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Overview of the SC Housing Trust Fund 
 
The South Carolina Housing Trust Fund (HTF) is a state funded program designed to provide financial 
assistance in the development and preservation of safe, decent, sanitary and affordable housing for low-
income households within the State of South Carolina.   The Housing Trust Fund accelerates the state’s 
response to the production of affordable housing through innovative financing used by the nonprofit and 
private sectors.  It builds partnerships among government, qualified nonprofits, for profits, and those in 
need of affordable housing.   It strives to maximize the utilization of federal, state and/or other housing 
assistance programs in leveraging other public and private resources.   
 
HTF Staff Listing: 

 

 
Staff Members 

Phone Number Fax Number E-mail Address 

Matt Rivers 
Director – Housing Trust Fund 

(803) 896-8774 (803) 551-4934 matt.rivers@schousing.com 

Delores Edwards 
Project Coordinator 

(803) 896-9345 (803) 551-4891 delores.edwards@schousing.com 

Linda Hough-Hicks  
Project Coordinator 

(803) 896-9338 (803) 551-4896 linda.hough-hicks@schousing.com 

Dorothy Sutton 
Project Coordinator 

(803) 896-9360 (803) 551-4948 dorothy.sutton@schousing.com 

Charles McCullough 
Project Coordinator 

(803) 896-9511 (803) 551-4918 charles.mccullough@schousing.com 

Ava Seidelson 
Project Coordinator 

(803) 896-9069 (803) 551-4868 ava.seidelson@schousing.com 

John Brunke  
Housing Inspector 

(803) 896-9340 (803) 551-4871 john.brunke@schousing.com 

Richard Clark 
Housing Inspector 

(803) 896-9253 (803) 551-4873 richard.clark@schousing.com 

Bill Turner  
Housing Inspector 

(803) 896-9260 (803) 551-4954 bill.turner@schousing.com 

Dennis Cokley 
Director – Compliance & 
Inspections 

(803) 896-9046 (803) 551-4972 dennis.cokley@schousing.com 
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Overview of the Rental Housing Activity 
 
The South Carolina State Housing Finance and Development Authority (the Authority) will award funds to 
eligible Applicants for the purpose of funding a Rental Housing project.  All funds are subject to the 
Housing Trust Fund regulations and all other applicable Authority requirements.  A “Rental Housing 
Application Checklist” has been provided to identify the required documentation and its placement in the 
application package. 
 
Funds are available for the acquisition, acquisition/rehabilitation, and/or new construction (which could 
include the demolition of an existing dwelling) of a residential building or buildings that contain one or 
more housing units, serving low and very-low income households.  Funds may be used to convert non-
residential building into rental housing facilities. 
 

1. Only one HTF award will be awarded per project, and the application must be site-specific. 
 

2. The HTF will fund no more than fifty percent (50%) of total development costs, up to the program 
maximum of $500,000. 

 
3. Rental housing is limited to very low and low-income households as applicable. 
 
4. Rental housing projects must be completed within twenty-four (24) months of approval.  

 
Eligible Sponsors: 
Units of Local Governments (cities, towns and counties) and Approved Nonprofits are the only eligible 
Sponsors for this activity.  The approval process for nonprofits is contained in the Housing Trust Fund 
Application for Nonprofit Participation.  All nonprofits must receive approval from the Authority prior to the 
submission of any HTF application.  If a nonprofit is not an approved nonprofit, the application will be 
returned. 
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Terms of Financial Assistance: 
Housing Trust Funds are available for the acquisition, acquisition/rehabilitation, and/or new construction 
(which could include the demolition of an existing dwelling) of a residential building or buildings that 
contain one or more housing units, serving persons at or below eighty percent (80%) of area median 
income.   
 

