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SECTION 1 — GENERAL POLICIES

OVERVIEW

The City of Auburn’s Community Development Blockaat (CDBG), HOME Investment
Partnership Program (HOME) and Lead Hazard ControHealthy Homes program
(LHCHHP) are subject to the laws and regulationshef U.S. Department of Housing and
Urban Development. The program’s national objestiaee to:

(1) benefit low to moderate income (LMI) persons;
(2) aid in the prevention of slums or blight;

(3) meet communities’ particular urgent needs; and
(4) reduce child lead poisoning.

In addition to meeting a national objective, all BAflunded activities must also qualify as
eligible under either the HOME or CDBG program gglies. CDBG qualified individuals
and families as “Low to moderate income” if theg &% or less of the area median income
(AMI) of the Lewiston-Auburn Metropolitan Fair Magk Rent/Income Limits Area.

e “Moderate income” is under 80% of the area medigoine,
e “low income” is under 50% of the area median incparal
e ‘“extremely low income” is under 30% of the area rmadncome.

The City of Auburn’s programs have chosen to stagu$ed on projects in the following
eligible areas:

(1) Public Service Grants, including assistance tooreg)i homeless shelters, emergency
rental assistance programs, and vocational anch&doal services for LMI adults;

(2) Housing Rehabilitation, including the weatherizatiof homes owned by LMI
households and rental units occupied by LMI tenants

(3) Economic Development, including loans to local drhasinesses that pledge to create
or retain jobs for LMI employees;

(4) Public Facilities/Infrastructure Improvements, udihg the renovation of
playgrounds, park, and libraries in primarily loviecome neighborhoods; and

(5) Lead-based paint hazard reduction in LMI househotatgaining children.

Community Development Block Grant Program

The City of Auburn receives Community Developmenbd® Grant funds from the
Department of Housing and Urban Development. Thm@ay objective of the Community
Development Program is the development of viabbaarcommunities by providing decent
housing, a suitable living environment, and expagaiconomic opportunities principally for
persons of low- and moderate-income.
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HOME Investment Partnerships Program

The City of Auburn receives HOME Investment Parshgys Program funds from the
Department of Housing and Urban Development. Thpgse of these funds is to expand the
supply of affordable housing and to increase thmber who can be served with affordable
housing.

Lead Hazard Reduction Grant

The City of Auburn receives Lead Hazard Reductioogfam funds from the Department of
Housing and Urban Development. The purpose of thesks is to respond to and reduce cases
of lead poisoning within the city.

The overarching purpose of the Residential LeaseBd&aint Hazard Reduction Act of 1992
(“Title X”) is to protect children from the dangev§lead-based paint hazards. Section 1011 of
Title X authorizes lead hazard control grant praggahat conduct work in privately-owned
housing of (primarily) low-income families. Speciily, Title X requires that certain
percentages of housing units be occupied by lowrre families residing (or expected to
reside there after the work).

Budget Process

The Community Development Department develops anuanbudget each year for
Community Development Block Grant and HOME fundshwi the process outlined in the
Citizen Participation Plan. The Auburn City Counagpon advice of the community, approves
the Annual Action Plan as prepared by the Commubié&velopment Office. Additional
programs such as the Lead Hazard Control and Heldibmes Grants, CDBG-CV & HOME-
ARP grants are one-time approvals that will utilzelti-year grant-based accounting until the
original or modified budgets are depleted.

Eligible Activities

Community Development Block Grant funds can be sparthe following activities: Public
Service Grants, Infrastructure Improvements, Emargaesponse & Services, Home and
Multi-unit rehabilitation. There are four types adtivities under the HOME Program. They
are rental housing development, homebuyer assestdrausing rehabilitation, and tenant-
based rental assistance. All HOME funds must belwef and moderate-income households.
Programing for Lead Hazard Reduction grant fundgpeific to remediation and educational
efforts.

Eligible Areas

The City identified the conditions contributing tecline in neighborhoods in its Urban
Conditions Study. This study is an analysis of miaayors including parking, circulation and
access, environmental influences, open space atemmne aesthetics, roads and infrastructure,
and building conditions. Funds can be spent onifigchbrogramming city-wide, but this study
enables the City to invest Community Development&iin neighborhoods with the greatest

Auburn CDO Operations Manual 2022 Page 5 of 192



need. The 2011-2015 American Community Survey (AC&)sus 2010 designated the
Downtown, New Auburn, and Union Street census $rast51+% Low to Moderate income.
Public Infrastructure investments in these trantscansidered Low-Mod area Benefit.

HUD Income Limits

The Department of Housing and Urban Developmeneld@g annual income guidelines.
These guidelines are updated by the Departmenbosidg & Urban Development each year.

CDBG funded programs are available only to housthetho are of low- and moderate-
income (LMI). A low to moderate income household hecome that is less than 80% of area
median income. HUD requires that 75% of the CDB@dRiutilized within a program year be
directed to individuals who are 80% or less LMI.

HOME funded programs are also available to houskshaho qualify as 80% or less of the
Area Median Income (AMI). A qualified AMI households income that is less than 80% of
area median income as defined by HUD. HUD requhias90% of the HOME funds utilized
within a program year be directed to individualsovere 60% or less AMI.

Program specific requirements are designed to comiph these over-arching HUD
requirements.
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COMMUNITY DEVELOPMENT OFFICE
The Community Development office is integrated witie Business and Community

Development Department for the city of Auburn, Maiifheir office is located at 95 Main St
St. Auburn, Me.

Staffing Chart

Auburn Business & Community Development
2022 Staff Organizational Chart

Director
Executive Assistant Deputy Director
Public Health Officer Finance Manager
GA Administrator Community Development
Manager

Housing Rehab Coordinator

Lead Project Coordinator

Housing Intervention
Specialist
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DELEGATION OF ROLES & APPROVAL AUTHORITY
The purpose of this policy is to delegate authaotyadminister programs and formalize the
process for authorizing payment of invoices.

The City Manager is hereby authorized to approve changes to Contgnievelopment
policies and programs guidelines so far as thewithin Consolidated and Annual Action
Plans as approved by the City Council.

The Director of Business and Community Developmenis hereby authorized to approve
applications and grant agreements on behalf ofCitye of Auburn which meet program
guidelines and fit within the current year’'s apgd\budget. The Director will serve as the
designated Certifying Officer and authorize comgaeEnvironmental Reviews as prepared
by staff in compliance with regulations establishwdthe US Department of Housing &
Urban Development.

The Deputy Director of Business and Community Developmenis hereby authorized to
fill in for the Department Director as delegated.

The Community Development Manageris hereby authorized to administer programs,
fulfill required file documentation, and approveyp®ents of invoices prepared by the
Finance Manager so long as they are related tpmoeed project or grant and fit within the

current year's approved budget. They oversee theelolement of annual budgets,

Consolidated Plans, Action Plans and reporting irements set forth herein or otherwise
established by the US Department of Housing & Urbarelopment.

The Community Development Finance Managerhas responsibility for managing the
accounts payable, accounts receivable, collecaoddile management within guidelines set
out in this Policy Manual or otherwise regulatediby US Department of Housing & Urban
Development. They will handle day to day accounting preparations of all invoices to be
approved by the Community Development Manager.

The Assistant Manager has the responsibility to oversee the accuratepteiran of the
environmental review process, due diligence anditoong of housing and rehab projects,
implementation of fair housing activities and arnnteporting requirements as set forth
herein or otherwise established by the US Departwiedousing & Urban Development.

The Housing Rehab, LEAD Coordinator & Housing Intervention Specialistare hereby
authorized to process applications by collectirgrdquired verifications and calculating the
qgualifying household income by utilizing the HUDzbme Calculator, control projects, fulfill
required file documentation, and assist in theiapppbn and facilitation of assigned projects.
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CALENDER OF ACTIVITIES

Plan/Report Frequency Due Date Comment Period Public
Hearings
Consolidated Plan Every 5 yearsMay 15* 30 days 2
Annual Action Plan | Every Year May 15* 30 days 2
Amendments to As needed 30 days 1

Consolidated Plan
Annual Action Plan
Consolidated Annual Every year Sept. 30 15 days 1
Performance
Evaluation Report
(CAPER)

*Unless otherwise extended by HUD CPD Notice

Timeline of Annual Tasks, Submissions & Approvals

February Public Hearing to solicit consolidatedig plan input
Complete Department Program Budget

March 1st Revisit Needs assessment and priorbizsti
Draft Consolidated/ Action Plan

April 1st Publish Consolidated/ Action Plan
Public Notice for 30-day Comment Period

1' Council Public Hearing

Meeting in May | Approval of Budget & Action Plan

May 15th Submission of:

e Consolidated/ Action Plan

e Summary of Consultations

e Summary of Citizen Participation/ Comments
e Certifications & 424s

July 1st Beginning of Fiscal Year

August 1st Close out Previous year activities/ Baiglg
September 15 Publish CAPER

Public Hearing regarding CAPER

September 30th Submit CAPER to HUD

December 1st Release annual citizen participatiovey

Solicit unmet needs statements from area servinagers

CODE OF CONDUCT POLICY
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1.0

2.0

3.0

PURPOSE

The purpose of this Policy is to establish theaathstandards of conduct expected of
all City employees by setting forth those acts droms deemed to be in conflict or
incompatible, or to create the reasonable appeamonflict or incompatibility, with
the best interests of the City. This policy slaglply to all employees who are members
of any City collective bargaining unit with the eytion of any provision which has
been superseded by such an agreement.

POLICY

The proper operation of democratic government ireguthat City employees be
honest, fair, impartial, and responsive to the seddhe people in the performance of
their respective functions and duties; that pubfface not be used for personal gain;
and that City employees maintain a standard of goindhat will inspire public
confidence in the integrity of the City's governmeln recognition of these goals, this
Code of Ethics is hereby established for all Citypéoyees.

DEFINITIONS

3.1

3.2

3.3

3.4

3.5

City Employee

Any individual working for and drawing an hourly g& salary, or stipend from
the City on a permanent or temporary basis, whéthleor part time. The term
"City employee" shall not include outside consuisaor professional personnel
providing services to the City as independent @mtrs under a written
professional services contract or other similaragiegnent.

Financial Interest

A direct or indirect interest having monetary ocpaary value, including but
not limited to the ownership of shares of stoclCiy employee or any member
of that person's immediate family who holds a fmahinterest in a disclosed
blind trust shall not be deemed to have a conéicinterest with regard to
matters pertaining to assets held by the trust.

Related Person

Spouse, children, parents, siblings, including ,steyf, and in-law relations, a
domestic partner of a City employee or personsstpéine same household and
intermingling financial assets with a City employee

Personal Interest

Any interest of a City employee acting in his or Ipgivate capacity as a
resident, landowner, taxpayer, citizen, or memlbéh® general public.
Special Interest

A direct or indirect interest having value pecultara certain individual or
group, whether economic or otherwise, which valuay naccrue to such
individual or group as a result of action or faéluo act on the part of the City
and which interest is not shared by the generdiqub
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4.0 CONTRACTS, PURCHASES AND EMPLOYMENT

4.1 No City employee shall participate direclly means of deliberation, approval,
disapproval, or recommendation, in the purchasgoofds or services for the
City, or in the award of any contracts with theyCeéxcept as permitted under
the solicitation provisions in Section 4.3 of tilslicy, the City's Purchasing
Regulations, and the laws of the State of Mainesrehto his or her knowledge,
there is a financial interest, personal interesgpecial interest, other than that
possessed by the public generally in such purabaaeard, or held by:

4.1.1 That individual or a member of his or hemadiate family;

4.1.2 A business in which that individual or a nbemof his or her immediate
family serves as an officer, director, trustee gy, or employee in a
supervisory or management position; or

4.1.3 Any other person or business with whom ahwihich that individual
or a member of his or her immediate family doesrass, is negotiating
to do business, or has an arrangement concerrtimgefamployment.

4.2 No City employee shall participate, by mearisdeliberation, approval,
disapproval, or recommendation, in the decisidmr®, promote, discipline, lay
off, or to take any other personnel action in respe any City employee or
applicant for City employment where the applicanémployee is:

4.2.1 A member of the City employee's immediateilig or

4.2.2 A person with whom either the City emploge@ member of his or her
immediate family is in business.

4.2.3 Action by a City employee shall be deemeth@ized under this
subsection when such action is permitted underGitys published
Personnel Polices, collective bargaining agreements adopted
Nepotism policy.

4.3 No City employee shall solicit any person,da@mn company or organization for
items, events, favors, or services the value otlwleixceeds, in total, the "De
Minimus” value as defined in Section 6.3 unlesssthohings of value are
approved by the City Administrator or his/her desig.

4.3.1 All things received by any City employee @hiexceed the "De
Minimus” value stated in Section 6.3, and approweder this Section,
shall be posted on the City web site.

4.3.2 All defined things of value solicited by #mployees and posted on
the City web site shall remain posted for no Iéssitone (1) year from
the date received.

5.0 CONFIDENTIAL INFORMATION
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No City employee shall, without proper legal authation, disclose confidential
information concerning the property, governmentafbairs of the City, nor shall he
or she use such information to advance his orihen€ial, special, or personal interest
or the financial, special, or personal interesttbers. For purposes of this section, the
term "confidential information" shall mean any infaation, oral or written, that
comes to the attention of, or is available to, ty Employee only because of his or her
position with the City and is not a matter of pabikecord. Information received and
discussed during an executive session of the GitynCil or any City agency called
pursuant to 1 M.R.S.A. § 438 seqgshall be considered within the constraints of this
section and shall not be disclosed to any thirtypanless permitted by such body.

6.0 THINGS OF VALUE, GIFTS, AND FAVORS

6.1

6.2

6.3

6.4

6.5

6.6

For purposes of this Section, “Things of 0é&lshall mean any gift, favor,
service, loan, event, promise or other thing otigal

Unless otherwise permitted in this policy, @Qily employee shall accept or
solicit any Things of Value from any person, orgation, or business that, to
his or her knowledge, is interested or is partinadirectly or indirectly in
any manner whatsoever in business or other legedgurlatory dealings with
the City or its affiliated joint agencies. Nor 8tamy City employee:

6.1.1 Accept any gift, favor, or thing of valueathtends to influence that
individual in the discharge of his or her officdlties; or

6.1.2 Grant in the discharge of his or her officiaties any improper favor,
service, or thing of value.

The prohibition contained in Section 6.2 shadt apply to “De Minimus”
Things of Value, which shall initially be defined @hings of Value that do not
exceed $25 in total value. The City Administratoay increase this amount
from time to time as may be appropriate to reftarall price increases.

The prohibition contained in Section 6.2 shall extend to the solicitation or
acceptance of Things of Value that are approvetti®ity Council or the City
Administrator or his/her designee. “De Minimus”iiitps of Value received by
any City employee that have been approved undeiSéction, shall be posted
on the City web site for no less than one (1) yemn the date received.

The prohibitions contained in Section 6.2 lshall extend to such items as gifts
of products or services to the City for purposérial or demonstration or gifts
associated with holidays or special events to #ene that such gifts are made
available and/or shared with all employees in adepent. Nor shall it extend
to reasonable gifts made to employees to recoghize service at time of
retirement or separation.

In all such cases, gifts, products, or sesvith a value greater than “De
Minimus” shall be reported to the City Administratnd, with the exception of
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retirement or separation not involving the City Adrstrator, shall posted on
the City web site for no less than one (1) yeamftbe date received.

6.7 Unless prohibited by local, state or fedeaal,Inothing herein shall prohibit the
acceptance of gifts or favors by City employeesmfrcmembers of their
immediate families or other city employees.

6.8 In determining whether a violation of thistsat has occurred, the following
may be taken into consideration: the monetary ouprry value of the Thing
of Value received; the act and/or item that cont# the Thing of Value
received; any special economic value the Thingafi¥ received may have to
the recipient; the circumstances under which the@bf Value was received;
and whether a public disclosure of the receipt made at the time of receipt.

7.0 USE OF CITY PROPERTY

No City employee shall use or permit the use of @ity-owned property, including but not
limited to motor vehicles, equipment, and buildinigs any private purposes. Nothing herein
shall prohibit:

o The use of City equipment or motor vehicles by @ityployees in accordance
with written policies and at rates established hg City Council, City
Administrator, City department head concerned, oltective bargaining
agreement; or

o The private use of surplus City property legallgpdised of by the City or its
departments in compliance with procedures estadidly the City Council,
City Administrator, or City department head conegrn

8.0 POLITICAL ACTIVITIES

No City employee shall participate in any politicadtivity that would be in conflict or
incompatible with the performance of his or heiaddl functions and duties for the City. No
City employee may use his or her official authodtyposition for the purposes of influencing,
interfering with, or affecting the results of angaion, nor shall he or she solicit or accept
funds or contributions during the work day fromentiCity employees for political purposes.
Nothing herein shall be construed to prohibit anty @mployee from participating in the
political process in their capacity as privatezetis or as candidates for elected office.

9.0 INCOMPATIBLE EMPLOYMENT

No City employee shall engage in or accept prieatployment or render services for private
interests when such employment or service is inctible with the proper discharge of that
employee's official duties or would tend to imphis or her independence of judgment or
action in the performance of those official duties.
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10.0REPRESENTING PRIVATE INTEREST BEFORE CITY AGENC IES OR COURT

No City employee shall appear on behalf of privaterests before any agency of the City. A
City employee shall not represent private inter@stany action or proceeding against the
interests of the City in any litigation to whichettCity is a party unless the employee is
representing himself/herself as a private citizenparely personal business or has been
subpoenaed to appear. No City employee shall aeeptainer or compensation that is
contingent upon a specific action by a City agency.

11.0 DISCLOSURE OF INTEREST IN LEGISLATION

Any City employee who has a financial, specialptbrer private interest, and who participates
in discussions with or gives an official opinionttee Council, shall disclose the nature and
extent of such interest to the Council and theipubl

12.0 DISCUSSION OF FUTURE EMPLOYMENT

When a City employee has been offered or is disogdsiture employment with a person,
firm, or any other business entity that is presed#aling with the City concerning matters
within the employee's current official duties, tparson should disclose such possible future
employment to the Human Resources Department.

13.0 APPLICABILITY OF CODE

This policy shall apply in all instances exceptenwhsuperseded by an applicable statute,
ordinance, adopted personnel rule or regulatioptective bargaining agreement. When a
City employee has doubt as to the applicabilityagbrovision of this code to a particular
situation, that employee should apply to the HurRasources Director or Deputy City
Manager for a written advisory opinion and be gdids/ that opinion when given. The
employee shall have the opportunity to presenbvihiger interpretation of the facts at issue and
of the applicable provision(s) of the code befanehsadvisory decision is made. All such
requests for advice shall be treated as confidentia

14.0 VIOLATIONS AND REPORTING

City employees have an affirmative obligationepart all suspected violations of this Code
of Ethics. Violations of this Code of Ethics, inding the failure to report violations of others,
may result in disciplinary action, up to and inghgl termination, in accordance with the
disciplinary procedures established in the Citysrd@nnel Rules and Regulations and
applicable collective bargaining agreements.

15.0 POLICY COMMUNICATIONS TO EMPLOYEES

All new Employees shall be presented a copy ofRloiscy as part of their hiring/appointment
orientation and, following the City Council’'s adapt of this Policy. All current Employees

shall be issued a notice in their paychecks adyigiem of the policy’s existence; where it is
located on the City’s web site; and the opportutatyeceive a hard copy if they so desire.
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CONFLICT OF INTEREST
In accordance with 24 CRF Part 570.611conflictentdrest will be prevented by following
the below policy.

(a) Applicability.

A. In the procurement of supplies, equipment, consbnc and services
by recipients and by sub recipients, the conflidt iaterest provisions
in 2 CFR_200.317 and 200.318 shall apply.

B. In all cases not governed by 2 CER 200.317_and3280the provisions of this
section shall apply. Such cases include the adouisand disposition of real
property and the provision of assistance by thg&ad or by its subrecipients
to individuals, businesses, and other privateiestitnder eligible activities that
authorize such assistance (e.g., rehabilitatiorgsgwvation, and other
improvements of private properties or facilitiesrguant to 8§ 570.202; or
grants, loans, and other assistance to businesdesduals, and other private
entities pursuant to 8 570.203, 570.204, 570.46576.703(i)).

(b) Conflicts prohibited. The general rule is that no persons describearagvaph (c) of this
section who exercise or have exercised any funstwomesponsibilities with respect to CDBG
activities assisted under this part, or who ara position to participate in a decision making
process or gain inside information with regarductsactivities, may obtain a financial interest
or benefit from a CDBG-assisted activity, or haveirancial interest in any contract,
subcontract, or agreement with respect to a CDBsBstesl activity, or with respect to the
proceeds of the CDBG-assisted activity, eitherti@mselves or those with whom they have
business or immediate family ties, during theiutenor for one year thereafter. For the UDAG
program, the above restrictions shall apply t@etivities that are a part of the UDAG project,
and shall cover any such financial interest or bedaring, or at any time after, such person's
tenure.

(c) Persons covered. The conflict of interest provisions of paragraph ¢f this section apply
to any person who is an employee, agent, consuldiiter, or elected official or appointed
official of the recipient, or of any designated ppeitagencies, or of subrecipients that are
receiving funds under this part.

(d) Exceptions. Upon the written request of the recipient, HUD ngagnt an exception to the
provisions of paragraph (b) of this section on seday-case basis when it has satisfactorily
met the threshold requirements of (d)(1) of thistis@, taking into account the cumulative
effects of paragraph (d)(2) of this section.

(1) Threshold requirements. HUD will consider an exception only after
the recipient has provided the following documeatat
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e A disclosure of the nature of the conflict, accompd by an assurance that
there has been public disclosure of the conflict amlescription of how the
public disclosure was made; and
e An opinion of the recipient's attorney that thesmast for which the exception
is sought would not violate State or local law.

(2) Factors to be considered for exceptions. In determining whether to grant a
requested exception after the recipient has set®iyy met the requirements
of paragraph (d)(1) of this section, HUD shall dode that such an exception will
serve to further the purposes of the Act and thext¥e and efficient administration of
the recipient's program or project, taking intoaotd the cumulative effect of the
following factors, as applicable:

. Whether the exception would provide a significanstcbenefit or an
essential degree of expertise to the program gegirthat would otherwise
not be available;

. Whether an opportunity was provided for open coitipetbidding or
negotiation;

. Whether the person affected is a member of a gayuplass of low-
or moderate-income persons intended to be the isearefs of the assisted
activity, and the exception will permit such persomeceive generally the
same interests or benefits as are being made blaiba provided to the
group or class;

IV. Whether the affected person has withdrawn fromohiker functions or
responsibilities, or the decision making proceghk waspect to the specific
assisted activity in question;

V. Whether the interest or benefit was present bafeaffected person was
in a position as described in paragraph (b) ofd¢biion;

V. Whether undue hardship will result either to thapent or the person
affected when weighed against the public interestes] by avoiding the
prohibited conflict; and

Vil. Any other relevant considerations.
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ENVIRONMENTAL REVIEW

The environmental review procedures set forth aEBR part 58 must be completed for each
activity (or project as defined in 24 CFR part 58 applicable. Contracts will not be executed
with subrecipients and expenditures for City-maageojects will not be approved until
environmental review is complete. In some casesteSCEQA) environmental regulations
and/or Local Coastal Plan (LCP) requirements vdbde considered. Environmental review
forms and documents must be prepared by the contymdewvelopment staff and signed by the
designated Authorized Official.

The City will ensure that atinding of No Significant Impa¢EONSI) andRequest for Release
of Funds(RROF) requirements are completed for capital imeneent projects and housing
rehabilitation projects prior to initiation of pegt activities.

CITIZEN PARTICIPATION PLAN

The City shall follow its Citizen Participation Rland Guidelines for Substantial Amendments
as set forth in the Consolidated Plan and annuabAdlans. Any changes to this plan shall
be approved by the City Council. The City shallchpublic hearings at least once per year and
encourage public participation during preparatidntie five-year Consolidated Plan for
Housing and Community Development and the annuibAdlan.

THE CONSOLIDATED PLAN / ANNUAL ACTION PLAN

The Consolidated Plan examines the current housitugaition, explores the housing and
community development needs of the City, and setsifes for spending HUD grant funds.
The Annual Action Plan represents activities foarge2-5 of the Consolidated Plan. The City
encourages inter-local government, public and peivegency, and citizen participation in
collaboratively identifying housing and communitgvélopment needs. To provide varied
opportunities for participation in the planning gmeeparation of the Consolidated Plan, the
City will undertake the following actions:

CONSULTATION

Prior to the development of the draft Consolidd®é&ah, the City will solicit information about
housing and community development needs. Thigision may take the form of one or
more of the following:

e Consultation with local public agencies which asksv-income persons and areas,
including state and federal agencies, other looaegiments and regional councils of
government.

e Consultation with private agencies, including patand private housing developers,
local not-for-profit service providers, local pubhousing authorities, homeless service
providers, not for-profit housing developers, commmyaction agencies, social service
agencies and advocates.

¢ Information collection at statewide affordable hagsand homeless conferences, with
established entities such as the Statewide Homé€leasacil and the Continuums of
Care, MaineHousing and with professional assoaiatio

e Public Hearing to solicit input from the community.
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e Sharing of local data and plans with Auburn Houstghority to be incorporated in
the AHA public hearing process.

CITIZEN PARTICIPATION

The City encourages citizens to participate in dieeelopment of the Consolidated Plan,
Annual Action plans and all annual performance @atbns and reports. The City will take
whatever actions are appropriate to encourage dngcipation of all residents, including
minorities, non-English speaking persons, persatisdisabilities, low- and moderate income
persons, particularly those persons living in adasignated by the City as a revitalization
area, or in a slum and blight area where CDBG fuar@dsproposed to be used, as well as
residents of predominantly low- and moderate incomighborhoods as defined by the most
recent HUD census data. This includes translagovices upon request for any written plans
or notices as well as the increased use of thel@avent of new, quantitative ways to increase
and broaden public participation beyond the atteodaf Public Hearings as required by 24
CFR 91.105 A-2 (iv).

Citizen participation will be accomplished throudle following means:
COMMUNITY SURVEY

An online survey of housing needs and service piesr will be provided via the City’s
websites. The availability of the online surveylwg communicated through email and social
media. Partner organizations will be encouragednatify low-income clients of its
availability.

A paper survey corresponding to the online survell be provided locally through
jurisdiction-wide service providers. These survesl$ be translated into a minimum of three
additional languages to include French, Portug8eSemali.

PUBLIC HEARINGS

Public hearings will be scheduled at times andtiona that are convenient to potential and
actual beneficiaries.

Sites will accommodate persons with mobility impaents by being held in locations which
meet ADA requirements, and special communicatiocornodations will be arranged if
requested prior to the hearing date.

To the greatest extent practicable, the City nrapley electronic means of communication
and consultation, to include e-committees, onlinescussion forums and blogs,
videoconferencing, online surveys, or similar methoUpon request the City will provide
Technical Assistance to groups representativewf to moderate income communities who
need assistance in developing proposals for fundssistance under any program included
within the Consolidated Plan.

Public hearings will be held before the submisgibthe final Consolidated & Annual Action
Plan. This will be part of the 30-day public commheeriod. The purpose of this public
hearing will be to gather citizen input on the pysgd plans prior to submission.
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Citizens will be notified of the public hearingsl@ast two weeks before they are held. Public
hearings will be announced in at least one Mainespaper, by email, and on the City
websites.

PUBLIC NOTICE

Reasonable notice will be given to announce thdabty of the draft Consolidated Plan,
Annual Action Plan and Consolidated Annual Perfaroea and Evaluation Report.
Availability of the drafts Plan or Annual Actiond? will be announced on the City’s website
and social media. To encourage citizen commentastethdance at public hearings/forums,
notices will be emailed via City’s mass email kstwell as posted in city facilities including
the local Housing Authority, the city Library, SeniCenter and other service organizations
which predominantly serve Low- and moderate-incoestdents.

These notices will include links to the draft plamsl reports, contain information on how to
access translation services and notify residents tw receive paper copies of the full
proposals. The draft plans published will include following as required by 24 CFR 91.105

(b)(1):

e HUD-provided data available to the public as cnefsrenced to the data on HUD’s
Website

¢ the amount of assistance the local government ¢éxpececeive (including grant funds
and program income);

e the range of activities that may be undertaken;

¢ the estimated amount of funding that will beneditgons of low- and moderate-income;

e the local government's plans to minimize displagenoé persons and to assist any
persons displaced, specifying the types and lexesssistance the local government
will make available (or require others to make klde) to persons displaced, even if
the local government expects no displacement tarpend

PUBLIC COMMENTS

A public comment period of at least 30 days will fr@vided prior to the adoption of the
Consolidated Plan or implementation of substarmtraendments. City staff will prepare a
summary of all comments received in writing, orligrat the public hearing. In cases where
citizens’ views are not accepted, the city will yide reasons for the decision.

Consolidated Annual Performance and Evaluation Rept (CAPER)

Before the City submits a Consolidated Annual RenBnce and Evaluation Report (CAPER)
to HUD, the proposed CAPER will be made availabléhbse interested for a comment period
of no less than 15 days. Citizens will be notiftéddhe CAPER’s availability by public notices
as outlined above

The CAPER will be available on the City websiteidgrthe 15-day public comment period.
Hard copies will be provided upon request. Any ownts from individuals or groups received
verbally or in writing will be considered. A summanf the comments, and of the responses,
will be included in the final CAPER.
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REHAB PROGRAM ADMINISTRATION

The goal of the Housing Rehabilitation Progranoisiiprove the quality of housing
by eliminating substandard housing conditions apdrading the property. The
Housing Rehabilitation Program is funded by the @uamity Development Block
Grant Program. Projects are subject to all the Comiy Development Program
rules in addition to the regulations set by the.UD8partment of Housing & Urban
Development.

ELIGIBILITY CRITERIA

1. The property may be an owner-occupied, investoreayor owned by a non-
profit agency. The property must be year-rounddesdial structure or be
converting to a year-round status.

2. A Low- to Moderate-Income (LMI) household must oggwa structure with
one unit. Two-unit structures must have at least wmt occupied by a LMI
household. If the structure contains three or moriés, at least 51 percent
must be LMI occupied.

a)Applicants will be required to provide source in@ihthey are the
occupant or tenant certifications of income. Apghts will be
required to sign a Rent Regulatory Agreement toirassccupancy
after project completion by a low-income tenant.

b)Applicants are not eligible to use federal fundsré&hab of units that
are rented, leased or otherwise occupied by diedatives.

3. Upon completion the property will be decent, safanitary and in good
repair and meet the following housing standardsxdL8afe Housing Rule,
accessibility requirements of 24 CRF Part 8, Sed@®4 of the Rehabilitation
Act of 1973, and standards of the Internationalstixg Building Code.
Community Development Office staff will determinf@etrequirements for
building improvements. An application may be deeimnedtigible if the CDO
determines a project is not feasible or the prgp&duld not meet city code
and housing standards with the available resources.

4. Properties that have utilized a City of Auburn HogsRehabilitation Program
loan within the past 10 years are not eligible smlgpecial permission is
granted by the Program Director.

APPROVAL PROCESS
PROGRAM QUALIFICATION ASSESMENT

The Community Development Office has responsibilitior
administration of the Rehabilitation Program. ComityuDevelopment
performs the underwriting and presents the loanesigto the Program
Director for approval based on achieving the natioobjective and
income qualifications set forth herein.
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PRIVATE FUNDS

Private Funds: When matching funds are requiredagplicant will have the option
of using cash or borrowed funds. Match funds wdldeposited into a segregated
City account and will be subject to disbursemerfuafls procedures defined in this
guideline.

LOAN CONSIDERATIONS

In approving or denying loan requests, the Comnyubévelopment staff
shall be guided by the following loan consideraston
1. Underwriting
a) Cash flow - ability to repay the debt.
b) Payment of taxes or acceptable arrangements.
c) Collateral - Collateral coverage must be adequate a
determined by the Community Development Staff.
d) Commitment of matching funds.

2. Assessment Private/Public Benefit

The Community Development staff will also consitiee broader
implications of private and public benefits.

NON-DISCRIMINATION

Administration of this program shall be in accorcanvith Title VI of the Civil
Rights Act of 1964. No person shall, on the groahrchce, color, national origin,

be excluded from participation in, be denied thedbés of, or subjected to
discrimination under this program.

APPLICATION PRIORITY

Applications shall be processed on a first-comest-Berved basis. Community
Development staff shall use the receipt date adraptete application to establish
the order of priority. The applicant will be no&dl if there is funding available to
proceed with the project, if there is inadequateling then the application may be
placed on a waiting list.

PARTICIPATION BY RELIGIOUS ORGANIZATIONS

a. Religious organizations can apply for Rehabilitatiboans with the
understanding that loan funds cannot be used t@osugnherently
religious activities such as worship, religious tiastion, or
proselytization. The organization can engage irhagativities, but they
must be offered in a different location. Religiquarticipation by tenants
must be voluntary.
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b. The organization must not discriminate againstrarté or prospective
tenant based on religious belief or refusal toip@edte in a religious
practice.

c. Any units improved with rehabilitation funds must available for
occupancy on the open market.

AFFORDABLE RENT STANDARDS

a. Rental units that are improved with Community Depeahent funds shall
be available and affordable to low- and moderatesnme households.

b. The applicant will be required to furnish rentafommation to enable
Community Development staff to evaluate the impzcthe project on
rent levels. The applicant will submit the currantount of rental charges
for all units in the housing project, utility typesho pays the utilities, and
the names of tenants.

c. Arent cap shall apply to assisted units of whitBeSwill be occupied by
low-income households. The maximum allowable réatlde equal to the
amount of rent and utility costs being paid bytérant at the time of loan
closing. The period of affordability shall be oneay after the loan final
inspection date.

d. Vacant units at the time of application shall bated to low- and
moderate-income households. The maximum allowadxh¢ for vacant
units shall not exceed the Fair Market Rent in atffghen the rent is
calculated with an adjustment for utility allowanibased on Section 8
Existing Housing Allowances for Tenant Furnishedlitits and Other
Services. The period of affordability shall be oyear from the final
inspection date.

e. The borrower will sign a Rent Agreement stipulatregt limitations at
loan closing.

DEFINITIONS

a. Fair Market Rent
i. An annually published rent level prescribed byth8. Office of
Housing and Urban Development based on a specifietber of
bedrooms.
b. Household Income
i. For the purpose of determining eligibility, Commuyni
Development staff will calculate income by estimgtthe annual
income of a family or household by projecting tlievailing rate
of income of each person at the time assistanoegisested based
on the IRS Form 1040 method as defined by the ®tifdHousing
and Urban Development. Only if the household ismfiling unit
will the Part 5 method be employed to determingilaility.
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ii. If the project expects to use tax credits as dgaheofunding method
an additional income qualification using the Partm®&thod as
defined by the Office of Housing and Urban Develepitnwill be
required.

iii. Income of all members of the household is consdiefer
computing income. This may include wages, salaoesytime,
bonuses, fees, tips, commissions, interest andleld income,
self-employment income, net rental income, inconoenf estates
or trusts, child support, alimony, Social Seculignefits, SSI
retirement, survivor or disability pension, VA pagnts, pension,
or annuity, Temporary Aid to Needy Families, uneoyphent
benefits, worker's compensation, and disabilitypenefits from
any source. Income will be based on the IRS Ford0 Iiethod
as defined by the Office of Housing and Urban Depeient.

iv. For the purpose of computing income, a househadl bk defined as
all persons who occupy a housing unit. The occigraay be a single
family, one person living alone, two or more fageslliving together
or any other group of related or unrelated perseing share living
arrangements.

c. Investor-Owner
Absentee owner, who mayreceive rehabilitationséasce to improve
housing conditions for the tenants.

d. Mixed-Use
A property used in some part for residential pugsasnd in some part
for non-residential purposes.

e. Owner-Occupied
An applicant who holds the entire ownership intecés property and
lives in one unit of the property as a primarydesice.

f. Rehabilitation Costs
The total of contractor estimates from the lowdgil#de contractors,
self-help expenses, and the contingency deternimée reasonable
by the Rehab Coordinator.

g. ResidentialProperty
A property used entirely for residential purposesugetold
living space).

h. Affordable Rent Standard- The definition of an affordable
unit will be calculated as one that does not exciEé&tD
published Fair Market Rents (FMRs). A unit is detered to
fall within the FMR of a specific area by adding tbontract
rent and the applicable utility allowance for thatuFor the
purposes of CDBG funded projects, the sum of botnbers
cannot exceed the FMR of a unit based on bedroaa as
published by HUD annually. If the local housing laarities
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have adopted and been granted a community widegane
then the affordable rent standard may increase tmare than
120% FMR.

INCOME LIMITS

To qualify applicants for various loans under theh&bilitation Program,
Community Development staff will use income limitsr Lewiston-Auburn
SMSA established by the Office of Housing and Urlkevelopment. Revised
charts will be used upon receipt.
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LEAD & REHAB PROJECT PROCEDURES

CDBG Rehab, Home Rehab & Lead Hazard Reduction Pragm Procedures
This “Step-by-Step” process is to be completedhendrder established herein. Files may not
move to the next numbered step until all itemscarapleted:

APPLICATION PROCESS

1. Complete application will be received by the Int&@wordinator (IC) and reviewed for
completeness and accuracy.
2. IC will build a new case in SalesForce and comdRetgram Qualification Assessment
(PQA) form for completed application including:
a. Review of client assets & income documentation ¢aat balances, presence
of liens credit report etc.). Title search perfodne
i Income eligibility is based on projected incometiate of assistance
(loan closing).
ii Income is calculated using HUD Income calculatdseéaompleted and
place in file.
b. Does the applicant's “work list” conform to the ¥& scope of work
guidelines?
c. Is the home built before 1978 (If yes, will the geaf work potentially disturb
lead surfaces?)
d. Has the client indicated this is an emergency sdna
Has the applicant indicated if they received a Hétepair loan before?
f. Completed PQA is sent to the Relevant Project Goatdr (Lead or Rehab)
(PC).

®

PROJECT DEVELOPMENT

3. The PC will:

a. Build the project in IDIS and/or HIGGMS and affixa dDIS identification
number.

b. Perform HUD-required Environmental Review and floddtermination to
include in client folder

i If the property is located in a flood area clientshhave Flood/Hazard
Insurance Coverage

c. Assign a program and establish a max budget pgrgmo guidelines

d. Meet with client to review work requested and irttfgbe property for hazards
and code violations;

e. Compare needs for code compliance/health & safeti alient’s original
request;

f. Determine priorities based on budget;

g. Complete Inspection Report, and Scope-of-Work sigt@d by client;
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h. Determine if work can be performed in conjunctiativother services that may
be provided by other area programs, such as wezdkien programs, or lead
abatement programs.

i If the program requires Lead work the PC will resju€est/design be
performed by the authorized agency.

i. If the HPC determines the scope of work will fibgram guidelines, they will
prepare the RFP present to the Program Manager iGtNReview.

j. If the PM determines the program is eligible, thal} submit the RFP to the
Procurement Agent (PA).

COMPETITIVE BIDDING PROCESS

4. The Procurement Agent (PA) will facilitate the caetipve bid process.

a. The project will be bid as two separate “scopewarfk” only in cases where
specialty contractors are required (such as leadashestos abatement
contractors), and only at the discretion of progsdaff. In all other cases, one
contractor will be hired through competitive bidgliper job.

b. PC will coordinate a walk-through of property, wlgrospective bidders can
ask questions publicly for general constructiorjquts.

c. Homeowner may specifically request preferred cattra receive an invitation
to attend.

5. PA will open bids publicly on deadline date (typigd week after walk-through).

a. PA will ensure selected bidder is not on Federat bf Debarred Contractors,
complete the Subrecipient/Contractor classificatdmecklist and that all
applicable contractor licenses are in place anfil@n

b. PA will review bids, complete bid comparison sheetd determine the low
bidder

i If bids deviate substantially from estimates, PAIl wiocument and
determine discrepancy. Project may be rebid ifd@Ams it necessary
to achieve cost-reasonable bids.

c. Completed bid package and assessment will be exdumthe PM.

6. PM reviews and presents the complete file to tlogiam Director (PD) for approval.

a. If approved the file will be turned over to the &ntial Compliance Manager
(FCM).

CLOSING

7. FCM will:

Build Loan in loan servicing software (LSS) and estrlosing documents.
Conduct a closing on the loan with the client.

Record all contracts, mortgages, deeds, securdyrdents and update file.
Initiate internal steps to issue a purchase order.

Update HUD IDIS entry for the project.

®o0 o
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CONSTRUCTION

8. PC will:
a. Schedule Pre-construction meeting within 5 busidegs of loan closing
i Executing a Construction Contract with awarded érdzhd client.

b. Perform regular inspections and submit invoiceh®FCM on behalf of the

contractor.
i The first payment requisition & invoice MUST be antpanied by all
required permits.
ii All invoices must be accompanied by work-in-placespection
documentation, signed by the homeowner and HPC.
9. FCM will enter disbursements into loan servicinffware, prepare check requests and
lien wavers.

a. Inspection reports, invoices and payment verifarati will be uploaded into
LSS.

b. Check requests submitted to PM for authorization.

c. 10% of the contract price will be held back unBrbdject Completion” form is
signed by owner and HPC clears final inspection.

10. The PM will submit signed check request to Finaiecgpayment to be mailed.

a. Checks process once a week and are mailed fromirdasurer’s Office every
Friday. Checks will be made payable to the contraatopies of all checks
issued are kept on file with the City.

11. Change orders: in some instances, unforeseen ehang needed.

a. Construction change orders must be in relatiomtexasting item on the signed
scope-of-work.

b. Change orders and accompanying pictures/ docunamtatill be prepared by
the PC and presented to the PM for PQA and PD fmréval.

c. If approved the FCM will complete a Loan Modificatiand allonge to include
additional funds with existing security documerdati

12. BEFORE issuing final payment:

a. PC will obtain signature from client on “Project@pletion” form for project
file.

a. If work was performed by licensed trade (ElectmgiaPlummer ect.)
corresponding City Inspectors will be required fopmve prior to final
payment.

b. If the program included lead work, or triggered teb@zent and clearance
processes the PC will order and await the promarahces before proceeding
with closeout.

c. PC will complete a final inspection of the work qaleted, and sign off that the
workmanship is satisfactory and to code before detimg a “Certificate of
Completion”

d. Upon completion of the above items final invoicdl Wwe processed by FCM as
above.
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CLOSEOUT

13. FCM will paydown balances with any unspent fundd prepare a Final Disposition
of Funds report and mail a copy to the homeowner.
14. FCM will update and closeout file in IDIS.

