premium (for construction terms in 
excess of 24 months

Portion of Virginia Housing Processing Fee paid prior to commitment (include 
App Fee)
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VIII.  Architect
1 Design & Supervisory Services

2 Owner – Arch agreement for both Design & Supervisory

3 Separate Agreements for Design and Supervisory Services NO

4 Design Architecture Firm Name

5 Supervisory Architecture Firm Name

6 Amount of Architect’s Total Fee -$                           

7 Design Fees paid to Architect (paid at Closing) -$                           

8 Supervisory Fees paid to Architect (balance remaining to bepaid after Closing) -$                           

IX. Management Agent
1 Name of Management Agent

2 Percent of monthly gross rent collections as Agent Fee 0.00%

3 Is Management Agent a Certified Agent?

If not certified, explain conditions: 

4 Management Agent Expenditure Limit -$                           

X.  Income Limits and Population Targets
1 LIHTC Tax Credit Limits (if applicable) 

2 Virginia Housing Loan Income Limits

3 Other Restrictions of Occupancy?

4 Population Target: 

5 Property Use:

6 If Property Use is Supportive Housing, what is subtype?

XI. Commitment Deadlines
1

2 Number of days for Mortgagor to request lock in date following return of commitment 0

3 Number of days to close loan following Virginia Housing notice of rate lock 0

4 Commitment Termination Date (for perm/REACH loans)

Date on which Commitment, Standby Fees and financing fees are due 1/1/1900

1/1/1900
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XII. MISC.
1 Flood Insurance Coverage? NO  (if no,  please provide proof.)

2 Phase I Environmental? YES (always required)

3 Lease up requirement?

If Required:  

Loan amount > =$2,000,000 Minimum Annual Income to meet:

Loan amount < $2,000,000 Est. Annual Oper Exp/Debt Service

# of units to be leased prior to closing 0

4 Initial Equity Escrow Agreement? NO

5 Residential Tenants Status? Tenants Not in Units at Closing
6 Early Start Agreement? NO
7

NO
8 Escrow agreement for off-site improvements? NO
9 Latent Defect Letter Credit Amount for Perm Forward Loans -$                           

10 Minimum number of parking spaces required 0
11 Construction required to be completed before closing?  (Perm Forward only) NO
12 Will Priority Fund finance the development? NO
13 REACH clawback Language?

XIII. Disbursement Agreements
1 Disbursement Agreement Required? YES

2 Require Completion assurance LOC

3 Require Latent Defect LOC

4 Require Trade Payment Breakdown

5 Require builders risk insurance?

6 Draws will be based on: 

7 General Contractor?

8 Construction required to be completed before closing? 

9 Lease up Required before closing? 

10 Interest Bearing?

11 Amount of disbursement escrow -$                           

12 Number of month for completion of construction? 

Cross Default & Cross Collateralization rider to Deed of Trust (if loan to be 
collateralized with another Virgnia Housing loan)?

-$                                 

-$                                 
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XIV. Mixed Use
1 Mixed Income Only? NO

2 Mixed Income and Mixed Use? NO
See legal for selection of Special Conditions: 

3 MUMI Commercial Tenant Status

4 MUMI - Is property in QCT? NO

5 Lease up of Commercial Space Required before closing? NO

6 Amount of Required Annual Income -$                           

XV. Special Conditions
Attachment A – Special Conditions – if any

a Offsite Access or easement required a NO

b Cross-default/Cross-Collateralization b NO

c Cross Easements c NO
If Cross Easement, Name/ VHDA# of other development having common space:

d Evidence of Resources for Equity d NO

e Work write up e NO

f Structural Report f NO

g Is there an Out of Balance Fee? g NO

h Is there lease up reserve? h NO

i Is there a propery owner's association (HOA, Condo Assn.) i NO

j Is the property subject to proffers? j NO

k Are there income limits that survive foreclosure? k NO

l Will property be subdivided or condoed out? l NO
m Are there historic tax credits? m NO

n If loan is tax exempt, is the development a scattered site? n NO

o Is there an existing HAP Contract? NO
Will there be a new HAP Contract? NO
Name of HAP contract administrator (HUD, name of PHA):

What is the length of the HAP contract? 0
# of HAP units in the contract 0

p See attached page for additional details and special conditions? p NO
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XVI.  Documents to Attach
1 Attach current DCA.  

2 Attach tenant selection plan.

reviewed by Dev. Officer: 0
MUST ENSURE THIS FORM IS REVIEWED BY THE DO PRIOR TO SUBMISSION TO LEGAL
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