 
NONPROFITS 

LOCAL 
GOVERNMENTS FOR-PROFITS 

Maximum HTF Award Per Project $500,000 $500,000 $500,000 
Type of Assistance:    
Deferred Forgivable –  
Maximum $300,000 YES NO NO 

One percent (1%) -- up to thirty (30) 
year term and amortization period 

YES  
For remaining 

$200,000 
YES YES 

Income Limits of Beneficiaries:    
Very Low-Income (at or below fifty 
percent (50%) of Area Median 
Income) 

Applies to 50% of 
Units 

Applies to 50% of 
Units 

Applies to 50% of 
Units 

Low-Income (at or below eighty 
percent (80%) of Area Median 
Income)* 

Applies to 50% of 
Units 

Applies to 50% of 
Units 

Applies to 50% of 
Units 

*NOTE: The income served may be at or below eighty percent (80%) area median income but 
the rents will be restricted at the sixty percent (60%) rent limits.   

 
Submitting Applications: 
Applications for HTF will be accepted in open funding cycles per the schedule posted on the Authority’s 
website www.schousing.com 
 
In order to be considered, complete applications must be received in our office prior to close of business 
on the submission deadline date.  Applications may be delivered by mail, other shipping service, or by 
hand delivery.  Applications should be submitted in a package labeled “Housing Trust Fund 
Application” to our address as stated below. 

• Facsimile transmissions will NOT be accepted.   
• Items postmarked before the deadline, but received in our office after the deadline will NOT be 

accepted.   
• Incomplete applications will NOT be eligible for consideration. 

 
Applications may be obtained on the Authority’s website:  www.schousing.com 
 
Alternatively, applications may be requested by writing or calling as indicated below: 
 

South Carolina State Housing Finance and Development Authority 
ATTN: HOUSING TRUST FUND  
Application Package Request 
300-C Outlet Pointe Blvd. 
Columbia, SC  29210 
Telephone: (803) 896-9001 
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Application Submission Format and Checklist: 
Sponsors must submit one (1) original and (1) copy of the application.  All required exhibits and tabs 
MUST be included with the application in order for it to be accepted. 
  
Complete applications must include all pages of the application form. All applications must be self-
contained. The Authority will not rely on any previously submitted information, written or verbal, 
to evaluate the applications in any given application period. 
 

Tab # Item Description 
Tab 1 • Original Application 

• Request for Inspection form 

Tab 2 
• Development Costs/Pro Forma 
• Operating Pro Forma 
• Financial Commitments 

Tab 3 

• Site Map & Directions to the Site from the Authority 
• Photographs of Structure (front & back) 
• Plans and Specifications 
• Work Write-Up 
• Contractor’s License 

Tab 4 

• Market Study 
• Appraisal 
• Copy of Deed, Contract or Option 
• Evidence of Zoning 
• Evidence of Utilities 

 
 
Changes to Project after Award: 
Any changes to a project after notice of award approval must be submitted to the Authority in writing and 
must be approved by the Authority.  The Authority may revoke a portion or the entire award if a Sponsor 
makes changes to the project without prior approval.   
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Application Review Process 
 
The Housing Trust Fund staff will complete an initial review of each application. 
 

1. Applications will be evaluated first for compliance with threshold criteria. Applications that 
are found to meet minimum threshold requirements will then be reviewed to determine if the 
project is financially feasible, requires subsidy and is consistent with HTF policies.  The 
Authority staff will exercise sole discretion when deciding to accept, reject, or 
recommend applications. 

 
2. Applications not meeting threshold criteria or compliance with program requirements will be 

rejected and returned to the Sponsor. 
 

3. Staff will review applications for completeness.  Incomplete applications will 
automatically disqualify the application from further review during the application 
cycle, unless the Authority staff determines that the deficiency is minor and curable.  The 
Sponsor will have ten (10) calendar days from the date of notification to correct minor, 
curable deficiency(s).  Failure to resolve these issues within ten (10) calendar days will 
automatically disqualify the application from further review during the application cycle.  
The Authority staff will exercise sole discretion in determining if a deficiency is minor 
and curable or warrants immediate disqualification of the application. 

 
4. Successful applications which are deemed to be financially feasible, requiring subsidy and 

are consistent with Housing Trust Fund policies may be recommended to the Board of 
Commissioners for funding approval.   