POST PROJECT MONITORING

15. FCM will monitor client payment performance and uremce verifications. If
delinquent client will be included on the quarteRigk Assessment Report filed with
PM.

16. PC will collect updated Tenant Income Verificationms each January for multi-units
during their Affordability Period and determine thhey still meet established LMI
thresholds.

a. Updated forms are provided to FCM to upload int&Litke.

b. Client found to not be in compliance with LMI thhedd or Rental
Affordability Agreements will be added to the qualy Risk Assessment
Report
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CONTRACTOR MANAGEMENT POLICY

Construction Bids

Rehab projects utilizing the CDBG or HOME prograre gequired to utilize a competitive
bidding process approved by the US Department afskhg & Urban Development. The
process is detailed below:

1. The Community Development Office (CDO) staff wiligpare a scope
of work authorized and signed by the applicant. 3¢wpe of work will
be reasonable and fit the current program guidelioeeach program.

2. The CDO staff will draft a formal Request for Prepb(RFP) which
will be approved by the Community Development Maerag

3. The RFP will be submitted to the Procurement Offloeated within
the Finance Department. The Procurement Officdr wil

a. Post the RFP on the city website for a minimumevies (7)
business days;

b. Email the RFP to all contractors registered toixecbid
notifications through the City’s “Alert Me” program

Schedule and facilitate a walk-through with intéedsidders.
Hold a public bid opening;

Complete bid assessment & comparison form;

-~ o o o

Return completed form and bid packages to the Camtgnu
Development Manager.

4. The Community Development Manager will award thet toi the
lowest qualified bidder.

Each contractor will submit a complete proposatlenCDO specification/bid form. The
contractor must address each line item separagalydecated on the bid form and sign the
document. Additional documents required within &P will be attached to the bid form.
Submissions which fail to complete and/or provilleexjuested information may be deemed
unqualified.

Contractor Eligibility Standards
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1. Insurance - The contractor and subcontractors chaly
Worker's Compensation Insurance for all their eiygés in
accordance with the Worker's Compensation lawbk®fState
of Maine. The contractor and subcontractors sleaatyc
Manufacturer's and Contractor's Public Liabilitgunance with
a limit of $1,000,000 for personal injury or deatid $500,000
for property damage. The CDO may require bondimg fo
contracts more than $100,000. The CDO will regeirelence
of insurance to be provided with the bid package.

2. License and Qualifications - The contractor shalténin effect
a license if required by the City of Auburn, ort8taf Maine
for the work to be performed. The CDO will list ediquired
licenses in the RFP which must be included in idepbackage.

Ineligible Contractors

Where a contractor fails to comply with the eligitistandards set forth above, or commits
one or more of the following violations, the CDGaBliemove the contractor from the list of
eligible contractors and shall designate the cotdrao be ineligible. The applicant will not
award any rehabilitation work, other services, make equipment, or supplies to be paid
for, in whole or in part, to any contractor or sabtactor whom the CDO has designated as
ineligible. The CDO shall designate a contractdoeaneligible if it finds that the contractor
has:

1. Committed one or more material violations of itéigdtions
under a rehabilitation contract and has faileduie @ll such
violations promptly after 10 days written noticethg
applicant or the CDO.

2. Engaged in a pattern of delayed performance @ddd
complete the work under a rehabilitation contract has
received written notice of such delay.

3. Failed to communicate in a courteous, prompt, anéepsional
manner, and such failure continued after writteticedoy the
applicant or the CDO.

4. Committed fraud and other illegal acts againstaghalicant or
the City of Auburn, including but not limited todkibacks and
collusion.
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5. Failed to pay subcontractors or suppliers on alyifbasis,
allowed a lien to be placed on the applicant's @riyp or
otherwise failed to maintain good credit, and siatlure
continued after written notice by the applicanther CDO.

6. Threatened, intimidated, or harassed the applma@ity staff.

Once the CDO has designated a contractor to bigiivlel, the Contractor shall remain
ineligible for a minimum of two years, and shalinan ineligible thereafter until the CDO
determines, in its sole discretion, that the catnahas taken all necessary steps to ensure
that no further violations will occur, provided tha the case of violations of Sections (4) or
(6) above the Contractor shall remain permanengigible.
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INCOME QUALIFICATION

Defining Income

The City of Auburn has the flexibility to choose ang the following three definitions of
“annual income” when calculating income for therdrarogram; these definitions are used by
the Lead Hazard Control, Community Development Bldérants (CDBG), HOME
Investment Partnerships Program (HOME) and mangrdduD programs. The term “annual
income” is used to refer to annual (gross) incorsi@gione of the following definitions of
“annual income” when calculating income and alloeemfor grant program assistance:

1. Annual income as defined in 24 CFR 5.609, refetieeds “Part 5 annual
income”;

2. Annual income as reported under the Census Lonm For the most recent
decennial census; and

3. “Adjusted gross income” as defined for reportinggmses under the IRS Form
1040 long form ifot IRS Forms 1040A or 1040EZ themselves that were
submitted to IRS).

The Area Median Income, which is the basis for meteing income limits required by Title
X, is established by HUD and posted on HUD’s Datts Svebsite.

For each program the city may use more than onaitieh of annual income however, the
city must ensure that families assisted under geaht are treated equitably by using the same
definition of income for all families under a patlar grant.

Finally, if the city combines one or more other m&s of funding (e.g., CDBG, HOME,
Rehabilitation, etc.) with lead hazard control drarmogram funds, housing units receiving the
lead hazard control grant program funds meet tb@nre eligibility requirements applicable to
the lead hazard control grant as well as the qgihmgram(s). When combining funding from
different programs, the most restrictive requiretagovern

How to Verify Income

Community Development Staff must collect source uteentation and ensure that this
documentation is sufficient for HUD to monitor pragn compliance. Verification methods
may not be altered to suit specific circumstancegpplicants.

The following income verification document reviewetarchy should be followed in all cases:
A. Third Party (online or hard copy)

Third-party verifications are a useful form of imee verification because they provide
independent verification of information. Third-partverification involves the grantee
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contacting an outside entity to obtain informatadout the income of household member(s).
The form of third party verification used may bther paper-based or web-based.

B. Verbal Third Party (documented by the grantee)

Although written requests and responses are pegfein cases where the applicant is unable
or unwilling to provide information to allow for damented third party verification, staff may
accept verbal third party verification providedsiadequately document in the case file. Such
documentation should include the contact persofornmation conveyed, the date of the
conversation, and the reason for not having aewitequest and response.

C. Tenant/Landlord Declaration (signed statementdmant and/or landlord)

If the applicant is unable or unwilling to providdequate third party documentation, and a
verbal third party confirmation of income is notsgible, a signed tenant or landlord

declaration is permitted. The declaration worksimeest be included in the file along with an

explanation by staff for the inability to obtainitien or verbal third party documentation. The

tenant/landlord declaration worksheet you use shoohtain information on:

» the applicant’s employer and income;

* income deductions;

» evidence of financial assistance received fromrgplblic sources;
* the number of children in the unit and their ages]

« other information relevant to the applicant’sgadility that provides a basis for providing
housing assistance, such as neighborhood incontistisg location of the unit within a
designated revitalization zone, etc.

D. Form HUD-50058

A rental unit that is being considered for enrolii@ a city program may be occupied by
tenants that are receiving benefits through theskhguChoice Voucher (HCV; also known as
the Section 8 Voucher) program. This family’s in@iras been verified by a public housing
authority (PHA) or HUD’s Public and Indian Housi(IH) office using the Housing Choice
Voucher Handbook 7420.10G and Form HUD-50058. Trhgnram may accept either the form
or the income eligibility notification letter aseglate documentation of income to determine
the unit’s and tenant’s eligibility for this prognaWith the applicant family’s written consent,
you may securely obtain this information directigrh the PHA to streamline the application
process.
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Timing of Income Certifications

Only documentation that verifies the current rdtarmual income at the time of assistance is
required. The income certification process mustbmpleted prior to receiving assistance
under city programs. Only income verifications date® earlier than 6 months before time of
assistance will be permitted. Staff will re-exam@nleousehold’s income if more than 6 months
have elapsed since the household’'s income wasfiegrtiStaff may request additional
documentation to support the eligibility determiaatat your discretion, such as if you have
guestions about its accuracy.
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SUBRECIPIENT MANAGEMENT POLICY
General Duties and Oversight

The City of Auburn’s Community Development Manabes primary oversight over the City
of Auburn’s Community Development program. The AubCDBG grant application and
grant agreement outline the financial (and othesponsibilities of subrecipient agencies that
apply for and accept CDBG funding. Such respornis#slinclude:

e Ensuring that all expenditures involving the uséenferal funds are eligible under the
federal and local requirements of the grant

e Approving purchase orders and contracts to be ngisad through HUD grant funds

e Receipting and approving of invoices

¢ Reviewing and approving requests for payments ineglHUD grant funds are coded
properly

e Ensuring compliance with all HUD regulations andesy the Auburn CDBG grant
agreement, and any other conditions imposed bZityeof Auburn

e Implementing of an internal control system

¢ Validating subrecipient debarment status vis Sam.go

The Auburn Community Development Manager conduatsngperson review of financial
policies and compliance with subrecipient agenayf sin an annual basis during subrecipient
site monitoring visits. The Community Developmeraddger meets with program and finance
staff at the agency, conducts an interview on furenpolicies and practices, and reviews
financial documents (e.qg., invoices and bills, pagita and receipts, timesheets, payroll records
trial balance reports, audits, and other documiemiatThe Auburn Community Development
Manager uses the HUD “Checklist for On-Site Monitgrof a Subrecipient,” taken from the
Guidebook for CBDG Grantees on Subrecipient Ovatsand a city-drafted monitoring form
template to conduct monitoring and to identify cenms and findings in subrecipient programs.
Both the checklist and the template are includetiénAppendices.

During this site monitoring, the city reviews expendocumentation, income limit
documentation for clients served, agency finarmatesses, and any programmatic concerns.
Technical assistance may be provided in the forsaofiple and template forms and reports,
review of relevant policy and procedure documesmsl the formulation of formal correction
action plans, as needed. Concerns and findings lvéll discussed in-person with the
subrecipient and followed with a written reportrfrahe Auburn Community Development
Manager, sent via either email or postal mail.

Program Budgets

Every five years, the City of Auburn adopts a fwear Consolidated Plan which outlines
priorities and strategies for the use of federahgprogram funds to address key goals and
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objectives for the benefit of Auburn’s low and maatte income residents, neighborhoods, and
the businesses that serve and employ them. Onrarabbasis, the City of Auburn adopts an
Annual Action Plan which outlines the specific aittes and projects which will be undertaken
in the next program year to achieve the goals dnectves of the Consolidated Plan. The
program year corresponds to the city’s fiscal yeduich begins on July 1st and ends on June
30th of the following calendar year. Once thesegkre approved by HUD, the Annual Action
Plan forms the basis for the budget for the expgaraliof funds for the program year.

Prior to adoption by the Auburn City Council, theojects and activities, and the related
spending plans are recommended by the Auburn Comynéayvisory Committee and
reviewed by the Auburn Community Development Mamdge compliance with program
regulations.

Projects and activities listed in the Consoliddézh are individually budgeted in HUD’s IDIS
system and the corresponding budget amounts angpsigt the city’s accounting software
system, according to the chart of accounts, toragaoper accounting. The chart of accounts
identifies the various orgs and objects with tmegpective descriptions. The “org” represents
the funding source, and the “object” represents#reice provided.

Budgets are established for grants to subrecipiestscations of funds to other City
Departments by cooperative agreements, projectvatgli activities, and individual
administrative and planning activities by the Géfaf Business and Community Development.

The city accounting system budgets (org, object prajram year) are initiated by the
Community Development Manager and submitted toRimance Director for review and
approval. When the Finance Director has verifieat the budget line items and amounts are
accurate, the budget entries are made. Once bulldetels are reflected in the city’s
accounting software, the Community Development Mananay submit requisitions for the
creation of purchase orders, invoices can be psedesgainst the purchase orders, and payroll
expenditures can be charged against the approjmatgeted line items. At any time, the
resources used cannot exceed the resources aaethoriz

Audits and Other Financial Statements

The receipt of funds, which are managed by the D&partment of Housing and Urban
Development (HUD), subjects the City of Auburn t®d @FR part 200, subpart F Audit, based
on the city’s expenditures of federal funds. Théiceéfof Management and Budget requires
that grant recipients who expend $750,000 or mofederal funds in one fiscal year conduct
a Single Audit per 2 CFR part 200, subpart F. COB@Gtlement Funds may only pay for the
portion of the city’s annual audit that represehtspercentage of CDBG funds in the overall
city budget.
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The City of Auburn’s Finance Department oversee<tty’s annual audit. For the Community
Development portion of the audit, the Community Blepment Manager works with the

Finance Manager to review documentation for thatargland to answer any questions the
auditors may have regarding the city’s documentee Tommunity Development Manager
maintains hard and/or electronic copies of all CD&@&ncial documents. These financial

documents include copies of invoices from subrecipagencies, supporting documentation
for subrecipient invoices, purchase orders for CEfB@led expenses, and copies of IDIS
vouchers and receipts.

The receipt of funds, which are managed by the D&partment of Housing and Urban
Development, subjects Auburn CDBG subrecipient aegsnto a 2 CFR part 200, subpart F
Audit, a CPA Audited Financial Statement, or a @led Financial Statement (CFA),
depending on expenditures. The Office of Managense Budget requires that grant
recipients who expend $750,000 or more in fedenati$ in one fiscal year conduct a Single
Audit per 2 CFR part 200, subpart F.

Subrecipients are responsible for ensuring that ghwlitors conduct the proper type of audit.
The Auburn Community Development Manager requites submission of a Schedule of
Expenditures of Federal Awards (SEFA) form with pv€DBG grant application, and the
FFATA form requires information on the amount ofiéeal funding the agency receives. The
Auburn Community Development Manager uses the Sk information to determine
whether the agency must also submit a single alitié. audit requirement status will be
documented in the grant application file for eagarey.

Not all Certified Public Accountants (CPA’s) areatjtied to perform a Federal audit. Any
agency that expends between $200,000 and $74%988eral funds will be required to have
a CPA Audited Financial Statement. The funds expdnday be from one or multiple federal
sources. Subrecipients who are not required undeFR part 200, subpart F to obtain an
Audited Financial Statement must submit a Certifi@shual Financial Statement (CFA). The
Treasurer and the Board President must sign anstatecertifying the CFA. The statement
should read as follows:

We, the undersigned, as Executive Director andgues of (Name of Agency), hereby
certify that, to the best of our understanding &mdwledge, the attached Financial
Statements fairly and accurately represent therfona condition and operations of

this organization.

Audits have different due dates depending on the tige agency qualifies to conduct. Certified
Annual Financial Statements are due three (3) nsoafter the end of the fiscal year, CPA
conducted audits are due six (6) months after tioead the fiscal year, and 2 CFR Part 200
Audits are due nine (9) months after the end ofidual year. Audits or other annual financial
statements are required to be submitted (1) witAwburn CDBG grant applications and (2)
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during the annual subrecipient site monitoringtyita new audit or other financial statements
are available for review at that point in time. ribg the grant application process, the
Community Development Manager reviews the auditsaasof the grant application review.
The City of Auburn also reserves the right to revadl subrecipients’ records and transactions,
which is specified in the contract between the aitg the subrecipient.

If the subrecipient is required to submit a sinyi@rogram-specific audit for the current fiscal
year in accordance with 2CFR part 200, subpart éitathe Community Development
Manager will obtain copies of the audit reportdiate of grant application and review for
findings. If audit finding is identified, the Cityf Auburn will send a letter with audit details,
a management decision and corrective action tduwedbe finding to the subrecipient. The
letter will require the subrecipient to take appraie and timely response to address the
corrective action. The letter will request the sdpient to respond within thirty (30) days.
This plan will identify timeliness and individuatesponsible for the corrective action. The
agency may request timeline extensions if needatljest to approval by the Auburn
Community Development Manager. The City of Aubuitt @valuate and follow up as needed
to ensure the subrecipient is timely and takes @ppate action on all deficiencies and, if
necessary, to provide guidance.

Once the corrective action has been sufficientlgrassed, the Community Development
Manager will send a close-out letter to the sulpieat. If the subrecipient fails to respond or
the response is unsatisfactory, the Auburn Commetelopment Manager will consult with
the Economic Development Director and City Attorrmfore proceeding with suspending
invoice payments. All correspondence and documaitithbe documented in the subrecipient
file.
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PROCUREMENT POLICY

In accordance with CFR Title 2 Subtitle A Chaptd?drt 200, The Community Development
Department with the approval of the City Managesreby establishes this Procurement
Policy to set forth the duties and responsibilibéshe Purchasing Agent and Community
Development Department Staff and establishes peocent procedures.

At a minimum, and in compliance 2 CFR Part 200,Rhecurement Department shall:

Avoid Acquisitions of duplicative or unnecessamsnits or services.

Support the consolidation or breaking apart of pases to be more economical
and/or more inclusive of qualified women or minpotvned business enterprises.
Determine and document lease v purchase altersative

Verify if each agreement is qualified as a procwetor a sub-award.

Providing for clear and articulate technical regments for each Request for
Proposals (RFP).

Prepare an in-house cost estimate for transaadersthe Simplified Acquisition
Threshold (SAT).

Qualifying each type of award, activity and budigeteach transaction.
Document the history of each procurement includiagonale for method of
procurement, contract type, contractor selectiaejection and basis for contract
price.

Prohibiting contractors from bidding if they werevolved in the development of
draft specs or scopes of work.

Identify all requirements the offerors must fulihd all other factors to be used
in evaluating bids or proposals.

Prohibiting cost plus percentage of costs and pésge of construction cost
contracts.

Conduct a Bid process to ensure full and open cttigre

All contracts will include the below terms and cdimmhs as required by 24 CFR part 570.502

Termination for cause or convenience for any cahiaer $10K
Equal Employment Opportunity

Davis Bacon reporting as required for contracts @250k
Contract work hours and safety standards for cotgmver $100K
Debarment and suspension verifications via SAM.gov

Byrd anti-lobbying for contracts over $100K

Clean Air Act provisions for contracts over $150K
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DEFINITIONS : For the purpose of this policy, the following nes, phrases, words and
derivations shall have the meaning given hereissthe context in which they are used
clearly requires a different meaning.

o PROCUREMENT: Includes purchasing, renting, leasing or otheswis
obtaining supplies or services.

o SAM.gov: This is a free service. Prior to disbursement my &unds
recipient will be verified to have a valid Dunn &d&listreet (DUNS)
number that they are not debarred from receividgra funds.

o SUPPLIES: Supplies shall mean and include all supplies,
materials and equipment.

o SERVICES: Services shall mean and include all constructervices,
insurance, leases or rentals of all grounds, mgkli offices, space or
equipment required by the Community Developmentddiepent, or leased
or rented by the Community Development Departmerdthers, the repair
or maintenance of real property owned by, or thepoasibility of the
Community Development Department, infrastructupane replacement or
construction, building construction, building repai renovation.

° USING AGENCY: Using agency shall mean any department, division,
agency, committee, or other units in the Commuritgvelopment
Department excluding self-governed joint entitiesing supplies or
procuring services.

o RESPONSIVE: Bid is submitted in the required format and witie
appropriate bid security when required by the lnduwmhents.

o RESPONSIBLE BIDDER: Bidder has the ability and resources to
perform the work called for in the bid documentsirtRer defined in
Section 3.1.5.1 Lowest Responsible Bidder.

o PUBLIC EXIGENCY : Sudden and unexpected happening requiring
immediate attention.

o NON-FEDERAL ENTITY: 2CFR 200.69 Means a state, local
government, Indian tribe, institution of higher edtion (IHE), or
nonprofit organization that
carries out a Federal award as a recipient or saipient.

o RECIPIENT: 2 CFR 200.86 Means a non-federal entity that reses
Federal award directly from a Federal awarding agdn carry out an
activity under a Federal program.
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o PASS THROUGH ENTITY: 2 CFR 200.74 Means a non-Federal
entity that provides a sub-award to a sub-recipierarry out part of a
federal program.

PURCHASING PROCEDURES. The Purchasing Agent or his/her designee shall be
responsible to supervise the purchase or contpofiall supplies and contractual services
requisitioned by the Community Development Departime accordance with purchasing
procedures prescribed herein.

3.1 FORMAL COMPETITIVE BIDS : All supplies and contractual services
except as otherwise provided herein, when the astitncost thereof shall
exceed ten thousand dollars ($10,000), shall behaged by formal
competitive bids from the lowest responsible biddé&er due notice inviting
proposals.

3.1.1 PREPARATION: Preparation of the invitation for bids shall dése the
requirements of the Community Development Departmelearly,
accurately, and completely, but avoid unnecessaribstrictive
specifications or requirements which might undugitl the number of
bidders. For Federally funded construction projeatsindependent cost
or price analysis must be performed with each peroent action,
including each contract modification, where the alative amount of the
original contract modifications exceeded the Sifrgadi Acquisition
Threshold (currently set at $150,000). All respagdbidders, regardless
of monetary threshold, must provide their DUNS nemim order to be
considered a responsible bidder and such language Ipe included in
request for proposal language.

3.1.2 NOTICES: Notices inviting bids shall be prominently dispgal on the City
of Auburns Website “Bid Notices” page and shall rhade available on
request to news media. When deemed appropriat¢herwise required, the
Purchasing Agent or designee shall place an adeengnt in a local
newspaper of general circulation in Auburn.

3.1.3 SMALL AND MINORITY BUSINESSES, WOMEN’'S BUSINESS
ENTERPRISES, AND LABOR SURPLUS AREA FIRMS: All necessary
affirmative steps to assure that minority busingsseomen’s business
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enterprises, and labor surplus area firms are dieclun all bid notifications
shall be made.

3.1.4 PERFORMANCE AND PAYMENT BONDS : When the estimated value
of work to be done is in excess of $150,000 or,mileemed necessary by
the Purchasing Agent or designee, a 100% perforenband and payment
bond will be required and shall be prescribed & plublic notice inviting
bids or proposals.

3.1.5 BID OPENING PROCEDURE: Bids shall be submitted to the Purchasing
Agent and shall be identified as bids on the emp&l®penings shall be in
public at the time and place stated in the pubditces. A record shall be
kept by the Purchasing Agent of all bids submitiad such record shall be
open to public inspection during regular business s

3.1.6 AWARDS OF CONTRACT: Upon recommendation of the Purchasing
Agent, all formal bids shall be awarded by the Bioe of Business and
Community Development or his/her designee.

3.1.6.1LOWEST RESPONSIBLE BIDDER: Contracts shall be awarded to the
lowest responsible bidder. In addition to pricee ttollowing shall be
considered in determining the lowest responsildedm:

1)) The ability, capacity and skill of the bidder perform the
contract or provide the service required;

2.) Whether the bidder can perform the contracpravide the
service promptly, or within the time specified, hatit delay or
interference;

3.) The character, integrity, reputation, judgemestperience and
efficiency of the bidder;

4.) The quality of performance of previous contsamt services;

5.) The previous and existing compliance by thed&idwith
laws and ordinances relating to the contract onces;

6.) The sufficiency of the financial resources addlity of the
bidder to perform the contract or provide the sg39]

7.) The quality, availability and adaptability dfiet supplies or
contractual services to the particular use required

8.) The ability of the bidder to provide maintenarand service for the
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use of the subject of the contract; and
9. The number and the scope of conditions attatihéak bid.

When federally funded bids contain a variety oftesta to be
evaluated, the selection process should includeranking the
criteria by weight of importance. Evaluation andkiag criteria must
be included in the RFP to prospective bidders

Prior to the award of any Federal funded bids,Divector’s designee will
check www.SAM.gov to confirm that the low biddernst on the federal
debarred or ineligible contractors list. Ineligilsledebarred bidders cannot
be awarded federally funded project contracts.

3.1.6.2AWARD TO OTHER THAN LOW BIDDER : When the award is not
given to the lowest bidder, a statement of readonsplacing the bid
elsewhere shall be prepared and filed with the yzapelating to the
transaction.

3.1.6.3PREFERENTIAL TREATMENT : Local vendors shall only be granted
preferential treatment when all bids received arelfe same total amount or
on a unit cost basis reflect the same pricing withlity and service being
equal.

3.1.6.4TIE BIDS:

A. Non-Federal funded bids: if all bids received arethe same total amount
or unit price, quality and service being equal,dbetract shall be awarded
first to a local bidder and second to an in-statildr. If neither of the
above applies, the contract shall be awarded toobmiee tie bidders by
drawing lots in public.

B. Federal funded bids: If all bids received are fag same total amount or
unit price, quality and service being equal, thetart shall be awarded
first to any identified local disadvantaged busgasd, if none, then by
public drawing of lots to decide who receives titedward.

3.1.6.5REJECTION OF BIDS: The Purchasing Agent, upon recommendation of
the Director or designee, shall have the authdoitseject any and all bids
when bids are deemed non-responsive, token, cafiumi otherwise non-
acceptable, and such action is in the best inteséshe Community
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Development Department.

3.1.6.6CONFLICT OF INTEREST: Each bidder is required to state in his/her
proposal his/her name and place of residence a&daimes of all persons or
parties interested as principals with him/her, #vat the proposal is made
without

any connection with any other bidder making anypsal for the same work,
and that no person acting for, appointed by, orleyaa by the City of
Auburn is directly or indirectly interested in tpeoposal or in any contract
which may be entered into to which the proposates, or in any portion of
the profits therefrom, except as provided by thty Charter. A statement of
conflict or non- conflict should accompany all bids

3.2 EMERGENCIES: When the public exigency will not permit the time
necessary to advertise and seek responsive bids, Gammunity
Development Department Administrator, acting witke tadvice of the
Director, may authorize immediate negotiated pusebBaof supplies or
services necessary to protect the best intereteoCity. Awards done as
emergencies shall be documented and forwarde@tBuhchasing Agent.

3.3 FORMAL COMPETITIVE BIDS IMPRACTICAL : Services for
which it is impractical or impossible to obtain goetition because of the
specialized and professional nature of these ssytbeir purchase shall
be effected in accordance with the proceduresostt. f

3.3.1 “WAIVER OF COMPETITION ”: Waivers may be authorized by the

Purchasing Agent when the services or items are:

1)) A single source item;

2) Must meet compatibility requirements with ¢xig equipment
owned by the City or by a contracted third party;

3.) A specialized service with only one vendor klde; or

4.) A product or service is unique and easily dsthbd as one of a
kind.

5.) A public exigency or emergency for the requieatndid not
permit a delay resulting from competitive soliaibat

6.) The Federal Agency awarding the grant or plassigh federal
entity expressly authorized noncompetitive proppgalresponse
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to a written request from the non-federal entity.

3.3.2 “DOCUMENTATION”:  The Manager or his/her designee will
document such waiver in as much detail as possishow justification
for each waiver.

3.3.3 “AUTHORIZATION ": After review of criteria and of
documentation, the Director may authorize a wadf@ompetition.

3.3.4 FEDERAL GRANT SUB-RECIPIENT DESIGNATION: For projects to
be paid for in whole or in part with Federal Gramtds where a specific entity
is being considered, staff must make a determindteiween Federal Grant
sub- recipient and Contractor (vendor) status uteg-ederal Governments
resources.

Sub-recipient designated entities are prohibiteamfralso being
awarded a contract for the same grant they wergymbged sub-
recipient status.

The Manager or designee shall document any supieeti
designations for services to be communicated t®thector.

3.4 NEGOTIATION PROCEDURES AND POLICIES: Negotiated
procurements shall be a competitive basis to thaman practical extent.
Whenever supplies or services are procured by ragot, price quotation
or other evidence of reasonable prices and othiat wmatters deemed
necessary by the Director/designee shall be sadicitom the maximum
number of qualified sources of supplies or serviaamnsistent with the
nature of and requirements for the supplies orisesvto be purchased, in
accordance with the basic policies set forth below.

3.4.1 DECENTRALIZED PURCHASES: At the discretion of, and subject to,
the review and approval of the Director/designepadtment heads or their
authorized representatives may make purchases aurasinot to exceed
$1,000. The Director shall issue such rules andlatigns and prescribe
such forms as deemed necessary to control suchhgses. The
Director/designee may also permit exceeding thigietary limitation in
those instances where price, terms, conditionsoamdhtractors have been
predetermined by establishing open-end (estimatglirement type)
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contracts.

3.4.2 PURCHASING CARD PROGRAM: Upon the recommendation of the
Manager, and subject to, the review and approviie@Director / designee,
department employees may make purchases usingy @fCAuburn credit
card. The amount of any one purchase shall noteexc®l,000 per
transaction. The Director shall issue such ruled @agulations and may
prescribe such forms as deemed necessary to cauichl purchases. The
credit card shall be used for the sole benefihef@ommunity Development
Department of Auburn.

3.4.3 PURCHASES - NOT TO EXCEED $2,000 When the Director or
designee considers prices to be fair and reasomalbleéhe total amount of
a purchase does not exceed $2,000, proceduresoanchdntation will be
simplified to the maximum degree possible. The @wogdesignee shall
establish such rules of procedure for such purchasgecessary to insure
against abuse of the public’s best interest.

3.4.4 PURCHASES - $2,000 - $10,000iegotiated purchases exceeding $2,000
but not exceeding $10,000 in total cost will beprnped by a record of price
guotation from at least three (3) competitive searcor adequate
explanations justifying the absence of such cortipetiSuch quotation may
be obtained in writing, verbally, or by such othmeans as may be
prescribed by the Director or his/her designee pgrapriate to the
circumstances.

3.5.1 AUDITING, ARCHITECT, ENGINEER, AND CONSULTANT
SERVICES- POLICY AND PROCEDURES: It is the policy of the
Community Development Department to publicly anresuall requirements
for such services and to award contracts on thés bafsdemonstrated
competence and qualifications for the type of msif@nal services required,
the technical merits of offers and the price forichhservices are to be
rendered.

3.5.2 FEES: Sealed fee statements shall be submitted atahme gime as the
proposal. No Community Development Department emtér shall be
awarded wherein the fee is stated as a percenfaiipe @roject cost. The
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preferred method of establishing a fee shall bedha firm fixed fee. Other
methods may, at the discretion of the Director, dmeployed if it is
impossible to arrive at a firm fixed fee.

3.5.3 SELECTION: The Director or his/her designee shall requesindi
engaged in the lawful practice of their professimsubmit a statement of
gualifications and performance data.

3.5.3.1AUDITING : If the anticipated fee exceeds $50,000, the datal be

evaluated by the Community Development Departmenth& Finance
Department. The Finance Department shall condgcudsions with firms
regarding their qualifications and audit methodsygproach for furnishing
the required services, and then shall select thiere, firms deemed to be
adequately qualified to provide the services remliilOnce the adequately
qualified firms have been established, the Commuiidevelopment
Department and the Finance Department shall opesdhled fee statements
of the firms deemed to be adequately qualifiedhtuld be the practice that
the contract will be awarded to the qualified fiwith the lowest bid.

3.5.3.2ARCHITECT, ENGINEER, AND CONSULTANT SERVICES : If the
anticipated fee exceeds $25,000, the RFP and melgubcess shall be done
in compliance with the “Brooks Act” which is herelappended to the
Purchasing Policy. The responses shall be evaligtedSelection Review
Committee consisting of the Director of Businessd aGBommunity
Development, Director of Planning and Permittingrebtor of Finance,
Community Development Manager and the PurchasingnAgr their
designees. The Selection Review Committee shaldwctndiscussions with
gualifying firms regarding anticipated scope ofveses and alternative
methods of approach for furnishing the requiredrises. The Selection
Review Committee will rank the firms. The fee staéat of the highest rated
firm will be recommended to the Director for awaifdcontract including a
negotiated fee if applicable.

3.5.4 INSURANCE AND BONDS: All firms selected as being adequately
qualified must provide evidence of insurance cowgtheir entire scope of
operation for any “error or omissions” resultingrfr their endeavors. The
amounts of such insurance coverage shall be conuraaswith the
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magnitude of the project under consideration aradl §le established by the
Director/designee. Should timely performance beatten of importance to
the Community Development Department, the firm el may be

requested to furnish an acceptable performance aodbtbr such other form
of surety as may be mutually agreed upon to inadrerence to a mutually
agreed upon time schedule.

3.5.5 RECOMMENDATION OF CONTRACT FROM SELECTION
REVIEW PROCESS: Once the Selection Review Committee ranked
firms, the Committee may negotiate with the topkegthfirm and make a
recommendation to the Director. The Director shadiceive all
documentation regarding the selection.

3.5.6 SMALL PROJECTS: In those instances where the fee does not exceed
$25,000, the procedures outlined in Section 3.51a8 be simplified by the
Director Business and Community Development aftersaltation with the
City Manager, selecting from no less than threa@@quately qualified firms
for the purpose of making an award. A complete net@jd the reasons for
recommending a firm shall be part of the recordewwed by the Director if
the contract exceeds $10,000.

3.6 AWARD: All contracts where the fee exceeds $10,000 shell
reviewed and awarded by the Director of Business @ommunity
Development.

3.7 AMENDMENTS TO CONTRACTS : Amendments to contracts may be
authorized by the Director of Business and Comnyubévelopment when
it can clearly document that the additional serviaee part of the original
intent of the base contract and are made necesgaiyanges not known at
the time of the base contract.

3.8 DISQUALIFICATION OF BIDDERS : The Director of Business and
Community Development may authorize the disquatian of a
bidder/vendor from bidding on Community Developmdd¢partment
contracts for up to twelve (12) months upon thenf@rrecommendation of
the Community Development Manager and in accordantteprocedures
set forth.
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3.8.1 COMMUNITY DEVELOPMENT DEPARTMENT OR
CONSULTING, ENGINEER REQUEST
DISQUALIFICATION OF BIDDER/VENDOR : for one or more
of the following:

1.) Default on their bid, quotation, contract or pureharder;
2.) Failure to comply with specification of contractcdonents;
3.) Failure to supply the item as required by the Smations.
4.) Documented history of poor performance.

* The Bidder/Vendor shall be notified, in writingpy the Manager or
his/her designee prior to a recommendation for udiBfication being
forwarded to the Director.

3.8.2 DISQUALIFIED BIDDER/VENDOR : may apply for reinstatement after
period of disqualification has elapsed. The Manatpatl recommend to the
Director reinstatement of any Bidder/Vendor. Undercircumstance can a
bidder on the SAM.gov list be awarded a contractiéd with Federal grant
dollars.

3.8.3 BIDDER/VENDOR: shall have the right to appeal to the City Mamage
for a reversal or reinstatement.

3.9 REQUISITION : Purchases involving the immediate encumbrance of
Community Development Department funds shall be enadly on a
written/electronic requisition submitted by the dgment and require
purchase orders.

3.9.1 REVISORY POWER: The Manager or his/her designee shall examinie eac
requisition and shall have the authority to revises to quantity, quality, or
estimated cost; but revision as to quality shalbbly with the concurrence
of the using party or, if agreement cannot be redgclvith concurrence of
the Director of Business and Community Development.

3.10 BUDGET REQUIRED: No purchase of supplies or services not provided
for in the annual approved budget, shall be madesarby specific order of
the Director. Once the purchase has been authobyethe Director or
his/her designee the funds shall be immediatelyrabered.
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3.11 UNAUTHORIZED PURCHASES: Except as herein provided, or as may
be specifically authorized by the Manager or thee€lor, it shall be unlawful
for any Community Development Department employeeofficial to
purchase any supplies or services other than mrdance with these policies
for any personal use or benefit.

4.1 GIFTS AND GRATUITIES : Officers and employees of the Community
Development Department are expressly prohibitech fagcepting from any
person, firm, corporation or organization, any tebar gift that would
directly affect the purchase of goods or services the Community
Development Department.

4.2 COOPERATIVE PURCHASING : The Director or his/her designee shall
have the authority to join other units or governin@ederal, state, county,
municipal subdivisions, including quasi-municipgleacies) in cooperative
purchasing plans when the best interests of then@amty Development
Department would be served thereby, and such aionaccordance with
and pursuant to law.

WOMEN & MINORITY OWNED BUSIENSSES

Purpose
The purpose of this policy is to formalize the @meg involving Women and Minority
Owned Business Enterprises.

Procedures
1. The Community Development Department will be regiae for encouraging
the involvement of Women and Minority Owned Buss&sterprises.
2. Every three years, the Community Development Offiedl update the
Department's list of women and minority owned besses by requesting an
updated list from Maine Department of Transportatibhe staff will then send
letters to Maine contractors on the list askinghi#y wish to be on the City of
Auburn's notification list. A new City of Auburnst will be developed based on
contractors who have responded.
3. When the City issues requests for proposals or, lalswomen and
minority owned business that are on the City's Wwdt receive a notice
inviting them to bid.
4. The City will also request that bidders notify thiéy when they are using
subcontractors who qualify as minority or womenibesses.
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SECTION 3 RULES

Section 3 of the Housing and Urban Developmentdhd968 seeks to ensure that economic
opportunities — especially employment — generatgedHID financial assistance shall be

directed to low- and very low-income persons, patérly those who are recipients of

government assistance for housing or residentseotommunity in which federal assistance
is invested.

Projects to which Section 3 applies include housettabilitation, housing construction, and
other public construction projects assisted unddbHorograms that provide housing and
community development financial assistance whentdi@ amount of assistance exceeds
$200,000, (or $100,000 in the cases of the Leadida2ontrol and Healthy Homes programs.)
Section 3 applies to the entire project, regardtésshether the project is fully or partially
assisted by HUD financial assistance.

Section 3 was updated in 2020, with the implementegulations located at 2 CFR Part 75
and Federal Register Volume 85 No. 189, page 61B2#cipally, the revisions require

Contractors to monitor and report total labor havosked on the project, of which 25% must
be “Section 3 workers” and 5% must be “TargetedtiBec3 Workers.” These benchmark
requirements will be updated and published by HuUérgfive years.

Contractors are encouraged to visit and promote 1HUSection 3 Opportunity Portal
(https://hudapps.hud.gov/OpportunityPortal/), wh8extion 3 Workers can search for jobs
and post their resumes, Section 3 businesses gatereand search for contracts, and where
both Section 3 Recipients and employers can sdarcBection 3 businesses, post jobs and
training positions, post contracts, and searclajgilicants.

Definitions

Contractor any entity entering into a contract with: (1) Acipient to perform work in
connection with the expenditure of public housingahcial assistance or for work in
connection with a Section 3 project; or (2) A sulnt for work in connection with a Section
3 project.

Labor hours the number of paid hours worked by persons oecii@ 3 project or by persons
employed with funds that include public housingafinial assistance.

Low-income persara person whose gross household income does cee@80% of the area
median income (AMI)
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Material supply contractscontracts for the purchase of products and nasgincluding, but
not limited to, lumber, drywall, wiring, concretpjpes, toilets, sinks, carpets, and office
supplies.

Professional servicesnon-construction services that require an advéndegree or
professional licensing, including, but not limitéol contracts for legal services, financial
consulting, accounting services, environmental sssaent, architectural services, and civil
engineering services.

Public housing financial assistancassistance as defined in 24 CFR 75.3(a)(1)

Section 3Section 3 of the Housing and Urban DevelopmentoAd 968, as amended (12 USC
1701u)

Section 3 business concembusiness concern that meets at least one dbtlosving criteria,
documented within the last six-month period: (ijslat least 51 percent owned and controlled
by low- or very low-income persons; (ii) Over 75@ent of the labor hours performed for the
business over the prior three-month period areopmd by Section 3 workers; or (iii) It is a
business at least 51 percent owned and controfedubrent public housing residents or
residents who currently live in Section 8-assidtedsing. The status of a Section 3 business
concern shall not be negatively affected by a paoest or conviction of its owner(s) or
employees. Section 3 business concerns are nofpexem meeting the specifications of the
contract.

Section 3 workerAny worker who currently fits or when hired withihe past five years fit at
least one of the following categories: (i) The watk income for the previous or annualized
calendar year is below the income limit establisg¢HUD; (ii) The worker is employed by a
Section 3 business concern; or (iii) The workea igouthBuild participant. The status of a
Section 3 worker shall not be negatively affectgdabprior arrest or conviction. Section 3
workers are not exempt from meeting the qualifaagiof the position to be filled.

Service area or the neighborhood of the prajaatarea within one mile of the Section 3 project
or, if fewer than 5,000 people live within one mdé a Section 3 project, within a circle
centered on the Section 3 project that is sufficierencompass a population of 5,000 people
according to the most recent U.S. Census.

Subcontractomeans any entity that has a contract with a cotardo undertake a portion of

the contractor's obligation to perform work in cention with the expenditure of public
housing financial assistance or for a Section Jepto
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Targeted Section 3 worke& worker employed by a Section 3 business conoeia worker
who currently fits or when hired fit at least orfetloe following categories, as documented
within the past five years: (i) A resident of puldiousing or Section 8-assisted housing; (i) A
resident of other public housing projects or SecBeassisted housing managed by the PHA
that is providing the assistance; (iii) A YouthRluparticipant; or (iv) a worker living within
the service area or neighborhood of the projeatydtad Section 3 workers shall not exclude
an individual that has a prior arrest or conviction

Very low-income persora person whose gross household income does ne¢@%©% of the
area median income (AMI)

YouthBuild programsprograms receiving assistance under the Workfénoevation and
Opportunity Act (29 U.S.C. 3226)

Reporting

Contractors must report annually by July'30

0] the total number of labor hours worked during temonth period ended June 30
annually during the project, including labor howsrked by any contractors and
subcontactors;

(i) The total number of labor hours worked by Sectiamo8kers; and

(i)  The total number of labor hours worked by Targ&edtion 3 workers.

