Section 07
PRO FORMA

PAGES
Submit Excel Pro Forma spreadsheet pages in Section 7 in the order requested by the Application Checklist.  

Attach supporting financial documents in Section 7 

after the pro forma pages, including any state contracts for the 

operating/service revenue for special needs populations.

Instructions for using the Excel pro forma spreadsheet pages

1.
The spreadsheet pages are arranged in a different order than the Application Checklist requests.  The workbook has the most-used pages at the front.

2.
Both the Housing Resources Section and the Housing Finance Section will be using most of the same application forms.  There are some differences in how the two Sections review and utilize the data provided, so there will be some changes apparent to both grant and loan applicants.  The Department invites your comments and suggestions.

3.
Fill in the project name on the Sources of Funding page. It will be automatically linked to the other pages in the spreadsheet.

4.
Fill in the date on each spreadsheet page. Dates are not automatically linked because page revisions can be dated individually and submitted during the development of the project.

5.
The Department has made every attempt to leave all data entry cells open. Other cells in the workbook are locked.

6.
Many cells have "comments" embedded to assist in gathering the necessary data. 

7.
Generally, cells designated for data entry are highlighted in yellow (with the exception of the Sources of Funding page).

Sources of Funding page

Note:  If the project is a mixed-use project with a commercial/retail component, go to the row that has A,B,C, etc. and highlight columns F and I.  In the shaded area, right click your mouse and select “Unhide” at the bottom.  This will reveal the Commercial input column.  Input information according to the instructions that follow:

1.
Fill in Project name and date at the top of the page.

2.
Enter source dollar amounts in their proper locations.  Be sure to include Commercial if applicable.

3.
If application is being made for LIHTC, do not attempt to enter numbers in the cell for the LIHTC equity.  This cell will be automatically filled by linkage after the Calculation of Tax Credit page has been completed.

Uses of Funding page

Note:  If the project is a mixed-use project with a commercial/retail component, go to the row that has A,B,C, etc. and highlight columns C and E.  In the shaded area, right click your mouse and select “Unhide” at the bottom.  This will reveal the Commercial input column.  Input information according to the instructions that follow:

1.
Fill in date cell.

2.
Fill in IRS set aside (only if  requesting LIHTC). See comments for that cell.

3.
Enter square footage for Residential areas, Common Areas, Commercial/other areas.

4.
Total Square Footage will be calculated from these entries.

5. 
Cost column
· Enter costs by line item. "Other" lines for "other" costs have been provided, however most costs should fit into the pre-labeled line items.

· Do not combine line items or request "see above" or "see below."

· Contractor's profit, overhead and general conditions must be shown as separate line items.

6.
 Cost per unit, square foot and % of total columns
· These columns will be calculated automatically.  The calculations will be based on the residential and common areas only.

7.
 Funding Source column
· List actual funding source, e.g., HOME, Trust Fund, perm loan, donation.  Even though the sources will often change during the development of the project, reviewers of the application need to see if funding sources are being used for eligible costs.

8. 
Reasonably Expected Basis and Estimate Gross Expended columns
· These columns are only for applicants requesting LIHTC.

9. 
Bottom of second page
· All of the cells will be calculated automatically.  If the "Surplus or Gap" cell shows a positive or negative number, then the Sources and Uses do not match by that amount.

Housing Operating Budget - Income page
1.
Enter date at top of page.

2.
Enter County name at top of the page. If this is not done, the formulas for Median Income % will not work.

3.
This page must be filled out by all applicants, including those who are requesting OAHTC.

4.
In the "Unit Size" column, enter the following designations for appropriate unit sizes:


· SRO - use for single resident occupancy

· 0 - use for efficiencies or studio apartments

· 1 - use for one bedrooms

· 2 - use for two bedrooms

· 3 - etc., etc.

5.
"Number of Baths" column - use .5, 1, 1.5, 2, etc.

6.
"Median Income %" column.  Both the "Income without OAHTC" and the "Income with OAHTC" pages use formulas to automatically express the percentage of median income. Although the percentages expressed are actual, OHCS will consider the percentages to be expressed as a not-to-exceed % of median income in 10% intervals.  For example, if the percentage of median income is calculated by the formula to be 43%, then OHCS will consider the not-to-exceed percentage of median income to be 50%.  These not-to-exceed percentages will be used in all legal agreements and declarations between the sponsor and the state. Questions regarding this policy can be directed to the area RAD.

7.
If the project is requesting OAHTC, this page and the "Income with OAHTC" page found later in the workbook will need to be filled out.

8.
Enter the total income for Sevice Revenue and any Other Revenue for the project in the “Total Annual Income” column. This is the annual income for all units using the service or other project revenue as project income. 

9.
The Annual Inflation Rate Factor at the top of the page is defaulted to 3% for income.  This may be changed but the change must be justified in the narrative portion of the Financial Description section of the application. The same applies to the default 5% vacancy rate at the bottom of the page.

The spreadsheet does not allow the Inflation Factor to vary on a line item-by-line item basis.

Housing Operating Budget - Expenses
1.
Enter date at top of page.

2.
The Annual Inflation Rate Factor at the top of the page is defaulted to 4%. This may be changed but the change must be justified in the Financial Description narrative.