 
5. Housing Trust Fund awards will be issued not later than a week after the approval of the 

Board of Commissioners.   
 
 

Minimum Threshold Requirements: 
Sponsors applying for Housing Trust Fund awards must meet the following minimum requirements.  
Applications that do not meet the minimum requirements will be eliminated from further review. 
 

1. The project meets all application requirements; and  
 

2. Previous Sponsors may not have any outstanding findings of noncompliance with program 
requirements; and 

 
3. All of the Sponsor’s open HTF projects are at a satisfactory level of completion. 
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Other Information: 
1) The completion deadline will be specified in the Funding Agreement and will be determined in 

conjunction with the board approved date.  The Authority will not disburse award proceeds if the 
Sponsor has not expended funds within the timeframes specified in the Funding Agreement. 

 
2) Sponsors must operate within their defined service areas. 
 
3) Participants are limited to five (5) open projects, plus the maximum of five (5) ER’s.  (NOTE – For this 

purpose, a Block Grant is considered one (1) project.)  Related Parties, as defined below, are 
presumed to be sufficiently related for them to be treated as a single applicant for the purposes of the 
maximum. A significant factor in the Authority’s evaluation will be whether, based on the facts and 
circumstances, the primary purpose of the party’s involvement in a project appears to be avoidance 
of the maximum.  
a) For this purpose a Related Party relationship exists when one or more of the officers, directors, 

stockholders, members, or employees of a Sponsor or Owner is also an officer, director, 
stockholder, member, or employee of another Sponsor or Owner, or where two or more Sponsors 
or Owners share expenses, income and/or office space.  

 
4) Officers, directors, stockholders, members or employees of the Sponsor are ineligible to receive 

assistance.  Family members of officers, directors, stockholders, members or employees of the 
Sponsor are ineligible to receive assistance. 

 
5) Any Participant who has requested and received an extension on any open project is ineligible to 

submit any new HTF requests for award until the extended project is 100% complete and closed. 
 
6) The project is limited to very low-income (at or below 50% percent area median income) households 

and individuals.  
 
7) Each Rental Housing project must be completed within 24 months of award approval. 
  
8) The completion deadline will be specified in the Funding Agreement and will be determined in 

conjunction with the information provided in the application.  The Authority will not disburse award 
proceeds and will revoke remaining awarded authorization if the Participant has not committed or 
expended funds with the timeframes specified in the Funding Agreement. 

 
9) Sponsors may be required to attend an implementation workshop after the award has been made.  

The purpose of this workshop is to prepare Sponsor for fulfilling program and construction 
requirements as well as financial accountability. 

 
10) Housing Trust Fund awards may be terminated at any time prior to the award expiration date, due to 

documented evidence of unsatisfactory program/project productivity. 
 
11) Housing Trust Fund Participants will be required to submit performance quarterly reports on project 

status through project completion.   The Authority reserves the right to require Project Status 
Reports, more frequently if it deems they are necessary. 
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 Guidelines for Rental Housing  
 
Property Location and Standards 
Applicants must operate within their defined service areas.   
 
Sites should be relatively flat, integrated into a residential community, and should not be isolated in areas 
with large amounts of undeveloped land.  Surrounding uses should be compatible with the proposed 
project, and the proposed design compatible with existing architecture in the area.   
 
Unfavorable site characteristics include but are not limited to the following:  
 
• Sites located within one half (½) mile of storage areas for hazardous or noxious materials, or sewage 

treatment plant or other solid waste facilities; or 
• Sites where any portion or boundary of proposed site is located on or touching any portion or 

boundary of an easement containing an electric or communications substation.  In addition, no 
portion or boundary of proposed site can be within three hundred (300) feet of any actual substation, 
whether active or inactive; or 

• New Construction sites where any portion or boundary of the proposed site contains any easements 
for overhead electric power lines, regardless of voltage, and/or such electric power lines run through 
areas of the proposed site other than the outside perimeter of the site to distribute power to locations 
not located within any portion or boundary of proposed site; or 

• Sites where any portion or boundary of proposed site is within one thousand (1000) feet of an 
operating industrial plant that may pose a safety risk, hazard, nuisance or other negative impact; or  

• Sites where a nearby active railroad causes excessive noise and vibration.   
 