Section 3 benchmarks require that 25% or moreeotdatal labor hours worked for all workers
on a Section 3 Project must be attributed to Se@id/orkers, and that 5% or more of the total
labor hours worked for all workers on a Section@étt must be attributed to Targeted Section
3 Workers.

If the project’s Section 3 benchmarks are not rttet, Contractor must report its Section 3
compliance activities and those of its contractord subcontractors. These qualitative efforts
may include, but not be limited to: outreach efda generate job applicants who are Targeted
Section 3 workers; training or apprenticeship oppaties; provision of technical assistance
to help Section 3 workers compete for jobgy(,resume assistance, coaching); provision of
assistance to Section 3 workers in seeking employmeluding: drafting resumes, preparing
for interviews, and finding job opportunities cootiag residents to job placement services;
holding one or more job fairs; provision of serg@ipporting work readiness and retention
(e.g., work readiness activities, interview clothing, ttéses, transportation, child care) to
Section 3 workers; provision of assistance to apptjor attend community college, a four-
year educational institution, or vocational/teclhitraining; assisting Section 3 workers to
obtain financial literacy training and/or coachieggaging in outreach efforts to identify and
secure bids from Section 3 business concerns;girmytechnical assistance to help Section 3
business concerns understand and bid on contmigiding contracts into smaller jobs to
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facilitate participation by Section 3 business @&ns; providing bonding assistance,
guaranties, or other efforts to support viable idsn Section 3 business concerns; promoting
use of business registries designed to create uppies for disadvantaged and small
businesses; or providing outreach, engagememgferrals with the state one-stop system as
defined in Section 121(e)(2) of the Workforce Inatton and Opportunity Act.

Recordkeeping

Contractors must make available to the City andH@D all records, reports, and other
documents or items of the Contractor that are ramiat to demonstrate compliance with the
requirements of Section 3.

Contractors must maintain documentation, or enghe¢ a subrecipient, contractor, or
subcontractor that employs the worker maintainsigdemntation, to ensure that workers meet
the definition of a Section 3 worker or Targetedttd® 3 worker, at the time of hire or the first
reporting period, as follows:

(1) For a worker to qualify as a Section 3 worker, ofihe following must be maintained:
(i) A worker's self-certification that their inconebelow the income limit from the prior
calendar year; (ii) A worker's self-certificatioharticipation in a means-tested program
such as public housing or Section 8-assisted hgugir) Certification from a PHA, or the
owner or property manager of project-based Sec@sassisted housing, or the
administrator of tenant-based Section 8-assistedihg that the worker is a participant in
one of their programs; (iv) An employer's certifioa that the worker's income from that
employer is below the income limit when based oreiaployer's calculation of what the
worker's wage rate would translate to if annualized a full-time basis; or (v) An
employer's certification that the worker is emplbyy a Section 3 business concern.

(2) For a worker to qualify as a Targeted Section 3kegrone of the following must be
maintained: (i) A worker's self-certification of giaipation in public housing or Section
8assisted housing programs; (ii) Certification framPHA, or the owner or property
manager of project-based Section 8-assisted housirte administrator of tenant-based
Section 8assisted housing that the worker is acgzatt in one of their programs; (iii) An
employer's certification that the worker is emplby®/ a Section 3 business concern; or
(D) A worker's certification that the worker is @xthBuild participant. (iv) An employer's
confirmation that a worker's residence is withire onile of the work site or, if fewer than
5,000 people live within one mile of a work sitathin a circle centered on the work site
that is sufficient to encompass a population 006,people according to the most recent
U.S. Census; or (v) An employer's certificationt tte worker is employed by a Section 3
business concern.
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The documentation described in this section mushai@tained for the time period required
for record retention in accordance with applicalegram regulations or, in the absence of
applicable program regulations, in accordance @i@®FR part 200 (five years), whichever
is greater.

A Contractor may report on Section 3 workers andyé&ed Section 3 workers for five years
from when their certification as a Section 3 wor&eiTargeted Section 3 worker is
established.

Contracting

Contractors must include the following languageany agreement, contract, or subcontract
that applies to a Section 3 project:

A. The work to be performed under this contract igestitio the requirements of Section
3 of the Housing and Urban Development Act of 1388amended, 12 U.S.C. 1708ection
3). The purpose of Section 3 is to ensure that epnpént and other economic opportunities
generated by HUD assistance or HUD-assisted psojsmtered by Section 3, shall, to the
greatest extent feasible, be directed to low- argl low-income persons, particularly persons
who are recipients of HUD assistance for housing.

B. The parties to this contract agree to comply withCHs regulations in 24 CFR Part 75,

which implement Section 3. As evidenced by thegaesion of this contract, the parties to this
contract certify that they are under no contractuather impediment that would prevent them
from complying with the Part 75 regulations.

C. In accordance with the requirements of 24 CFR 75H® Contractor agrees to the
greatest extent feasible, and consistent with iexjstederal, state, and local laws and
regulations that the Contractor shall ensure timgi@yment and training opportunities arising
in connection with the Section 3 Project are preditb Section 3 Workers within the Boston
area where the Section 3 Project is located. Wheasible, priority for opportunities and
training described in this section should be git@nSection 3 Workers residing within the
Boston area and/or the neighborhood of the progaxt,Participants in YouthBuild Programs.
The Contractor further agrees to the greatest extasible and consistent with existing
Federal, state and local laws and regulations,phatity contracting opportunities should be
given to Section 3 Business Concerns that provicn@mic opportunities to Section 3
Workers residing within the service area of theghborhood of the project, and YouthBuild
Programs.

D. The Contractor agrees to include this Section @sglan every subcontract subject to
compliance with regulations in 24 CFR Part 75, agdees to take appropriate action, as
provided in an applicable provision of the subcacttor in this Section 3 clause, upon a finding
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that the subcontractor is in violation of the redians in 24 CFR Part 75. The contractor will
not subcontract with any subcontractor where theractor has notice or knowledge that the
subcontractor has been found in violation of tlgalations in 24 CFR Part 75.

The Contractor will post copies of a notice in quosous places at the work site where both
employees and applicants for training and employrpesitions can see the notice. The notice
shall describe the Section 3 preference, shafbst the bench marks for labor hours worked
by Section 3 Workers and Targeted Section 3 Worleerd availability of any labor positions,
apprenticeships, and training positions and thdifgqpaions for each; the name and location
of the person(s) taking applications for each efgbsitions; and the anticipated date the work
shall begin.

E. Noncompliance with HUD's regulations in 24 CFR Pétmay result in sanctions,
termination of this contract for default, and debant or suspension from future HUD assisted
contracts.

F. With respect to work performed in connection witgcton 3 covered Indian housing
assistance, Section 7(b) of the Indian Self-Deteatiton and Education Assistance Act (25
U.S.C. 450¢e) also applies to the work to be peréatomnder this contract. Section 7(b) requires
that to the greatest extent feasible (i) preferemtee award of contracts and subcontracts shall
be given to Indian organizations and Indian-owneriomic Enterprises. Parties to this
contract that are subject to the provisions of iBec3 and Section 7(b) agree to comply with
Section 3 to the maximum extent feasible.
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RESIDENTIAL ANTI-DISPLACEMENT POLICY

Purpose

The purpose of this Plan is to define benefitsadhdsory services that are available
when the City of Auburn uses federal funds in anivag that results in
displacement; to provide information of the effamade by the City to minimize
displacement; and to maintain affordable rentsléow and moderate income
displaced persons.

The City shall provide assistance to displacedger®n a non- discriminatory
basis. Involuntary displacement shall not resutialise of race, color, religion,
national origin, age, sex, gender or handicap statu

Definitions

Comparable Housing - A dwelling that is functiogallimilar to the
present unit, is decent, safe and sanitary, andriently available on the
private market.

Displacement - The involuntary movement of a persohousehold
from a project as a direct result of a CDBG asdistequisition,
demolition or rehabilitation activity.

Displaced Tenant - A tenant who as a result ofittemr notice must move
his or her personal property from real property.

Fair Market Rent - A rental rate published in tlezl€éral Register by
bedroom size for individual market areas for theti®a 8 Existing
Housing Program (Lewiston-Auburn MSA).

Fixed-Move - A displaced person who elects to tallleresponsibility for
moving and receives compensation for this effort.

Low /Moderate Income Person (Household) - A persorhousehold
whose gross income (adjusted by family size) iseur@% of median
income.

Low-Mod Unit - A dwelling unit with a market renhat does not exceed

Fair Market Rent for published Section 8 Existinguding (in effect at
the time the project inception. A unit that rertteee the Fair Market Rent
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that is occupied by a low and moderate income Huldes not a low/mod
unit.

Owner - A person or entity in possession of reapprty that will benefit
from a CDBG assisted activity.

Tenant - A person, household, business, or nontmganization who
has temporary use and occupancy of real properedvwy another,

Total Tenant Payment - The maximum amount a lowraaderate income
tenant will pay out of pocket for rent.

Vacant Occupiable - A vacant dwelling unit thatinsa standard
condition or a vacant dwelling unit which is in stdndard condition
but is suitable for rehabilitation, or a dwellingiuin any condition
which has been occupied at any time within thegoklbeginning one
year before the project inception date.

Efforts to Minimize Displacement

It is Auburn's policy to minimize displacement ritislg from federally funded
activities. Prior to the approval of a proposal ethmay result in displacement, the
City will I) review the proposal for modificatiors® that tenants will not have to be
displaced; and 2) when the City is reviewing conmgeproposals, priority will be
given to those not involving displacement.

The City will work with an owner to stage improvemactivities in order to allow
tenants to remain during and after rehabilitat@ne will be emptied and rehabbed
first, than a tenant will be allowed to move intioetrehabbed unit before
rehabilitation commences on other units. No famil}y be required to move from
the unit unless the City determines the work car@tone with the family in
residence. Tenants who are temporarily displacdéido@igiven an opportunity to
return to the completed unit they had previousigupoed.

The City will not undertake a project which willuiese the displacement of a low-
income household for a household that is not loseme without considering all
available alternatives.

The City will minimize indirect displacement whichay be caused by excessive

investment in one neighborhood by distributing fatiéunds throughout all target
areas. Revitalization will be encouraged in thasget areas by committing funds
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for public improvement projects and offering prdgeowners with a source of
financing for building improvements.

Notices and Qualifying Conditions

When displacement does occur, the tenant will bergwritten notice by Certified

Mail that they will be required to move from theitufThe letter shall indicate the
name, address, and telephone number of a persomayde contacted to provide
assistance with the relocation and to answer questhey may have. The notice
will include a brief explanation of relocation béitsethat are available.

A Tenant must reside in the dwelling unit on theed# rehabilitation loan closing.
Tenants who move prior to receiving written notia# be considered ineligible.

Tenants who are evicted with good cause will notdesidered displaced and are
ineligible for relocation benefits.

No occupant of a dwelling shall be required to morkess first given reasonable
opportunity to relocate to a safe and habitablelacgment dwelling, as
determined by Community Development staff.

Relocation Assistance

In the event displacement of a tenant occurs thtiita direct result of a federally
funded activity, the City will ensure that tenaate treated fairly and consistently
and will provide services and benefits that areddelow.

1. Advisory Services

In an attempt to minimize hardships to displaceghm¢s, the City will make
available the services of a staff person who wibyide counseling, process
relocation claim benefits, and assist in meetirggréocation needs of the tenant.
The City will assist the tenant in securing compérahousing by providing
comparable replacement dwelling unit locations @edprice rent for establishing
the upper limit. Three resources will be provideduding the name of landlord,
addresses, and landlord telephone numbers.

For tenants relocating within the City of Auburime tCity or its representative may
determine that a dwelling is decent, safe and agniprovided the tenant and
landlord agree on an inspection. All displaced lebosds will be given the U.S.
Department of Housing and Urban Development's "Ad>Blace to Live" to assist
them in finding a new dwelling unit that is decesdfe and sanitary.

Auburn CDO Operations Manual 2022 Page 59 of 192



Tenants shall be advised of their rights underRae Housing Law and will be
given the U.S. Department of Housing and Urban gpraent's pamphlet "Fair
Housing USA". Tenants will also receive the Cityersion of "Relocation
Assistance to Displaced Tenants".

2. Moving Expenses

The City will use federal funds where appropriaiepty for reasonable out-of-
pocket moving expenses for displaced tenants wheenmwithin 50 miles of
Auburn, including transportation, packing, movingdaunpacking of household
goods, disconnecting and reconnecting utilitiesragie of household goods,
insurance for the replacement value of goods thetrne placed in storage, and
replacement value of property lost, stolen or daedatyuring the move. A displaced
person will be assisted to complete a relocatiamcform in order to be eligible
for benefits.

For temporary moves, where the tenant returns @or¢habbed unit, the
tenant shall be reimbursed for all reasonable byBoket expenses
incurred with the temporary relocation including ttost of moving to and
from the temporarily occupied housing.

A displaced person has a choice of two methodslcutating payment: payment
for moving and related expenses or a fixed movirgease and dislocation
allowance as follows:

A. Actual Reasonable Moving and Related Expenses

A displaced tenant is entitled to payment for datuaving expenses
that the

City determines to be reasonable, customary andssacy. The
payment for moving services shall be made direictlyhe mover.
The City will secure at least two bids from a comered mover. The
bid will be awarded to the low bidder unless thare unusual
circumstances that should be considered.

B. Fixed Moving Expense and Dislocation Allowance

A fixed move is for tenants who prefer to take full
responsibility for the move. The City will make aypnent
to cover any moving expenses pay based on the nuohbe
rooms in a tmit or the number of rooms of furnittioebe
moved. There is no requirement to document hoviuhes
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are used. The fixed move will be paid accordingstiteedule

for Fixed Residential Moving Cost

Schedule of the Uniform Relocation Assistance amedlR
Property Acquisition Policies Act of 1970, as ameshd

published in the Federal Register.

C.  Security Deposit

A displaced LMI tenant is eligible to receive batsefo
cover a security deposit that is required by tmalliard if
required of all other tenants in the building. Thaximum
security deposit shall be equal to one month's. réhe
amount shall be reduced by any refund of secuefyodit
received by the displaced LMI tenant from the Owofethe
building from which the tenant is being displaced.

Community Development Projects Subject to the Unifon Relocation Act

When the City uses federal funds in housing prejdben the Uniform Relocation
Assistance and Real Property Acquisition (Uniforot)&olicies shall be followed.
Benefits and assistance to be provided shall berdicg to the most currently
promulgated federal regulations (24 CFR Part 42).

The City will provide protection for tenants whomrain as well. This involves
keeping tenants informed and assuring they do metenoinnecessarily. All rental
projects involving Community Development funds viié evaluated to determine
if there is economic displacement. To avoid ecorodmgplacement, tenants who
remain in a project will receive the offer of atable unit at an affordable price. If
there is no rent increase and the rent amount renieied for one year, the unit
will be considered affordable and no replacementm@nt calculation will be
made.

Displaced tenants in occupancy for 90 days ordaiébe eligible for replacement
housing payments for a period of 42 months. Thamgy amount will be the
difference between the lesser of rent and estimatkty costs for the replacement
dwelling and 30% of the tenant's average monthbsgiincome or to the amount
of the old rent/utility costs, whichever is lesstghant has a right to receive cash
replacement housing payments or Section 8 assestédravailable.

If a tenant chooses to buy rather than rent a ceplant home, the tenant may be
eligible for assistance based on the present \@ltige monthly payments for the
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appropriate number of months. The amount of theangsy must be applied to
purchase a dwelling.

Community Development Projects Subject to SectionQ4(D) of the Uniform
Relocation Act

Part 570, Subpart K of Title | of the Housing anoh@nunity Development Act of
1974 requires that reasonable relocation assistapeovided to low and moderate
income persons displaced as a result of the uSemimunity Development Block
Grant funding to demolish or convert low/mod uniisich are occupied or vacant
occupiable. Benefits and assistance to be prowtiatl be according to the most
currently promulgated federal regulations (24 CRR R2).

A. Buildings to be Demolished or Converted Subjecto One for One
Replacement

Whenever buildings are to be demolished or consgette another use using
Community Development Block Grant funds, all ocegpand vacant occupiable
low/moderate-income dwelling units will be replacedh low/moderate-income

dwelling units, one for one. Replacement units vii# located in the same
neighborhood as the units replaced. The new uniisremain low/moderate-

income dwelling units for a period of 10 years aftecupancy. The one-for-one
replacement does not apply to units which were nafa a period of 3 months
prior to demolition or conversion.

A person is eligible for assistance when livingaiunit to be converted and the
market rent (including utilities) of the convertedit does not exceed the Fair
Market Rent before conversion. A person is eligfbleassistance when living in a
unit to be demolished regardless of the pre-deianlinarket rent.

B. Replacement Housing Payment
A low and moderate income displaced person ist#édior benefits if he/she has
not been offered a suitable unit at or below theatgr of Total Tenant Payment or
a cost equivalent to the old rent plus utility sogk payment will be made to the
tenant to reduce the new rent/utility costs foeaqu of 60 months. The total tenant
payment is the highest of:

1) 30 percent of the person's monthly adjusted incame;

2) 10 percent of the person's monthly gross income.
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Replacement housing assistance shall be equaltimé6 the amount obtained by
subtracting the Total Tenant Payment and the mpmént and estimated average
monthly cost of utilities for a comparable replaesindwelling.

The City shall make a payment for reasonable arwkssary security deposit
required to rent the replacement dwelling unit orccredit checks.

Auburn Housing Authority provides housing assistataceligible very low-income
households displaced by government action. Houdstéplaced as a result of a
city activity will be given preference for admissito any of the family or elderly
housing projects or other federal rent subsidy g in the City of Auburn.
Actual placement will depend upon the availabibtya federal subsidy or vacant
dwelling unit. Auburn may offer Section 8 assis&@ntavailable. Displaced tenant
cannot insist on cash if Section 8 assistancea#adle.

If a tenant chooses to buy rather than rent a ceplant home, the tenant may be
eligible for assistance based on the present \@ltige monthly payments for the
appropriate number of months. The amount of thengsy must be applied to
purchase a dwelling.

Appeal by Displaced Persons

A person may file an appeal when he/she believesCity failed to properly
determine that the person qualifies as a displgoeon; failed to properly
determine the amount of relocation payment requiieatbd to provide appropriate
counseling services. A person who is dissatisfigl the City's determination may
appeal first to the City Manager then to the HURI&iOffice to review that
determination.
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FINANCIAL MANAGEMENT & RECORDS RETENTION POLICY

A. General Record Keeping Policies and Procedures

Each program provided by the CDO office has spedidicument requirements. These include
rehab projects, rental assistance programs, pskelicice grants or housing development
projects. These documents will be uploaded and gexhavithin the CDO Salesforce (SF)

instance as organized by Case. Each Case will&#tedeo applicant/client Contact file as well

as an Auburn address Account file. The followiregrs will be included in each SF case file
(as applicable):

o Application

o Contract/agreement with the City

o Statement of Work (includes location, clients sdnmuidget)

o Quarterly Reports (progress report)

o Summary of Work (includes accomplishments)

o National objective documentation

o Contracts with vendors

o Up to date budget (including copies of budget cleamgjuests)
o Expenditure and Requests for Payments, includipg@ting documentation
o Environmental review

o Monitoring reports

o Relevant correspondence

. Audits

B. Financial Record Keeping

The following financial documentation is neededwiminister federal grant funds. They will
be maintained within Munis, the city’s financiatoegd management software.

o Record of funds received

o Record of funds disbursed

o Documentation of expenditures
o Accrued expenditures

o Review of expenditures

° Other files

Record of funds received The funds received must be accounted for seggray grant and
maintained so that the total funds received carvdrdied for any given period of time.
Accounting records must record the date the funele weceived and be traceable to the bank
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account used. If account numbers are used, aaepascount number should be set up for
each grant.

Record of funds disbursed: Disbursement of funds must be accounted for séglsrby
grant and grant activity. For example, if there awo current grants, one general grant for
housing rehabilitation, and one Covid-19 responsatg Staff will keep separate expenditure
accounts for each of the activities under eachragparant. The date payment must be
recorded, as well as the name of payee and thamtarumber and amount, and establish audit
trails to the supporting source document.

Documentation of expenditures: All expenditures must be supported by source
documentation such as invoices, timesheets, anéltidaims. |If the contract cost for a
consultant, a CPA firm, engineering firm, or otloeganization is charged to the grant, keep
with your financial files a copy of the contractppurement procedures followed, and paid
invoices (with supporting documentation for costaleursement contracts).

Accrued expenditures: Staff is required to report and document accrarpgenditures.
Accrued expenditures include bills paid as welhasices that are not yet paid. Expenses will
only be accrued for actual program costs incurnetiyoreasonable allocation based on the
proportion of program benefit received.

Review of expenditures: Staff must review and approve vouchers and ireio make sure
the items are eligible costs pursuant to the contad program regulations and that the cost
is charged to the correct grant and program agtivit

Other files: Besides the items listed above, the City’s FieaDepartment should include
correspondence between Special Projects and thendéenDepartment regarding budget
changes or authorizing any contract amendmentstrendesults and response to any fiscal
monitoring findings.

C. Request for Payment / Supporting Documentation

Supporting documentation is necessary to showtlieatosts:

o were incurred during the effective period of theregipient’'s agreement with
the grantee

o were actually paid off (or properly accrued)

o were expended on allowable items

o were approved by the responsible official(s) inghbrecipient organization

The City of Auburn’s Community Development prograopgerates on a reimbursement basis,
which means that subrecipients must submit requigstspayments along with source
documentation in order to be reimbursed by the.Giynce the City processes the Request for
Payment, a drawdown can be made by the City thréDth
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The source documentation must explain the basthetosts incurred as well as show the
actual dates and amount of expenditures. For exampl

With respect to payrolls, source documentation Ehinclude employment letters and all
authorizations for rates of pay, benefits, and eyg® withholdings. Such documentation
might include union agreements or minutes from thazrdirectors’ meetings where salary
schedules and benefit packages are establishedgscop written personnel policies, W-4
forms, etc.

For staff time charged to program activity, timel @attendance records should be available. If
an employee’s time is split between CDBG/HOME andther funding source, there must be
time distribution records supporting the allocatadncharges among the sources. Canceled
checks from the employees, insurance provider, etcevidence of direct deposits will
document the actual funds. The City of Auburn tvidick employee time in the virtual Tyler
Tech Employee Self-Serve. By entering and cliclangmit the employee is virtually signing
and attesting that the time they entered was aangeaccurate representation of their time
worked.

With respect to the cost of space and utilitieacspcosts must be supported by documentation
such as rental or lease agreements. Utility cegtde supported by bills from the utility
companies. Both types of expenses will be supgdiyecanceled checks. If the cost of space
or utilities is split between the CDBG/HOME progrand other sources, there must be a
reasonable method in place to allocate the chdag®samong the sources.

With respect to supplies, documentation would idelypurchase orders or requisition forms
initiated by an authorized representative of tHeecipient, an invoice from the vendor (which

has been signed-off by the subrecipient to indithéegoods were received), the canceled
check from the vendor demonstrating payment wasegraatt information regarding where the

supplies are being stored and for what cost o) they are being used.

Staff must maintain a financial management systbat provides accurate, current, and
complete disclosure of the financial status of egremt-supported activity. The system must
be capable of generating any financial status tep@quired and includes procedures for
determining whether charges to the grant are redtenallowable, and allocable.

D. Record Retention Policy

For recipients: (A) The period shall be 5 yearsrirthe date of execution of the closeout
agreement for a grant, as further described inghrs;, (B) Records for individual activities

subject to the reversion of assets provisions @0 &®3(b)(7) or the change of use provisions
at 8570.505 must be maintained for 5 years aftesdlprovisions no longer apply to the
activity; (C) Records for individual activities fevhich there are outstanding loan balances,
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other receivables, or contingent liabilities mustretained for 5 years after the receivables or
liabilities have been satisfied or 5 years afterdffordability period ends, whichever is later..

For subrecipients: (A) The retention period foriudual CDBG activities shall be the longer
of 3 years after the expiration or terminationta subrecipient agreement under 8570.503, or
3 years after the submission of the annual perfoomand evaluation report, as prescribed in
891.520 of this title, in which the specific actyis reported on for the final time; (B) Records
for individual activities subject to the reversioh assets provisions at 8570.503(b)(7) or
change of use provisions at 8570.505 must be magdafor as long as those provisions
continue to apply to the activity; and (C) Recaoimisindividual activities for which there are
outstanding loan balances, other receivables, otingent liabilities must be retained until
such receivables or liabilities have been satisfied

Records for most Capital projects (ex. rehabibtatof a facility or park) shall be retained in
perpetuity, or until the City of Auburn is no longmrolled in the CDBG entitlement program.

Records for property acquired with grant funds Ishel retained for five years after final
closeout. The closeout will begin once the graftigiven. For acquisition, a grant is forgiven
after 15 years.

E. Access to Records

HUD and authorized representatives have the rigldactcess subrecipient agency program
records.

All grantees are required to provide citizens wigasonable access to records regarding the
current funded programs and past, consistent wgfiGable State and local laws regarding
privacy and confidentially.

F. Retention Schedule

Citations

GC = Government Code

CFR = Code of Federal Regulations

HUD = Housing and Urban Development

OMB = Federal Office of Management and Budget
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Record Series Title

Retention
Schedule

Citation

Description

Community
Advisory Committee
(CAC) Meeting

Minutes

Permanent

The approved, monthly meeting minugesed
as the minutes taken during special CAC
meetings such as deliberations and joint stud
sessions.

Agendas

Current year, plus
years

All CAC meeting agendas and CDBG/HOME
related meeting agendas.

Staff Reports

Current year, plus
years

All City Council Staff Reports and Notes.

Resolutions

Permanent

All City Council-approvesblutions related td
Special Projects activities.

Federal and State

When activity is
closed and
reported, plus 5
years

Refer to grant application (ex. CDBG/HOME
and HOME) close-out procedure.

Financial Records

When activity is
closed and
reported, plus 5
years

Refer to grant application (ex. CDBG/HOME
and HOME) close-out procedure.

Record Series Title

Retention Schedulg

Citation

Description

General Subject Files

Current year, plu
years

S 2

Any files pertaining to Special Projects, but n@
associated with a federal or state grant.
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Programs When 24 CFR 570.502(b)(3)| Includes comprehensive
activity is Housing Authority Strategy,
closed and reportef, Meeting Credit Certificate,
plus 10 years Housing bond advisory, HOME,
In-Lieu Housing Mitigation,
Low/Moderate Housing,
Tenant-Based Rental
Assistance (TBRA) Program,
Homebuyer Assistance Program, and Housin
Trust Fund.
LOANS
Community When the loan has| 24 CFR Includes borrower files, project files, loan
Development Block been paid 570.502(a)(16): sg(r)er;rzsg: and documents, and payment
Grant (CDBG/HOME) off or fully 24 CFR Part
Program amortized or 85.42 (b) & (¢);

forgiven, plus 5
years.

OMB Cir. A102, 133
and HUD

regulations
HOME Investment When the loan has| 24 CFR Part Includes borrower files, project files, loan
Partnerships been paid off, 92 508 agreements and documents, and payment

forgiven or after

information.

Program completion of
Period of
Affordability, plus 5
years.
G. Audit

At least once every three years the City of Aubwilhcompetitively procure the services of
their financial auditor. The Auditor will, each yeas part of the city annual audit, review the
financial management systems and indicate any n@agfound that do not meet the most

recent guidelines.
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FILE MANAGEMENT POLICY

Community Development Program and project recardslving current or active files should
be kept in the Community Development Office or atharized virtual drives. Files containing
personally identifiable information will be protect from unnecessary disclosure by being
secured in a cabinet only accessible by Commungtyelbpment Staff, or on the virtual drive
restricted to community development staff.

Official File Repository
The official file repository will be virtual and ¢ated in a portion of the SHAREPOINT drive
limited to only authorized staff. Official filesilvbe organized by the corresponding address,
client name and IDIS number. Documents will be agkd and attached to each project or
subrecipient file consisting of, but not be limitedPdf versions of:
e Applications and supporting documentation,
underwriting
closing docs
construction documentation
Payment invoices
servicing records

This database will be housed on a secure, ofssiteer with redundant recovery systems. Loan
Servicing software will be password protected atckas restricted to the Finance Manager,
Community Development Manager & Assistant CommubBigvelopment Manager.

After payoff and close-out the file will be labelad closed but copies will remain accessible.
The official file saved in the virtual system wllé stored on the server in perpetuity.

Paper File Management
Paper files will be maintained in a locked cabimethe Community Development Office.
These files will only contain:

e Original signed application

e Original signed Note

e Original signed mortgage

Access to paper files will be restricted to thedfice Manager, Community Development
Manager & Assistant Community Development Manager.

After payoff and close-out the paper file will babéled as closed but copies will remain
accessible. The hard copies stored in the pagewfil remain on file.

Working Files

CDO staff will utilize SaleForce to manage openjgets processes, data collection and file
management. This includes projects and programrtepbhe virtual working files will be

Auburn CDO Operations Manual 2022 Page 70 of 192



organized under separate Cases for each activaguments uploaded to this drive will be
downloaded and converted to PDF files at spedifigess of the activity. These converted files
will be uploaded separately to the ComDeyv foldeStiarepoint. This drive will be located on
a remote server with secure access and redundekipa

Access to SalesForce files will be restricted sm@ommunity Development staff.

After payoff and close-out the file will be labelad closed but copies will remain accessible.
The official file saved in SharePoint will be stdren the virtual server in perpetuity.

Program Reports

Program reports including but not limited to Com$ated Plans, Action Plans, Plan
Amendments and CAPERS will be archived and stangaerpetuity on the virtual drive and
organized by program and year.

Historic File Digitization

Current paper files maintained under previous @eetention practices will remain in paper
format until they can be digitized in compliancehatihis policy. The process will begin with
the newest files first and work backwards in timmiluevery current open file in our loan
servicing software is updated.
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PERSONALLY IDENTIFIABLE INFORMATION POLICY

Personally identifiable information (PIl) is dedid as any data that can be used to disclose
the identity of an individual. This includes batriot limited to social security number,
address, phone number, date of birth, email addresame.

In an effort to maintain data security in all realof data collection, The City of Auburn
Community Development Office requires that all datélection and retention programs
conform to the following information security regtibns:

e Personally identifiable information will not be s¢d on any server accessible by the
public. This includes but is not limited to web\sas and email servers.

e City-wide network traffic is not secure. No guassnof security or even arrival of
transmission is made. Internet and Electronic lgladuld not be used for the
transmission of confidential or sensitive data.

e All personally identifiable information will be sted on securely controlled central
database servers that conform to all access cambhuthentication regulations set
forth by IT.

¢ All online data collection, data retrieval and aggiion requests involving personally
identifiable information will be reviewed to ensuhat all security principles,
programming standards, data storage, and thaat@lelements are being collected
securely and appropriately.

e When programs and methods are found that do ndbcarto information collection
and security policies, they will be removed ancetakut of production until security
violations are corrected.

e Printouts with personally identifiable informatishould be kept secure and disposed
using the appropriate procedures for disposingeofise documents.
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LOAN MODIFICATION & WRITE-OFF POLICY
The Community Development Office makes loans tdiestthat may not be Bank eligible. As
a result payments on these loans may not be matimermmnd special monitoring is necessary.

Standard Collection Practices

A Community Development office reviews payments eodtacts those entities who have not
made payments on a current basis. Collection proesdhould be applied consistently to all
borrowers and include the following:

e Phone calls to the borrower to solicit payment(sjmiediately when the borrower
misses a payment (5 days past due);

e At 30 days past due, visits to the home or placbusiness to discuss the problem
making the required payment or to pick up a check;

o Referral to an approved attorney for the generatibm collection letter when the
borrower misses his second payment and is now ¥ st due;

e Restructure the loan to make payments affordable;

e Be more aggressive in recovering delinquent deldtiorn debtors to current payment
status.

e Where real estate is the collateral, the City ofbdun may initiate foreclosure
proceedings when the borrower goes 90 days past due

For reference, please see HUD 4330.1 Rev-5 Chdpter

Loan Modifications

A loan modification is the changing of the inittatms of the loan, e.g., the term of the loan or
the interest rate. Advancing new money to a borrowenot a modification but should be
considered a new loan or an allonge to an exidtag caused by a duly authorized change
order.

All loan modifications must be presented to theebior of Business & Community
Development for approval. Requests shall presetitoag reason to modify a loan instigated
by a documented change in circumstance. Thesedadiut are not limited to a documented
loss or increase in income. Past payment historgtbe considered when modification
requests are reviewed.

When a borrower becomes 120 days past due, ligoidat collateral assets may be considered
and applied.

Loan Write-offs

Loan write-offs may occur at any time (no set numifedays past due is required), but only
after it is proven that there is no way to colldet balance to be written off. It is in the best
interest of the city of Auburn to defer paymentsilgale or transfer of property if the borrower
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is determined to not be able to make payments possible that upon sale or transfer the value
of the property will not be enough to repay tharent of the loans. At this point it will be
prudent to write off a loan as soon as it is kndkat no collection is possible.

Request for a write-off of a partial or entire Idaaance or write-off of any interest or other
fees including late charges, must be presentedha@oDirector of Business & Community
Development for their review. As part of the requstaff must show that all remedies for
collection have been exhausted and that no possieéms exist to satisfy the debt to be written
off.
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MONITORING POLICY

Purpose
The purpose of this policy is to formalize monitompliance of HUD requirements and long-
term affordability of federally funded projects.

Procedures for Monitoring Projects during Pre-Closng Phase

1. The City of Auburn will be responsible for the pmrhance of activities for

Homebuyer and Homeowner Rehabilitation. The Cafe&uburn and Lewiston have
amended their Consortium Agreement to effectuasectiange. All work under these
programs will be undertaken by City of Auburn staitth the exception of presentation
to Lewiston's loan committee and monitoring of Lewn Projects.

2. Rental: see Standard Operating Procedure 2,3,.dddsk monitoring will be
complete prior to commitment of funds in IDIS.

3. Security Deposits: There will be desk monitoring fojects through
completed Project Set-up Report from partners AwmbdHousing Authority and
Lewiston Housing Authority.

Procedures for Monitoring Activities
1. The Community Development Manager will be respdesibr coordinating
post-closing monitoring of activities. When monitay is delegated to Community
Development staff, staff will report to the Commyribevelopment Manager.
2. HOMEBUYER: Monitoring for principal occupancy of mebuyer activities
shall be conducted every two years during the tecaperiod and be performed on
the even number years. First the City will looka&urrent certificate of insurance filed
with respective cities to see if mailing addresthefinvoice is the same as the insured
property. If so, then monitoring will be completenot, then a letter will be sent to
the homebuyer asking that they certify they anad\at the property along with a copy
of a utility bill in their name sent to the properThere will be follow up every month,
at least 3 times. The third letter shall warn @ gossibility of loan acceleration for
non-compliance. Thirty days
after the final deadline, each respective city with the matter over to their attorney
for enforcement of the recapture provisions.

3. SECURITY DEPOSITS: There shall be no occupancy toong of these
projects beyond initial assistance.

4, RENTAL - Rehab & Development: HOME units that areeated or
rehabilitated with HOME funds shall be monitorectgvtwo years, from January to
June of each even year. Monitoring shall cover nmecdeterminations, property
standards, tenant protections, occupancy and in¢argeting requirements, HOME
rent limitations, tenant selection and affirmatimarketing. Property owners will be
responsible for providing the required tenant ammbme information in January of
each even year.
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PORTFOLIO ADMINISTRATION

Purpose
The purpose of this policy is to formalize the sz for recording loans, and management of
the loan portfolio.

Procedures
1. The Community Development Finance Manager will rdcall loans in the
Loan Servicing System at the time of loan closing.
2. Loans will be classified as active, deferred, ogiicable.
3. The Community Development Finance Manager will kraomeowners, fire

and liability insurance policies making sure they@adequate coverage to include the
City's loan. The certificate of insurance will inde the City of Auburn as additionally
insured

4. The Community Development Finance Manager will autate notice report
after the 18 of each month and send out late notices to aVaetccounts that are over
16 days late. A copy of the late notice report Wwdlprovided to the Manager.

5. The Finance Manager will send late notices to lweers whose account is more
than 90 days late. The Manager will monitor cust@meho are delinquent over 90
days. Clients may be referred to Consumer Crediin€eling or additional credit
counseling. The Community Development staff willeneith delinquent customers to
review current income and expenses. When appreptié Manager will propose a
loan modification with new terms for the Directogpproval.

6. The City's attorney will be consulted for accourit aients who are in
foreclosure or bankruptcy.
7. When a customer elects to keep the home at thdusimie of the bankruptcy,

if payments haven't resumed, the Manager will naakeffort to obtain a reaffirmation
agreement on the debt and work out a new paymearigement.

8. An account will be written off when there is no ¢@mm any opportunity for
collection. The Director will send a memo to thedfice Department and Community
Development Finance Manager indicating the filansollectible and the balance will
be written off. The loan status will then be conedrfrom active to uncollectible. No
further efforts will be made to collect.

9. The status of loans that have been repaid will treverted from active to
Repaid. The collateral will be released, and tleedichived.
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DRAWDOWN & ACCOUNT RECONCILIATION POLICY (IDIS)

Purpose

The purpose of this policy is to formalize the regment to reconcile the Community

Development Office loan servicing software, acceunt the general ledger to IDIS while

maintaining file documentation. These procedurdish& done each time there is a drawdown
from IDIS, but monthly at a minimum.

Procedure

1. The Community Development Finance Manager will ®@eauchers in IDIS. This
information will be sourced from Munis utilizing feexible period report. Program
Income will be utilized first. Any previous year Bdinds will be utilized second. The
remainder will be drawn from current year EN onfieaal previous year EN and PI
are exhausted.

2. The Community Development Finance Manager will podd PR70 report from IDIS
including voucher numbers. After adding a signabloek it will be sent to the Finance
Director for approval.

3. The Finance Director will approve the vouchersiiS and sign the PR-70 Report to
be retained as backup.

4. The Finance Department will then reconcile the gankedger of the Community
Development accounts with IDIS.

5. A copy of the reconciliation record will be subradtto the Community Development
Manager.
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VIOLENCE AGAINST WOMEN ACT (VAWA) POLICY

Program Applicability
This Emergency Transfer Plan covers rental bersefes and tenants under the following
programs:

1. HOME Investment Partnerships Program (“HOME Prodjam

2. Community Development Block Grant (“CDBG”)

Background

The 2013 reauthorization of the Violence Againstriiém Act (“VAWA”) expands housing
protections to all of HUD’s housing programs, adlwae provides enhanced protections and
options for victims of domestic violence, datinglence, sexual assault, and stalking. HUD’s
Violence Against Women Reauthorization Act of 20b3lementation Rule requires the
Auburn Community Development Office (ACDO) to adaptemergency transfer plan.

This Policy and Plan identifies VAWA protectionddimitations, tenants who are eligible for
an emergency transfer, the documentation neededeqoest an emergency transfer,
confidentiality protections, how an emergency tfanmay occur, and guidance to tenants on
safety and security. This plan is based on a meargency transfer plan published by the
U.S. Department of Housing and Urban Developmehtd} the Federal agency that oversees
compliance for the HOME Program and ESG.

The regulatory basis for and requirements of tlabcl and Plan are identified in 24 CFR
5.2005, 2007, & 2009; 24 CFR 91.520; 24 CFR 92.258, 504 & 508; 24 CFR 576.105,
106, 400, 409, & 500.

General VAWA Protections, Requirements, and Limitatons
Applicability and Duration
This Policy & Plan applies as follows:

1. HOME Program: all rental projects and all Tenans&hRental Assistance activities
with a commitment date on or after December 16,62&equirements apply for the
entire Period of Affordability of the project ortaaty.

2. CDBG: all rental projects and homelessness prememirograms with a contract date
on or after December 16, 2016.

Notice to Applicants and Tenants
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All HOME Program and CDBG housing providers shatiyide to each applicant and tenants
the Notice of Occupancy Rights and the Certifigatmrm (in a form approved by HUD and
in accordance with the applicable requirements A¥WA). The Notice of Occupancy Rights
explains the VAWA protections under 24 CFR PartThe Certification Form is to be
completed by a tenant in an instance of domestience, dating violence, sexual assault or
stalking.

Housing providers must provide the Notice of OcaigyaRights to an applicant or tenant at
each of the following times:

1. At the time the applicant is denied assistancedonission under a covered housing
program;

2. At the time the individual is provided assistancadmission under a covered housing
program;

3. With any notification of eviction or notificationf termination of assistance; and

4. During the 12-month period following December 1618, either during the annual
recertification or lease renewal process, or itéheill be no recertification or lease
renewal for a tenant during the 12-month periothugh other means.

The Notice of Occupancy and the Certification Fahall be made available in multiple
languages, as is consistent with guidance issuddl iy in accordance with Executive Order
13166 (Improving Access to Services for Personh witnited English Proficiency).

Prohibited Basis for Denial or Termination of Asaisce or Eviction

An applicant for assistance or tenant assisted ruadmvered housing program may not be
denied admission to, denied assistance under,ratea from participation in, or evicted from
the housing on the basis or as a direct resulbefact that the applicant or tenant is or has
been a victim of domestic violence, dating violersexual assault, or stalking, if the applicant
or tenant otherwise qualifies for admission, aasist, participation, or occupancy. No
individual or family may be denied admission ta@moved from an emergency shelter on the
basis or as a direct result of the fact that tlievidual or family is or has been a victim of
domestic violence, dating violence, sexual assaultstalking, if the individual or family
otherwise qualifies for admission or occupancy.

A tenant in a covered housing program may not Ibéedetenancy or occupancy rights solely
based on criminal activity directly relating to destic violence, dating violence, sexual
assault, or stalking if:

1. The criminal activity is engaged in by a membethaf household of the tenant
or any guest or other person under the contrdi@ténant, and
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2. The tenant or an affiliated individual of the teh&nthe victim or threatened
victim of such domestic violence, dating violensexual assault or stalking.

