PRELIMINARY LOAN APPLICATION INSTRUCTIONS

SUBMITTING A PRELIMINARY LOAN APPLICATION

OHCS suggests that the borrower initially completes and submits only the “Preliminary Loan Application” portion of the application for review by the Multifamily Housing Section Manager for compliance with general program guidelines. If the Preliminary Loan Application meets general program guidelines, the application is assigned to a Loan Officer who will contact the borrower to schedule a meeting to discuss the proposed project and Program requirements in further detail.

Submit the Preliminary Loan Application with all attachments noted on the Preliminary Loan Application Checklist. Include the Application Transmittal Form and the Application Fee ($1,500). Send the original Preliminary Loan Application to the Multifamily Housing Section Manager, with a copy to the Regional Advisor to the Department (RAD). Incomplete applications, including omitted fees, will not be accepted.




Oregon Housing and Community Services





Attn: Manager




Multifamily Housing Section




725 Summer Street NE, Suite B





Salem OR  97301-1266
Read all application information prior to completing the forms. Failure to follow these instructions or to provide the requested information may result in a rejected application. When completing the forms, do not alter the wording or format in any way. If an item does not apply to the project, draw a line through the space, or mark it N/A (not applicable). If using a personalized computer-generated proforma format, you may attach the personalized proforma as a supplement to the Department’s required proforma formats.

PRELIMINARY LOAN APPLICATION FORMS

Complete and submit the following forms:

· Application Checklist. Provided to assist the Borrower in completing and transmitting all of the standard required documentation, such as forms, spreadsheets and attachments.

· Application and Fee Transmittal. Attach the Application Fee payment to the form.

· Authorization and Acceptance Form.. Include the Borrower’s authorized representative’s signature on the original.

· Data Summary. Include the Borrower’s authorized representative’s signature on the original.

· Proposed Project Schedule.

· Project Summary and Development. 

· Sponsor and Team 

· Need and Market Assessment. Include verification of the market.

· Minority Business Enterprises and Women-Owned Business Enterprises (MBE-WBE)

· Nonprofit Information. Attach copies of the borrowing entity’s formation documents as listed on the form. Include a copy of the Borrowing Resolution that indicates the specific proposed project, the person(s) authorized to encumber the organization, the maximum amount the person(s) is authorized to encumber, and current Financial Statements. (Complete this form only if the Borrower is a non-profit organization.)
· Environmental Review Checklist. In order to complete the Checklist, the Borrower will need to contact the RAD to schedule a site visit. Complete the Checklist prior to the RAD visiting the site and then have the RAD sign the Checklist when the site visit is completed. Be aware, if there is a potential that environmental conditions exist on the site, the Department may require a Level I Environmental Assessment Report.

· Financial Description
· Proforma Excel Spreadsheets. The forms and proforma spreadsheets are only available electronically. Refer to the Preliminary Bond Loan Application Forms section for the forms and detailed instructions.
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