Prohibited Properties 

• Mobile Homes 
• Manufactured Housing 

 
Income Targeting And Rents 
Applicants must ensure that one hundred percent (100%) of the HTF units are income and rent 
restricted.  Rents are limited based on beneficiary income, county and number of bedrooms in the unit as 
provided in Rent Limits.  Beneficiaries must meet income limits for both eight percent (80%) and fifty 
percent (50%) of the area median income households.  Using the rents provided. Applicants are to target 
the incomes to determine the initial rent structure and requirements for providing the financial projections 
for income and expenses.  The incomes and rents provided are revised annually and Participants can 
use the updated versions as beneficiaries are recertified. 
 
Deferred Forgivable Loans & Loans at 1% 
Fifty percent (50%) of the units must serve beneficiaries at or below fifty percent (50%) of area median 
income.  The remaining fifty percent (50%) of the units may serve beneficiaries at or below eighty 
percent (80%) of area median incomes and will be subject to the sixty percent (60%) rent limit 
restrictions. 
 
For special needs populations in which nonprofits are using deferred forgivable loan only, Applicants 
must demonstrate that they are targeting beneficiaries with incomes below 50% of the area median 
income.   
 
 
Eligible Beneficiaries 
Beneficiaries must be low-income with gross annual incomes that do not exceed eighty percent (80%) of 
area median income as applicable.  Participants must determine the household income by examining 
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and verifying source documents indicating annual income (e.g., wage statement, interest statement, and 
unemployment compensation statement).   
 
Participants must identify and verify all sources of income for each individual household member.  The 
“Certification of Total Household Income” and “Verification of Employment” forms must be completed by 
the Applicants once the project is completed, tenants income must not be dated more than six (6) 
months prior to the application.   The total anticipated annual household income must not exceed 
the required income limit for the targeted unit, which may represent eighty percent (80%) or fifty 
percent (50%) of the area median income for the county as applicable.  Participants are responsible 
for ensuring all forms of income are identified and documented.   
 
Annual Income is determined by taking the total anticipated income from all sources for the twelve-month 
period preceding the date of certification of income.  Annual income includes, but is not limited to gross 
income, the full amount before any payroll deductions, of wages and salaries, overtime pay, 
commissions, fees, tips, bonuses, and other compensation for personal services; the net income from 
the operation of a business or profession; interest, dividends, and other net income of any kind from real 
or personal property; the full amount of periodic payments received from social security, annuities, 
insurance policies, retirement funds, pensions, disability or death benefits and other similar types of 
periodic receipts, including a lump-sum payment for the delayed start of a periodic payment other than 
Supplemental Security Income; payments in lieu of earnings, such as unemployment and disability 
compensation, worker's compensation and severance pay; welfare assistance; periodic and 
determinable allowances, such as alimony and child support payments, and regular contributions or gifts 
received from persons not residing in the dwelling; all regular pay, special pay and allowances of a 
member of the Armed Forces (other than pay for hazardous duty). 
 
Beneficiaries who report zero income must certify to such on the “Certification of Zero Income” form.    
Every household member that is eighteen (18) years of age or older and is not a full-time student, must 
report their income.  Every household member that reports zero income must certify to such on the 
“Certification of Zero Income” form.  Participants need to be aware that the potential household must 
have some means of paying their portion of the rent and utilities if they do not receive rental assistance 
for the full rent amount.  Income tax returns will be accepted but only in situations where no other income 
information is available.  Additionally, the tax returns must have all pertinent information correctly 
identified and all schedules included. 
After a project has been completed, it is the owner’s responsibility to ensure that beneficiaries continue 
to be income qualified.  If it is discovered that beneficiaries are not income qualified due to the 
Participant not acquiring sufficient information, documentation, or recertification the Participant will be 
required to proportionally refund the HTF award and may be disqualified from further participation in the 
HTF.  If the problem concerning income qualification is determined not to be the Participants error, the 
Authority will take reasonable steps to assist the Participant with bringing the project into compliance. 
 