Construction of Lease Terms and Terms of Assistance
An incident of actual or threatened domestic viokendating violence, sexual assault, or
stalking shalhot be construed as:
1. A serious or repeated violation of a lease executetkr a covered housing program
by the victim or threatened victim of such incideort
2. Good cause for terminating the assistance, tenanogcupancy rights under a covered
housing program of the victim or threatened viatihsuch incident.

HOME Program Only: All tenants residing in a HOMEO&ram unit or tenants receiving
HOME Program Tenant-Based Rental Assistance slaak la VAWA lease addendum
incorporating the requirements of 24 CFR Parts ®2&Specifically, the lease addendum
shall allow the tenant to terminate the lease withgenalty if the conditions for an
emergency transfer (below) are met. For tenan&svieg Tenant-Based Rental Assistance,
the lease addendum shall require the owner toyntief ACDO before the owner bifurcates
the lease, as described below, or provides ndiibicaf eviction to the tenant. If HOME
Program Tenant-Based Rental Assistance is theassigtance provided, the VAWA lease
addendum may be written to expire at the end oféh&al assistance period.

Limitations of VAWA

This policy in no way limits the authority of a eaed housing provider to comply with a court
order, or to evict or terminate assistance to artefor any violation not premised on an act of
domestic violence, dating violence, sexual assaulstalking. Additionally, this policy does
not limit a housing provider’s ability to evict terminate assistance if the housing provider
can demonstrate an actual and imminent threat herdenants or those employed at or
providing service to the property.

Emergency Transfers

In accordance with VAWA, ACDO allows tenants whe asictims of domestic violence,
dating violence, sexual assault, or stalking taestan emergency transfer from the tenant’s
current unit to another unit. The ability to requeeransfer is available to all tenants, regaslles
of sex, gender identity, sexual orientation, racdor, national origin, religion, familial status,
disability, or age. The ability of ACDO to honorcsua request for tenants, however, depends
upon a preliminary determination that the tenamirieas been a victim of domestic violence,
dating violence, sexual assault, or stalking, amavbether there is another unit availabiel

is a safe unit for the tenant to occupy.
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Emergency Transfers Eligibility and Priority

A tenant who is a victim of domestic violence, dgtviolence, sexual assault, or staling, as
provided in HUD's regulations at 24 CFR Part 5, gL is eligible for an emergency transfer
if the tenant expressly submits a written requasaftransfer and reasonably believes that there
is a threat of imminent harm from further violericéhe tenant remains in the same unit. If the
tenant is a victim of sexual assault, the tenant alao be eligible to transfer if the sexual
assault occurred on the premises within the 9hdaleday period preceding a request for an
emergency transfer.

Tenants who are not in good standing may still esgjan emergency transfer if they meet the
eligibility requirements of this plan.

To the extent permitted by local, state and fedaval tenants requesting an emergency transfer
under this Plan shall have priority over other tea@eeking transfers and individuals seeking
placement on waiting lists.

Emergency Transfer Request Documentation

To request an emergency transfer, the tenant shiathit a written request to their landlord.
Within forty-eight (48) hours, the landlord shatitity ACDO of all requests received under
this plan. All notifications to the city shall aleidby the confidentiality requirements of this
plan.

The tenant’s written request must include the teaarame, safe contact information, and one
of the following:

1. A statement expressing that the tenant reasonadigvies that there is a threat of
imminent harm from further violence if the tenargre to remain the same dwelling
unit; or

2. A statement that the tenant was a sexual assattitnvand that the sexual assault
occurred on the premises during the 90-calendampéaypd preceding a request for an
emergency transfer.

The housing provider may request, in writing, doeuatation of the incident from the applicant
or tenantlt is at the discretion of the applicant or tenavitat documentation to providéhe
applicant or tenant shall have a minimum of 14 daygrovide documentation. The housing
provider is in no way required to request docuntentaThe following are acceptable forms
of documentation:

1. The Certification Form; or
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2. A document (i) signed by the applicant or tenantsigned by an employee, agent, or
volunteer of a victim service provider, an attorn@ymedical professional, or a mental
health professional from whom the victim has sowaggistance relating to domestic
violence, dating violence, sexual assault, or stglkor the effects of abuse, and (iii)
that specifies, under penalty of perjury, thatghafessional believes in the occurrence
of the incident of domestic violence, dating via@ensexual assault or stalking that is
the ground for protection and remedies under thipart, and that the incident meets
the applicable definition of domestic violence, idgt violence, sexual assault or
stalking under 24 CFR 5.2003.

3. Arecord of a federal, state, tribal, territoriallocal law enforcement agency, court, or
administrative agency; or

4. At statement or other evidence provided by theieapt or tenant

The housing provider may request third-party doautiaten if conflicting documentation is
received after the original request for documeatatiThe applicant or tenant shall have 30
days to provide the documentation in such a sdoati

Confidentiality

ACDO and all housing providers shall keep any imfation submitted, including the fact that
an individual is a victim of domestic violence, idgtviolence, sexual assault, or stalking, in
strict confidence.

ACDO and all housing providers shall not allow angtividual administering assistance on
behalf of the entity, or any persons within thempoy, or any individual in the employ of the
City or the housing provider to have access to idential information unless explicitly
authorized for reasons that call for such individua have access to this information under
applicable federal, state, or local law.

ACDO and all housing providers will keep confidah&ny information that the tenant submits
in requesting an emergency transfer, and informadlmout the emergency transfer unless:
1. the tenant gives ACDO or the landlord permissioretease the information on a time
limited basis; or
2. disclosure of the information is required by law; o

3. disclosure of the information is required for usean eviction proceeding or hearing
regarding termination of assistance from the HONM&gPam or CDBG.
This includes keeping confidential the new locatdithe dwelling unit of the tenant, if one is
provided.
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Neither ACDO nor any housing provider shall entnfalential information into any shared
database or disclose such information to any ahsty or individual, except to the extent the
disclosure fits one of the three exceptions notexve.

A housing provider’'s compliance with VAWA proteati® and confidentiality requirements
shall not be sufficient to constitute evidencemiareasonable act or omission by the housing
provider. Neither VAWA nor this plan limits a houosi provider’s duty to honor court orders
about access to or control of the property; theduitbes orders issued to protect a victim and
orders dividing property among household membecsages where a household breaks up.

Emergency Transfer Timing and Availability

Neither ACDO nor housing providers can guarantaedhransfer request will be approved or
how long it will take to process a transfer requa§tDO will require housing providers to act

as quickly as possible to move a tenant who istnviof domestic violence, dating violence,

sexual assault, or stalking to another unit, suligeavailability and safety of a unit.

If a tenant reasonably believes a proposed tramafald not be safe, the tenant may request a
transfer to a different unit. If a safe unit is dafale, the transferred tenant must agree to abide
by the terms and conditions that govern occupandye unit to which the tenant has been
transferred. The housing provider may be unabteatasfer a tenant to a unit if the tenant has
not or cannot establish eligibility for that unit.

If a housing provider has a safe unit immediateigilable, the housing provider must allow
the tenant to make an internal emergency tran#erinternal emergency transfer is an
emergency relocation of a tenant to another unére/fthe tenant would not be categorized as
a new applicant; the tenant may reside in the netwthout having to undergo an application
process. A safe unit is a unit that the tenantestjog the transfer believes is safe.

If a housing provider has no safe units availatile, housing provider shall give the tenant
priority above all others when the next unit becemmeailable. The housing provider shall also
notify ACDO that no internal emergency transfeavsilable.

If a housing provider has no safe units availabterthich a tenant who needs an emergency is
eligible, ACDO will assist the tenant in an extdramergency transfer by identifying other
housing providers whmayhave safe units available to which the tenantdcoubve. ACDO

will maintain a list of HOME Program units and make list available to tenants requesting
an emergency transfer. An external emergency eamnsfin emergency relocation of a tenant
to another unit where the tenant would be categdrias a new applicant; the tenant must
undergo an application process in order to residae new unit
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Tenants may seek an internal emergency transfer aancexternal emergency transfer
concurrently if a safe unit is not immediately daile.

Lease Bifurcation

Housing providers may choose to bifurcate the leaseemove a household member from a
lease in order to evict or terminate assistan@household member who engages in criminal
activity directly relating to domestic violence,tidtg violence, sexual assault, or stalking.
Lease bifurcation shall be carried out in accoréantth any requirements or procedures by
federal, state, or local law for termination ofistnce or leases, and any requirements under
the applicable housing program (HOME Program or GpB

If a housing provider chooses to bifurcate a leasg,remaining tenant(s) shall have ninety
(90) calendar days to (i) establish eligibility endhe same housing program, (ii) establish
eligibility under another housing program, or (find alternative housing.

HOME Program Only: Following a lease bifurcatioenants within a HOME Program unit
shall be allowed to remain in that unit and aresulject to the 90-day limitation; similarly,
households receiving HOME Program Tenant-BaseddRAstistance shall continue to
receive the rental assistance. ACDO shall decitieeiremoved tenant shall continue to
receive HOME Program rental assistance, so lorigeaszmoved tenant has not engaged in
criminal activity directly relating to domestic V@mce, dating violence, sexual assault, or
stalking.

DUPLICATION OF BENNEFITS POLICY

A duplication of benefits occurs when a person,sebtwld, business, government, or other
entity receives financial assistance from multgderces for the same purpose, and the total
assistance received for that purpose is more thartatal need for assistance. As a HUD
requirement, prevention of the duplication of bé&sefhen providing financial assistance with
CDBG-CV and ESG-CV funds is needed. Grant funds natybe used to pay for a particular
cost if another source of financial assistancevglable to pay for that same cost.

There are many sources providing funding to orgdioas during the Covid19 pandemic.

Practically, CARES Act funds cannot be used tofeayeligible costs that have already been
paid for, or will be paid for, by another Federabgram, insurance, or other sources. If this
occurs, the sub-recipient must repay its CDBG-Ca&hgrThe city is required to ensure sub-
recipients, assisted individuals or families, basses, and other entities that receive CDBG-
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CV assistance have not previously received, or moll receive, duplicative assistance from
another source before the CARES Act assistanceosided. This duplication of benefits

analysis may be accomplished in various ways, tioly requiring these entities or

beneficiaries to provide a self-certification ingliag they have or have not - and will not -
receive a duplicative benefit, and supply a congoldtudget form.

Thus, the city must also require if a sub-recipierdividual or family, business, or other entity
subsequently receives a duplicative benefit, ieagito repay the city within a reasonable time
frame as agreed upon between the sub-recipientignstaff. When assistance is provided to
entities for CDBG-CV activities, including actives that are part of a larger project, the city
must complete a duplication of benefits analysisiéyeloping an overall budget for COVID-
19 preparation, prevention and response that deénates the funding need for the activity and
the funding reasonably anticipated. This budgeukhoclude all Federal and non-Federal
funding, including in-kind donations. The city canly provide CDBG-CV assistance to pay
for unmet needs/needs not met by other sourcessadtance.

Funds awarded under the CARES Act are to preveepape for, and respond to the COVID-

19 crisis through partnerships with local agencesl assist with unmet needs in the
community. In order to ensure that are no duplicabf services, recipients must agree to
disclose any-and-all assistance the organizatien bawill receive - in relation to the services

included in their CDBG-CV grant. In order to prevetuplication of benefits, the uses of

CARES Act CDBG-CV funding will require organizat®to certify the needs you are serving
with this grant are 100% unmet. This means thesenmd been, nor will there be, any other
funding received to cover the expenses being iedud their CDBG-CV grant. Sub-recipients

of CARES Act CDBG-CV funding from the City of Auburand are subsequently receive a
duplicate benefit, agree to pay the CDBG-CV fundskbto the City in the amount of such

duplication.

EXCEPTIONS POLICY

Situations or scenarios will arise that cannot Wfectively addressed within the
constraints of CDQO’s policies and standards. Thahebe times when national objectives
can and should take precedence over these poliExeeptions to city policy can only be
approved by the Director so long as they are stithpliant with HUD guidelines and/or
under advisement from HUD Community Planning Depant staff.

If program managers determine an isolated exceptiola request driven by a documented
urgent need, will better serve target populatioiteaut violating federal program guidelines

they will document this request in writing and @eisit to the Department Director for

approval. If approved, a signed memo from the Daewill be attached to the project and/or
client files.
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SPECIAL ALLOCATION POLICY

Special allocations or additional emergency fundingvided to the city of Auburn, or the
Auburn-Lewiston Consortium will be managed withiretcurrent guidelines or under the
advisement of HUD and any subsequent CPD Noticaescr&ionary Authority of the
Department Director will be used to receive, budged approve the use of these emergency
or special allocations.

Auburn CDO Operations Manual 2022 Page 86 of 192



SECTION 2 — CDBG POLICIES

CDBG ELIGIBLE ACTIVITIES
In addition to meeting a national objective, all BB-funded activities must also qualify as

eligible under CDBG regulations. CDBG funds maybed for activities including but not limited
to:

e Acquisition of real property (if the property’s sdguent use is CDBG-eligible)

¢ Relocation and demolition (for slums and blight)

¢ Rehabilitation of residential and non-residenttalictures

e Construction of public facilities and improvemengsich as water and sewer facilities,
streets, neighborhood centers, and the conversigehool buildings for eligible purposes

e Public services (non-construction activities)

e Activities relating to energy conservation and rgakle energy resources

e Provision of assistance to profit-motivated bussesgo carry out economic development
and job creation/retention activities

The full listing of eligible activities can be fodrat 24 CFR 570.201-206.

Each activity must meet one of the following natibobjectives for the program: benefit low- and
moderate-income persons, prevention or eliminatibslums or blight, or address community
development needs having a particular urgency lsecaxisting conditions pose a serious and
immediate threat to the health or welfare of thencwnity for which other funding is not
available.

Generally, the following types of activities arelhgible:

e Acquisition, construction, or reconstruction of ldings for the general conduct of
government

e Political activities

e Certain income payments

e Construction of new housing (with some exceptions)

The full listing of ineligible activities can bedad at 24 CFR 570.207.

The Auburn Community Development Manager shall cabeligibility analyses of all proposed
CDBG activities during the annual grant applicatoytle for each grant application received.
Any proposed activities that are determined taeé&gible for CDBG funding will not be included
for consideration during the funding selection pesg. City of Auburn Community Development
staff shall use an eligibility analysis form to duwet its analyses for all proposed activities. This
form also includes a national objective analysitisa, as well.
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Public Services

Public services funds may be used to provide puddiwvices such as wages, benefits, supplies,
and operating costs for facilities hosting the CD8(gible service(s). Examples of such activities
include services for domestic violence victims, &yment training, and emergency assistance
payments made over a period of up to three consecatonths. Ineligible activities include
political activities, inherently religious actiw, administrative costs, mortgage payments,
subsidies, and non-emergency payments (i.e., rhare3 consecutive months) to individuals for
food, clothing, rent, utilities, etc.

If the public service is provided by the City of Burn, then the service must be a new service or
a quantifiable increase in the level of an exissegvice.

Economic Development

Economic development funds may be used for theisitign and rehabilitation of commercial or
industrial buildings, as well as assistance (su&clvans or grants) to private for-profit businesses
to carry out an economic development project. Tk regulations for special economic
development activities may be found at 24 CFR 578.2

Housing Rehabilitation

Housing rehabilitation funds may be used for thkabglitation of both public and private
residential property that is the primary residefoce low to moderate income household. Eligible
expenses include costs of labor, materials, angliggpfor the repair of principal fixtures and
components of heating systems; property acquisitiorihe purpose of rehabilitation; security
devices; water and sewer connections; removal obilihdaccessibility barriers; historic
preservation; and lead-based paint evaluation emediation. Ineligible expenses include luxury
items, equipment and furnishings, and labor casttabor performed by the homeowner.

Currently, the only housing rehabilitation activitiynded by the City of Auburn’s CDBG program
is the Residential Rehab program, Critical RepeagRam and Spot/Blight. These programs focus
on rehabilitation work for single-family homes rwlti-units in Auburn which are occupied by
low to moderate income households. Such rehalmiitavork includes the replacement of heaters
and furnaces, installation of insulation, replacetod windows and doors, etc.

Public Facilities and Public Infrastructure

Public facilities and infrastructure funds may sed for acquisition of property (as long as the
property will be used for CDBG-eligible activitiesgonstruction, and rehabilitation. “Public
facilities” includes all facilities that are eithpublicly owned, that are traditionally provided by
government, or owned by a nonprofit and made opethd general public. However, buildings
used for the general conduct of government are atigible, except for the removal of
mobility/accessibility barriers. A city hall woulgenerally be ineligible for CDBG funding, for
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example, while a library or community center wogleherally be eligible. Examples of public
facilities activities include senior centers, streeprovements, child care center, and homeless
shelters (which are not considered “housing retiabdn” as they are not meant for permanent
residence).
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NATIONAL OBJECTIVES
Low Mod Income Limited Clientele (Other Than “Presumed Benefit”)

Limited clientele activities are activities thatopide benefits to a specific subpopulation of
residents (that might be spread across multiplgrggbic areas) rather than all of the residents in
a single defined area. Under this category, at [88% of the beneficiaries of an activity must
gualify as low to moderate income under the cusyestr HUD income limits. Such activities
include shelter services for homeless persons, sieneiolence counseling and services for
domestic violence victims, and educational serviaggeted for lower-income residents.

If the activity is being completed under a Limit€lientele national objective other than Presumed
Benefit or Nature/Location, a verifiable self-céctation form may be used to document that at
least 51% of the beneficiaries served are low- odenate- income based on family size and
income. A verifiable self-certification is based anSelf-Certification of Annual Income by
Beneficiary form in which the beneficiary stateslasigns off on their income at the time of
assistance. The HUD income self-certification fazimall be provided to all CDBG subrecipients
with limited clientele-based activities at the begng of the program year.

Income verification will be undertaken via the 2&RC Part 5 Annual Income determination
methodology (please see determination form in Agpeit) or standardized self-certification
form. Under the 24 CFR Part 5 methodology, incosmmaiculated based on the client’s salary and
wages; net income from businesses or professiotegessts, dividends, and other net income from
real or personal property; periodic amounts reckivem Social Security, annuities, insurance
policies, retirement funds, pensions, or disabibtydeath benefits; and payments in lieu of
earnings, such as unemployment payments, disabditypensation, worker’s compensation, and
severance pay. Generally excluded from the incaamulation are welfare assistance payments;
alimony and child support payments; payments ahavahces to Armed Forces members;
income from employed children; payments for caréosfer children; and other assets as defined
under 24 CFR 5.609(c). For housing rehabilitatioojgrts, income documentation must also
include household size, which includes all perdirsg in the household, related or unrelated.

The subrecipient agency’s staff will review and wloent income eligibility during client intake.
The subrecipient also will maintain documentationadl clients’ income eligibility. The Auburn
Community Development Manager will review this domntation with the subrecipient
agencies’ executive director/CEO and financialfséafthe annual subrecipient site monitoring
visit.

Low Mod Income Limited Clientele — Presumed Benefit

For the national CDBG program, HUD presumes thaiage categories of people are income-
gualified. These categories are abused and nedlehiklren, battered spouses, elderly persons,
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severely disabled adults, homeless persons, dtgeadults, persons living with AIDS, and migrant
farm workers.

The income levels for each category of presumeeéfiiesiient are:

e Abused and neglected children — Extremely Low Ineom

e Battered spouses — Low Income

e Severely disabled adults — Low Income

e Homeless persons — Extremely Low Income

e llliterate adults — Low Income

e Persons living with AIDS — Low Income

e Migrant farm workers — Low Income

e Elderly Persons (for senior center projects owawts) — Moderate Income
e Elderly Persons (receiving other public servicekpw Income

Limited clientele initial eligibility will be detenined via the Auburn annual CDBG grant
application. The application requests detailed rimftion on potential subrecipients’ proposed
activities and clients to be served. This includegction where potential subrecipients provide a
detailed description of the activity for which fung is requested and a section requesting
information on the number and percentage of clienie served who are low to moderate income.
The Auburn Community Development Manager reviewshe&DBG grant application to
determine eligibility and applicability of the presed benefit depending on the clientele to be
served.

In most cases, the applicability of presumed bérse@asily determined, such as requests received
from homeless shelters, where all clients are hessglersons, or from domestic violence shelters,
where all clients are domestic violence victims.widwger, in cases where presumed benefit
eligibility is unclear, the Auburn Community Devploent Manager will request additional
information and documentation from the grant agplido make this determination.

PUBLIC SERVICE GRANTS

The Auburn Business & Community Development Offeseually announces the Community
Development Block Grant funds anticipated from th&. Department of Housing and Urban
Development, as well as the procedures and deadforemaking application to the City of
Auburn. Notices of application availability are sgra electronic means to current public service
partners and groups with projects in developmentwell as to other identified public service
agencies that engage in work that is eligible f@BG funding. Notice also is provided via
electronic means, including but not limited to enaainouncements to community stakeholders
(e.g.,currently-funded non-profits and community businassociations), postings to the City’s
webpage & social media accounésd., Facebook and Twitter). The application includesialc
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or estimated funds available for distribution,ragtable for application evaluation, public hearing,
and public comment period. Applications for projeotding are due annually in mid-December.

All applications are reviewed by the Auburn Comntyridevelopment Manager to determine
whether the proposed activity meets a National @le and constitutes an eligible CDBG
activity. All Subrecipients are verified throughr®gov, a free government service, to assure they
have a valid Dunn & Bradstreet 9DUNS) number arel reot debarred from receiving federal
funds. Assuming that the application does so, th@@unity Development Manager reviews the
application to see whether it meets a priority tdesd in the current Consolidated Plan and
whether it meets any current needs identified thhogonsultants with city staff, nonprofit
partners, and the general Auburn public.

The Community Development Manager then summarizes information for all grant
applications received, and this information is yeth to the City’'s Community Advisory
Committee (CAC). The CAC invites the grant applisato discuss their funding requests in-
person at a committee meeting sometime betweeradaand March then votes on its funding
recommendations. The funding recommendations fren©AC are presented to the City Council
in the form of the draft Annual Action Plan.

Auburn CDO Operations Manual 2022 Page 92192



AFFORDABLE RENT POLICY

Statement of Purpose

The purpose of this Affordable Rent Policy is téimke how rents will be maintained as affordable
to low- and moderate-income persons/householdsiredter LMI) for enabling the City of
Auburn (hereinafter City) to report these as LMitsiio the U. S. Department of Housing and
Urban Development (hereinafter HUD). This AffordaliRent Policy which is required by
Community Development Block Grant regulation un&sction 570.208 (a) (3). The policy
applies only to housing projects which receive Camity Development Block Grant funds.

Applicability

The Affordable Rent Policy is intended to protebtilpersons who are living in a housing project
funded with Community Development dollars. The &plshall benefit tenants whose gross
household income, adjusted by family size, is ks 80% of median income according to
income limits prepared by HUD for Lewiston-Auburrg¥ (in effect at time when determination
is made). When an official request for financiakistance is made, persons/households in
occupancy of the building being affected will betected by this Policy. The policy also requires
that vacant units be filled by LMI persons/houselat affordable rents.

Maximum Allowable Rent

It shall be Auburn's practice to review the reni&iure of projects requesting funding for housing
related activities at the beginning of the applaraprocess. A rent cap shall apply for any units
occupied by LMI households. The maximum allowalelet for LMI households will be equal to
the rent and utility amount being paid by the terarhe time of application. If the rehabilitation
involves conversion of utility type or transfer ofility payment from owner to tenant, an
adjustment will be made based on the schedulallist&ection 8 Existing Housing Allowances
for Tenant Furnished Utilities and Other Servicesgffect when the rent is calculated). The
maximum allowable rent be set for a period of oearyafter the final inspection for project
completion by Community Development staff .

Units which are vacant between the period of Iggplieation and loan closing must be filled by
LMI households. The maximum allowable rent for thegcant units shall not exceed the Fair
Market Rent (in effect when the rent is calculatedh an adjustment for utility allowance based
on the Section 8 Existing Housing Allowances fondiet Furnished Utilities and Other Services
(in effect when the rent is calculated). The vaeamt will be filled by an LMI household only
once after loan closing. The Fair Market Rent bélmaintained for a period of one year after the
final inspection for project completion by CommuyniRevelopment staff.
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Required Information

The applicant will be required to furnish rentalormation at the time of request for financial
assistance to enable Community Development stadf/éduate the impact of the project on rent
levels. The applicant will submit currently chargesht amounts for all units in the housing
project, utility types, whether the tenant or aggfit pays utilities, and names of tenants. The
applicant will also be required to secure fromoaltupied units Tenant Information (Attachment
A) forms which provide income and demographic dstaut the occupant's household. Based
upon this information, Community Development stafll determine if further investigation of
tenant data is necessary such as verifying tenaatrie.

Notices
Tenants who are affected by this Policy will beified in writing of the rent limitation and the
approximate time the limitation will expire.

Rent Agreement

Applicants will be required to sign a Rent Agreetr&ipulating the rent limitations. Auburn will
include in its loan documents a provision of defduhe applicant violates the stipulations of the
Rent Agreement. Upon violation, Auburn will give itken notice by certified mail. If not
corrected to the satisfaction of Auburn within 3y sl and restitution made to the tenant, Auburn
may take any action deemed appropriate includirsgsasng penalties, declaring the loan in
default including accelerating the entire indebes$nand foreclosure of the mortgage.
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SECTION 3 — HOME POLICIES

AUBURN-LEWISTON CONSORTIUM MANAGEMENT

U.S. Department of Housing and Urban Developmestdnamulgated regulations, notices, and
requirements as now or hereafter in effect, allgwimits of general local government to enter
into mutual cooperation agreements to form a cansoror continue an existing consortium for

the purpose of obtaining funding as a participajugsdiction under the HOME Investment

Partnerships Program.

The City of Auburn shall be the designated Repradsee Member of the Consortium and shall
manage the finances and policies for all membdrs. ddministration and management shall be
detailed in an Auburn-Lewiston Consortium agreemaevitich shall be negotiated and re-
approved each 3 years. Management of the Consosinath follow HUD guidelines to include,
but not limited to 24 CFR 92.101-107 and CPD Noti8eD2.

DEFINITIONS

a. “Member” means a unit of local government that is a sigydtothis Agreement and therefore
a member of the Consortium for the purpose of @agryut eligible activities under HUD
regulations and requirements as now or hereafteffact.

b. “Representative Member” means a unit of local government designated hiereas$ the one
member to act in a representative capacity famalinbers for the purposes of this Agreement, as

defined in HUD regulations and requirements as opwereatfter in effect.

c. “Subrecipient” is a public agency or non-profit selected by thearher to administer all or a
portion of the member's HOME Program.

d. “Consolidated Strategy and Plari means a Consolidated Plan, as defined in HOMEgiRara
Regulation 92.2 and required by HUD regulations agglirements as now or hereafter in effect.

e. “CHDO” means a Community Housing Development Organizateendefined in HUD
regulations and requirements as now or hereafteffact.

f. “HUD Regulations and Requirements” means those HUD regulations and requirements
which are applicable to the HOME Investment Padhigis Program.
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g. “Commitment” means the member has executed a legally bindirggeagent with a recipient
or a subrecipient to use a specific amount of HOMEds to produce affordable housing or
provide tenant-based rental assistance; or hasida written agreement reserving a specific
amount of funds to a community housing developneeganization; or has met the requirements
in the regulations to commit to a specific locadjpct, including project underwriting according
to Notice CPD-15-11 or other HOME Investment Pashgps guidance with respect to
project/program review.

h. “Program Income” means gross income received by the member or @plaet directly
generated from the use of HOME funds or matchingtrdautions. When program income is
generated by housing that is only partially asdistéh HOME funds or matching funds, the
income shall be prorated to reflect the percentddg¢OME funds used.

DESIGNATION OF REPRESENTATIVE MEMBER; POWERS AND DU TIES

a. The City of Auburn, acting through its Community @e&pment Director for the
Community Development Department, hereinafter Cdnsa Administrator, will be
designated as and agrees to assume overall relspionsis the Representative Member
for this consortium for the purposes of the HOMBd?am, in compliance with HUD
HOME Program statutes, regulations, and instrustioow or hereafter in effect, for the
duration of this Agreement.

b. The Representative Member shall have access kdeafiber records related to the use of
HOME program funds for the purpose of ensuring deanpe with HUD regulations.

c. The Representative Member shall establish and aiairthe local HOME Investment
Trust Fund required by HUD regulations and requeets as now or hereafter in effect.

d. The Representative Member shall establish, withptier consent of the Member units,
such administrative procedures as may be necessdagilitate the application for and
distribution of HOME program funds.

e. Representative Member may provide technical asgistéo the Members upon request.
Said assistance shall not relieve each Member tmmpliance with all relevant HOME
regulations, nor unduly burden the Representatieenbkr.

f. f. The Representative Member may withdraw fundsnfihe HOME Investment
Trust Fund for a particular Member or Member’s pobjonly upon receipt of a written
requisition signed by the Member requesting tkbudsement.

g. The Representative Member may amend this Mutuap@adion Agreement on behalf of
the consortium to add new members to the consortiMhen members are added, the
funding formula shall be revised and agreed uporalbyembers including the new
Member.

Auburn CDO Operations Manual 2022 Page 96| 192



DUTIES OF MEMBER UNITS OF LOCAL GOVERNMENT

a. Each Member agrees to cooperate in undertakingssistang in the pursuit of housing
assistance activities for the HOME Investment Rasinips Program.

b. The Consortium collectively acting through its Regantative Member and each of its
Members, acting through its Community Developmente®or (or other individual
designated by each Member's chief executive olffiegrees to carry out eligible activities
in accordance with the requirements of HUD regatai and requirements as now or
hereafter in effect.

c. Each Member shall be responsible for obtainingideessary local approvals for acceptance
and allocation of HOME program funds.

d. Each Member shall be responsible for submittingtite Representative Member all
information necessary for participation in the artism as defined in HUD regulations,
requirements, and schedules as now or hereaftdfaat. This includes, but is not limited
to, information necessary for the Consolidated PAamual Plan, description of the use of
HOME funds, the HOME Program Description includiagks to be performed, a schedule
for completing the tasks, budget, and certificajioIOME Agreements executed with
subrecipients, and performance reports.

e. Each Member shall be responsible for obtaining matcfunds or matching fund credits
for all its projects as required by HUD regulati@ml requirements as now or hereafter in
effect. All Match funds shall be entered into th®ject funding portion of IDIS to be
documented, tracked and carried forward into sulesecfiscal years.

f. Project Management.

i.  Representative Member shall be responsible foeptapanagement and
shall perform all procedures and tasks necessarynfdlement and
monitor each specific project and shall fully cognplith uniform
administrative requirements as stated in HOME Ruwmgregulation
92.505.

ii.  Each Member shall be responsible to develop, desnghdescribe how
each proposed project and site satisfy all appkc&lOME Program
regulations and the requirements of this Agreerardtshall record these
determinations in each project/site file togethéhan official approval
memorandum signed by Member’s responsible HOME maragstaff.
For multiple site programs the Member shall provite proposed
program guidelines and any amendments to the samnethé
Representative Member for review.
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ili. Members shall assure that its share of the -24{ma@aommitment
requirement under the HOME Investment Partnershifgegram
regulations is met. Once projects are committedh edember shall
submit a commitment letter with the Consortium.

g. Each Member shall be responsible for developindjfighprojects to spend their portion
of the allocation on within 5 years of the awarteda

h. Each Member shall be responsible for completingcdosing out approved projects within
4 years from the commencement date.

FUNDING

a. The Representative Member shall be entitled ta@wuat of 6% of HOME Program funds
for administration of the Consortium which shalldeducted from the annual allocation.
Each Member will then share the remaining 4% foniadstration funds permitted under
the cap allowance pro-rata in relation to the patagee of HOME Program funds received
by each member annually. Under this agreement tepreéRentative Member will
administer the programs of each Member and wilidfoe be entitled to the administration
funds for services rendered.

b. After the set aside for administration, each Memb#rshare equally HOME Program
funds allocated to the Consortium each year. A bBlEmmay voluntarily relinquish a
portion or all of its HOME allocation, in writingp another Member of the Consortium.

c. HOME funds will be deposited into and disbursednfrahe Consortium HOME
Investment Trust account established by the Reptatsee Member consistent with
HOME Program regulation 92.500 the HOME Investnignst Fund and 92.502 Program
disbursement and information system. All loan repagts, interest, or other returns on
investments shall be deposited into this accoura quarterly basis.

d. Reservation of HOME Funds.

I. Unless otherwise suspended or eliminated by HUZh eslember shall be
responsible for establishing its own projects areetimg its 50% share of the
mandatory 24-month commitment of funds according9g500(d)(1) of the
HOME rule and CPD-15-09. In January of each yRapresentative Member
shall communicate in writing with Member the stadfishe required commitment,
and each shall identify in writing how commitmehages will be met. In May of
same year, if either Member or Representative Merhbhs not met the required
level of commitment, then Member or RepresentadM@mber shall offer the
uncommitted amount to the other, who may or mayaeaept responsibility for
committing these funds. There will be no obligatto accept or repay a transfer
of funds. If transfer is not accepted by MembeRepresentative Member and
funds are lost, then the loss shall remain with trgginal Member or
Representative Member.
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Project Set-Up in IDIS. Each Member shall requbstt the Representative
Member "set up" in the federal Integrated Disbursehand Information System
(IDIS) or any successor system, i.e. establistctvity and reserve funds for each
particular site or eligible activity, after meetiaty the requirements of the Mutual
Cooperation Agreement.

Member shall forward a Set Up Request in writingh® Representative Member,
enclosing all required documentation together witie Auburn-Lewiston
Consortium Project Compliance Checklist (AL Chestjlicompleted through the
project initiation stage. The Representative Memviaé not establish an activity
in the IDIS System if one or more of the followiognditions occur: HUD Set-Up
Report is incomplete; the data on the HUD Set-UpdReor other site data are
inconsistent with HOME Program requirements, thisr@o evidence of local
project approval have not been met; or there ismmete project documentation.
The Representative Member agrees to provide thraldde with Underwriting
and environmental review requirements for the Mammipeoposed projects or
activities to be funded with HOME Program fundshe amounts as stated in the
executed HOME - Agreements, as they may be amedindedtime to time, for

the purposes described in said Agreements, provite the Member has
complied with all requirements of the HOME Progrand this Agreement.

e. HOME Agreements.

Prior to disbursing HOME Program funds each Mengbeall enter into a HOME
agreement with the recipient including all provisaescribed in HOME Program
regulation 92.504, or its successor. These agretsnvah be developed by the
Representative Member based on project descriptidndocumentation provided
by the Members.

The Representative Member shall include in eachh sSHOME agreement
additional provisions as may be required by HUD asuth reasonable
requirements as may be requested by the Membeistemtsvith HOME Program
regulations and this Agreement.

Review of Project Funding Instruments. Memberdlshansmit any proposed
funding instruments and agreements to the Rep@sent Member for
underwriting consistent with the applicable Consontguidelines, as they may be
amended from time to time. Once guidelines andifugninstruments have been
approved by the Representative Member, the Memlagr erecute such funding
instruments without further review by the Repreatm Member. Each Member
must keep originals or certified copies of all eapecific funding instruments and
related documents in project files.
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f. Expenditures. The Member shall meet the prinsipled standards of cost allowability stated
in 2 CFR 200, “Uniform Administrative Requirement§ost Principles, and Audit
Requirements for Federal Awards.”

g. Processing and Release of Project Funds. PredRelgaquirements:
i.  Funding Instruments. HOME - Agreement and fundiagreements with
recipients must be executed prior to set-up andifawdown. Closing documents
with recipients must be executed or a specificietpscheduled prior to drawdown. No
funds will be authorized or released for work dgm®r to the effective date of this
Agreement and the applicable Consortium-Member HOMreement.
ii.  Environmental clearance. A Release of Funds, pfiegble, must have been received
from HUD for this project or activity.
ii.  Set-up Request. The site shall be set-up in thB HXJS system as provided in Section
4 - Funding, herein.

h. Disbursement Procedure. The Representative Mesfiadrdraw down and release HOME
funds on a reimbursement or “pay as you go” badilsé Member or on behalf of the Member
to such designated subrecipient, vendor or otheipient as mutually approved by the
Representative Member and Member consistent wétdlowing procedure:

i. Invoice. An invoice requesting payment shall bersiited to the Representative
Member on a quarterly basis by the entity to kid pareimbursed. Invoices must
appear on the letterhead of the entity or anotfaeidsard invoice form approved by
the Representative Member, be signed by an indaviduthorized by the entity,
and be submitted by the 15th day of the month imately following each quarter-
Requests for payment shall be limited to the amawmtently needed for the
payment of eligible costs consistent with HOME Remg regulation
92.504(c)(2)(vi), corresponding to expenses alréeiyng been paid by Members.
Requests for payment shall include:

1. An invoice detailing the amount being requested f@imbursement
against the established budget signed by the progranager;

2. Documentation of draws paid to vendors or develwperd any related
inspection reports;

3. All pertinent back-up documentation for the chargegduding payroll
records, time sheets, financial expense reportd, Gpies of source
documentation; and

4. A spreadsheet that ties the invoice to the expeapert including a
summary the salary expenses by project.
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Approval by Member. Each invoice submitted shallenbeen reviewed and approved by the
Member for accuracy, quantity and quality of warkaterials or services provided, consistency
with contractual terms, and compliance with all layjgble HUD and HOME Program
regulations. As required by HOME Program regula®@i04(c)(2)(vi) the Member shall limit
the requested disbursement of project funds toatheunt presently needed for payment of
eligible costs.

Processing Requisition and Checks. The RepresemtdMember will process all approved
requisitions for payment in a manner consistenhwiite Representative Member’s accounts
payable procedures. Incomplete or non-conformingisgions will be returned to the Member.
Checks will be mailed to the designated payee ardéiernative arrangements have been made
with the Representative Member.

. General. The Representative Member reserves thetagnodify procedures herein as needed
to comply with HUD and Representative Member’s meguents. In such case, advance
notification will be provided to the Members. Catesiations unique to specific projects
including but not limited to construction retainagentingencies, retainage for compliance, and
other aspects will be addressed on a case by easeib a manner mutually acceptable to the
Representative Member and Member and shall beideddoy the Member in a specific Project
Description and attached to a HOME Project Fundiggeement.

Reversion of Assets. Upon expiration of this Agream each Member shall transfer to the
Consortium HOME Investment Trust any HOME fundshamd at the time of expiration and
accounts receivable attributable to the use of HOMkds per HOME Program regulations
92.503 and 92.504(c) and HUD Notice CPD 97-0%hievent the Consortium is dissolved,
HOME funds and receivables shall remain in the aastof the Member, unless otherwise
provided by HUD.

SETASIDE FOR COMMUNITY HOUSING DEVELOPMENT ORGANIZA TIONS

Unless suspended or eliminated by HUD, each Menslhr@sponsible for reserving not less than
15 percent of its HOME funds for investment onlyhiousing to be developed, sponsored, or
owned by community housing development organizati@®HDOSs), in accordance with the
Consortium's Program Administration Guidelines ahf@ME Program regulations 92.300 -
92.303, as they may be amended from time to tilnené Member is able to fulfill the entire
amount of this requirement, the other Member woli be required to also have a CHDO project.
Members will coordinate this by January of eachr ywéor to submission of the Annual Action
Plan.
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TERM OF AGREEMENT AND RENEWAL

a.

This Agreement shall commence on July 1, 2022 anthin in effect during the period
necessary to complete all activities funded by Fadéscal Year (FFY) 2023, -2024, and
-2025 HOME Program grants or until the Consortiunstatus as a participating
jurisdiction in the HOME Program is revoked by HUBRichever occurs first. Members
of the Consortium agree to a program year of Jutydune 30 for the purposes of HOME.
Nothing in this Agreement obligates a Member todoee a signatory to a future
agreement to continue the Consortium for HOME Raoggrants subsequent to FY-2025.
Each Member shall notify the Representative Menalbézast 60 days before the effective
date of such future agreement if it intends nditg¢come a signatory. Notwithstanding the
foregoing, if the following FFY grant informatiors inot available 60 days before the
effective date, a Member shall use best effortadiify the Representative Member as
soon as possible after it receives the grant inébion.

REPAYMENT OF FUNDS AND PENALTIES

a.

d.

Repayment of HOME Funds to HUD. In the event theiDHequires the Representative
Member to repay HOME funds disbursed to the Consaortfor failure to meet
affordability requirements as set forth in applieablUD regulations, or for any other
reason, each Member shall reimburse the Represenkd¢mber for the amount of funds
required to be repaid on account of that Membests af HOME funds. Consistent with
the foregoing, the Representative Member, whem@@&s a Member shall remain solely
liable to HUD for repayment of HOME funds originathwarded to the Representative
Member, if required on account of the Represergdifember’s use of such HOME funds
as a Member.
Cancellation. Each Member agrees to repay the@bas) HOME Investment Trust all
HOME funds released to the Member attributable poogect in the event such project is
cancelled for any reason. Such repayment shalldenwithin the time period specified
by HUD or other reasonable time period agreed tthbyRepresentative Member.
Violations. Each Member who continues to violatey alOME Program regulation,
provision of this Agreement, or provision of a HOMEAgreement, after having an
opportunity to cure, shall repay to the Consortd@ME Investment Trust Account any
HOME funds disbursed directly to recipients or sdgpients, with respect to the site or
sites where the violation has occurred, or suchustnas HUD determines.
Penalties.

Member. Each Member shall reimburse the Represemtstember the full amount of

any penalties assessed against the Representagiviodd by HUD as a result of that

Member’s use of HOME funds pursuant to this Agreeime
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ii. Representative Member. The Representative Menttadr reimburse the Consortium
the full amount of any penalties assessed agdiastonsortium by HUD as a result of
the Representative Member’s failure to comply WtlD regulations.

e. Restriction on Future Funds. The Representdleenber may withhold and restrict a
Member’s access to HOME funds if the Member falstre a violation, fails to repay HOME
funds or fails to pay the penalties provided foovah Funds withheld in the amounts necessary
to repay HOME funds or penalties should be chaagainst the Member's HOME funds in the
following order:

I. First against the funds for the project or proj@etshich the violation occurred or which
are the subject of dispute between the Represeatsiember and Member;
il. Second against any other HOME funds allocatedg¢dvttmber in the same fiscal year;
iii. Finally, against HOME funds allocated to such Memhéduture fiscal years.