3.
Fill in the shaded cells and all else will be calculated automatically.

4.
In the Permanent Loan row, enter the interest rate, term and loan amount. If requesting OAHTC, the entry should show the original interest rates, not the rate after OAHTC is applied.

5.
In the OAHTC permanent loan row, enter the rate negotiated with the lender in the Rate cell as well as term and amount.

6.
The "Portion of loan w/o OAHTC" row is for entering any portion of the permanent loan which stays at the original interest rate after OAHTC reduction is taken.  Normally, the permanent loan amount is matched by the OAHTC amount.

7.
Amortized Debt row should list HOME loans, Trust Fund loans, Partnership loans, etc.

8.
This spreadsheet page actually calculates cash flow projections up to 30 years, but it is set to print only to 15 years.  OHCS requests only the 15 year projections be submitted.

Utility Allowance Information

1. 
Enter date at top of page

2.
Enter data as requested by the form

3.
A copy of the source of the Utility Allowance Calculation (Housing Authority, etc.) must be supplied.

Commercial Operating Budget – Income page
1.
Enter date at top of page.

2.
The Annual Inflation Rate Factor at the top of the page is defaulted to 3%.  This may be changed but the change must be justified in the Financial Description narrative.

3.
Fill in the shaded cells and all else will be calculated automatically.

Commercial Operating Budget – Expenses page
1.
Enter date at top of page.

2.
The Annual Inflation Rate Factor at the top of the page is defaulted to 4%.  This may be changed but the change must be justified in the Financial Description narrative.

3.
Fill in the shaded cells and all else will be calculated automatically.

4.
In the Permanent Loan row, enter the interest rate, term and loan amount for the commercial loan.

5.
This spreadsheet page actually calculates cash flow projections up to 30 years, but it is set to print only to 15 years.   OHCS requests only the 15 year projections be submitted.

Proforma Summary page
1.
Enter date at the top of the page.

2.
This page requires no other data entry from the applicant.

3.
Be sure that this summary page is included in the pro forma sheets when submitted with the Application.

Calculation of Tax Credit page
1.
Only applicants requesting LIHTC need submit this page.

2.
Enter date at the top of the page.

3.
Place an "X" (not a "(" or any other mark) under either "yes or no" regarding Qualified Census Tract or Difficult to Develop designations.  If  "yes", the 130% will calculate automatically.

4.
The applicable fraction must be entered in the appropriate cell.

5.
Input the amount of tax credit requested and the tax credit yield.  If the yield contains fractions of cents, enter it in up to 3 decimal places.  This will calculate the tax credit equity and link it forward to the Sources of Funding page.

Housing Operating Budget - Income with OAHTC page
1.
Only applicants requesting OAHTC need submit this page.

2.
Enter date at the top of the page.

3.
In the "Unit Size" column, enter the following designations for appropriate unit sizes:


· SRO - use for single resident occupancy

· 0 - use for efficiencies or studio apartments

· 1 - use for one bedrooms

· 2 - use for two bedrooms

· 3 - etc., etc.

4.
"Number of Baths" column - use .5 or 1 or 1.5 or 2, etc.

5.
"Median Income %" column.  Both the "Income" and the "Income with OAHTC" pages use formulas to automatically express the percentage of median income. Although the percentages expressed are actual, OHCS will consider the percentages to be expressed as a not-to-exceed percentage of median income in 10% intervals.  For example, if the percentage of median income is calculated by the formula to be 43%, then OHCS will consider the not-to-exceed percentage of median income to be 50%.   These not-to-exceed percentages will be used in all legal agreements and declarations between the sponsor and the state. Questions regarding this policy can be directed to your RAD.

6.
Enter the total income for Sevice Revenue and any Other Revenue for the project in the “Total Annual Income” column. This is the annual income for all units using the service or other project revenue as project income. 

7.
The Annual Inflation Rate Factor at the top of the page is defaulted to 3% for income. This may be changed, but justification must be given for that change in the narrative portion of the Application's Financial Description section. The same applies to the default 5% vacancy rate at the bottom of the page. The percentages used must match the "Income" page completed earlier.

The spreadsheet does not allow the Inflation Factor to vary on a line item-by-line item basis.

OAHTC Rent Reduction Calculation
1.
Enter date at top of page.

2.
Input data in shaded cells and the formulas will do the calculations.

3.
Pass through requirements and amounts are shown just above the Loan Amortization section.  The pass through  number must be positive (or "over").

Rents and Incomes Pages
1.
The Rent and Income pages at the back of this spreadsheet are there specifically to assist in spreadsheet formula calculations. These can be used for information purposes, but Rent and Income tables are also provided in the HOME and LIHTC Program Description Sections of the Application.  The spreadsheet formulae link with LIHTC rents, not HOME.  If the project is requesting HOME funds without LIHTC, please refer to the HOME-specific rents in the HOME Program Description section for the most correct data.

SUPPORTING FINANCIAL

DOCUMENTS

Please attach the following supporting documents as applicable or available just after this page:

Financial Commitment Letters

Financial Letters of Interest or Intent

Fee Waivers

In-Kind Commitment Letters

Executed Contracts

Agreements

Utility Cost Documentation

Other Financial Documentation