If HUD subsequently determines that no violatios bacurred, the Representative Member shall
make the withheld funds available to the MembetH@ME projects. Otherwise such funds are
retained for the benefit of the Consortium or ire thase of penalties to reimburse the
Representative Member or Consortium as the casebmay

OPPORTUNITY TO CURE OR DISPUTE VIOLATIONS, LEGAL REOURSE AND
INDEMNIFICATION

a. Opportunity to Cure. The Representative Member|gbravide a written notice to a
Member of the violation of any provisions of thiggi@ement-, or applicable HUD
regulations. The notice shall set forth a desianpof the violation, the steps which must
be taken to cure the violation and a reasonable period established by mutual consent
of the parties within which to effect the cure. wéwer, if the parties are unable to agree
to a deadline for full compliance, the Represemaliiiember shall establish said deadline.
The Representative Member may extend the timeuia i€ the Member proves its failure
to cure was for circumstances beyond its control.

b. Disputing a Violation. If the Member and RepreséweaMember disagree as to whether
a violation has occurred, either may request HU&ednination of whether a violation
exists. The Member disputing the Representativenis’s finding of a violation may
expend the subject funds, subject to repaymentgsanthe Representative Member
chooses to withhold the funds.
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c. Legal Recourse. In the event that any Member, tholy the Representative Member
acting in its representative capacity, fails to phnmwith this Agreement, -, or a HOME
Program or other HUD regulation or finding or fdibsscooperate with any other Member,
the Representative Member or the Consortium in d¢gimgp with a HUD finding, the
Representative Member or any other Member may aalesteps necessary to fulfill its
obligations to HUD and under this Agreement, ingtgdbut not limited to legal action.

d. Indemnification for Violations. Each Member shablth harmless the Representative
Member, the Consortium and the other Members fradnegainst all claims for repayment
of HOME project funds attributable to such Membddsure to comply with applicable
HUD regulations, this Agreement, - and from peealticosts and attorneys’ fees related
to such failure.

FAIR HOUSING

a. Each Member agrees to affirmatively further faiukimg in accordance with applicable
Federal Law, Consolidated Strategy and Plan ard 24tCFR 570.904(c).

b. Affirmative Marketing. The Representative Membdérals adopt and implement an
Affirmative Marketing Plan including affirmative mieeting procedures for HOME
assisted housing containing 5 or more housing woitssistent with the requirements of
HOME Program regulations 92.351. Each Member shailimarize these procedures in
an affirmative marketing plan for each project. Dmentation of action taken to carry out
said site-specific plans shall also be placed i fas.

HOME/GENERAL PROVISIONS

a. Federal Regulations. The provisions of 24 CFR 99ME Investment Partnerships
Program, Final Rule, 24 CFR 92 dated Septemb&@ (hereinafter "HOME Program
regulations”) and all future amendments and remsido the same are hereby
incorporated into and made a part of this Agreemdiite Representative Member and
Members shall at all times comply with said HOMBEogham regulations and shall
comply with other related Federal and state statanel regulations, Executive Orders, 2
CFR 200, and all future revisions and amendmenthdosame. The Members shall
become thoroughly familiar with all of the foreggirequirements as applicable and shall
ensure that all projects comply in all respects.

b. Environmental Review. The release of funds foH&IME assisted projects and activities
is subject to environmental review as set fortlME Program regulation 92.352 and
24 CFR 58. Each Member shall prepare and providaeédrepresentative Member all
information necessary to obtain Release of Fundsi fHUD and documentation to
establish specific site clearance consistent wghg0rtium procedures.
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C. Equal Opportunity. Each Member shall comply wathapplicable Federal and
State laws governing discrimination and equal opputy. In particular, each Member
shall ensure compliance with HOME Program reguteti®2.350 and the following
statutes and executive orders pertaining to EquaboQunity: Fair Housing Act;
Executive Order 11063 (Equal Opportunity in Hou¥ir@vil Rights Act of 1964, Title
VI (Nondiscrimination in Federally Assisted ProgisgmAge Discrimination Act of 1975;
Rehabilitation Act of 1973, Section 504; ExecutWeder 11246 (Equal Employment
Opportunity); Housing and Urban Development Act 868, Section 3; Executive Orders
11625 and 121432 (Minority Business Enterprise)edttive Order 12138 (Women's
Business Enterprise).

Labor Standards. Each Member shall comply with @ndhsure compliance with all
applicable state and federal labor laws, includingnot limited to the Davis/Bacon Act,
40 U.S.C. 276a-5 et. seq., Section 3 requirementébleshed in 24 CFR part 75 and as
applicable pursuant to HOME Program regulation892. In particular, each Member
shall comply with and/or ensure compliance with @fiplicable federal laws and
regulations pertaining to labor standards and HUhdtbook 1344.1 (Federal Labor
Standards Compliance in Housing and Community greent Programs), and all
future amendments and revisions thereto. Each Mesttall require certification as to
compliance with the provisions of this paragraphreguired by HOME Program
regulation 92.354.

. Records. Each Member shall maintain all applicabt®rds for its project(s) consistent
with HOME Program regulations 92.508 Record-keepirig addition, each Member
shall make available copies of all such recordnag be requested by the Representative
Member for administration of the Consortium.

. Reports. The Representative Member shall, on bedfaiie Consortium submit such
reports (with full and complete copies to the Memlas may be required pursuant to
HOME Program regulations 92.509 Performance Rep&#sh Member shall cooperate
with the Representative Member in providing alladahd information specific to each
community and projects in such formats and timen&aas required by HUD and the
Representative Member. In addition, each Membaeil girepare and submit to the
Representative Member the project completion repogguired by HOME Program
regulation 92.502(d) Submission of project completreports. This report shall be
submitted to the Representative Member within 4gsdaf the final requisition for
HOME funds together with a fully completed AL Cornsam Project Compliance
Checklist. Following review of the above for contpleess, the Representative Member
shall transmit the Project Completion Report onabiebf the Consortium to HUD as
required by 92.502(d).
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f.

h.

Faith Based Organizations. Each Member shall entiateHOME funds are disbursed
to a faith based organization in compliance withAHOProgram regulations 92.257. In
addition, each Member shall comply with the prawis of the above regulation with
respect to assisting wholly secular organizaticstaldished by religious organizations

which may be eligible to participate in HOME fundemajects.
g. Conflict of Interest.

In accordance with HOME Program regulation 92.366, procurement of property
and services by the Consortium, its Members andesybents is governed by the
conflict of interest provisions stated in 2 CFR 2@ach Member shall comply with
all applicable federal and state conflict of instneules and shall endeavor to ensure
the compliance with the same by all subrecipiestdefined in HOME Program
regulations 92.2 or other persons designated wiwvedOME funds pursuant to this
Agreement. At a minimum, each Member shall makepy of all applicable conflict
of interest provisions available to all recipieatHOME Program funds.

The conflict of interest provisions of part (i)this section shall apply to the following
persons: any person who is an employee, agensuttant, officer, elected or
appointed official of the Representative Membegfdhe Members designated herein,
or any state recipient, or subrecipient of HOMEdsin None of the foregoing who
exercise or have exercised any functions or respidings with respect to activities
assisted with HOME funds or who are in positiopé#oticipate in a decision-making
process or gain inside information with regard ese activities, may obtain a
financial interest or benefits from a HOME assistetivity, or have an interest in any
contract, subcontract or agreement with respecetbeor the proceeds thereunder,
either for themselves or those with whom they hiareily or business ties, during
their tenure or for one year thereafter. Any exiosst to the conflict of interest
provisions stated or cited herein must be approyddUD in accordance with HOME
Program regulation 92.356(d). Each Member shalisedhe Representative Member
in writing as to any such exceptions granted by HUD

HOME Project Requirements. Each Member shallgoerfand carry out the projects as

described in the Consolidated Plan and Annual Ad@tan approved by HUD during the
period covered by this Agreement and funded putsisa@onsortium-Member HOME -

Agreements consistent with specific Project Desioms and in compliance with the
requirements of HOME Program regulations SubpartPFoject Requirements, as
applicable, depending upon the type of projecsésdi Each Member shall comply with

requirements contained in Subparts E and F spaltyfim HOME Program regulations
92.205 to 92.215 concerning eligible and prohibitectivities, income targeting
requirements in regulations 92.216 and 92.217, saolisidy limits, and all other
applicable requirements stated in regulations 9RtBugh 92.258. Written agreements
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executed with a recipient or other entity shalltagn provisions requiring compliance
with the regulations cited herein.

Ownership, Use, and Disposition of Property. EdMdmber shall comply with the
affordability provisions referenced in HOME Prograegulations 92.252 92.256, as
applicable, which include income targeting, useir@mnents, initial and subsequent sale
restrictions. For rental projects assisted withMHEDfunds, each Member shall require
that the affordability requirements of HOME Prograegulation section 92.252 be
enforced by deed restriction or by restrictive cwav@s running with the land in
accordance with HOME Program regulation 92.252{@) Member fails to comply with
any of the requirements of this provision, the Mem¢hall be required to repay HOME
funds disbursed pursuant to this Agreement, cangistith HOME Program regulation
92.503(b).

Post Completion Requirements. Upon completion gfr@ect, each Member shall
enforce all applicable short and long term spepgguirements. Such requirements
include, but are not limited to: compliance withusmmg affordability requirements (see
HOME Program regulations 92.252 — 92.255 and 9Zd&4and compliance with the
Housing - Standards (see regulation 92.251 and02gch&(d)). Each Member shall
require owners of HOME assisted housing to compti the requirements stated above
and all applicable requirements for the duratiothefapplicable period of affordability
and shall incorporate such time period into theatlan of agreements executed with
recipients of HOME funds. Prior to the anticighttompletion date for each site, each
Member shall prepare a plan for each post completidorcement responsibility by site
and shall include such plans in each site filechHde shall include a Certificate of Final
Inspection indicating compliance with applicableiting standards. Each Member shall
notify the Representative Member of compliance wiitis requirement by completing
the Post completion Plan item on the ALConsortiumjdétt Compliance Checklist for
each site.

. Other Federal Regulations and Provisions. Each Menshall comply with Federal
regulations incorporated in HOME Program regulateabpart G, sections 92.300
through 92.303, Subpart H, sections 92.350 throe@l357, and all other applicable
HOME regulations as well as all project requiretagyer this Agreement, provided that
a Member's responsibilities with respect to envimental review contained in Subpart H
shall be as stated in SECTION 10 - HOME GENERAL RREIONS, paragraph b.,
Environmental Review above.

Lead Based Paint. Each Member shall remain sokdpansible for ensuring that all

projects at all times comply with applicable regunents of the Lead -Based Paint
Poisoning Prevention Act, 42 U.S.C. 4821, et, skgad Based Paint Regulations 24
CFR 35 and all future revisions and amendmentedsséme. Each Member shall also
ensure that all projects comply with such Lead Bdz&int regulations as may be adopted
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pursuant to HOME Program regulation 92.355, andth wie applicable requirements of
the Maine Lead Paint Statute, and all future rewisiand amendments to the same.
m. Audit and Monitoring.

a. General. Consortium and Member records shall bé&exudonsistent with 2 CFR
200. Each Member shall be responsible for the absil audits performed on its
records and operations pursuant to this section may use designated HOME
administrative funds. Other entities shall be oesible for the cost of their audits,
respectively, and shall not use HOME funds for postion of the cost of such audits
unless expressly approved by a Member and incladedn authorized cost in the
Project Budget. Each Member and/or its subrecigéall make available all such
records and documents as requested by the RemtgeMlember, HUD, and/or the
Comptroller General of the United States. Suchigmmay examine and make
copies, excerpts or transcripts from such recomid may audit all contracts,
procurement records, invoices, materials, payrpkssonnel records, conditions of
employment, and all documents relating to all nmatt®vered by this Agreement.

b. HUD Performance Reviews and Monitoring. HUD maynauact performance
reviews and monitoring of the Consortium and ofNtembers as provided in HOME
Program regulations 92.550 92.552. Each Membezesgo cooperate with HUD
and the Representative Member to undertake sucbdiahaction as may be required
pursuant to HOME Program regulation 92.551, Coiveadnd remedial actions.

c. Monitoring. The Representative Member shall mangach Member’s projects to
ensure full compliance with all applicable requismts. All monitoring shall be
performed in accordance with applicable HUD moimigrguidelines and on forms
agreed to by the Representative Member and Memb&tonitoring shall occur
between January and June of even years startihg@3. Representative Member
and Member - shall be responsible to follow throughresolve and clear any
monitoring findings with respect to their own pradg

n. Indemnification.

a. Disclaimer. Each Member shall hold harmless andritthe Representative Member,
the Consortium, and the other Members from andnagall claims arising from any
latent, or patent defects in any work performedenmwices provided with respect to
each Member's projects pursuant to this Agreememd any duly executed
Consortium-Member HOME - Agreement.

b. Indemnification. Each Member shall indemnify, hdbérmless and defend the
Representative Member, the Consortium, and itstagénom and against all claims,
damages, losses, and expenses including, buthmitedi to, attorneys' fees arising out
of or resulting from the use of HOME funds disbdrpersuant to this Agreement with
respect to each Member’s projects, provided thgtsarch claim, damage, loss or
expense is (1) attributable to bodily injury, sieks, disease, or death, or to injury to
or destruction of tangible property, and (2) isssliin whole or in part by any
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0.

negligent act or omission of a Member, anyone dtieaur indirectly employed by a
Member, or anyone for whose acts the a Member radiable, regardless of whether

or not it is caused in part by a party indemnitedeunder.

Insurance. Each Member shall require that all asyneontractors and subrecipients of HOME
assisted projects shall at all times maintain aettgoes of insurance coverage consistent with the
character of the project and shall ensure compiavith the following as applicable.

Certificate of Insurance. At time of closing of gt or loan providing assistance, each Member
shall obtain a certificate of insurance coverirgdlsisted premises. Said certificate shall peovid

coverages of the types and amounts stated in sagmagohs (A) and (B) herein. The insurance
provided shall be maintained for the duration & ttote, mortgage or the affordability period,

whichever is longer.

a.

b.

The certificate of insurance shall provide, at mimum, comprehensive general
liability insurance and property insurance withearangement of coverage specifying
the premises. The certificate shall name the Merabéoss payee. Any changes from
the standard required coverages and amounts ad sielbw must be mutually agreed
to in advance and in writing by the Member and RBsentative Member.

Minimum Requirements. Typically, the followingwerage will be required at the
minimum amounts indicated:

Property Insurance: Minimum Amount = 100% of mamegtiacement value or amount
of HOME funds invested and all senior indebtednesgschever is greater.

Liability Insurance: Minimum Amount = HOME funds @uall senior indebtedness.

a. Flood insurance. AllHOME assisted projects argestilio the Federal Flood Disaster

Protection Act and associated regulations. Eacimbé shall ensure compliance
with the applicable requirements, including ensyitime provision of flood insurance

protection coverage, when required. At time oficlggor providing assistance, each
Member shall obtain a certificate of insurance ciogpthe assisted premises. Said
certificate shall provide the following minimum cage:

Minimum Amount = HOME funds and all senior indehieds.

Construction Insurance. Prior to the commencemewbdk on any HOME-assisted
site, each Member shall obtain a certificate ofurasce covering the work to
performed. Said certificate shall provide coverades premises, operations,
contractual liability, completed operations, autdiie liability, employers liability,
workers’ compensation and professional liabiliyhére applicable). Minimum
amounts are stated in subparagraphs (A) and (B)wbeThe insurance shall be
maintained for the duration of the work to be perfed.

(A) Minimum Requirements. Typically, the followgrcoverages will be required at the

minimum amounts indicated:
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Workmans’ Compensation: Statutory coverage.

Employer’s Liability: $100,000 Coverage B
Comprehensive General Liability: $300,000 eacturrence
Bodily Injury: $500,000 each occurrence
Property Damage: $100,000 each occurrence
$300,000 aggregate

(B) Automobile Liability (case by case basidhjset to determination by Member and
Representative Member) for owned and non-ownectle=h

Property Damage: $100,000 each occurrence
$100,000 aggregate
Bodily injury $250,000 each occurrence

$500,000 aggregate
g. Displacement and Relocation.

i. General. Each Member shall take all reasonabys $teminimize displacement of persons
consistent with the requirements of HOME Progragulation 92.353. In the event that
displacement cannot be avoided, each Member shalire compliance with HOME
Program regulation 92.353, including the provissbmelocation assistance in accordance
with the Uniform Relocation Assistance and Realprty Acquisition Policies Act of
1970, hereinafter "URA", as amended. In addititve, Member shall ensure compliance
with the most current edition of HUD Handbook 13T&nant Assistance, Relocation and
Real Property Acquisition".

ii. Use of Community Development Block Grant funds (CB)B If CDBG funds are utilized
in the HOME assisted project for optional relocatamsts (not administrative or planning
costs) and/or for any project based costs, inctyditaff project delivery costs, each
Member shall ensure compliance with all applicaptevisions of the Housing and
Community Development Act of 1974, and applicabiplementing regulations set forth
in 24 CFR 570.

iii. Responsibility of Member. Each Member shall prepand maintain all necessary
displacement and relocation plans and documentatioluding, but not limited to site by
site relocation plans, determinations of compardideising, amounts and types of
relocation assistance proposed, etc. as requiradebyRA. Each Member shall record
compliance with all applicable relocation requiretseon the AL Consortium Project
Compliance Checklist.
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Acquisition. The acquisition of real property ®HOME project is subject to HOME Program
regulation 92.353, the URA and the requiremen#9oCFR 24, Subpart B. Each Member shall
ensure compliance with all of the foregoing, andllshrepare and maintain all necessary
acquisition documentation, including, but not lieditto: appraisals, offer letters, required
notices, checklists, and any related materials.

Procurement. Each Member agrees to fully comply afiplicable requirements as referenced
in 2 CFR 200. Procurement steps must satisfypplieable advertisement, competitive pricing,
minority outreach, award, documentation and relagegiirements. Note that 2 CFR 200.213
prohibits the use of debarred firms.

Loan Servicing. In the event a loan or loans asaad with HOME funds, the Representative
Member and each Member shall work out appropriatngements for the financial servicing
of said loan(s) satisfactory to the parties. Ea@mifder shall establish and maintain accounting
records and procedures consistent with 2 CFR 2@\H Program regulations 92.505 and
92.508(a)(6), including but not limited to indivialuloan case files, loan account histories,
posting of payments and/or deferrals, account reaarice and updates, recording of loan
discharge documents, preparation of IRS reportapgdicable, loan portfolio reports, loan
receivables control, loan repayment and interepornte, and related loan management
documents. Loan payments, repayments and reeapshiall be handled in accordance with
92.503.

. Assignability. Neither any Member nor the Repreatwe Member shall assign any interest in
this Agreement and shall not transfer any intaretfte same whether by assignment or novation
Liens:

i. General. Each Member shall ensure that any propertgfiting through a HOME-assisted
activity is free from any attachments, tax liensecmanics’ liens or any other
encumbrances except as provided in paragraphe{oyb

il. A property assisted with HOME funds may have midtimortgages subject to the
discretion of each Member, and subject to loan mmdigng analysis confirming sufficient
equity is available to secure such HOME loan as beagecured by said property.

CHANGES

In the event changes in this Agreement become sa&ges Member initiating such changes shall
notify the Representative Member in writing desamgpthe subject changes. Upon mutual
consent regarding the requested changes, the Repatge Member shall prepare an amendment
to this Agreement incorporating said changes whkithll become effective following execution
of the respective authorized signatories of the ke
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UNDERWRITING, MONITORING AND RISK MANAGEMENT POLICY

The Auburn-Lewiston Consortium (Consortium) suppadine rehabilitation and new construction
of affordable rental housing for low-, very lowndaextremely low-income households with its
annual funding allocations from the U.S. DepartmehiHousing and Urban Development’'s
(HUD) HOME Investment Partnerships Program (HOMEY) £&ommunity Development Block

Grant (CDBG) (jointly Federal Assistance).

Underwriting is more than a technical requiremant the term itself is used in several different
ways. Depending on the context, underwriting isisimes used in a limited fashion to refer
primarily to the financial review of a potentiahtrsaction. Other times, the term underwriting is
narrowly understood as a check the box set otcdtathnical reviews resulting in a determination
that a project does or does not meet a certaindiarmn both cases, these uses of the term are too
limited.

In practice, underwriting is a reflexive procedsvery project involves risk, and even the best
project can fail due to unforeseen factors. Tha gbunderwriting is to both identify and mitigate
risk across a series of perspectives. In othedsyahe underwriting process is not an up or down
review, but it often changes the project itselfilmposing requirements to improve viability.

In this sense, the Consortium’s approach to undengris informed not only by traditional
lending perspectives and minimum requirements@féderal Assistance, but a holistic approach
to balancing the various risks inherent in any estiaite transaction and the public purposes the
Consortium seeks to support — not the least of isiproducing safe, decent, affordable housing
that will be an enduring community resource.

Underwriting Overview

In reviewing applications for Federal Assistance required by 24 CFR §892.250(b), 824 CFR
93.300(b), and prudent business practices, the @om$’'s underwriting framework includes,
but is not limited to, evaluations of:

. Regulatory requirements applicable to the project, including compliancehwi
affordability period restrictions, property standsr and cross-cutting federal
requirements;

. Market risk , including whether sufficient demand exists foe tproject, the
anticipated lease-up period, and whether generahauic conditions and other
competition supports ongoing viability;

. Developer risk focusing on whether the owner/developer (inclgdbbut not
limited to the underlying owners of special-purpamad/or single-purpose entities)
has/have the technical capacity to develop andabpdhe project and the financial
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capacity to safeguard public funds and backstoptbgect in the event of poor financial
performance; and

. Project risk (or financial underwriting), testing the economaad financial
projections for the transaction including both smsrand uses as well as ongoing operating
assumptions. This includes confirmation that@lirses of project financing are available,
commercially reasonable, and have been appropriaieiximized prior to awarding
Federal Assistance.

In addition to the above, the Consortium will, ahmimum, also perform a collateral evaluation
and assess environmental conditions to determatethle proposed project is suitable and viable
for a project requesting Federal Assistance.

Market Assessment

All Federal Assistance project applications musiude a market study prepared in a manner
consistent with CPD Notice 15-11 requirements. Rdastudies must be less than six months old
at the time of application for Federal Assistance.

Market analysis for a proposed project sholdaluate general demographic, economic, and
housing conditions in the community.

Delineate the market area by identifying the geplgi@area from which the majority of a
project’s tenants or buyers are likely to come sThay or may not coincide with census
tract or neighborhood boundaries.

Quantify the pool of eligible tenants or buyerderms of household size, age, income,
tenure (homeowner or renter), and other relevastbfa. Not all residents of the market
area are potential or likely tenants or buyersnyfgiven project.

Analyze the competition by evaluating other housapgortunities with an emphasis on
other affordable rental developments or sales dppities in the market area, including
those financed through either the HOME programtbeiofederal programs.

Assess the market for the planned units and daterrhthere is sufficient demand to sell
the HOME-assisted housing within nine months of starction completion
(892.254(a)(3)) or to rent the HOME-assisted hayiswithin 18 months of project
completion (892.252).

Evaluate the effective demand and the capture watglly expressed as a percentage (the
project’s units divided by the applicant pool). Tdapture rate is the percentage of likely
eligible and interested households living nearby will need to rent units in the proposed
project in order to fully occupy it. The lower thiate, the more likely a project is to
succeed.
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e Estimate the absorption period. Plan how many wsdts be successfully leased or sold
each month and how long it will take to achievéi@ahioccupancy/sale of the HOME units
and stabilized occupancy for the project as a whole

The Consortium reserves the right to request aategdnarket study, if required. Proposed rent
levels must be supported by the applicant's masgtatly and be within regulatory limits.
Additionally, the market study should demonstraee following:

« Allunits, including any market rate units as wadlany units with income/rent restrictions
imposed by other programs such as LIHTC, must dstnate viability within the primary
market area taking into account any known rent essions being offered by competing
properties;

« Achievable occupancy rates, based on a comparifaoraparable properties in the
primary market area, must be at or above 95% (palysccupancy); and

e Capture and absorption rates must be realisti@ahitvable.

For projects not meeting these standards, the Cmmso in its sole discretion, may also consider
the following:

e For projects targeting special needs populationg.,(®omeless households, domestic
violence victims, veterans, or other specific sylapations), the Consortium may accept
higher capture rates if data from the local Contmuof Care and/or service providers
specializing in the targeted populations (e.g., 8&kvice centers) suggests an adequate
pipeline of eligible renters exists and will be stently referred to the development.

e For existing projects being rehabilitated, the @wotism will consider the recent operating
history of the project in terms of actual rents rgea/received, eligibility of in-place
tenants, and the like for evidence that the dewvety’s projections are supported by
actual performance.

Specific program underwriting requirements and ok are detailed in the program guidelines.
These are included in the appendix of each yearésations manual and may be updated from
year to year under the approval of the City Manager

Developer and Development Team

Developer Technical/Professional Capacity

In evaluating the capacity of the developer, thagdotium will use the term more loosely to refer
collectively to the underlying corporate entitiesdaindividuals that will own and control the
single-purpose entity (excluding the investor mertineited partner), if applicable. Additionally,
and as necessary, the Consortium will require uvarguarantees and indemnities from all of the
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underlying corporate and/or individual owners oé tharious limited partnership or limited
liability corporation entities involved in the owrséip and development of the project.

Developers should demonstrate:

e The corporate or organizational experience of thestbpment entity;

e The experience of the staff assigned to the prejedtoverall quality of the development
team; and

e The prior experience of the individuals comparethtr roles in the proposed project.

For rental projects, a developer/owner needs dpeskills and capacity including property
management, asset management, service provisi@apgpéisable), and special financing skills.

For homebuyer projects, the development team nersbdstrate its capacity to market and sell
the units. This may involve the addition of a negtofessional to the team, or evidence that in-
house staff have the capability to oversee theréidigy, unit showing, intake, and processing of
potential buyers. For CHDO projects, the Respoadtritity must certify that the CHDO has paid
staff with experience relevant to the proposedgatagnd role of the CHDO.

The Consortium requires applicants to provide lists real estate owned (including
partnership/membership interests) by the devel@gsemwell as all projects underway. The
Consortium may review the performance of thoseqatsj including financial factors like net
occupancy, actual DCR, cash flow received, outstgnlban balances, net equity of individual
projects, and the developer’s overall portfolio.

Applicants may also be required to provide desitniyst of the role played by specific staff
members relative to the proposed project along waumes or other similar information
demonstrating experience appropriate to the assigtadf member’s role.

Financial Capacity

Developers must also demonstrate the financial ayp#o support the proposed project both
during construction and lease-up as well duringoamg operations. This includes not just that
the applicant has sufficient financial resources,tbat it has adequate financial systems in place
to appropriately manage project funding, accurassgount for all project costs, and provide
reliable reporting to the Consortium and other grbjunders.

At minimum, and as applicable, the Consortium wéliew audited financial statements,
contingent liabilities, interim financial statemsnand individual personal financial statements to
ensure that:

« The primary development entity’s most recent awtBimonstrates compliance with
Generally Accepted Accounting Principles (GAAP) addes not express material
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weaknesses in the entity’s system of internal adsitor financial management systems;
and

« Financial ratios and trending are acceptable.

Development Team
The Consortium will also review the capacity of thewelopment team including, but not limited

to, the general contractor, architect, engineerkatanalyst, management company, accountant,
attorney, and any other specialized professionmat®osultants, as applicable.

As a whole, the development team should have titis akd expertise necessary to successfully
complete and operate the development. Insomugplossble, on balance the development team
should have worked successfully on other projattthé past. That is, while a developer may
identify new development team members from profecproject, an entirely new team may
present added risk.

In no case, may any owner/developer/applicant grrmember of the development team be a
suspended, debarred, or otherwise excluded party.

Identity of Interest Relationships & Costs

Applicants must disclose all identity of intereslationships/contracts and/or costs involved in a
transaction, including during the development pkramd following completion of the project.
The Consortium reserves the right to review any susts further to ensure they are reasonable
and consistent with the costs expected from armgterelationships.

An Identity of Interest (whether or not such teexcapitalized) is any relationship based on family
ties or financial interests between or among twanore entities involved in a project-related
transaction which reasonably could give rise toespmption that the entities may not operate at
arms-length. The Consortium will take a broad apph to defining identities of interest and
expects all applicants to err on the side of dmale. That is, if there is any question about ivaet
an identity of interest may exist, the relationskipould be disclosed and explained to the
Consortium.

Beyond this general definition, an identity of me&t relationship will be deemed to exist if:

1. An entity, or any owner of any direct or indireetreership interest in such entity, or any
family member of any such owner is also an owregugh a direct or indirect ownership
interest, or an officer, director, stockholder,tpar, trustee, manager, or member of the
counterparty; or

2. Any officer, director, stockholder, partner, trusstemanager, member, principal staff,
contract employee or consultant of an entity, grfamily member of thereof, is an owner,
through any direct or indirect ownership interest,an officer, director, stockholder,
partner, trustee, manager or member of the couartgrp
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For purposes of this definition, family member nmeé#re spouse, parents or stepparents, children
or stepchildren, grandparents or step-grandpargndsidchildren or step-grandchildren, aunts,
uncles, parents-in-law, and siblings-in-law (onttlokildren or stepchildren). It also includes any
other similar relationship established by operatwin law, including but limited not to
guardianship, adoption, foster parents, domestimeeships, and the like.

Financial Analysis

As noted in the introduction, the Consortium viewslerwriting as more than just the financial
review of a project. However, a review of the uihgag financial assumptions is still a critical
and core part of underwriting. In reviewing prageand as a public funder, the Consortium must
balance two potentially competing perspectives.

Projects must be viable; that is they must havicseriit allowances for all costs to maximize the
chances the project can meet or exceed its finapc@ections and thereby succeed in the
marketplace. In other words, the project mustesgnt a safe investment. However, taken to an
extreme, a safe or overly conservative projecteomalso result in a project that is over-subsidized
and risks providing excessive returns to the ovdeseloper.

As a steward of very limited Federal Assistanceaféordable housing, the Consortium also must
ensure that costs are reasonable, they represgabd deal” to the public, and returns to the
owner/developer are fair but not excessive. Inkisgeto balance these perspectives, the
Consortium has established the following reviewdesand principals.

Development Costs

In general, the Consortium will review the entirejpct budget to confirm all costs are reasonable
and the budget is sufficient to complete and sngte project. All line items, whether or not paid
directly with Federal Assistance, must be necessadyreasonable.

The Consortium will consider the cost of both sfiedine items as well as the total development
cost on a per unit and per square foot basis, congpaosts to other projects from the
Consortium’s portfolio.

Selected Development Cost Items

Acquisition — Acquisition costs must be supported by an inddeet third-party appraisal*
prepared by a state-licensed appraiser. The pggghace must be at or below the as-is market
value of the property. In the event an applicas previously purchased land prior to submitting
an application to the Consortium, the project baidgay only reflect the lesser of the actual
purchase price or the current as-is market vaftandard closing costs from the acquisition may
be included; acquisition reimbursement is govetneé&ederal Assistance regulations.
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Applicants who purchased property prior to submgttan application to the Consortium, or
following environmental releases under NEPA bubiptd closing, may not charge or include
financing costs associated with interim financwbgether from third-party or related lenders.

Collateral Evaluation— For all projects, whether new construction oratgltation, the loan to
cost and loan to value ratios must be appropriadeaaceptable to the Consortium.

Consortium Soft Costs The development budget for each project mustudehln allowance for
the Consortium’s internal project-related soft sas$ specified in periodic RFPs issued by the
Consortium. Similar to lender due diligence odenlegal costs, the inclusion of soft costs allows
the Consortium to recoup its staff and overheadsadisectly related to carrying out the project
as permitted by 24 CFR 92.206(d)(6) and 24 CFR®3Z®(6). These costs will be included in
the Federal Assistance and will be drawn directtyrf HUD by the Consortium rather than via
payment requests from the project owner.

Construction Interest Any budgeted line item for construction interasist be supported by
developer prepared cash flow projections, modelegactual expenditure of development costs
and the anticipated pay-in of equity, Federal Aasise, and other construction period sources.
For projection purposes, only interest from theddtinitial closing through the end of the month
in which the building(s) are placed in service.(iapproved for occupancy) may be included as
construction interest. Additional interest follogi that date and prior to the conversion to (or
closing on) permanent debt must be separately zesmand modeled. In most cases, this should
be included in the lease up reserve noted in tlsefes Section.

« Contractor Profit: 6% of net construction costs

« General Requirements/General Conditions:6% of net construction costs. General
requirements include on-site supervision, tempomaryonstruction signs, field office
expenses, temporary sheds and toilets, tempordifrest equipment rental, clean-up
costs, rubbish removal, watchmen’s wages, matenspection and tests, all of the
builder’s insurance (except builder’s risk), temgrgr walkways, temporary fences, and
other similar expenses.

« Contractor Overhead: 2% of net construction costs.

With prior approval of the Consortium, contractee$ may vary from the limits above provided
the gross contractor fees do not exceed 14% afarettruction costs.

Contingencies- Applicants should include a contingency (inckesof hard and soft costs) related
to the amount of risk involved with the projecthelcontingency will be measured as a percentage
of hard costs (including the construction contf@das any separate contracts for off-site work but
excluding contractor fees).
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« New construction projects should include a contnayeof 5% to 10% of hard costs;

« Acquisition/rehabilitation projects, including ad&e reuse projects, should include a
contingency of up to 10% of hard costs; the Comnsormay consider a higher contingency
based on the size and complexity of the rehabditabr adaptive reuse.

The Consortium may consider higher contingenciegdan identified risk factors such as the
known need for environmental remediation or podissuface soils.

The Consortium does not permit a contingency tinbkided within a property’s construction
estimate or construction contract, unless suchirmgency is required in writing by HUD, another
governmental agency, or an independent third party.

Developer Fees Developer fees are intended to compensate dapevdor the time and effort
of assembling a project, overseeing the developrtesarh, and carrying a project to fruition.
Developer fees are also intended to compensatédaisk inherent in the development process,
including that not every potential project provaable and that developers must necessarily
advance funds for their own operating costs anbuarthird-party predevelopment costs prior to
closing (or in some cases for projects that neverqed).

For projects requesting Federal Assistance and nolHTC:

Developer’s fees for properties that have not emupied as residential rental housing at any
time during the year preceding the date of theooptpurchase contract, or deed for the subject
property, which is furnished with the initial apgation with respect to site control

Identity of Interest Does Not Exist Identity of Interest Does Exist

The Developer’s Fee included in Prope | The Developer’s Fee included in Property Cosis
Costs and Adjusted Basis must be less thpand

or equal to: Adjusted Basis must be less than or equal to the
lesser of:
18% of Adjusted Basis* 18% of Adjusted Basis*;
and

(22% of Adjusted Basis*) minus Builder’s Prc

Developer’s fees for properties that have beenmeduas residential rental housing at any time
during the year preceding the date of the optiamchmse contract, or deed for the subject
property, which is furnished with the initial apgation with respect to site control
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Identity of Interest Does Not Exist Identity of Interest Does Exist

Acquisition Acquisition

The Developer's Fee included in Prope[iyhe Developer's Fee included in Property Cdsts
Costs and Adjusted Basis must be less thgamt Adjusted Basis must be less than or equal|to:
equal to:

10% of Acquisition Adjusted Basis*
10% of Acquisition Adjusted Basis*

Substantial Rehabilitation Substantial Rehabilitation

The Developer's Fee included in Property
The Developer's Fee included in Propel@osts and Adjusted Basis must be less than or
Costs and Adjusted Basis must be less thgaqural to the lesser of:

equal to:

1%
o

15% of Substantial Rehabilitation Adjust
15% of Substantial Rehabilitation Adjust@&hsis*;

Basis*
and

(18% of Substantial Rehabilitation Adjusted
Basis*) minus Builder’s Profit

* Adjusted Basis, which by definition, excludesdisand any other costs which are not capitalized
and depreciated, and which, for the purposes dDéweloper’s Fee formulas provided above also
excludes property costs in excess of the Fund pippest limits, and the Developer’s Fee itself.
The maximum Developer's Fee is further limitedt® amount of Developer's Fee that is actually
paid, or otherwise earned or recognized as incérom, one unrelated individual, entity, or both
to another individual, entity, or both as compeiasator the work, costs and risks associated with
the development of a property.

The equations used to determine the maximum amafuDeveloper’'s Fee apply to the total of
the amounts listed in the application for DeveltpEee, and to any separately-listed Consultant’s
Fees or other costs relating to the developmenkwod costs associated with the development
of a property.

Additional Developer Fee information:
. “Double dipping” the Developer’s Fee is not pereukt For projects requesting

multiple sources from the Consortium (e.g., LIHTr@ &ederal Assistance), the combined
Developer Fee must be within the developer feedsdeeas noted herein.
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. The developer fee schedule, as noted herein, peval calculation for the
maximum allowable developer fee. The maximum adlole developer is not a guaranteed
amount. During underwriting, the Consortium wiletdrmine an appropriate and
acceptable developer fee.

Reserves Capitalized reserves to facilitate the initi@rsup and to protect the ongoing viability
of the project will include the following:

. Deficit Reserve: The Consortium anticipates that in most caseseldpments
with predicted deficits during the affordability nped would not be funded. However, in
the event a development’s longterm operating proéoprojects actual cash deficits during
the affordability period, an operating deficit resemust be included in the development
budget in an amount sufficient, taking into accoany interest on reserve balances, to
fully fund all predicted deficits through the affiability period.

. Lease-Up ReserveA lease-up reserve intended to cover initial opegatieficits
following the completion of construction but pritw breakeven operations may be
included. Any such reserve must be based on lgag®ojections/cash-flow modeling
and the lease-up (or absorption) period identifiedhe project's market study. In
evaluating the appropriateness of any lease-upveséhe Consortium will consider
whether the development budget includes specifie liems for other start-up expenses
that otherwise are typically part of the ongoin@m@ing budget for a development. This
may include budgets for marketing, working capiht.

. Operating Reserve:If required by the Consortium, an operating resdrv an
amount acceptable to the Consortium, anticipateldet@ix (6) months of underwritten
operating expenses, reserve deposits, and amgrtieibt service, must be included in the
development budget. The operating reserve is detgras an unexpected rainy day fund
and will only be accessible after a project haseadd stabilized occupancy.

. Replacement ReserveA capitalized replacement reserve may be includete
development budget. The capitalized replacemesgrve should be funded at (i) an
amount that realistically covers the cost of replgccovered items; and (ii) for
rehabilitation projects, the amount determined logppital needs assessment approved by
the Consortium. An expensed replacement reses/eutined in the Operating Costs
section, must be included in the development budget

. Preservation ReserveFollowing the completion of construction, at a mmom
and if required by the Consortium, project ownetlismake annual deposits and/or annual
contributions of 50% of surplus cash to a presemaeserve.

. Other: The Consortium may consider other specialized veseas appropriate
based on unique features of the project and/orinements of other funding sources.
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These may include special security reserves, stigposervice reserves, or transition
reserves for projects with expiring project bassutal assistance contracts, etc.

Operating Revenues

The Consortium will review an applicant’s projectiof operating revenues to ensure they are
reasonable and achievable both initially and thhowg the affordability period. In evaluating
operating revenues, the Consortium will take intocaint the (i) project-specific market study;
(i) actual operating performance from other conapée projects including those from the
applicant’s existing portfolio of real-estate owneahd/or (iii) data available from comparable
projects in the Consortium’s portfolio.

For purposes of the long-term operating proformgerating revenue projections cannot be
increased by more than 2% per year. The Consontas@rves the right to stress proposals for
underwriting purposes to assess the impact of lomfationary increases, such as modeling the
impact of only 1% rent increases for the first ¢hte five years of a project’s affordability period

Rents
All rents should be supported by the market study\@ithin regulatory limits.

Non-Rental Revenue

Non-rental revenue must be fully explained and eoretively estimated. In general, no more
than $60 per-unit, per-year may be budgeted inelothvenue” including that from tenant fees
(such as fees for late payment of rent, nonsufftdends, laundromat fees, pet fees, interest on
operating account balances, etc.). Exceptionsbraayonsidered by the Consortium based on the
operating history of an acquisition/rehabilitatiggroject, normalized operations, or other
comparable properties in the same market area.

Vacancy

Total economic vacancy includes physical vacaneyn(ais unrented), bad debt (a unit is occupied
but the tenant is not paying rent), concessionm{gahas been leased for less than the budgeted
rent), and loss to lease (a pre-existing leasessthan the most recently approved annual rent but
will be adjusted upward at renewal).

In all cases, based on the market study or otharalailable to the Consortium, the Consortium
reserves the right to require higher vacancy ptmes. This may include higher vacancy rates
for small developments (e.g., less than 20 unit®re standard percentage assumptions about
vacancy may not be appropriate. Minimum allowarfoesacancy must include:

« 5% for projects where all units are supported pyagect-based rental assistance contract
with a term equal to or in excess of the affordgbgeriod (e.g., project based Section 8);
or

» 7% for all other projects.
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Operating Costs

The Consortium will review an applicant’s projectiof operating expenses to ensure they are
reasonable and adequate to sustain ongoing opesatidhe project throughout the affordability
period. In evaluating a proposed operating budtpet,Consortium will compare the project's
costs to (i) actual operating expenses of comparnaidjects in the applicant’s existing portfolio
of real-estate owned (insomuch as possible, corbfgapaojects will be in the same vicinity and
operated by the same management company); and/acfual operating expenses of other
comparable projects in the Consortium’s portfolio.

For purposes of the long-term operating profornparating expenses, including reserve deposits,
will generally be inflated at no less than 3% peary The Consortium reserves the right to stress
proposals for underwriting purposes to assesswipadt of higher operating cost factors, such as
modeling the impact of higher inflation rates imggal for specific items of cost (for example,
assessing the impact of high rates of increasm$orance or development paid utility costs).

Selected Items of Operating Cost

Consortium Federal Assistance Monitoring FeePursuant to 24 CFR 892.214(b)(1)(i) and
893.204(b)(1), the Consortium assesses an annumrdleAssistance Monitoring fee. The
operating budget for each project must include Bowance for the Consortium’s Federal
Assistance Monitoring Fee as specified in peri&tids issued by the Consortium.

Property Management FeesA realistic property management fee should be ot In the
event an excessive management fee is propose@ptisortium will lower it.

Property Taxes- Applicants must provide detailed explanationpraiperty tax projections and,
as applicable, provide documentation that any guatied partial or full exemptions or payments
in lieu of taxes (PILOT) have been approved byappropriate tax assessor. The Consortium, at
its option, may require confirmation from the tas@ssor of the applicant’s projection.

Replacement Reserve DepositéJnless otherwise approved by the Consortium,ofperating
budget must include minimum replacement reservesiepof:

. New Construction: $350 per-unit, per-year

. Rehabilitation: The greater of (i) $350 per-ungryear; or (i) a higher amount
established by a CNA approved by the Consortium.

Note: The Consortium will reserve the right witlaimproject’s transactional documents to require
periodic CNAs for all projects and to adjust ongpneplacement reserve deposits based on the
results of the CNA and other factors to ensuretti@teplacement reserve is sufficient to address
all anticipated needs for the project’s afforddpiperiod or the term of the Consortium’s loan,
whichever is longer.
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Items Payable only from Surplus Cash
Certain costs, sometimes identified by project awmes operating costs cannot be included in the
operating budget and will only be payable from tusgash (aka cash flow). These include:

sIncentive Management Feepayable in addition to the allowable managemesd feoted
above, whether paid to related party or indepenttart-party management fees.

«Asset Management Feepayable to any investor, general or limited partoe member
of the ownership entity.

«Deferred Developer Feesare the money earned by the developer for manathiag
development process for another principal owner.

«Operating Deficit Loan Paymentsmade to any related party including any investor,
general or limited partner, or members of the osimigr entity.

«Other paymentsto investors, general or limited partners, or memmlod the ownership
entity, however characterized, including but nabiled to negative adjustors, yield
maintenance fees, etc.

Ongoing Economic Viability

The Consortium will review the ongoing economichii#y of all projects, taking into account
long-term projections of revenues and expensegje®s must demonstrate they can be expected
to remain viable for at least the affordability ipel; taking into account trending assumptions
noted above, as well as any other changes in apgnavenues or expenses that can reasonably
be anticipated based on other information availedtée Consortium or other project funders. In
particular, the Consortium will review the debt emage ratio and operating margin as outlined
below.

Examination of the development budget, commonherrefl to as the “Sources and Uses”
statement is required. The Sources and Uses ofsFatatement must list:

e All Sources (both private and public) of funds wilollar amount(s) and timing of
availability for each source, and

e All Uses of funds (for example acquisition costt preparation and infrastructure costs,
rehabilitation/or construction costs, financingtspgrofessional fees, developer fees and
other soft costs) associated with the project.

Both the definition of commitment in 892.2 and fhv@ject evaluation requirements in 892.250
require a determination that financing sourcesimarplace before the consortium can commit
HOME funds to a project. Consequently, the follogvfor all project sources is required:

e Firm commitment letters with all terms and condisdor all mortgages, grants, bridge
(interim) loans and investment tax credits (his@lri low-income, if applicable);
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e |If the applicant is a partnership or limited liatyilcorporation, a copy of the partnership
agreement or operating agreement, which will indicdhe cash contributions by the
partner(s) or member(s); and

e If equity is committed by the developer or owner&)idence of available equity funds.

As part of the project sources review, the subkagigring analysis requires that the total amount
of HOME assistance is reasonable and necessaryqudsions to be assessed when evaluating
sources include:

e Are total funding sources adequate and timely @irtavailability to cover development
costs at all phases of the development — acquisittnstruction/rehabilitation, and
permanent loanThe availability of sources should match the priggaaneline and allow
the processing time for allocation requests poatisbursement of HOME funds.

e Are the other funding sources compatible with HOME,do they contain different
requirements that affect the structure of the mjéncluding unit mix, and are these
differences accommodated in the project pldin@ availability of sources should match
the project’s timeline and allow the PJ to antit@pavhen and for which items it will
disburse HOME funds.

e Are the funding sources firmly committeA8sessment of all firm written financial
commitments to ensure that they are in fact firmmeotments that are consistent with the
underwriting of the project. Firm commitments miastnon-speculative sources identified
and secured in the amount necessary to complet@rtject. It is not necessary that
financing sources have “closed” or been disburBedt:umentation of firm financing can
include award letters, offer letters, final termests, or other commitments which are
conditioned upon the receipt of HOME funds. Thesey mot include automatic self-
expiring clauses or highly conditioned language angt have all substantial terms tired
to a specific project.

In the case of projects with LIHTC, the project thsve received a reservation from the Housing
Credit Allocator (e.g., State Housing Finance Agerand be able to provide a good faith offer of
equity investment from an investor prior to theuessce of a HOME commitment.

Debt Coverage Ratio
Projects must demonstrate a positive debt coveraige (DCR) (DCR is Net Operating Income
divided by amortizing debt service) through theedability period.

Operating Margin

In addition to considering the DCR, the Consortiwii review the operating margin (surplus
cash divided by total operating expenses and amaytdebt service). The operating margin must
remain at an achievable and realistic amount.
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Other Funding Sources

Prior to committing Federal Assistance, all otherding sources necessary for a project must be
identified, committed in writing, and consistenttlwiboth the Consortium’s underwriting
requirements and the affordability restrictiongte# Federal Assistance. In general, developers
must make all reasonable efforts to maximize ttelability of other funding sources, including
conventional mortgage debt and tax credit equisya@plicable), within commercially available
and reasonable terms.

Additionally, restrictions or limitations imposeg bther funding sources cannot (i) conflict with
any applicable Federal Assistance requirements{igmalthe discretion of the Consortium, create
undue risk to the Consortium.

Senior Mortgage Debt
Any amortizing mortgage debt that will be seniorthe Consortium’s Federal Assistance loan
must:

. Provide fixed-rate financing;

. Unless otherwise approved by the Consortium, haeenaequal to or in excess of
the Federal Assistance affordability period. THerdability period will generally be 15
years beyond the date of project completion for HOMhabilitation projects, 20 years
for HOME new construction projects, and 30 yearsalbHTF projects. In practice, the
date of project completion will not be the sam@lased in service date for tax purposes,
but for most projects will occur prior to permandoéin conversion following property
stabilization. Insomuch as possible, the first tgage should have the longest
amortization period available but cannot balloaonmo the expiration of the affordability
period; and

. As applicable, allow the Consortium’s Federal Assise covenant running with
the land (i.e. the deed restrictions imposing theddfal Assistance affordability
requirements) to be recorded senior to all otheariting documents such that the Federal
Assistance covenant is not extinguished in the chfweclosure by a senior lender. Note
the Consortium’s Federal Assistance lien itself nbayjunior to USDA RD or HUD
amortizing loans; only the deed restrictions m@ssénior, as applicable.

Tax Credit Equity

Projections of tax credit equity must be documeitgdetters of intent or other similar offers to
participate in the transaction by the proposedctadit investor. Prior to committing Federal
Assistance, the applicant must provide the proptisgted partnership agreement or operating
agreement, as applicable, documenting the terntiseoéquity investment, including the pay-in
schedule.
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The Consortium will review proposed equity pricangd pay-in schedule against information from
other projects in the region to assess whethepribang and terms are reasonable.

Deferred Developer Fee
It is common for projects to include deferred deper fees as a financing source. The Consortium
will generally require that:

. Projections of surplus cash available (after arshdéow contingent payment due
the Consortium) be sufficient to repay the defefielwithin 15 years (notwithstanding
other waterfall provisions in the partnership oeigting agreement, the Consortium will
assume that all surplus cash distributions wilthezlited against the developer fee);

. Following the initial application to the Consortiuthe level of deferred developer
fee will remain fixed (in nominal dollar terms) the event Consortium underwriting
identifies cost reductions, increases in other fiugmpdources, or other changes that result
in a net reduction of the gap to be filled with Eed Assistance; and

. Any net savings (or increased funding sources doly but not limited to upward
adjusters for tax credit equity) at project comipletand cost certification will be used in
equal parts to reduce the deferred developer féerenConsortium’s permanent Federal
Assistance loan. In the event savings are suffidie eliminate the deferred fee in this
manner, any remaining net savings will be usedtihér reduce the Consortium’s Federal
Assistance loan, or in the sole discretion of tlegdrtium, to increase the operating
reserve or preservation reserve.

Exceptions and Interpretation

The Consortium has developed these guidelinesefegral reasons. Not only are they required
by HUD as part of the Consortium’s role in awarditegleral Assistance, but more generally they
are intended to provide clarity to applicants oratvtine Consortium expects and transparency
about the rules of the road. However, the Consmrtiecognizes that it cannot pre-emptively
identify every possible special circumstance thaty mvarrant an exception to its general
requirements, nor can it identify every possibleploole whereby a creative presentation of costs
or other projections might subvert the general nedxlancing of viability and reasonable returns
risk to the Consortium and public benefit.

Consequently, the Consortium reserves the rightige specific underwriting criteria for specific
projects when, in its judgment, the purposes ofRhderal Assistance can be better achieved
without taking on undue risk. When waiving anyegivequirement, the Consortium may impose
additional special conditions or business terms #ma not otherwise typically applied to all
projects.
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For administrative ease, the Consortium may alggmats underwriting standards with those

required by other public funders involved in a giveansaction, particularly if those standards are
more restrictive or conservative than the Consorsu However, the Consortium retains the

right, in its sole discretion, to decide whetheatcept alternative standards.

The Consortium also reserves the right to rejegtedement of a transaction that, despite not being
specifically prohibited, was not anticipated bysheyuidelines or such an element or business
term otherwise creates unacceptable risks, ex@essiurns to the owner/developer, or otherwise
undermines the public purposes of the Federal fssais.

Insomuch as is reasonable, the Consortium will tgodad clarify these guidelines over time to
account for exceptions, waivers, or additionalrresbns it imposes.
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AFFIRMATIVE MARKETING POLICY

The Affirmative Fair Housing Marketing Plan (AFHM#R)a marketing strategy designed to
attract renters and buyers of all majority and mtgayroups, regardless of sex, handicap and
familial status to assisted rental units and salelwellings that are being marketed. The City
of Auburn, Community Development Office, and projewners must adopt affirmative
marketing procedures and requirements for any hgusith five or more Home-assisted units.
Affirmative marketing differs from general markegiactivities because it specifically targets
potential tenants and homebuyers who are leasy likeapply for the housing, in order to make
them aware of available affordable housing oppadtits)

This marketing plan and procedure is a guide tastaghe City of Auburn, Community
Development Office and its recipients and subrecits receiving funds. It summarizes AFHM
plans and affirmative marketing procedures as reduy the Department of Housing and Urban
Development.

In developing an Affirmative Marketing Plan, thetyCof Auburn requires all applicants do the
following:

1. Targeting: Identify the segments of the eligible population

2. Outreach: Outline an outreach program that includes speciehsures
designed to attract those groups identified ag ldady to apply and other efforts
designed to attract persons from the total popariati

3. Indicators: State the indicators to be used to measure theessiaf the
marketing program. The effectiveness of the marggirogram can be determined
by noting if the program effectively attracted estor buyers who are:

. from the majority and minority groups, regardless gender, as
represented in the population of the housing maake;

. person with disabilities and their families; and

. families with children, if applicable.

All applicants are required to make a “good faiffo#” to carry out the provisions of the

Department of Housing and Urban Development’'s Afative Marketing requirements. Good
faith efforts are recorded activities and documerdatreach to those individuals identified as
least likely to apply. Examples of such effortslude:
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o Advertising in print and electronic media that is used and ewr listened to
by those identified as least likely to apply;

o Marketing housing to specific community, religious or othegamizations
frequented by those least likely to apply;
o Developing a brochure or handouthat describes facilities to be used by buyers

or renters, e.g., transportation services, schoblsspitals, industry, and
recreational facilities. The brochure should atkscribe how the proposed
project will be accessible to physically handicappersons and describes any
reasonable accommodations made to persons withildies; and

o Insuring that the management staff has read and undersheoBair Housing
Act, and the purpose and objectives of the AFHMPla

AFFIRMATIVE FAIR HOUSING MARKETING PROCEDURES

Recipients and subrecipients of HOME funds througk City of Auburn, Community
Development Office, and rental and homebuyer ptsjeontaining 5 or more HOME-assisted
housing units must use affirmative marketing pcadiwhen soliciting renters or buyers. HUD'’s
definition of affirmative marketing is marketingfefts intended to reach those persons who are
least likely to apply for HOME-assisted housing.

All project owners are required to do the follogin

Outreach Documentation

At least once annually, all project owners will dant a public outreach effort that will make
available public information on all rental unitsthhave received assistance.

o All marketing of HOME-assisted housing will be gdiction-wide and that all
advertising will be placed in sources of wide clation.

o Media sources should include advertisement to aicpéar audience, (e.g.
newspapers that serve protected classes).

o All advertisement and brochures, and other writtexterials should be published

in multiple languages, in order to reach non-ehgbpeaking audiences and
display the equal opportunity logotype or slogan.

o Contact organizations whose membership or clientelesists primarily of
protected class members.

o The project owner must display the Equal Opporjufogo and fair housing
poster in an area accessible to the public (egtal office).

File Documentation
The City of Auburn, Community Development Offiee]l review for compliance
project owners AFHM plan in accordance with Commt@ procedures as set forth in 24
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CFR Part 108. All project owners must keep thiofaing materials in the AFHM file
for future monitoring of records:

o Copies of advertisements, brochures, leaflets)etters to community contacts.
o Maintenance of information on the race, sex andieity of applicants and
tenants to demonstrate the results of the ownéitsnative marketing efforts.

In instances of noncompliance by a project owndmding will be issued and corrected action
taken by the project owner in the time specifiedhe project owner will for the period of
affordability maintain information demonstrating nepliance with the requirements in this
marketing plan.
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RESALE & RECAPTURE POLICY

The Auburn/Lewiston Consortium will use the Recaptmethod to recover HOME funds from
projects that have not met the minimum requiredratibility periods. The proceeds from the
repayment of the HOME Program assistance to tlggnatlifirst-time homebuyer will be utilized
to assist other HOME Program eligible first-timentebuyers to obtain a home within the
geographic area providing the property will be tipgincipal residence.

To ensure that the Auburn Lewiston Consortium receall or a portion of the HOME Program
funds from a homeowner if the housing is sold,dfarred or foreclosed upon within the minimum
federally required affordability period, the followg Recapture provisions will be made an
express covenant of the borrower applicable tdahe:

If the mortgaged property is sold, refinanced, @yad, assigned, leased or otherwise transferred
or if a senior lender forecloses on any senior gage prior to the end of the minimum federally
required affordability period as defined by 24CFR.Z%4(a)(4), the Home Program loan
assistance must be repaid to the City of Aubura pet proceeds’ basis according to the following
mathematical formula:

Net Proceeds = (sales price minus municipal liemsumprincipal owed to senior lenders minus
selling costs);

Homeowner Investment = (down payment plus pringyaéd on first mortgage, and any verifiable
capital improvement investment made from date otlpase);

A/L Investment = (HOME Program Loan(s) assistance);
Total Investment = (homeowner investment plus Gitgvestment)

Amount of Net Proceeds to be returned to the CiGity’s investment X net proceeds
Total investment

In the event of resale of a property where therenasdirect subsidy to the buyer, the
Auburn/Lewiston Consortium employs a Resale Prowisp preserve the full term of affordability
and ensure the housing is retained for occupanégvibyncome families. Specifically, the Resale
Provision requires that if the owner sells, convaystherwise transfers his interest in the premise
prior to expiration of the affordability period, dusale, conveyance, or transfer shall only be to
an eligible, low-income purchaser. Other reswitsi concerning notice of sale, maximum resale
price and marketing of affordable unit(s) apply @md fully detailed in the Auburn/Lewiston’s
Resale Provision.
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Auburn/Lewiston Consortium will not use the resdraft guidelines without consultation and
approval from HUD.

Recapture provisions are as follows:

Homebuyer and Homeowner Rehabilitation projectd el subject to recapture provisions of
the HOME Program. The property must be occupied psincipal residence for the minimum

periods of 5 years if HOME assistance is less thaf®0, 10 years if HOME assistance is
between $15,000 and $40,000, and 15 years if HOMiSt@nce is over $40,000.The recapture
period shall commence when the building acquisitoil/or rehabilitation are complete and a
project completion certification has been issueddébabilitation.

Transfer of Title. The City shall collect the nebpeeds from the sale of the property up to
the outstanding balance of the HOME assistance wherHOME Borrower relinquishes the

property voluntarily or due to a foreclosure, bantcy, appointment of a receiver or liquidation,
or assignment for the benefit of the HOME Borrowereditors, or a financial hardship resulting
in a short sale. In the event that the net procaeglsnsufficient to repay the HOME loan(s), the
City will then forgive part or all of the HOME loa(s).
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SECTION 4 - LEAD HAZARD POLICIES

PURPOSE

The purpose of the Auburn Lead and Healthy Homegram is to identify and control lead-based
paint hazards in the aging housing stock locateAuhurn, Maine. Healthy Homes works in
conjunction with the Childhood Lead Poison PrevamtProgram which protects Auburn’s
children from the dangers of lead poisoning. Thé#n Community Development Office is
responsible for the management and oversight di¢he Hazard Control Grant, Healthy Homes.

The City of Auburn maintains full compliance witle@&ion 504 of the Rehabilitation Act.

The Auburn Lead and Healthy Homes Program (ALHH&ehy adopts the following policies
and procedures for the administration of the Leaddl Paint Hazard Control Grant funded by
the U.S. Department of Housing and Urban Developr{tedD).

The goals and objectives of the Auburn Lead andtkie&lomes program are:

e To create affordable lead-safe housing in a matim&r maximizes the number of young
children protected.

e To incorporate Healthy Housing protocols and itiit@s into eligible properties.

e To proactively prevent childhood lead poisoningtigh conducting education and training
outreach on Lead-Based Paint safety, State andr&ledead-Based Paint laws, Healthy
Housing and related topics.

e To work with state and federal agencies to compéestd hazard control work in units where
children have been poisoned.

e To create perpetually affordable lead-safe uhitsugh collaboration with a network of non-
profit housing developers.

e To integrate lead hazard reduction into housingbéitation programs funded under the
Community Development Block Grant and HOME programs

e To support proactive landlords, homeowners withngpghildren and in-home child care
providers wishing to make their properties leadksaf

e To support the development of a sustainable infregire and delivery system for Lead and
Healthy Housing education, testing/inspection, laazhrd reduction.

e To create training and job opportunities for lowwome families.

All Lead Hazard Control activities will be condudta conformance with the protocols outlined
in the HUD document entitled: Guidelines for Evaioa and Control of Lead-Based Paint
Hazards in Housing (2012 edition), and as it magrhended or revised in the future; Connecticut
General Statues Lead Poisoning Prevention and @lddé&gulations 19a-111-1 through 19a-111-
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11 and Lead Abatement Consultants, Contractors/doikers Sec. 20-474 to 20-482; EAP 40
CFR part 745, and HUD 24 CFR part 35.

Lead-Safe Work Practices will be used and the Walg practices are prohibited; open flame
burning or torching; machine sand or grinding withdigh-efficiency particular air (HEPA)
exhaust control; uncontained hydro blasting or fpgkssure washing; abrasive blasting or
sandblasting without HEPA exhaust control; heatsgaimove 1,100 degree of Fahrenheit or that
char paint; chemical strippers that contain MethgleChloride or other volatile hazardous
chemicals in a poorly ventilated space; dry scrgmndry sanding, except in conjunction with
heat guns or around electrical outlets.

ROLES & RESPONCIBILITIES

Director of Business & Community Development
The Director will provide administrative oversighhd management support to the Program
Manager.

Program Manager
Reporting to the Director of Business & Communitgv@lopment, the Program Manager will:
» Develop community and business partnerships, pnogsalicies and procedures, and
marketing campaigns.
» Develop and review contractor prequalification pels and systems.
* Be responsible for setting the program budget apémditures.
» QOversee contract negotiations and contract exatutio
» Supervise all training and education programs aaddsponsible for the hiring and
management of staff.
» Establish data management, program evaluationeputting.
* Provide direction and technical assistance to thatg
» Report the program progress to the Director Busid&e€ommunity Development.
» Facilitate the resolution of issues impacting tfiigient delivery of grant services.
* Provide oversight to the program administrationgragions, reporting, and fiscal
monitoring.

Assistant Program Manager
Reporting to the Program Manager, the Assistanigf@mo Manager's primary duties and
responsibilities include:
» Coordinate referral network and Healthy Homes Rastmp among the Auburn Healthy
Homes Coalition.
» Conduct program outreach.
= Conduct community education.
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» Capacity building with regional and statewide partnwho involved in lead and healthy
homes initiatives.

Program Finance Manager

Reporting to the Program Manager, the Program Em&fanager’s primary responsibilities will
include clerical work related to the program withime Auburn Community Development
Department. The Program Finance Manager is reggenfor tracking project financial

requirements through close-out and loan servicfrthe project.

Duties and responsibilities include:
» Conducting calculations on reports; prepare puehaguisitions, invoices, vouchers,
reports, bill payments.
» Tracking deadlines related to grant deliverables anovide follow-up with various City
agencies to ensure timely responses.
* Preparing contracts between the property ownetfs),of Auburn, and contractor.

LEAD Project Coordinator

Reporting to the Program Manager, the Lead Pr@jecrdinator’'s primary responsibilities will
include project oversight of work related to theogmam within the Auburn Community
Development Department. The Lead Project Coordinget responsible for tracking project
elements and documenting requirements, starting eiplication in-take and going through
close-out of the project.

Duties and responsibilities include:

» Performing intake and processing of applications.

» Performing computer-based word processing, databpssadsheet, and file management.

» Conducting calculations on reports; prepare puehaguisitions, invoices, vouchers,
reports, bill payments.

* Maintaining registry of applications for fundingdaoonstruction contractors who are pre-
gualified to bid on Healthy Homes jobs.

» Screening telephone calls and respond to questioifis; technical assistance, and
referrals.

» Performing all records management related actsvitveh applications, contractors, and
prepare correspondence for Quarterly narrativeexipeénditure reports.

LEAD HAZARD CONTROL GRANT
The Auburn Lead & Healthy Homes Program (ALHHP)lwilfer grants and forgivable loans

through the LHR funds as described in the tablevwellThe city will give priority to eligible
property owners to access other low interest l@aasgrants through CDBG, HOME, and other
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resources that may be available. The Intake Coatalir(IC) and Lead Project Coordinator work
together to assist applicants complete the intaiegss and identify other programs and partners
deemed necessary to complete the project.

The applicant will identify the property, unit szand tenant names, identify the owner(s) and
any corporate operating agreements, property insataand proof of ownership. City staff
collects Section 8 landlord rent letters (HCV Ledjethat identify the tenant and the amount of
rental assistance Section 8 is providing, or otleguired income verification documents. A
Vacant Unit Disclosure form will be required foryannoccupied unit at the time of application.
The Lead Project Coordinator will meet with eachnily to complete the tenant application and
collect required income verification. The IC wibrfirm the application is complete and provide
a Pre-Application Approval Form to the Program Mgera(PM). The PM will conduct a property
visit with the owner and the Code Enforcement @ifitco assess the building condition and
viability of the project to result in “Safe Housig

Finance Strategy for Lead Hazard Control and Healtly Homes

Property Type Type of Funding

Owner-Occupied Average LHC cost - $14,500

Single-Family HomegNo LHC match requirement

HHI Intervention Average Unit Cost = $3,674.44

Owner Occupied units in multi-family rental propes fall under the
rental unit property funding guideline

Rental Properties  |Average LHC Cost - $14,500

1-8 units Unit LHC Match Requirement = $1,500 per unit, uatmtal of $6,000
HHI Intervention Average Unit Cost$3,674.4

Rental Properties  |Average LHC Cost - $14,500

2 9 units Unit LHC Match Requirement = $1,250 per unit, umattwtal of $18,00
HHI Intervention Average Unit Cost = $3,674.44

LHC financing for all CDBG loans under the rehab program may be appiietbfcover owne
propertie match at the -3% interest rate

LHC Unit Cap = \Variance will require GTR Pre-approval. Decisiongsade the routine
$20,000 HHI Unit Caffunding process will be documented on the Fundipgraval Form.

= $5,000

J

ELIGIBILITY & SELECTION
All homes and apartments selected for participatame program will meet the following
eligibility requirements:
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e Units receiving HUD grant funds for Lead-Based Paimwzard reduction work will meet
the eligibility requirements established by Title (Xhe Residential Lead-Based Paint
Hazard Reduction Act of 1992), the Notice of FuigdAwvailability (NOFA) for HUD’s
Fiscal Year (FY) 2015 Lead-Based Paint Hazard @brBrant Program and other
Administrative Guidance issued by HUD.

e Units receiving Community Development Block Gramdgtam funds or HOME Program
for Lead-Based Paint hazard reduction will mee#diggbility requirements of the funding
organization(s).

Unit Selection

Selection of eligible units for assistance willllmesed on the following descending order of
priorities:

a. Units with Lead-Based Paint hazards occupiedeagrely lead poison children as
identified by the Maine Department of Public Healtith Blood Lead Level (BLL}>
15ug/dL. Units with Lead-Based Paint hazards oeclipy moderately lead poisoned
children as identified by the Maine Department obRc Health with BLL 10-14pg/dL.

b. Units with Lead-Based Paint hazards occupied bigiedm as identified by the Maine
Department of Public Health with BLt 5pg/dL.

C. Units with Lead-Based Paint hazards occupied byéloolds with a child under age of
six or units where in-home day care centers pros@egices to children under age of six.

d. Occupied by households with a child under age #ilx Asthma or with a child under
age six with a school aged family member diagnegéd Asthma.

e. Rental units with two or more bedrooms.

Rental units with one bedroom.

g. All other target units.

—

Program staff will be responsible for the determora of eligibility and selection of units.
Beyond the priorities listed above, other factoegraffect whether or not a particular project will
be funded, including but not limit to: number ofildren protected, structural condition of the
property, level of intervention required, cost (ld@ value ratio), property owner contribution,
and likelihood of occupancy by families. Applicenivho are dissatisfied with eligibility
determinations, priority selection or other deaisionade by staff may have the determination or
decision reviewed by the Department Director.

Priority consideration for Vacant Units with Vacancy Agreement
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Program Staff considers vacant units that have MacAgreement as priority because of EBLL
cases occurred at these units. Vacancy agreeniebevestablished in situation when property
owners do not have financial mean to abate thelbeadd paint hazard which caused children
with an elevated blood lead level (EBLL)»fl5ug/dL. When a Vacancy Agreement is
established in place between the Division of Crathifustice and the property owners, units will
remain vacant until the lead-based paint hazaaddsessed. Program Staff considers vacant
units with Vacancy Agreement as priority as a ptivaaneasure to prevent new lead poisoning
among children under the age of 6.

Ineligible Units

The City of Auburn has the sole authority to deteenwhether a property is eligible to receive
grant assistance based on HUD OHHLHC guidelineg]jifg priorities and Program Policies and
Procedures. Property owners will be consideredgitéé to apply for grant assistance, and their
applications wilL NOT be considered if they falltiiin any of the following categories:

1. If a property owner is delinquent in any contrattwramonetary obligation owed to the
City of Auburn, including but not limited to propgr sewer, water or motor vehicle
taxes, and parking violations. No exceptions ballmade. Current tax status and liens
will be verified at the time when the applicati@submitted.

2. If a property owner was previously awarded grasistance under the past HUD grant
and did not fulfill the contractual requirementstodé program.

3. If the property exceed the income eligibility lisitas determined by the number of units
and occupant income levels.

4. Zero-bedroom units*, units for the elderly or unigseiving project-based federal
assistance.

For other conditions not listed above, the CityAaburn has the sole authority to review and
determine whether a property owner is eligiblestmeive grant assistance under the applicable
guidelines.

Income Verification and Qualifications

Program staff will request income documentatiommfri@nants and property owners to confirm
income eligibility. In addition, as part of theqgrerements, the program will require the tenants to
sign the “Request for Verification of Employmentirfincome verification. Acceptable forms of
income documentation include the following:

* |RS Income Tax Return Form 1040 (previous year @teckuntil June 30

» |f a household is self-employed, previous year&mrn and a self-employment affidavit
(additional previous tax returns may be sought).

» Copies of wages from current payroll stubs or sigaeployer certifications.
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= Certifications of income from non-payroll sources!s as unemployment and disability
compensation, worker’'s compensation and severamgeAd to Families of Dependent
Children (AFDC), Supplemental Security Income ($8i)Refugee Resettlement

Benefits.

» Copies of Social Security earnings statementsy odtgement or annuity income
statements.

» Confirmation from appropriate housing authoritySgfction 8 voucher holders, if
applicable.

Program staff, where feasible, will obtain “thirdspy” verification during the enrollment process.
Third-party verification is documentation of incortiat is developed by a party, independent of
the application homeowner/lessor/tenant. Selffggation should be used only if a significant
fraction of households do not document income bymaeallowing third-party verification. In
such a situation, the HUD Government Technical Begmtative should be consulted for further
direction.

The Healthy Homes program will adhere to Title Xugements to determine income eligibility.
All Medicaid and Section 8 recipients automaticattget income eligibility requirements. The
Healthy Homes program will adhere to the followingome requirements:

Owner-Occupied, Single Family Units:
All owner-occupied units assisted with grant fustall be the principal residence of
families with an income at or below 80% of the ameedian income level.

Tenant-Occupied, Single-Family Units:

Tenants must be at or below 80% of the area meadcame level.

At least 50% of all rental units shall be occupieanade available to families with incomes
up to 50% of the area median income level andéh®@ming units must be occupied or
made available to families with incomes up to 8%he area median income level.

Multi-family Units
In buildings with five or more units, no more th20P6 of the families may exceed 80% of

the area median income level.

Assistance to be Provided
1. The owner of all eligible units selected for papation will receive the following services at
no cost to the property owner:

¢ Risk assessment and lead inspection including XRBt wipe, soil and water sampling,

and laboratory analysis to determine the preseht@ad-based paint and evaluate the
potential lead hazards.

Auburn CDO Operations Manual 2022 Page 140 | 190



e Technical assistance from Program staff with leaxhlhd assessment, intervention
strategies, specification development, bidding @tractor selection, and construction
management.

e Resident education and relocation assistance fiants.

e Clearance testing at the completion of lead hazandrol activities to insure units can be
safely re-occupied.

e Technical assistance with Healthy Housing assessimgpecification development,
bidding and contractor selection, and construati@magement.

2. Funding in support of lead hazard reduction aegisitvill be made available as follows:

Non-Profit Owned Property undergoing Moderate or Substantial Rehabilitation

Where lead hazard control activities will be contgde as part of moderate or substantial
rehabilitation of a property, non-profit owners gageive loans up to $14,500 reimbursement of
eligible cost. Actual amounts awarded will be deti@ed on a project-by-project basis, taking
into account the total cost for appropriate hazadliction activities, the availability of other
funding resources and the Program’s matching comaerit obligations. Non-profit owners must
assure long-term affordability of the housing unéseiving assistance.

Vacant housing being rehabilitated by non-profigaoizations typically receives the most

comprehensive treatment because renovations aséastial and more lead-painted components
are removed and covered. These units will remanpgtually affordable to low and moderate

income households and are likely to serve familigls young children. Although treatments are

substantial, lead costs are lower because of qveridn rehab activities.

Rental Property (I nvestment and Non-Profit Owned)
Owners of eligible rental properties may receialprogram funding per eligible unit as
follows:
e Loans up to $14,500 per unit.
e Match requirement up to $1,500 per unit for lesstB units, or $1,250 per unit for
projects 9 units or more..

Homeowners
Eligible homeowners with children under age six megeive lead program funding as follows:
e CDBG loan up to $1,500; and
e 100% forgiveness of grant monies can be attain@dump sum three (3) years from the
clearance date if:
v' The property owner continues to own the propertyianemains their primary
residence, and;
v' The property owner keeps the property in “good @l using Lead-Safe
Work Practices as defined in the Federal and Retgilations.
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Recaptured lead grant and loan funds will be piot anseparate income account and fund will be
used for grant eligible lead-based paint relatdivities.

Intervention Strategies — Lead Risk Assessment

Lead-based paint evaluations and interventionegras, techniques and treatments for individual
units will be consistent with the guidance provigethe HUD Guidelines for the Evaluation and
Control of Lead-Based Paint Hazards in Housing 22édition), as it may be amended or revised
in the future. Abatement work will be carried aida a competitive bidding process. HUD
requires that the City address all identified L&abed Paint hazards in properties receiving
assistance. This is achieved through a combinatfanterim controls and abatement of lead
hazards that typically includes window replacemstripping of other friction surfaces such as
doors and jambs, mouth-able/chewable surfacesasishndowsills and stabilization of all other
deteriorated surfaces (interior and exterior). p&aalized cleaning and clearance testing are
conducted before residents are allowed to reoctiupyesidence. Lead Hazard Control activities
will be performed within 10 days or less. Propenyners perform some sweat equity work for
their projects, or pay out of pocket to have it elonTypically, owner work plans consist of
repainting treated interior surfaces and providinigrim soil controls.

Intervention Strategies - Healthy Homes Assessment

Healthy Housing Assessment will be performed bylijad individual or organization. The
Healthy Homes Rating System (HHRS) will be utilizedassess and rank the healthy housing
issue(s) present at a unit and/or property. Tifrimation, along with potential costs, extent of
problem, capacity and availability of contractas;. will be used to help design a work plan to
address the housing related health hazard(s). | 8t@alention such as fan installation, caulking
and weather stripping, railing installations, etdl be bid with and performed by the abatement
contractors. Larger scale and specialized comtigasiich as substrate leaks, mold remediation,
asbestos repair, etc. will need to be bid out sgplrto qualified contractors. Depending on what
type of issue is present and type of interventemquired, HOME and CDBG funds may be sought
to be used in combination with lead and healthy é®rfunds. All aspects of contractor
procurement, oversight, etc. associated with tippsgrams will need to be adhered to. Healthy
Homes Interventions will be in form of a grant e tproperty owners, capped at $3,000 per unit
and subject to the same forgiveness and/or repayeniégria as the lead program listed above.

Recaptured healthy homes grant/loan funds willdterio an account and to be used for grant
eligible healthy homes related activities.

Outreach Activities

Outreach activities and health education will in@dubut are not limited to the following
community organizations and entities: Health cand ahild care providers, schools, parent
groups, faith-based organizations and places ooy landlords, landlord groups, tenants,
tenant groups, housing corporations, door-to-daortargeted neighborhoods, real estate
professionals, investment groups, and non-profiities. Activities will include educational
materials, in-services, presentations, and traging
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Public Service Announcements will be aired via thkevision, radio, and newspaper print.
Brochures and posters will be created by Healthyne and distributed throughout the City.
Within the framework of the Auburn Community Devatoent Office, the staff will lend support
to all divisions for the purpose of providing lelaalzard information. Upon request, the Healthy
Homes staff will be available for presentationswBrPoint presentations and information will be
tailored to the target audience. The Healthy Hopregram will provide continuously updated
information on the city’s website.

Community Development Organizations

Auburn Lead and Healthy Homes has established wgnalationships with the local community
development agencies. The Healthy Homes progralinwerk collaboratively by providing
referrals and supporting projects in need of adilgi funding.

City Procurement Regulations and Policies
Auburn Lead and Healthy Homes follows the City aftAirn’s Procurement and Ethics Policies.

Lowest Responsible Bidder
Auburn Lead and Healthy Homes will award projeotthie lowest responsible bidder as defined
in the City of Auburn’s Procurement Regulations &udicies.

LEAD HAZARD FUNDING PROCEDURE

Application

Property Owner(s) receiving Lead Abatement Ordacds@operty owners expressing interest in
the program will receive a Rehab Application. Rpplication is used for an initial assessment
of eligibility. Status notification letters willdosent to property owners with a low priority score

Applications submitted without proper documentatwii not be accepted. If the property is

owned by a business entity, an authorizing Reswiutiust be submitted along with the completed
application and other required documents.

Applications must be submitted to the Community &epment office with a copy of the most
recent mortgage statement and proof of Homeowhesigance. One (1) copy of the most recent
IRS 1040 tax return and weekly pay stubs from #@& pvo (2) months for each wage earner in
the household. If applicable, the most recent @d®ecurity and/or pension statements can be
provided by those who are not required to file fatlaxes. If a property owner is self-employed,
a Financial Statement certified by a Certified RuBtcountant for each of the two (2) years prior
to the date of application must be submitted withapplication.

Tenants must submit a complete Resident Informa&eeket (provided with the application) and

documentation of income qualification (most redemtreturn, weekly pay stubs from the past (2)
months, Section 8 award letter, social security efien letter, veteran’s award letter, or
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unemployment compensation benefits statement). tarized Income Affidavit (See Appendix
F) will be accepted in place of the aforementiomedme documents, if those documents cannot
be furnished.

Properties that meet all eligibility requirementdl veceive an Approval Letter. Properties who
do not qualify for Healthy Homes will receive a Darietter.

Property File

All documents pertaining to a property (i.e. apgiicns and its supportive documents, contractors,
inspection reports, etc.) will be maintained inl@designated for the specific property. File wi
follow the file assembly checklist when assemblimg property file.

3.4 Tier-2 Environmental Review
For each eligible and enrolled project, Auburn Lead Healthy Homes completes and file the
following documents:

(1) Evidence of compliance with 36 CFR Part 800 Hist@rPreservation (consultation with
the SHPO or compliance with current Programmatiageggent with SHPO and/or
Advisory Council on Historic Preservation.) Forclkaproperty enrolled under the
program, Auburn Lead and Healthy Homes submitsitiemnrrequest to the State Historic
Preservation Office for the determination of thegarty’s historical value. Documents
submitted to SHPO along with the written requestudes: a copy of assessor’s card,
pictures of the property, and a copy of the Leadard Reduction report (which detailed
abatement methods on all surfaces tested positndedd). Once a property is determined
historic, SHPO will provide approved abatement radthaccording to the provisions
under the Section 106 of the National Historic Brestion Act of 1966 and the Maine
Environmental Policy Act.

(2) Evidence of compliance with 24 CFR 51(c) ExplostvElammable Operations.

(3) Evidence of compliance with CFR 51(d) Airport Clgames.

(4) Evidence of compliance with Toxic/Hazardous/Radivac Materials, Contamination,
Chemicals, or Gases (i.e. map identifying potelytiahpacting regulated TSCA, RCRA
sites — EPA Evnirofacts.)

(5) Evidence of compliance with Flood Insurance ando&l®isaster Protection Act (i.e.
FIRMette and policy declaration of flood insurantfea unit is located in a SFHA, Auburn
Lead and Healthy Homes will notify the property @withat his/her property is located in
an existing floodplain. Proper flood insurancelvoé required to participation in the
program, per National Flood Insurance Program requents.

Lead Inspection/Scope of Services/Lead ManagemeniaR

Once a property owner is approved for assistandeskatts to participate in the Auburn Lead and
Healthy Homes program, the property will be visibydthe Environmental Consultant contracted
out by the Healthy Homes program. The Environme@ansultant will perform a Lead
Inspection to determine the suitability of the pudp. Prior to the inspection, a Letter of
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Inspection Notice will be mailed to the owner vextdfied mail to notify the home owner that a

Healthy Homes staff member will contact the propesvner to schedule a date and time for the
inspection. The property owner is required tofgdtis/her tenants about the incoming inspection
and coordinates with the tenants about the datei@edfor the inspection. A Lead Inspection of

the unit(s) will be performed utilizing XRF testingAll common areas and the exterior of the

property, including play areas, will be tested.pfRsentative dust wipe samples will be collected
from floors, window sills, and window wells. Bageil and paved surfaces will be examined and
sampled, as needed. All inspections will be pentad in compliance with HUD, EPA and State

of Maine Department of Public Health Regulationa-191-1 thru 19a-111-11.

A Letter of Notice of Test Result/Educational Maés along with a Comprehensive Risk
Assessment Report, which contains Lead InspectigpoR, Lead Hazard Reduction Plan, and
Lead Management Plan, which indicates areas reguivazard control work will be mailed to
property owners via certified mail,. Healthy Homegquires the property owner to notify tenants
about the inspection results and passes on theagonal pamphlet entitledThe Lead-Safe
Certified Guide to Renovate Rigbthis/her tenants. A Healthy Homes represergati provide
lead education if requested by either property awoetenants. The Scope of Work will include
specifications and floor plans to be used in themetitive bidding process. The LEAD Project
Coordinator and Program Manager will review thepmsed Scope of Work and determine the
scale of the final project. This decision will based upon the availability of grant funds, the
amount of lead hazard reduction work required, #yedproperty owner’s willingness/ability to
contribute to the project. The property owner Wwélsent the Letter of Project Progression which
includes the scope of work, floor plans, and aqmifimeline of the next phase. The reduction
plan will be forwarded to the City’s Procurementefagwho will initiate the formal bid process.

For properties with children, Healthy Homes wilsare that children are be tested for blood lead
levels before and after the construction, eitheoubh the children’s pediatricians or the will
provide capillary blood testing onsite, if necegsar

Healthy Homes Assessment — Healthy Homes Rating $is

Health Homes Assessment of 29 hazards relatedusirigp by utilizing Healthy Homes Rating

System shall be conducted for units approved foeiveng Lead Hazard Control funding. Top
five housing related hazards shall receive fungingrity and they are: Damp and Mold Growth
(Hazard 1); Structural Collapse and Falling Eleradiitazard 29); Electrical Hazards (Hazard
23); Falling on Stairs etc. (Hazard 21); and FgliBetween Levels (Hazard 22).

Health Homes Assessment of 29 hazards relatedusirigp by utilizing Healthy Homes Rating
System shall be conducted for units receiving Ueafdections/Risk Assessments. All inspections
will be performed in compliance with HUD, EPA anth® of Maine Department of Public Health
RegulationsA Letter of Notice of Test Result/Educational M#&és along with a Comprehensive
Risk Assessment Report, which contains Lead Ingpe&eport, Lead Hazard Reduction Plan,
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and Lead Management Plan, which indicates areasrirgg) hazard control work will be mailed
to property owners via certified mail. This Pragreequires the property owner to notify tenants
about the inspection results and passes on theagoinal pamphlet entitledThe Lead-Safe
Certified Guide to Renovate Rigbthis/her tenants. A Healthy Homes represergati provide
lead education if requested by either property awoetenants. The Scope of Work will include
specifications and floor plans to be used in themetitive bidding process. The Lead Project
Coordinator and Program Manager will review thepmsed Scope of Work and determine the
scale of the final project. This decision will based upon the availability of grant funds, the
amount of lead hazard reduction work required, #yedproperty owner’s willingness/ability to
contribute to the project. The property owner Wélsent the Letter of Project Progression which
includes the scope of work, floor plans, and aqmifimeline of the next phase. The reduction
plan will be forwarded to the City’s Procurementefag who will initiate the formal bid process.

Bid Process

The Bid Process will follow the City of Auburn’s @wnunity Development Procurement Policy.
A bid packet, including the Scope of Work and flg@an, will be complied, and sent to the
Purchasing Department by the Lead Project CoordiinatJpon receipt of the bid packet the
Purchasing Department will advertise the InvitatiorBid in the local newspaper and will also
fax it to various contractors.

The Lead Project Coordinator will notify the homeww that an Invitation to Bid was advertised
of the date and time of the “walk-thru” site inspesg.

The walk-thru is mandatory for all contractors whant to submit a bid. The Program Manager,
Lead Project Coordinator, representative from theclRasing Department and Property Owner
will be present during the walk-thru.

Contractors will have seven (7) days to submitrtbals to the Purchasing Department. On the
seventh day following the walk-thru, the Purchafdmgpartment will open the bids in the presence
of the Lead Project Coordinator or Program Manag&rminimum of three (3) bids must be
submitted to the City for each project. Prior wmrlyg awarded the bid, the lowest responsible
bidder is required to supply proof of qualification

If the bid for a project exceeds $50,000, the @mtor must submit a and a Bid Security equaling
ten percent of the total bid amount to the CityAafburn Finance Department with the bid.

Additionally for projects exceeding $50,000.00, theccessful bidder must submit a 100%
Performance Bond in a form acceptable to the Gityrpo contract execution.

Contractor Qualifications

The successful bidder must provide proof of itslifagations in addition to submitting the
application packet prior to being awarded the Widfor any reason a contractor is disqualified,
the project will be awarded to the next lowest oesible bidder.
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To be qualified to Bid on Healthy Homes’ projeasntractors must possess the following
certificates, licenses, and insurance coverage.

e HUD Lead-Safe Work Practices Certification or decansed Lead Abatement
Contractor by the State of Maine Department of ieubéalth

¢ RRP Certification

e Insurance coverage naming the City of Auburn aed phoperty as additional insured for
the duration of the project as follows:

Liability Insurance $1,000,000 per occurreng2,000,000 Aggregate

Automobile Liability Insurance $1,000,000 per Admint, combined single limit
(CSL)

Workers’ Compensation Statutory Limits within tBeate of Maine

Pollution Liability Insurance $1,000,000 per Ocante (or per Claim if Claims
Made) / $1,000,000 Aggregate

Excess General Liability Insurance Comprehensiveeg# liability umbrella insurance
coverage

Contracts and Agreements

To secure funds through the Healthy Homes progtheproperty owner is required to sign a
Letter of Intent at the Application stage, OwnetyCAgreement, Contract for Lead Hazard
Control Work, Declaration of Restriction, Discloswuand Certification Affidavit of Outstanding
Obligation to the City of Auburn, and a Notice ddricellation.

Contractors are required to sign the Contract Bad_Hazard Control Work and a Corporate
Resolution.

Upon receiving signatures from the property owmat @ontractor, the documents will be sent to
Community Development Office for Program Managesgnature. The Community
Development Finance Manager will make copies ofdatuments and send them via certified
mail to the property owner who is responsible fetaming the documents for their personal
records.

Relocation of Tenants

In order to maximize the utilization of fundinggthelocation is a tired approach system in terms
of funding support. The Program Manager will detiexe, based upon the Scope of Work, if
relocation of tenants is needed during the leadtiazduction work. A child with an EBLL and
his/her family must be relocated for the duratibthe project. Any residence to which a family
with an EBLL relocates must first be inspected byeavironmental Division Lead Inspector/Case
Manager to ensure the property is lead-safe. Wisnilple, the property owner will relocate the
family to another unit they own that is both vacantl lead-safe. If the property owner does not
own an additional unit(s), the family will be ask&a stay with friends or family members.
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Relocation to a hotel is the last option. The propowner is responsible for securing adequate
storage for the tenant(s) personal property.

Matrix of Relocation

Relocation Priorities Responsible Party
Tier 1 Property owners provide tenants other ledd-anit they own
that is both vacant and lead-safe.
Tier 2 If the property owners do not have othedisafe units, the

tenants will be asked to stay with friends or fgmiembers, if
this option is availabl

Tier 3 If the property owners do not have othedisafe units, the
property owners will pay for the hotel stay durthg abatement
work construction time peric

Tier 4 If the property owners do not have othedisafe units and hav
no financial means to pay for hotel stay, thengitogram will
pay for the hotel stay during the abatement coastm time
period

Tier 5 If a child’s BLL is equal to or greater thds pg/dL, the progran
will provide the relocation for the tenar

1%

-

Supervision of Contractors

The Lead Project Coordinator is responsible folydaonitoring the contractors’ work. The Lead
Project Coordinator will conduct site meetings whiequired, review change orders, oversee
contractors’ work practices, worker protection, amdify completeness of the Scope of Work.
The Lead Project Coordinator will complete daily Jeite Inspection Report that describes the
work being conducted, workers on site, and wagek pa

Building Permits

The Lead Project Coordinator is to determine win €ontractor when a permit is required for a
project. The Contractor is responsible for obtagrall necessary permits. Permits will be
verified by the Lead Project Coordinator priorhe tommencement of construction.

Change Orders

If a Change Order becomes necessary during theseaifithe project, the contractor must notify
the Healthy Homes program prior to proceeding. difoposed work must be presented in writing,
reviewed, and approved by the Program Manager famétirchasing Agent. All change orders
must be related to existing and/or unanticipatetkwdlo work proposed in the change order shall
begin without written approval from the Program Mganand the Purchasing Agent.

Budget Amendment
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A Budget amendment is required if a Change Ordapwoved or if any other issues arise that
require a change to a line items or the total budgeunt. The Program Manager will prepare
the Budget Amendment for approval by the Programed@or and the updated budget will be
delivered to the Contractor via certified mail.

Other Work

No work, of any kind, other than that containedhe Scope of Work will be covered by the
Healthy Homes program nor should any additionalkda® undertaken during the course of this
project.

Clearance Testing

All lead-based paint hazard control work perforrneder the Healthy Homes program is subject
to clearance testing. Once the project is finistieel Lead Project Coordinator will request the
original testing/design agency perform visual irctjos of all work areas to ensure that the Scope
of Work was completed properly, a thorough cleartiag occurred, and that no construction
debris or dust remains. Dust wipe samples wibl&ined to verify that the property is indeed a
lead-safe environment at the time of clearancengest-or abated proprieties, dust wipe samples
are required to be collected from floors, windowssiand window wells. For non-abated
properties, dust samples are required from eitherfoors and window wells or floors and
window sills. Dust wipe samples must not exceedftfiowing limits (Policy Guidance Number
2017-01; Effective April 1, 2017):

New Lead Dust Hazard Action Levels:

Floors: > 10 ug/f
Window Sills: > 100 ug/ft

New Lead Clearance Action Levels:

Interior Floors: < 10 ug/t
Porch Floors: < 40 ugft
Window Sills: < 100 ug/ft
Window Wells: < 100 ug/ft

A visual inspection and dust wipe sampling mustbeducted before submitting an approved
clearance letter and/or re-occupancy of the uRite clearance criteria and clearance report shall
be in compliance with HUD, State, and EPA regulsio Reports will be sent to the State and
City Health Departments, as necessary. If a @il the clearance test, the contractor will be
financially responsible for follow-up testing unthe unit clears. This will be outlined in the
contract and Bid Specifications.
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Once clearance testing is performed, a final inspeof the project will be scheduled with the
property owner. All projects that include codelaimns corrections in the Scope of Work will
be subject to inspection by a City of Auburn Bulglinspector prior to project completion.

Following the final inspection, the Lead Projecto@tinator is responsible for deciding if the

Scope of work has been completed appropriatelysanfitciently. Prior to final clearance, the

Lead Project Coordinator will provide the contraatath a “punch list” of outstanding items that

must be addressed, as warranted. If, in the apwfithe Lead Project Coordinator, the work was
performed in an acceptable manner consistent Wwélspecifications, the work will be certified

as complete.

When a project is determined to be complete, tlopgnty owner will be receive a Letter of
Compliance and will receive a copy of the Lead Mpament Plan.

Project Closeout

Upon completion of the project, the contractor,pamty owner, and Lead Project Coordinator
conduct a final walk-thru of the property to enstinat all work was completed correctly and that
homeowner is satisfied with the workmanship. Thadet Close-out Form will be signed at the
walk-thru by the property owner, contractor, ané@d.éroject Coordinator. This document will
then be provided to the Program Manager and Pro@iaector for signatures. The contract and
property owner must also sign and notarize the 1@oturs Certification of Completion Form and
return it to Healthy Homes.

Upon completion of the project, the contactor sipativide the property owner with a written
guarantee/warranty for the work completed on tloperty. A Mechanics’ Lien Waiver will be
signed by the Contractor, any and all subcontracibthe completion of the project.

3.19 Payments
All project funds will be retained in an accountradistered by the Project Manager for the
Healthy Homes program.

Contractors will receive the Contractor’'s NoticeFohal Payment which details the necessary
documents that must be submitted to Healthy Horoes ffinal payment to be rendered. All

payments shall be made by check, payable to thieamar. In most cases, 90% of the contract
price will be paid to the contractor upon completwf the work and once the Healthy Homes
program has received the clearance report. Thainemg 10% will be paid in a similar manner

on the 38 day after project completion, provided the propesner has not found any defects in

the workmanship and materials.

Where the property owner has agreed to pay thepoof the contract price not covered by the

grant, the owner shall submit to the Healthy Hopregiram a certified bank check payable to the
Contractor prior to the execution of the Owner/Cactior Agreement. The Certified Bank Check
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will be held in the Healthy Homes’ office and wllle released to the contractor upon the
completion of lead hazard reduction work.

On projects with a cost exceeding $15,000.00, msxypayments totaling no more than 50% of
the total contract price may, at the discretiorihef Project Manager, be made to the contractor
upon partial completion of the work provided therkvés inspected and approved by the Lead
Project Coordinator and mechanics lien waivergaogided.. Healthy Homes will retain record
of all payment rendered to contractors.

Satisfaction Survey

All property owners who had lead hazard reductionkrconducted on their property will receive
a Healthy Homes Satisfaction Survey. The Survelesgned to evaluate the overall qualify (i.e.
professionalism of staff, qualify of work, timeligsgeof project completion, etc.) of the program.

Compliance Monitoring — Lead Management Plan

Annual compliance monitoring for the three-yeantesf the grant will be conducted to ensure
that each property is incompliance with its Leachisigement Plan. Compliance monitoring will
also include verifying resident information usiig income Rental Form to ensure that property
owner is renting to targeted populations. Propevyers will be notified in writing as to their
property’s compliance with its Lead Management Plan

Property Maintenance

The Healthy Homes program requires that the ownamntain the rehabilitated property in
accordance with the all City building, health aime €odes and all municipal ordinances governing
residential/rental properties. If it is determintb@t the property has not been maintained as
required the owner will be required to repay theaader of the obligation as determined by the
Declaration of Restrictions. Repayment of the rewher of the obligation will be requested at the
Program Manager’s discretion.

Fair Market Rental Rates

The Rental Regulatory Agreement is based upon muH&D Fair Market Rental Rates Rent
increases will be considered when existing renéskslow current Fair Market Rental Rates.
Approved increases shall be applied equally tortesnaver a three (3) year period and must not
exceed Fair Market Rental Rates.

Rent increases shall be approved by the Healthy ddomprogram upon submission of
documentation by the owner reflecting an increasanual expenses for taxes, insurance, heating
and other utilities, as well as maintenance andatjo® costs.

To assure compliance with the Rent Regulatory Ageg, tenants residing at a property that has
received funding from Healthy Homes must verifytttheeir rents are incompliance with HUD’s
current Fair Market Rental Rates. Tenants musipbeta verification forms before and after the
project.
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Occupancy Requirements

Upon completion of the project, property owners tiaggee to give rental priority to low-income
individuals and families with children under theeagf six, for a minimum of three (3) years
following the completion of lead hazard reductiatiaties. Of the units in a building, 50% must
be occupied by or made available to families withrecome at or below 50% of the area median
income. The remaining units shall be occupied adenavailable to families with incomes at or
below 80% of the area median income level. Owmeupied housing units will be occupied by
families at or below 80% of the area median incame not less than 90% of these homes will be
occupied by a child under the age of six.

Release of Declaration of Restriction

Three (3) years from a project’s clearance dafehal loan payment date, whichever is later, the
Community Development Office will release the Deateon of Restriction from the property
releasing the Declaration of Restriction to thepgity owner. The property owner is responsible
for recording the release of the Declaration oftR&gn on the land record.

LEAD REMEDIATION PROCEDURES

Property Owner Contact / Intake

a. Property Owner submits Application and all supp@tidocumentation, including those
required by the tenant(s) to the Intake Coordinator

b. Upon submission of the complete Application to Aublead and Healthy Homes, the LEAD
Project Coordinator determines the property’s by, based upon the priority ranking
system. Applicants who do not score high on thiagascale will receive a status notification
letter.

c. If the income eligibility criterion is met, the LHAProject Coordinator will determine if the
property is deemed historical, complete the Envirtental Review and determin if the
property has an abatement order.

d. The LEAD Project Coordinator will create a file fthre property utilizing the file assembly
checklist to ensure all proper forms are documeatedrdingly.

e. The LEAD Project Coordinator will give the file tihe Program Manager for review &
Approval by the Program Director.

f. The LEAD Project Coordinator will prepare and se¢hd Approval Letter to the Property
Owner. Property Owners whose files are not apatovié receive a Denial Letter.

g. The LEAD Project Coordinator will execute the Dasalre and Certificate to perform a tax
clearance to ensure all property, sewer, wateraatamobile taxes are current with the City.
The tax clearance includes all properties listedieurthe owner(s) or entity(ies).

h. The LEAD Project Coordinator will provide the propeowner and/or tenant(s) with the
EPA’s Renovate Right brochure and ensure that teeRenovation form is received.

Lead Inspection/Scope of Work/Lead Management Plan
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a. After the file is approved, the LEAD Project Coardior will work with the Property Owner
and the Environmental Consultant to set-up a dadetiane for the Lead Inspection.

b. The LEAD Project Coordinator will notify the Envimmental Consultant if the property has
an abatement order and/or is a historical property.

c. The Environmental Consultant will complete the Ldaspection under the LEAD Project
Coordinator’s supervision. The Consultant will yadee Auburn Lead and Healthy Homes
with the Lead Inspection Report, including flooaup| all XRF readings, the Scope of Services,
and Lead Management Plan. All documents will &t sea e-mail and hard copy to the
Program Manager and LEAD Project Coordinator, witihe (5) days of completion.

d. Upon receipt of the Lead Inspection Report, Scdpgenvices, and Lead Management Plan,
the LEAD Project Coordinator will cross-referenbe tlocuments to ensure that all defective
leaded surfaces/components appear on the Scopeepficé&s and that all leaded
surfaces/components (intact or defective) appedn@head Management Plan.

e. A copy of the Scope of Work and the floor plan v mailed to the homeowner for review,
along with a letter describe the next phases optbgect and their estimated time frames.

f. If a property is deemed historical by SHPO, the DERroject Coordinator will send the
inspection report to SHPO for approval.

g. If a property has an abatement order, the LEAD detoCoordinator will provide the
Environmental Division with the inspection repast fipproval. The Environmental Division
will also be notified if the property is deemedtbrgcal.

Healthy Homes Assessment/Scope of Services
a. After the file is approved, the LEAD Project Coardior will work with the Property Owner
and the Environmental Consultant to set-up a datdeiane for conducting Healthy Homes
Assessment via Healthy Homes Rating Tool.
b. The LEAD Project Coordinator will compile the resubf Healthy Homes Assessment and
will forward the results to the Environmental Coltsat for developing the scope of
services. All documents will be sent via e-maill dward copy to the Program Manager and
LEAD Project Coordinator, within five (5) days afropletion.
c. Upon receipt of the Scope of Services, the LEAQdutoCoordinator will cross-reference
the documents to ensure that Scope of Servicessedaped according to the assessment
report.
d. A copy of the Scope of Services and the floor pldhbe mailed to the homeowner for
review, along with a letter describe the next phadehe project and their estimated time
frames.
e. If a property is deemed historical by SHPO, the Audstrative Assistant will send the
inspection report to SHPO for approval.

Bid — Lead Abatement and Healthy Homes Remediation

a. The LEAD Project Coordinator will prepare toenplete Bid Packet and give it to the Program
Manager for approval. For properties with an ainatet order, the LEAD Project Coordinator
will provide the Environmental Division with a copy the Scope of Work for approval.
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Upon approval from the Program Manger, the DE&oject Coordinator will make copies of
the Bid Packet to be distributed at the walk-thru.

The LEAD Project Coordinator will provide tiRurchasing Department with the required
information needed to place a Bid Announcement.

The LEAD Project Coordinator will notify thegperty owner(s) and tenant(s) at least 48 hours
in advance of the Bid Walk-Thru to ensure accesbaaunit(s).

The Purchasing Department will award the Bidhe lowest bidder that meets all necessary
program requirements, within 24 hours of the dia¢eltids are due.

The LEAD Project Coordinator verifies that thentractor's qualifications including
insurance, licenses and certifications are valid @nrrent and that contractor has completed
the application packet.

The LEAD Project Coordinator will send writtantification to the contractor and Property
Owner confirming the Bid Award. The contractorhave five (5) days to contact the LEAD
Project Coordinator and schedule the contract sggm copy of the letter must be kept in the
Property Owner’s file.

If a project bid exceeds $50,000 the Proganance Manager must obtain a Performance
Bond and Bid Security from the lowest Bidder.

Contract Signing

a.

The Program Finance Manager will prepare the cotgr@and notify all parties of the date and
time the contracts will be signed. The LEAD Proj&@voordinator will also provide the
property owner with a draft of the contracts toi@awprior to the contract signing.

At the time of the signing, the contractor is reqdito supply the Program Manager with a
copy of the “Notice of Commencement Lead AbatenMitigation Project” form required to
be mailed to the Auburn Community Development @ffid0 to 14 days prior to the
construction start date). A copy of the contriddrker Affidavit, and the notification will be
put in the Property Owner’s file.

The Program Finance Manager will request that i@ Bearch for the property be performed
as well as a final tax clearance to verify the noostent installment of taxes is paid.

The LEAD Project Coordinator will contact the PrageOwner to schedule the contract
signing (at least two weeks prior to the commencgroEconstruction).

The LEAD Project Coordinator will ensure that thentactor provided all necessary
paperwork and documentation, including Lead Abatdgnigcense, Home Improvement
License, Renovate, Repair, and Paint (RRP) Ceaxtiio, and Certificate of Insurance.

The LEAD Project Coordinator will forward a copy tife Certificate of Insurance to the
City’s Purchasing Department.

The Program Manager will decide, at the time oft@et signing, if relocation of tenant(s) is
needed and will notify the Property Owner if sudltegision is made. The Program Manager
and LEAD Project Coordinator will remind the Proge®©wner and tenant(s) that children
cannot be in the home during the remediation/abaté¢nvork.

If relocation is required, the Property Owner/tdf@nmust make arrangements with the
LEAD Project Coordinator to pick-up gift cards focal restaurants and grocery stores on the
day work commences.
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After the Program Manager has signed the contitaet, EAD Project Coordinator will make
a copy for the file and send a copy of the docuis¢mnd the Property Owner and Contractor.
The Program Finance Manager adds to the file angrBm Database the date the Deed
Restriction was placed on the property.

Construction

a.

For a property with an abatement order and childreter the age of six living on the premises,
the LEAD Project Coordinator will notify the PropgOwner that the child and guardian must
be relocated during the construction phase of tbiggt. The LEAD Project Coordinator will
also notify the Environmental Division when relaoatis necessary.

Prior to the commencement of construction, the LBAject Coordinator verifies that the
contractor has obtained the proper building perfmits the Auburn’s Planning & Permitting
Office.

The Program Manager issues a notice to procedrbtocontractor and the property owner with
approved starting and ending states agreed uptimebywner and contractor.

The LEAD Project Coordinator will notify tenants &ast 72 hours in advance of
commencement of the work.

The Program Manager and LEAD Project Coordinatdk evisure that the contractor makes
every attempt to complete the work within the tispecified in the contract and that proper
work procedures are followed.

The LEAD Project Coordinator will monitor the consttion site daily and complete a Job
Site Inspection Report each day.

If a Change Order becomes necessary during thesemirthe project, the contractor must
notify the LEAD Project Coordinator and Program Maer, in writing, prior to proceeding.
The proposed work must be reviewed and approvethdyrogram Manager. All Change
Orders must be related to existing and/or unarategb work.

Clearance
a. The contractor will notify the LEAD Project Cooraditor when the project is ready for

b.

clearance. The LEAD Project Coordinator will schiedthe clearance testing within one (3)
business days of notification from the contractor.

When the Program Manager receives the clearancatyep copy of the report, the Lead
Management Plan, and a Letter of Completion wiktéet to the Property Owner by the LEAD
Project Coordinator.

If the property fails the initial clearance teste t EAD Project Coordinator must notify the
contractor immediately. The contractor must rexlthe affected area(s) within 24 hours. The
contractor will notify the LEAD Project Coordinatarhnen the cleaning is complete so that
another clearance test can be schedule. The ctmt@ssumes the costs associated with the
clearance testing for each subsequent testingth&dirst failure.

When the LEAD Project Coordinator receives theraeree results, and the clearance passed,
the LEAD Project Coordinator will notify the PrognaManager.

The LEAD Project Coordinator will contact the PrageOwner to let them know it is safe to
return to the residence. If the Property Ownersdoa& notify the tenant(s) within 24 hours,
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the Property Owner will be responsible for incugrithe relocation fees from the clearance
date.

The LEAD Project Coordinator, contractor, and Progp®wner will conduct a final walk-thru
to verify that all work was completed and the woskship is satisfactory to the property
owner. Any items that are outstanding will be réleal on the Contractor’s “Punch List”. The
contractor will provide the homeowner with writteguarantee/warranty for the work
performed on the property.

Upon completion of all work, the contractor willsuit to the LEAD Project Coordinator the
Mechanics’ Lien Waiver.

The LEAD Project Coordinator will provide a copy tife clearance testing results and
clearance letter to the Environmental Divisiorthé property had a Lead Abatement Order.
The LEAD Project Coordinator provides the Prop&tyner with Letter of Compliance and
explains the obligations regarding the Lead ManagdrRlan.

Payment

a.

To receive a progress payment, the contractor sulshit the request, in writing, to the LEAD
Project Coordinator and it must be approved byPttogram Manager. Two progress payments
can be rendered when the project is 25% and 50%letbeal.

Upon clearance, the contractor will submit the Ifimwoice, bond check, project close-out
form and certificate of completion before final pagnt is rendered.

The LEAD Project Coordinator will process invoidesm the contractor and Environmental
Service Consultant. Upon project completion, tB&AD Project Coordinator will give all
invoices to the Program Finance Manager for payment

All portions of the work write-up identified as r@p grant, any rehabilitation program funds,
and/or Weatherization Program funds, used as ahmiatigst be recorded.

Post Project Completion

a. The LEAD Project Coordinator will mail, to the pemy owner, the Healthy Homes’
Satisfaction Survey.

Compliance

a. The LEAD Project Coordinator will conduct annuallkvthrough of each cleared property
for a period of three (3) years to ensure the ptgpg in compliance with its Lead
Management Plan and that the property owner isinges rental income and occupancy
agreements. Rental income and occupancy agreemite verified utilizing the Income
Rental Form.
b. The LEAD Project Coordinator will prepare a briefitten summary of the findings,
including the issues of non-compliance if any, prepare a letter of the findings to be sent
via certified mail to the property owner.
c. If a property is found not be in compliance withliiead Management Plan, the Property
Owner will have 15 days to respond to the lette @ndiscuss with the LEAD Project
Coordinator how to bring the property back into pdiance.
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d. The LEAD Project Coordinator will work with the Ryerty Owner to ensure that the
individual(s) performing the corrective work holtetproper certifications and/or licensures.
e. Upon completion of the work, the home owner wilhtact the LEAD Project Coordinator,
so that the work can be approved.
f. The LEAD Project Coordinator will initiate the rake of the Deed Restriction three (3)
years from the date the property was cleared,ter #fe final loan payment is made, which
ever is later.
g. The LEAD Project Coordinator will mail the originRelease of Deed Restriction to the
property owner. The property owner will record thkease on the land records.
h. During the annual compliance inspection, the LEADj&ct Coordinator will also collect the
following updated information: number of childreside in the unit under six, family
income, rent information, and ethnicity information
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eLOCCS SECURITY POLICY

This document establishes the information secyaticy and procedures for the City of Auburn

to ensure that the integrity of the U.S. Departnadrifousing and Urban Development's (HUD)

Electronic Line of Credit Control Systems (eLOC@Shaintained and to ensure compliance with
information technology security guidelines.

The policy recognizes that access of authorizedgoerel to the eLOCCS systentas official

use onlyand that the system user identification (User I€ued and the subsequent created
password by the authorized personnel are to beswely in connection with the performance
of their official responsibilities as a grantee anay not be used for personal or private gain.

In ensuring that the integrity of HUD's financials§em is maintained, the policy identifies
below security practices which are consistent WMthD's current security policy.

SECURITY PRACTICES AND PROCEDURES
The following procedures will be utilized by thafftand associates of the City of Auburn.

Only authorized users will access eLOCCS and they will only actiessystem foofficial
business solely in connection with the performance of thegponsibilities as a grantee and not
for personal or private gain.

a. The organization's Approving Official is the Direcof Business & Community
Development

b. The authorized users are the Community Developiamager & Finance
Manager.

2. The Approving Official and each user will ensuratttheir individual User IDs and
Passwords are kept secure and confidential anahatilbe shared with any other
persons. Users agree to be responsible for thedemtifality of this information.

a. Users will change their password every 60 daygasired by both Secure
Systems and the eLOCCS system.
b. Users will:
I. Log off the system when leaving the system or legwheir work area.
ii. Refrain from leaving written User IDs and passwardtheir work area.
iii. Contact the Program Office if their User ID is sursgped or terminated.
iv. Avoid posting reports or printouts that containsgve
information in public areas or leaving such infotima unattended.
v. Avoid violations of the Privacy Act, specificalliz¢ sharing of User IDs
and Passwords.

3. The Approving Official will perform the following wties:

a. Assign roles for all users and not designate toahgr personnel
b. Re-certify authorized Users every 6 months.
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c. Complete the HUD-27054-e LOCCS Access Authorizaorm to notify the
Program in the event of the termination of an atitled User.

4. Should an authorized User leave their employmesitipo with the City of Auburn or
transfer to a position where access is no longerogpiate or necessary, appropriate
notification and information will be sent to the BUProgram Office, which will then
notify the User Support Branch with HUD form 27084All Security Violations will be
reported immediately to the User Support Branch.

5. Each authorized User will respond to any requestgifformation from the
HUD Program Office and Management Officials.

6. Each authorized User will read and sign the ati&Hectronic Line of Credit Control
System (eLOCCS) RULES OF BEHAVIOR.
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A.

B.

C. A

SECTION 5 — PROGRAM GUIDELINES

CDBG CRITICAL REPAIR PROGRAM

RAM AL

The goal of the Critical Repair Program is to regpdo critical housing needs while
upgrading the property conditions by addressinticatideficiencies. The Critical Repair
Program is funded by the Community Development BIGcant Program and is subject
to all the Community Development Program rules.

IBILITY CRITERIA

1. The property may be an owner-occupied, investoreayor owned by a non-profit

agency. The property must be year-round residesttiatture or be converting to a
year-round status.

. A Low- to Moderate-Income (LMI) household must oggwa structure with one

unit. Two-unit structures must have at least oneagtupied by a LMI household.
If the structure contains three or more units,eatst 51 percent must be LMI
occupied.

a) Applicants will be required to provide source ineori they are the
occupant or tenant certifications of income. Apgfits will be required to
sign a Rent Regulatory Agreement to assure one- geaupancy after
project completion by a low-income tenant.

. Funds must be used to repair/replace a “major gydfat has been determined by the

Community Development Office to have failed, bedanger of failing within the
next 12 months or be determined to be causing aggdamage to other parts of a
qualified residence. These systems are limited to:

a) Roof Repair

b) Furnace

c) Septic or Sewer hookup

d) Hot Water heater or Public Utility service lines

e) Electrical repairs to correct a safety hazard

f) Other recorded Code Violation

ISTANCE CATE RIES AND TERM
Loan Terms

a) Maximum loan assistance is $25,000.
(1) Investor Owned:
 75% amortized loan @ 4% APR

* 25% private match of total project costs.

= The private match requirement may be waived byRhsgram
Director based on cash flow or inability to obtamnvate financing
in which case the ratio shall be 75% loan and a @Bférred loan.

(2) Owner Occupied:
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« 100% amortized loan @ 2% APR

= |f owner is below 65% of median income, loan wik b
deferred.

b) Amortized Loan term shall be established by thegRnm Director based on
the financial capacity of the applicant. The maximierm is 25 years.

c) Ifthe property is sold or transferred prior to the ehthe repayment period,
the principal balance of the loan(s) shall be imiaetly repaid.

D. NATIONAL OBJECTIVE

Projects will be eligible under the low- to moderatcome benefit National Objective.
The allocation of loan pool funds each year mustbminimum 75% for low-income
projects. Projects will be processed under the ioaeme criteria whenever possible.

i Low-Income Criteria

a) Applicants will be required to provide source in@ni they are the
occupant or tenant certifications of income. Apgtits will be required to
sign a Rent Regulatory Agreement to assure one- geeupancy after
project completion by a low-income tenant.

E. PROGRAM QUALIFICATION ASSESMENT

The Community Development Office has responsibflotyadministration of the Ciritical
Repair Program. Community Development performsuhderwriting and presents the
loan request to the Program Director for approeakol on achieving the national objective
in part I-D above and part 1I-C below.

F. PRIVATE FUNDS

Private Funds: When matching funds are requiredafiplicant will have the option of using
cash or borrowed funds. Match funds will be deakihto a segregated City account and will
be subject to disbursement of funds procedureseldin this guideline.

G. LOAN CONSIDERATIONS

In approving or denying loan requests, the Comnyubévelopment staff shall be
guided by the following loan considerations:
L Underwriting
a) Cash flow - ability to repay the debt.
b) Credit - credit history and reputation.
c) Payment of taxes or acceptable arrangements.
d) Collateral - Collateral coverage must be adequataletermined by the
Community Development Staff.
e) Security - other assets.
f) Commitment of matching funds.

2. Assessment Private/Public Benefit
The Community Development staff will also consitlee broader implications of
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private and public benefits.

H. NON-DISCRIMINATION

Administration of this program shall be in accorcawith Title VI of the Civil Rights Act
of 1964. No person shall, on the ground of rac&rcaational origin, be excluded from
participation in, be denied the benefits of, orjeated to discrimination under this
program.

|. APPLICATION PRIORITY

Applications shall be processed on a first-comest-Berved basis. Community
Development staff shall use the receipt date oinapdete application to establish the order
of priority. The applicant will be notified if theris funding available to proceed with the
project, if there is inadequate funding then thaliaption may be placed on a waiting list.

J. PARTICIPATION BY RELIGIOUS ORGANIZATIONS

1.

3.

Religious organizations can apply for Critical Redabans with the understanding
that loan funds cannot be used to support inhgremfigious activities such as
worship, religious instruction, or proselytizatidiine organization can engage in such
activities, but they must be offered in a differotation. Religious participation by
tenants must be voluntary.

The organization must not discriminate againshartéor prospective tenant based on
religious belief or refusal to participate in aigedus practice.

Any units improved with Critical Repair funds mim& available for occupancy on the
open market.

K. AFFORDABLE RENT STANDARDS

1.

2.

3.

5.

Rental units that are improved with Community Depehent funds shall be available
and affordable to low- and moderate-income houskshol

The applicant will be required to furnish rentafonmation to enable Community
Development staff to evaluate the impact of thegmtoon rent levels. The
applicant will submit the current amount of rerthlrges for all units in the housing
project, utility types, who pays the utilities, atii@ names of tenants.

A rent cap shall apply to assisted units of whitBe5Swill be occupied by low-income
households. The maximum allowable rent shall beletputhe amount of rent and
utility costs being paid by the tenant at the tiofeloan closing. The period of
affordability shall be one year after the loan fimspection date.

Vacant units at the time of application shall beted to low- and moderate-income
households. The maximum allowable rent for vacamtsushall not exceed the Fair
Market Rent in effect when the rent is calculatethvan adjustment for utility
allowance based on Section 8 Existing Housing Adloees for Tenant Furnished
Utilities and Other Services. The period of affdtity shall be one year from the final
inspection date.

The borrower will sign a Rent Agreement stipulatiegt limitations at loan closing.

L. DEFINITIONS
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1. Fair Market Rent
An annually published rent level prescribed bytth8. Office of Housing and Urban
Development based on a specified number of bedrooms

2. Household Income

a) For the purpose of determining eligibility, CommiynDevelopment staff
will calculate income by estimating the annual meoof a family or
household by projecting the prevailing rate of meoof each person at the
time assistance is requested based on the IRS Eatthmethod as defined
by the Office of Housing and Urban Development.

b) Income of all members of the household is consdidox computing
income. This may include wages, salaries, overtinomuses, fees, tips,
commissions, interest and dividend income, selfiegmpent income, net
rental income, income from estates or trusts, culgport, alimony, Social
Security benefits, SSI retirement, survivor or HiBgy pension, VA
payments, pension, or annuity, Temporary Aid to dyed-amilies,
unemployment benefits, worker's compensation, asabdity or benefits
from any source. Income will be based on the IRB8/F®040 method as
defined by the Office of Housing and Urban Develepm

¢) For the purpose of computing income, a househoddl &ie defined as all
persons who occupy a housing unit. The occupaaishe a single family,
one person living alone, two or more familiesriytogether or any other group
of related or unrelated persons who share livimgreyements.

3. Investor-Owner
Absentee owner, who mayreceive Critical Repairstesce to improve housing
conditions for the tenants.

4. Mixed-Use
A property used in some part for residermiaposes and in some part for non-
residential purposes.

5. Owner-Occupied
An applicant who holds the entire ownershigiest of a property and lives in one
unit of the property as a primary residence.

6. Critical Repair Costs
The total of contractor estimates from thevdet eligible contractors, self-help
expenses, and the contingency determined to beonable by the Rehab
Coordinator.

7. ResidentialProperty
A property used entirely for residential purposesifetold living space).

M. INCOME LIMITS
To qualify applicants for various loans under théti€al Repair Program, Community
Development staff will use income limits for LewastAuburn SMSA established by the
Office of Housing and Urban Development. Revisearthwill be used upon receipt.

Auburn CDO Operations Manual 2022 Pagel63of 192



NEIGHBORHOOD CHALLENGE GRANT

A. PROGRAM GOAL
The Neighborhood Challenge Program makes fundsdlaito neighborhoods to improve
public property located within the CDBG target ar¢Bowntown area, New Auburn &
Union St census tracts). Each application mustisbo$ a_single project with a clearly
defined goal, one that has a direct benefit tonsighborhood and its residents. This is a
CDBG funded program and is subject to all of tHewant HUD regulations.

B. APPLICATION PROCESS
An organization obtains an application packet fradme City of Auburn website at
www.auburnmaine.gov, completes and emails or deditke completed application to
CDBG@auburnmaine.gov. Applications may also be edaib Community Development,
City of Auburn, Community Development Office, 60 @bStreet, Auburn, ME 04210;
a. Applicants are encouraged to contact the city &sistance in preparing this
application;
b. Applications are reviewed for compliance with HU&tional objectives by City
Staff.
c. Complete & federally compliant applications will bpresented to the
Department Director for approval.
d. If approved, the project will be completed as alRulmfrastructure project
managed by CDO staff or another city department.
e. The Community Development Office staff will overspeojects to ensure
compliance with all federal, state and local lawd ardinances:
f. The City will issue vendor payments as the propgogresses or at completion
after inspections have been completed.

C. EXAMPLES OF PROJECTS
a. Eligible projects include (but are not limited to):

¢ Improvements to government owned property andghitsiof way (such as park
equipment, street lighting, sidewalk repair/conginn, roadway enhancements
and neighborhood entrance improvements and/orifaation signs).

e Total replacement and/or rehabilitation of sometaxy physical improvements
might be deemed eligible (this would be based enndividual circumstances
and available funding and will be judged on a céise-case basis). Applicants
are encouraged to reach out to appropriate citartd@ents for assistance.

b. Ineligible projects include (but are not limited:to
e Routine maintenance or repair of existing physicaprovements in a
neighborhood (including, but not limited to: stsedences, irrigation systems,
storm water retention facilities, and entrance sjgn
e Funding for ongoing programs or administrative ewges.
e Funding of printed brochures, guides, marketing @manotional materials.
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CDBG MICRO ENTERPRISE LOAN

. PROGRAM GOAL

This program is designed to provide access to stmainesses and start-ups. It is a
streamlined, low barrier program designed to prexadcess to capital for businesses not
traditionally bankable. There will be no minimunedit score required but applicants must
have no delinquent or outstanding derogatory adsawported.

. PARTICIPANT ELIGIBILITY

Eligible applicants will be businesses with a mdyoownership qualifying as 80%
Low-to-Moderate income using the most recent HU&me qualification tables.
Ownership structures will include:

Sole Proprietors
Partnerships
LLCs
Corporations

. TERMS AND CONDITIONS
Maximum Loan amounts will not exceed $7,500 anddmired by a Personal
guaranteed from business owners and a UCC Filinglldrusiness assets. Loan Terms
well be a fixed rate 2% loan amortized over 3 years

Allowable uses include:
e Working Capital
e Inventory & Equipment

. APPLICATIONS

e A completed application form

e A completed intake form from all owners
e 1 form of Identification for each owner
[ J

1 year business tax returns and/or 1 year persaxaéturn and 3 bank
statements

e Documentation of collateral

. APPROVALS

e Completed applications will be presented to theddpent Director for
Approval.

e No-Credit-Elsewhere assessment as approved by HUD
e Owners below 80% LMI
e Credit check demonstrating no outstanding delinqigsn
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ALHHP LMI MATCHING FUNDS

PROGRAM GOAL

The goal of the Auburn Lead & Healthy Homes Progi@hHHP) LMI
Matching Grant is to fund the owner match as regliby the ALHHP
Remediation Program for project owners who arewe$0% LMI. This
program addresses lead exposures by eliminating containing
contamination in Auburn housing inventory. Thisgnam is funded by the
US Department of Housing & Urban Development Comityun
Development Block Grant and is subject to all fatleand Community
Development Program rules and monitoring requirdsen

ELIGIBILITY CRITERIA

These funds are for residents approved for the ABHR¢émediation program
and who are under 80% LMI. Applications and Projagprovals for the
ALHHP program will incorporate funds from this CDEGnded program if
the project budget requires it.

1. Grant Funds will be used to cover LMI qualified mnuinit owners
$2,000/unit program match requirement. All othemditions under
the ALHHP Remediation Program will apply to the AHR LMI
Matching Grant Program.

2. Additional loan proceeds not to exceed $5,000 pet will be
available to ensure projects can be completeddgrpm guideline
specifications. These funds can only be used omtifceed hazards
within the Lead and/or Healthy Homes scope of wofke terms for
this loan are detailed within the ALHHP programdglines.

PROGRAM ADMINISTRATION

1. Each grant will be separately built and funded wmitiDIS.
2. Grants will be secured with a grant agreement toekecuted
simultaneously with the matching ALHHP closing.
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Auburn — Lewiston Consortium
TENANT-BASED RENTAL ASSISTANCE (TBRA)

1 Tenant Based Rental Assistance (TBRA)

The procedures described herein are based on ttentagreements between the City of Auburn,
as lead entity of the Auburn-Lewiston HOME Consartito provide TBRA using HOME funds
and the cities of Lewiston and Auburn independe(iiembers). These requirements may be
modified by future agreements, as long as the adwmage in full compliance with the HOME
Program Final Rule.

1.1 Eligible Activities & Costs
TBRA program funds may be used to provide:
» Security deposits

While the HOME rule permits administrative (admiahds and certain project delivery costs to
be paid in association with TBRA administrationfremt contract does not permit such use of
HOME funds.

1.1.1 Ineligible Costs (Activities)
HOME TBRA funds may not be used for activities:

* To make commitments to specific owners for spegfojects. Tenants must be free to
use the assistance in any eligible unit.

» To prevent displacement of or provide relocatassistance to tenants as a result of
activities other than the HOME Program.

» To provide TBRA to homeless persons for overnmhtemporary shelter.
» To provide monthly rental assistance.
* To provide assistance outside of the cities dbu#n or Lewiston.

The assisted unit cannot be owned by a Housing dkityhunless an exception is approved in
writing by the Auburn Community Development OffiggCDO). In order to be considered for an
exception, the request must, at a minimum, incthégollowing information:

» An explanation why the exception is necessaryi@mpate; and
» A rent reasonableness analysis to demonstrateeffestiveness; and

» Documentation of adequate outreach to owners smhto limit access; and
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» Assurance that occupancy of the unit is not gunement’ placed on the participating
household and that they have a free choice of.units

1.2 TBRA Assistance
1.2.1 Rent Assistance Standard

The TBRA program is based on the premise that desafe, sanitary, and affordable housing can
be obtained on the private market for very lowdw-income families. The unit chosen by the
family should not exceed HUD published Fair MarRents (FMRs). A unit is determined to fall
within the FMR of a specific area by adding thetcact rent and the applicable utility allowance
for the unit. For the purposes of the TBRA SecuDgposit Program, the sum of both numbers
cannot exceed the FMR of a unit. If the local hogsuthorities have adopted and been granted
a community wide exception, then the rent standaagl increase to no more than 120% FMR.

1.2.2 Security Deposit

The TBRA Security Deposit Programs may use fundprtivide grants for security deposits
associated with rental assistance provided by thesidg Authorities. The following criteria must
be followed:

» Only the prospective tenant may apply for seguté@posit assistance;
» The security deposit is paid directly to the lond;

» The security deposit may not exceed one montirisract rent for the unit. If the unit is
furnished and/or a pet deposit is required, an teadl ¥2 month’s rent for either
circumstance may be collected.

» The security deposit shall be used to provide pgmsation to the owner if the tenant,
upon vacating, owes money for damages and unpaidriréhe unit.

» The assisted household may receive any secugppsit refunded by the owner upon
vacating the unit.

1.3 Marketing & Outreach

HOME rules require affirmative marketing for anyogram or project with 5 or more HOME
assisted units. Consequently, the TBRA program rhestffirmatively marketed in accordance
with the City of Auburn Affirmative Marketing Plan.

HOME TBRA should be affirmatively marketed to adirpons within the target population and/or
special needs group. The marketing plan must astd(g}s how the program will be announced
(i.e., which media and other sources); (2) whemgiegtions will be taken (i.e., at one site or
more); (3) when applications will be accepted (igaily, during normal working hours or

extended hours for a specified period); and (4)ntle¢hod for taking applications (i.e., in person,
by mail).

Auburn CDO Operations Manual 2022 Pagel68of 192



The willingness of owners to participate in the HENIBRA program significantly affects the
options and opportunities available to coupon hsld&rantees should conduct outreach to
owners of rental property to stimulate their ingtr@ the program. Mailing program notices to
owners using tax or PHA records as sources, artitipating in meetings of owner and realtor
associations are often effective outreach methBg&lence of affirmative marketing will be
documented and provided to the ACDO with each gulgrteport.

1.4 Application for Rental Assistance

All applications must be in written form and mushtain, at a minimum, information that enables
the Members to determine household compositiomnre; eligibility and whether the applicant
is a student.

Each application received must be reviewed for detepess and to determine if the applicant is
eligible.

The Members will place all applicants who are app#y eligible on the waiting list pending
verification of information provided.

A tenant file must be created for each applicafidns file will ultimately contain the application,
documentation of the household’s eligibility, caped program forms, correspondence, etc.

1.5 Selection of TBRA Recipients

The Security Deposit Program is designed to impaasétle administrative costs to the Members
as possible.

Households cannot receive HOME TBRA if they areendog rental assistance under another
Federal, state, or local rental assistance progifaime HOME subsidy would result in duplicative
subsidies.

TBRA security deposit assistance may be providdg nfamilies whose annual income does
not exceed 60 percent of the median family incoonétfe area, as determined and made available
by HUD.

The Members must determine whether an applicant:
* Qualifies as a family;
* Is income-eligible

1.5.2 Annual Income

Income must be verified before assistance is pemliithcome limits are established by household
size and revised annually by the U. S. DepartmeHionising and Urban Development (HUD).
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Household income under HOME-funded TBRA programtrbescalculated using the 1040 short
form method. Only if the applicant does not filgga would the Members utilize the definition of
annual income at 24 CFR Part 5 (Section 8).

Annual income is the anticipated total income fralinsources received by the family head and
spouse (even if temporarily absent) and by eachiaddl member of the family, including all net
income derived from assets for the 12-month pefmlbwing the effective date of income
certification.

Annual income includes, but not limited to:

» The full amount, before any payroll deductionswages and salaries, overtime pay,
commissions, fees, tips, and bonuses, and othepaosation for personal services.

* The net income from operation of a business ofggsion.
* Interest, dividends, and other net income of lang from real or personal property.

* The full amount of periodic payments receivedrfreocial security, annuities, insurance
policies, retirement funds, pensions, disabilityeath benefits, and other similar types of
periodic receipts, including lump-sum payment frathkelayed start of a periodic payment.

* Payments in lieu of earnings, such as unemployraed disability compensation,
worker's compensation, and severance pay.

* Periodic and determinable allowances, such asoaly and child support payments, and
regular contributions or gifts received from persoot residing in the dwelling.

* All regular pay, special pay, and allowances ofember of the Armed Forces.
Annual income does not include the following:

* Income from employment of children (including teschildren) under the age of 18
years.

» Payments received for the care of foster children

* Lump-sum additions to family assets, such asritdrees, insurance payments, capital
gains, and settlement for personal or propertyelss

* Amounts received by the family that is specifigdbr, or in reimbursement of the cost
of medical expenses for any family member.

* Income of a Live-in Aide.

* Amounts of educational scholarships paid direttlythe student or the educational
institution, and amounts paid by the Governmentuige in meeting the costs of tuition,
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fees, books, equipment, materials, supplies, tatepon, and miscellaneous personal
expenses of the student.

* The special pay to a family member serving in Ammmed Forces who is exposed to
hostile fire.

* Amounts received under training programs fundgtibD.
» Temporarily, nonrecurring or sporadic income I{iding gifts).

* If it is not feasible to anticipate a level otome over a 12-month period, the income
anticipated for a shorter period must be annualized

1.5.2.1 Verification of Income

The Members must determine annual income by rewigwburce documents for at least two
months, evidencing annual income (for example, wejatement, interest statement,
unemployment compensation) for the TBRA-assistagsabold.

Income and asset source documentation for new TER#ients is good for a six- month period.
If a TBRA contract is not executed before the sianths has expired, the household’s income
eligibility must be reviewed again before assisean@ay be provided.

It is the obligation of the Members to obtain coeatelinformation from applicants and thoroughly
document the methods by which it has verified aftipent information in the applicant's file.

1.5.4 Waiting List

After a family has been determined eligible for TH&RA program, the Members shall place the
family on a waiting list in chronological order cdmpleted application received.

The waiting list shall comply with 24 CFR Part 9232d). The waiting list should show the
family's name, date and time of application, lquaferences if applicable, and appropriate size
of units in bedroom.

1.5.5 Written Notice of Rejection

If an applicant is rejected for the program, thenider must provide in writing the reason(s) for
rejection and provide an administrative processterapplicant to appeal the determination.

1.5.6 Determination of Unit Size
The unit size designated shall be assigned in daoge with the following criteria:
* No more than two persons are required to occupgosoom;

» Persons of different generations (i.e., grandmareparents, children), persons of the
opposite sex (other than spouses/couples) andatedehdults are not required to share a
bedroom;
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 Children of the same sex (regardless of age)spndses must share the same bedroom
for purpose of assigning the bedroom size on hgusiipon;

» Unborn child may be considered for purpose oigagsg the bedroom size on housing
coupon.

* In some cases, however, the relationship, age,rs=lth, or handicap of the family
members may warrant the assignment of a largersir@t Such flexibility is permissible
to the extent the determinations are made on thkes lod these factors. Such allowable
determination should be fully documented in theliappt's file. For example, a two-
bedroom unit may be used by a two-member familyctviconsists of a single parent and
child or by a couple who, due to medical reasongstnmave separate bedrooms, as
approved by the Member.

* Fair housing rules permit a household to selealler units that do not create seriously
overcrowded conditions. Participants may also sé&eger units at their own expense (i.e.,
TBRA subsidy will not cover the increased cost tdrger unit). In addition to the number

of bedrooms, both the size of the unit and the sfzbe bedrooms should be considered
when evaluating the individual circumstances offémily.

1.6 Unit Approval
1.6.1 Eligible Units

The HOME TBRA program offers households great Bty in selecting a housing unit.
Households must be free to select the unit of desice.

* Public or private: Units under the TBRA programynbe publicly- or privately- owned.
Publicly owned units include public housing, Seati8l1l, Section 202, HOPE 6,
Continuum of Care, and HOPWA.

» Combining security deposit assistance with amosieeurity deposit program: HOME
TBRA security deposit assistance cannot be provided program participant who is
receiving security deposit assistance through gibhblic sources.

* Rents must be reasonable: Member must disap@dease if the Member determines
the rent is not reasonable, based on rents thaharged for comparable unassisted rental
units.

 HOME-funded units are OK: Households may selettsudeveloped or rehabilitated

with HOME assistance. However, the subrecipient mayequire the household to select
a HOME unit as a condition of receiving TBRA. Holskls must be permitted to move
out at the end of the HOME lease term, taking thB8RA assistance with them.

Auburn CDO Operations Manual 2022 Pagel720of 192



* Portability is not permitted. The program does$ allow TBRA assistance to be used
outside of the cities of Auburn or Lewiston.

1.6.2 Environmental Checklist

Based on 24 CFR 58.35(b), TBRA projects are Categlty Excluded Not Subject to 58.5. While
the program as a whole was cleared, the Member stillstomplete an inspection prior to the
execution of a rental assistance contract, subiraithecklist to the City of Auburn, and maintain
a copy in the tenant file.

1.6.3 Rent Reasonableness

The Member must certify all units assisted with B&e reasonable in relation to rents currently
being charged for comparable units in the privatasgisted market, and not in excess of rents
currently being charged by the owner for comparablgssisted units.

The Member must document the basis for its rerstore@bleness determination. Key components
of a comparability analysis include:

* Location: In many markets location is the keyedetinant of housing price

* Size: Only units of comparable size (both in terof number of bedrooms and square
footage) should be used

« Utilities Included: Consider the type and fuelisze of utilities

 Condition: Only units in similar condition shoub& compared

» Amenities: Consider such amenities as garagdiamges and lot size
It is not sufficient to approve a unit merely besauts gross rent is within the applicable FMR
limits.
1.6.4 Property and Occupancy Standards

Any TBRA assisted property must meet all applicabity housing codes and ordinances as well
as the Section 8 Housing Quality Standards (HQ®pdction to verify compliance with HQS
and occupancy standards are made both at initiaermoand annually during the term of the
TBRA assistance. A written inspection form musslgmned and dated, and retained in the tenant
file.

The Member must apply the occupancy standardspeatfy the number of bedrooms needed by
households of various sizes and composition, dsetefn Section 1.5.5.

The Member must also ensure that the landlord magasonable accommodations for the
accessibility needs of the tenant.

1.6.4.1 Lead Based Paint
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The TBRA program must adhere to Federal Regul&®CFR Part 35 that took effect January
2000 and amended in 2017.

» Tenants must receive the fact sheet “Ten TipBrtatect Children from Pesticide and
Lead Poisonings around the Home” (EPA) and the pdahpProtect Your Family from
Lead” (EPA) at the time of application.

» Tenants must receive the Elevated Blood Levehf(tenant signature optional) and the
Tenant Notice of Defect/Notice of Elevated Blood/eéeAbove 15 ug form prior to move
in.

* A lead disclosure notice must be provided totémant prior to lease signing.

» A sign off form indicating that the tenant hasewed the four documents must be in
place in tenant files.

* Visual assessment of units built prior to 1978&trake place during the HQS inspection.

Exemptions include 0 bedroom units, SROs, and wtdusively for the elderly and
disabled where children age 6 and under will notldboccupy the unit.

* If deteriorated paint is identified in the visuasessment,

0 Lead based paint stabilization/abatement proesduonust take place at the
expense of the owner within 30 days of notificattonthe owner (24 CFR Part
35.1330(a) and (b).)

o The owner of the unit must meet the requiremeipsint stabilization as defined
in 24 CFR Part 35.110. Paint stabilization mustbeducted in accordance with
procedures outlined at 24 CFR 1330(a) & (b). Owmeust pay for stabilization

and/or abatement procedures prior to move-in (andwccupancy). If the owner
declines to provide stabilization, another unit trnesselected.

o Owner must provide a copy of the clearance rggmfbrmed in accordance with
24 CFR 35.1340 whenever paint stabilization is utiadten. Owner must provide
tenant with a written notice of the results of ttlearance exception (24 CFR
35.1215(c).

* If lead based paint or deteriorated paint in Baampt units is identified following move
in and/or during an annual or periodic re-inspeattidepending on the scope of the work
to stabilize the paint, and if necessary, the ovimeesponsible for relocating the tenants
to a comparable dwelling free of lead based pamtlds while the work is taking place.

* Owner must adopt procedures to ensure that amggonaintenance activities are
conducted in accordance with 24 CFR 35.1355 duhegerm of assisted tenancy.
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* Identification of the number of units built pritw 1978 and the number of children and
pregnant women residing in each unit must be peavion TBRA tenant project set-up
forms.

* At least quarterly, the PHA must attempt to abt@om the Maine Center for Disease
Control the names and/or addresses of childretes# than 6 years of age with an
identified elevated blood lead level. At least dedy, the designated party shall also
report an updated list of the addresses of undsivang assistance under a tenant-based
rental assistance program to the same public héafiartment(s), except that the report(s)
to the public health department(s) is not requiréite health department states that it does
not wish to receive such report. If it obtains namaad addresses of elevated blood lead
level children from the public health department{sg PHA shall match information on
cases of elevated blood lead levels with the naanelsaddresses of families receiving
tenant-based rental assistance, unless the pubatthhdepartment performs such a
matching procedure.

1.6.5 Lease Approval

After a family finds a unit, which is suitable fibs needs, it must submit a completed Request for
Unit Approval, signed by both parties, to the Memaldng with a copy of the proposed lease,
supplied by the owner/landlord.

The Membert shall review the request to deternfitiee owner is eligible, if the unit is eligible,
if the lease complies with the program requiremeng2.253 governing prohibited and required
lease provisions, and if the lease complies wakesand local laws.

The lease must contain certain required proviswhigh include the tenant and the Member
shares of the rent, the landlord's responsibility rhaintenance and services, any utilities and
appliances which the owner will provide, the comlitnecessary for eviction, the prohibition

against discrimination, and the amount of seculgposit.

The lease may not contain any of the following Bi@ns:

» Agreement to be sued. Agreement by the tendre smed, to admit guilt, or to a judgment
in favor of the owner in a lawsuit brought in coaten with the lease.

» Treatment of property. Agreement by the tenaat the owner may take, hold, or sell
personal property of household members withoutedb the tenant and a court decision
on the rights of the parties. This prohibition, lewer, does not apply to an agreement by
the tenant concerning disposition of personal ptgpemaining in the housing unit after
the tenant has moved out of the unit. The owner digpyose of this personal property in
accordance with state law.
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» Excusing owner from responsibility. Agreementthg tenant not to hold the owner or
the owner's agents legally responsible for anyomnatr failure to act, whether intentional
or negligent.

» Waiver of notice. Agreement of the tenant thatalwner may institute a lawsuit without
notice to the tenant.

» Waiver of legal proceedings. Agreement by thamethat the owner may evict the tenant
or household members without instituting a civilidgproceeding in which the tenant has
the opportunity to present a defense, or befor@usa cecision on the rights of the parties.

» Waiver of a jury trial. Agreement by the tenamintaive any right to a trial by jury.

» Waiver of right to appeal court decision. Agreaingy the tenant to waiver the tenant's
right to appeal, or to otherwise challenge in coaitourt decision in connection with the
lease.

» Tenant chargeable with cost of legal actions m#igas of outcome. Agreement by the
tenant to pay attorney's fees or other legal cestn if the tenant wins in a court
proceeding by the owner against the tenant. Thentedmowever, may be obligated to pay
costs if the tenant loses.

The sMember will also provide the required VAWAdeaddendum.

The lease between a tenant and an owner of remtalrig assisted with TBRA funds must be for
not less than one year in programs that are ntaicipating in self-sufficiency programs.

The owner may not terminate the tenancy or refasenew the lease of the tenant except for
serious or repeated violation of the terms and itiemd of the lease; for violations of applicable
federal, state, or local law; or for other goodssau

Any termination or refusal to renew must be preddalenot less than 30 day notice by the owner
specifying the grounds for the action. Rent incesaame also subject to 30 day notice.

1.7 Execution of Rental Assistance Payment Contract

After a Request for Unit Approval has been approwee Member must prepare the Rental
Assistance Contract for execution by the owner #ied Member, and execution of the lease
between the family and the owner. No security depodl be paid until the contract has been
executed.

The Member must retain a copy of the contract aadd in the family's file.
1.7.1 Project Set-up
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Upon completion of all requirements of the abohe, Member shall submit a completed Project
Set-up of the Project in IDIS. Each Member willresponsible for management of the program
in IDIS.

1.7.2 Payment Request

Upon receiving an activity number for a family, thiember must submit a funds requisition to
obtain funds for the family's rental assistance ntty requests will be submitted, but up to 2
months of rent (plus any approved security andiiityudeposits) may be requested with ACDO
approval.

The Member must maintain their financial recordsuth a manner that is easily possible to
summarize subsidy amounts provided by householdamer.

1.8 Recordkeeping & Reporting

The Member is responsible for ensuring that TBRAd&Iare used in accordance with all program
requirements of 24 CFR Part 92, and for documentorgpliance. The Member must establish

and maintain sufficient records to enable the GftyAuburn to determine whether the activities

have met the requirements of the TBRA program.

1.8.1Tenant Records

Recordkeeping and Record Retention requirements neus compliance with 24 CFR 92.508.
For TBRA projects, records must be retained foe fyjears after the period of rental assistance
ends or from the time the project is closed, whiehes longer.

The tenant files shall contain, but are not limitedthe following:

 Original application with income and demograpméormation for each household
member;

* Income verifications, along with source documtatg
» Annual release of information forms;
» Completed HQS inspection form for the unit;

 Lead based paint disclosure forms to indicateiptof required pamphlets and required
tenant notification forms prior to move-in.

* Descriptions of any required paint stabilizataamivities, clearance reports and required
tenant notifications.

* Annual adjusted income worksheet and other r@ldeecuments;
* Total Security Deposit Payment;

» Rental Assistance Payments Contract and LeaseefAwnt; and,
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* Project Set-up and Project Closeout (IDIS).
Any tenant must give permission for the City of Autp to review records to determine program
compliance prior to receiving assistance.
1.8.2 Compliance Monitoring

ACDO staff will review all progress reports and mhonitor the Memberst TBRA program
annually according to the requirements of 24 CFRB®&a). During a compliance visit:

* Inspections of randomly selected units will occur
» Administrative and financial procedures and filg be reviewed,
* TBRA tenant files will be randomly reviewed.

A compliance follow-up report will be mailed to tgeantee.

Should the follow-up report include findings/contgrthe grantee must respond in writing within
thirty days regarding remediation of the findingsl @ompliance with federal regulations and City
of Auburn policies and procedures.

City of Auburn reserves the right to terminate agnents and recapture funds:

* If funds are not committed and/or expended by dhtes referenced in the funding
agreement, or if the project substantially charajees the funding commitment.

* If the program is no longer feasible or is nabgressing timely so that the imposed
deadlines will be met, funds may be recaptured.

* If the Member becomes suspended or debarred.

Other bases for termination and recapture arededun the subrecipient agreement.

Auburn CDO Operations Manual 2022 Pagel78of 192



Auburn — Lewiston Consortium

HOMEBUYER PROGRAM GUIDELINES

Community Development Office (CDO) of each cityesponsible for budgeting and
administration of the Homebuyer program for tha.ci

A. PROGRAM GOAL

The objectives of the Homebuyer Program are toentekne ownership affordable for low-
and moderate-income households, to provide furatsawhl open access to other homebuyer
programs, and to increase owner occupancy in edgateas. The Homebuyer Program is
designed to provide an opportunity for low- and erade-income families to purchase
market rate homes. The Homebuyer Program is sulgjed! of the HOME Investment
Partnerships Program regulations found in 24 CER®Za)(2)(i).

B. OUTREACH

The CDO for each city is responsible for providmgreach to encourage a full range of
potential clients. This shall be accomplished tigtomarketing to homebuyer education
classes, newspaper articles, and advertising t#uébility of the Homebuyer Program.
Advertisements shall include a non-discriminatitatesment. Outreach shall be done in
accordance with the Consortium’s Affirmative MaikgtPlan.

C. PARTICIPANT ELIGIBILITY

1. The applicant(s) household income must be below 8D&6ea median income at the
time of the closing
2. The applicant(s) shall have a minimum househmdme of
a. $25,000, or
b. $20,000if the first mortgage is financed by USDA RuralM@®pment as a
subsidized interest rate loan.
3. The applicant(s) is able to obtain standardrfcing at a fixed rate.
4. The applicant(s) may not own residential prgper be a party in an installment
land contract at the time of application.
5. The applicant(s) liquid assets shall not e’c®15,000.Liquid assets are checking
accounts, savings accounts, stocks, bonds, mongetreccounts, certificate of
deposits, and cash gifts. It shall not includ@eetent accounts or life insurance cash
values.

D. _PROPERTY ELIGIBILITY

1. The property must be located in Auburn or Léwiity limits.
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2. The property may be a single-family dwelliagental property with two- to four-
dwellings, a condominium unit, a cooperative unita mixed-use property.

3. The property must be one of the following appiorms of ownership: fee simple
title, 99-year lease, condominium, or cooperativedng.

4. The maximum property value will not exceed 98Rthe median purchase price for
that type of housing for the area as published BYpHSection 203(b).

5. The property will be decent, safe, sanitary iangbod repair and meet the following
standards prior to the closing: Lead Safe Housialg [§or pre-1978 units), accessibility
requirements of 24 CRF Part 8, Section 504 of thleaRilitation Act of 1973, standards
of the International Existing Building Code, andbAmn Housing Standards. The
financing package shall include adequate fundemaptete all necessary improvements
to meet these standards.

6. The property shall be inspected by CDO prighapplicant(s) signing a purchase
and sale agreement to assure that the propenpprsgriate for the applicant(s) and has
potential to meet all property standards.

E. HOME BUYER ASSISTANCE TERMS

1. The applicant shall produce a minimum of $1,00personal savings for the down
payment verified with current bank statements.

2. The applicant will receive a loan not to exceed Z6#4he purposes of covering the

owners’ required down payment. No Private Mortgbogpeirance (PMI) shall be

charged to the applicant. No fees will be chargedlfe HOME assistance CDO

office will determine if the First Mortgage feesaerasonable as required by 24 CFR

92.254(e)(3).

Repayment term will match term of the primary lende

Interest rate will be 1% less than the primary &sdote rate.

The loan will be secured by 8'Dosition mortgage.

Recapture- Refer to the CDO Manual for detail anrcapture period and

conditions. The recapture provision shall be reedralong with the mortgage at the

Androscoggin Registry of Deeds.

Based on the total HOME- funded loans to appli&nthe property to be purchased

shall be occupied by the applicant(s) as a prihncggmdence for the minimum

periods as follows:

o0hsw

1) 5 years if total of HOME funds is less tharb $DO;
2) 10 years if total of HOME funds is between $15,a0d 40,000; or
3) 15 years if HOME funds is over $40,000.

b. The recapture period shall commence on theafdtes purchase. If the

property is sold, transferred, or the purchasesegto occupy the property prior
to the end of the recapture period, the princiddtce of the HOME loan(s)
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shall be immediately due in full, or repaid subjecavailable NET proceeds
upon sale.

F. UNDERWRITING

1. The city shall review the underwriting as pdad by the Primary Lender as well as 2
months of source income documentation to ensunedts HUD guidelines. This includes
the determination of subsidy layering as outlined4 CFR 92.250. The Primary Lender’s
underwriting shall include the city’s second moggaand demonstrate the following
conditions:

a. monthly debt for principal, interest, taxes, inswo@ and estimated
rehabilitation loan shall not exceed 32% of theliappt(s) income;
b. all debt shall not exceed 426t applicant(s) income;

2. The city shall review the terms of the primargrtgage to ensure compliance with
24 CFR 92.254 (e)(3). Fees from primary lender béllreasonable and any city
expenses related to this applicant will be recomegdroject costs and not be charged to
the homebuyer.

G. APPROVAL

1. PROGRAM QUALIFICATION ASSESMENT
The Community Development Office has responsibifity administration of the
Home Buyer Program. Community Development revidwesunderwriting as provided
by the Primary lender and presents the loan requesihe Program Director for
approval based on achieving the national objecis®blished in Part C, D and
standards set under part F above.

H. PROGRAM ADMINISTRATION

1. Non-Discrimination

Administration of this program shall be in accorciamvith Title VI of the Civil Rights
Act of 1964. No person shall, on the ground oérawlor, national origin, be excluded
from participation in, be denied the benefits afsobjected to discrimination under this
program.

2. Application Priority

Applications shall be processed on a first-conmret-Berved basis. CDO shall use the
approval date of the loan committee to establishottdler of priority for funding. The
applicant will be notified if there is funding alable to proceed with the project and if
there in inadequate funding, then the applicatiay tme placed on a HOME waiting list.
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3. Definitions

a. Household Income
1) When determining whether a household is incehgtble, CDO will
calculate annual income using the 1040 method fasedieby the Office
of Housing and Urban Development.

2) For the purpose of determining eligibility, C@II confirm annual
household income by projecting the prevailing Gdtancome of each
person at the time assistance is requested. Hstimanual income shall
include income from all household members.

3) Income may include wages, salaries, overtimaubes, fees, tips,
commissions, interest and dividend income, neatentome, child
support/alimony, Social Security benefits, SSlireatent, pension or
annuity, TANF, unemployment benefits, worker’s cangation, and
disability or benefits from any source.

b. Household includes all persons who occupy a housing ufite occupants
may be a single family, one person living aloney tw more families living
together or any other group of related or unrelaedons who share living
arrangements.

c. 80% of Area Median Incomeis the maximum income a household can earn,
adjusted by household size, in order to qualifioas to moderate income and be
eligible for the Homebuyer Program. Guidelineslfewiston-Auburn SMSA are
provided by the Office of Housing and Urban Devebgnt, and are revised
annually.

d. Community Development Office staf{CDO) is the contact person
designated as the City’s representative to prdo@ssapplications in Auburn or
Lewiston.

e. Purchase and Sales Agreemem$ the document executed by the applicant to
purchase the chosen property.

f. Homebuyer Agreementis an agreement to be executed between the city and
the applicant/homebuyer. This agreement include$dtowing:

1. Purchase price to ensure compliance with 24 CFRR2a254(a)(2)(i).

2. Housing is the principal residence of an incomditied homebuyer
for the duration of the affordability period.

3. Amount and form of assistance.
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4. Resale and recapture provisions applicable to tbeepty.

5. Date by which the housing must be acquired (wihmonths of
agreement).

Address and legal description of the property.

Duration of the applicable affordability period.

N o

4. Application Procedures

This section shall set forth the proceduogsatiministering the Homebuyer Program.

a. Applications

1) Priority -- Applications will be processed on a first corfest served
basis. CDO shall establish a priority processisigdased on the receipt
date of a complete application.

2) Initial Application — An application may be obtained from the
Community Development Office. A complete applicatshall include
verification of income. An incomplete applicatioil be returned to the
applicant.

b. Income Verification —The applicant(s) shall provide Pre-approval tdtiem
primary lender along with documentation of all imesources and a federal tax
return. Income documentation cannot be more thaomths old by the time of
closing. CDO shall make a determination of prelanyneligibility based on
household size and income.

c. Training
1) Landlord Training — If the property is a multi-unit building, the
Applicant(s) shall attend a landlord education paogy
2) Home Buyer Training -- The applicant(s) shall provide a
certification of attendance at a HoOMEworks approkiethebuyer education
program, or another HUD-certified housing counselor
3) Post-Home Purchase Counseling The applicant(s) will agree to meet
annually for the first 3 years, or more frequetitiyecessary, to review the
financial status of the applicant(s).

d. Identifying the Property - The applicant(s) will select a property for sale
which is consistent with an affordability deterntioa.

e. Purchase and Sales Agreemeni he applicant will execute
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Purchase and Sales Agreement that includes a cltymdating the sale is
contingent upon financial approval from the Citylgrimary lender.

f. Multi-Unit Property — If the property has rental units, the ownereaitor
will be asked to secure tenant data and copidseoéxisting leases.

g. Initial Inspection — CDO shall make an initial inspection of the hogaunit
within a building to determine if the property meé&busing standards including
Lead Safe Housing Rule, accessibility requiremeh®! CRF Part 8, Section 504
of the Rehabilitation Act of 1973, and standardstled International Existing
Building Code and Housing Standards. CDO will idgntthe required
improvements in writing no earlier than 90 day®pto closing.

h. Housing Standards— Properties to be purchased through the Homebuyer
Program must meet -Housing Standards includingd L8afe Housing Rule,
accessibility requirements of 24 CRF Part 8, Sadsi@4 of the Rehabilitation Act
of 1973, and standards of the International ExgsBoilding Code before purchase

or completion of rehabilitation.

I. Financing Package— The applicant(s) will seek approval of the prileeder
and HOME loan. CDO will submit the request to fegram Director for
approval.

J. Notices

1) Acceptance—Applicant(s) will be notified of acceptance thréug
written Commitment Letter.

2) Rejection— If the request is rejected, CDO will notify thpplicant(s)
in writing and give the reason(s) for rejectiond ahe right to appeal the
decision.

3) Tenant Notification -- Letters shall be sent to the tenants if thatebe
permanent displacement.

k. Insurance —The participant is required to maintain fire, ligli and other
hazard insurance on the property for the full tefrthe note and for an amount at
least equal to the total value of all mortgages loel the property, or an amount at
least sufficient to cover coinsurance requiremantke State of Maine. The City
will be named as a mortgagee on the policy andptmticipant shall provide
evidence of insurance.
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[. Loan assumption
The HOME Loan is not assumable.

m. Subordination/Refinancing— Subordination of the HOME loan is generally
not allowed. Exceptions will be made for documdrgenergencies on a case by
case basis by CDO. CDO may request documentatiarder to evaluate the
request. Refinancing may be allowed for the foitg reasons:

1) limited to the existing first mortgage balarptes reasonable closing
costs if refinancing places owner in a better enuncsituation and does
not diminish the City’s financial position in thegperty;

2) exorbitant medical expenses;
3) loss of husband/wife;

4) documented building system failure (two estesafrom reputable
contractors); or

5) legal expenses incurred that would affect thalth or stability of the
household.

n. Monitoring —CDO will monitor ownership during the recaptueripd. A

default shall occur if the owner ceases to occupyransfers the interest in the
subject property or fails to respond to requesttzupancy documentation and
the HOME loan shall come immediately due. CDO nnetgtin records for 5 years
after Period of Affordability ends, or full payadf the balance, whichever is later.

0. IDIS Setup —The project will be set up in IDIS following theerution of a
written homebuyer agreement with the homebuyer. &gseement must be
executed prior to the commitment of funds within30n accordance with 24 CFR
92.502(b).

Within 120 day from final project drawdown benedigr information entered into
IDIS must match the information included in the Hsbuyer agreement in
accordance with 24 CFR 92.502 (d)(1).

p. The property title must be transferred to theliappt within 6 months of the

commitment date as required by 24 CFR part 92.2nidieins of Commitment to
Specific Local Project.
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FEDERAL AND STATE REGULATIONS, AS MAY BE AMENDE D

1. Equal Employment Opportunity — The applicant must abide by the
Provisions of Executive Order 11246 concerning egqagloyment opportunity.

2. Flood Hazard Insurance— If the property to be improved is located in a
Designated flood hazard area, the applicant isiredjto provide evidence of flood hazard
insurance coverage and abide by the regulatioiseoFlood Disaster Protection Act of
1973.

3. Civil Rights — The applicant will be required to comply withtl&iVIII of the

Civil Rights Act of 1968 and the Fair Housing Amemehts Act of 1988, barring
discrimination upon the basis of race, color, lielig creed, sex, handicap, familial status,
or national origin in the sale lease rental, usecocupancy of the subject property.

4. Conflict of Interest — No elected or appointed official or employeetlud City of
Auburn and no members of any municipal board or radtee which exercises any
decision-making functions with respect to the CBkjll participate in negotiating or shall
exercise any influences in awarding or administe@ny contract in which a direct or
indirect pecuniary interest as defined by 30-A MRRA. Section 2605.

5. Lead Based Paint- If the project involves a property that was ¢anged prior to
1978, all Title X Lead Based Paint standards shably.

6. Environmental Review Procedures- The city shall conduct an environmental review
including, but not limited to determination of whet the property is historically
significant and whether the property is located ftood zone, and shall communicate any
findings and special considerations to the apptican

7. Uniform Relocation Act — The Homebuyer Loan Program shall comply with the

Uniform Relocation Act with respect to tenants whay be permanently or temporarily
displaced.
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AUBURN LEAD & HEALTHY HOMES PROGRAM (ALHHP)

Guidelines
A. PR RAM AL
The goal of the Auburn Lead & Healthy Homes Progi@hHHP) is to
address lead exposures by eliminating or contairgogtamination in
Auburn housing inventory. This program is fundediiy US Department of
Housing & Urban Development (HUD) Office of Lead zdad Control &
Healthy Homes (OLHCHH) grants and is subject to falleral and
Community Development Program rules and monitoregirements.
B. ELIGIBILITY CRITERIA
The eligibility of a unit must meet federal requirents established in the
Residential Lead-Based Paint Hazard Control andl ldazard Reduction
act of 1992 (Title X) and summarized in the EligtiiTable below. Low to
Moderate Income (LMI) determinations will be madsng the current year
Lewiston-Auburn Metro Area income limits publishieg HUD.
Eligibility of Units https://www.hud.gov/sites/documents/2014-
01 UNIT ELIGIBILITY.PDF
Occupancy Type Income Level Child Occupant <6 yearsld (yo)
Renter At least 50% of units mulsiNot required at the time of assistance.
0,
be less than 50% LMI. Owners must give priority to families with a child
Remaining units (<50%l) under 6yo for at least 3 years
must be less than 80% LM
Multi-Unit 20% of total units MAY]| Not required at the time of assistance
0,
(5 or more) exceed 80% LM Owners must give priority to families with a child
80% of total units MUST| under 6yo for at least 3 years
meet renter income
Owner Occupied 100% of Owner-occupipdt least 90% of owner-occupied units assisted
units must be under 80%must have:
LMI e A child under 6 in residence, or
e Child under 6 spends “significant time},”
or
e A pregnant person
Less than 10% of total units assisted may| be
family w/o child under 6yo
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C. ASSISTANCE TYPE AND TERMS

1. Terms
a) Maximum assistance is $23,000 per unit from thdo¥dhg
programs:

(1) $15,000 Max from Lead Hazard Control Grant
(2) $3,000 Max from Healthy Homes Grant
(3) $5,000 Max from CDBG Loan

* Loan Repayment

=  Multi-unit owners — 5% interest over 5
years

= Single Family Residence — Deferred until
transfer

(4) Match Requirement:
e Multi-unit owners — $2,000/unit

* Single Family Residence - none

b) If the property is sold or transferred prior to the erdthe
repayment period, the principal balance of the (eashall be
immediately due and payable.

c) ALHHP funds may be committed alongside other @tgte, or
federal funds so long as these funds are separatetyunted
for.

d) Any additional funding required beyond the indivadiprogram
maximums will be the responsibility of the owner.

e) An application will be deemed ineligible if CDO #ta
determines a project is not feasible with the add resources.

2. Eligible Improvements
Lead Hazard Control and Healthy Homes work will dhavseparate
scope of work which meets federal requirementshefihdividual
programs. Eligible improvements paid for by a CDBG@n will be
used for identified deficiencies within the Leadzdad Control and
Healthy Homes inspections that are not funded witkither
program’s scope-of-work due to available funds.
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3. Ineligible Improvements

Improvements which are ineligible include housimtabilitation or
improvements of a non-essential or luxury nature.

D. NATIONAL OBJECTIVE

Projects must qualify under 14a or 14b of the COB@ibility and Activity
Codes and satisfy the Low/Mod Housing National Otwye.

1. Low-Income Criteria

a) Owners and Renters will be required to provide prob
income if they are the occupant of a qualified .uBMvners of
multi-units will be required to sign a Rent Regalat
Agreement to assure 3-year occupancy by a low-iectamant
after project completion.

E. PROGRAM QUALIFICATION ASSESMENT

The Community Development Office has responsibildy administration
of ALHHP within the guidelines provided by HUD. CDSaff perform
underwriting and presents the grant/loan requetsted’rogram Director for
approval based on achieving the national objeatiyeart I-D above and part
[1-C below.

F. PRIVATE FUNDS

Private Funds: When matching funds are requiresl afiplicant will have the
option of using cash or borrowed funds. Match fumilsbe deposited into a
segregated City account and will be subject toudstment of funds procedures
defined in section E-18 of these guidelines.

G. LOAN CONSIDERATIONS

In approving or denying loan requests, the CDOf stiadll be guided by the
following loan considerations:
l.  Underwriting

1. Cash flow - ability to repay debt as demonstrated &
proforma.

2. Collateral - Collateral coverage must be adequae a
determined by the CDO Staff and secured by a mgetga
3. Commitment of matching funds where necessary.
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1. Assessment Private/Public Benefit

The Community Development staff will also considbe broader
implications of private and public benefits.

H. NON-DISCRIMINATION

Administration of this program shall be in accorcanvith Title VI of the

Civil Rights Act of 1964. No person shall, on thegnds of race, color,
national origin, religion, sex, gender identityqluding gender expression),
sexual orientation, disability, age, marital statéemily/parental status,
income derived from a public assistance prograiitjged beliefs, or reprisal

or retaliation for prior civil rights activity, bexcluded from patrticipation in,
be denied the benefits of, or subjected to discratndn under this program.

|. APPLICATION PRIORITY

Applications shall be processed on a first-conust-Berved basis with priority
given to units where:

e An Elevated Blood Level (EBL) Child resides;

e A Child under 6 years old resides;

¢ A Child under 6 years old spends “significant antaafrtime; or
e A Pregnant Woman resides.

CDO staff shall use the receipt date of a compégelication (and all

required supporting documentation) to establishotiger of priority. The

applicant will be notified if there is funding alable to proceed with the
project, if there is inadequate funding then thpliaption may be placed
on a waiting list.

J. PARTICIPATION BY RELIGIOUS ORGANIZATIONS

a. Religious organizations can apply for Rehabilitatlabans with the
understanding that loan funds cannot be used tposumherently
religious activities such as worship, religious tiastion, or
proselytization. The organization can engage irhaativities, but
they must be offered in a different location. Rielig participation by
tenants must be voluntary.

b. The organization must not discriminate against narté or
prospective tenant based on religious belief arsa@fto participate
in a religious practice.

c. Any units improved with rehabilitation funds must dvailable
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for occupancy on the open market.

K. AEFORDABLE RENT STANDARDS

a. Rental units that are improved with ALHHP Remediatiunds shall
be available and affordable to low- and moderateqame households
for a minimum of 3 years from the date of finalasience.

b. The applicant will be required to furnish rentdbimation annually
to enable Community Development staff to evalulageimpact of the
project on rent levels. The applicant will subrhie income levels of
any new tenants, current amount of rental chaes the names of
tenants.

c. Vacant units at the time of application shall beted to low- and
moderate-income households with priority made abédl to
families with children under 6years old. The maxmallowable
rent for vacant units shall not exceed the FairkdaRent in effect
when the rent is calculated the period of afforlilgishall be 3 years
from the final inspection date.

d. The borrower will sign a Rent Agreement stipulatiagt limitations
at loan closing.

L. DEFINITIONS
a. Fair Market Rent
An annually published rent level prescribed by thé. Office of
Housing and Urban Development based on a speciigiber of
bedrooms.

b. Household Income

i. For the purpose of determining eligibility, CDO fstevill
calculate income of all members of the household by
estimating the annual income of a family or housgHuy
projecting the prevailing rate of income of eachspa at the
time assistance is requested based on the IRS EO40
method as defined by the Office of Housing and drba
Development.

ii. For the purpose of computing income, a househotll sfe
defined as all persons who occupy a housing diie occupants
may be a single family, one person living aloweéy or more
families living together or any other group of tethor unrelated
persons who share living arrangements.

c. Investor-Owner
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Absentee owner, who may receive rehabilitation séasce to
improve housing conditions for the tenants.

d. Owner-Occupied
An applicant who holds the entire ownership intedsa property
and lives in one unit of the property as a printasidence.

e. Rehabilitation Costs
The total of contractor estimates from the lowektilde
contractors, self-help expenses, and the contiygdatermined
to be reasonable by the Rehab Coordinator.

f. Residential Property
A property used entirely for residential purposesugetold
living space).

M. INCOME LIMITS
To qualify applicants for various loans under theH&IP Remediation
Program, CDO staff will use income limits from the@rent year Lewiston-
Auburn Metropolitan Statistical Area (MSA) as relh by the Office of
Housing and Urban Development.
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P~ City of Auburn, Maine

Business & Community Development

m O I ne Glen Holmes, Director
QOV |

Community Development Office
Operation Manual for PY22

On this 1°day of July 2022, all Community Development program guidelines from previous program
years will be discontinued. Any resident or program approved under prior program years will continue
to receive services as agreed, but no application will be accepted nor processed.

The Community Development Operations Manual for Program Year 2022, including updated program
policies and guidelines contained therein, are hereby approved and in effect as of this date.

Operations Manual & Program Guidelines for PY 22:

N Voofoz

‘Phillip L. Crowell, City Manfger ) Date

Program Guidelines Memo PY22 Page 1 of 1