Copies of the above mentioned Exhibits may be obtained on the Authority’s website at 
www.schousing.com  under HTF Exhibits. 
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Contracts and Agreement Conditions 
Funds are awarded as a deferred forgivable loans or repayable loans.   
 

• Deferred forgivable loans are only available to nonprofits with one hundred (100%) ownership of 
the project. 

• In the event the property is to be sold, the Housing Trust Funds become due and payable at 
closing, (per the mortgage and security agreement "Due on Sale" clause). 

• No project will be awarded a Housing Trust Fund award unless cash flow is sufficient to cover 
debt service on all loans determined at underwriting.  THE DEBT COVERAGE RATIO MUST BE 
> 1.15. 

• The mortgage position of the Housing Trust Fund award must be comparable to the amount of 
Housing Trust Funds awarded.  (i.e., if the Housing Trust Fund award were the second largest 
source of funds then it would have a second mortgage position). 

• Loan amortization and/or repayment are deferred until ninety (90) days following the completion 
of construction. 
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Project Feasibility and Underwriting Guidelines 
All applications are subject to financial review by the Authority.  The underwriting will consist of, but is not 
limited to, the following areas: 
 
Total Development Costs:  Development costs are evaluated for reasonableness.  Total development 
cost per heated square foot may not exceed one hundred dollars ($100.00). 
 
Developer Fees:  Developer fees are limited based on development costs.  Developer fees on 
acquisition activities are restricted to five percent (5%)  of adjusted acquisition cost.  Developer fees on 
new construction and rehabilitation activities are restricted to fifteen percent (15%) of adjusted 
development cost.  Developer fees are calculated as the total of developer fees five percent (5%) plus 
the total of developer fees fifteen percent (15%) from the development costs schedule in the application.  
Both categories of developer fees are limited, as follows: 
 

a) Developer fees may not exceed five percent (5%) of the adjusted acquisition costs for the 
acquisition portion of an acquisition/rehabilitation.  The formula is: 

 
Developer fees 5% 

Acquisition cost less (-) land 
 
b) Developer fees may not exceed fifteen percent (15%) of the adjusted development costs for: 

a) new construction, b) rehabilitation without a change in ownership, and c) the rehabilitation 
portion of an acquisition/rehabilitation.  The formula is: 

 
Developer fees 15% 

Adjusted development costs 
Adjusted Development Costs is calculated as follows: 
 

Total development costs 
Less acquisition costs 
Less consultant fees 
Less developer fees 

 
Minimum Hard Costs:  Minimum hard costs must be no less than sixty-five percent (65%) of total 
development costs.  Hard costs includes the following line items: 

 
Land 
Existing Structures 
Other (Acquisition Costs) 
Demolition 
On-Site Improvements 
New Building 
Rehabilitation 

 
Contractor Costs:  The combined total of general requirements and contractor profit & overhead may 
not exceed fourteen percent (14%) of hard construction costs.  The structure of these fees is limited to 
the following: 

 
General requirements may not exceed 6% of hard construction costs 
Contractor profit & overhead may not exceed 8% of hard construction costs 
Total contractor fees may not exceed 14% of hard construction costs 
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Hard Construction Costs includes the following line items from the development costs schedule: 
 

Demolition 
On-Site Improvements 
New Building 
Rehabilitation 

 
Minimum Rehabilitation Costs:  The Authority requires a minimum rehabilitation expenditure of five 
thousand dollars ($5,000.00) per unit in hard construction costs for an acquisition/rehabilitation 
development. 
 
Operating Costs:  Projected operating expenses, for all developments, must not be less than two 
thousand dollars ($2,000.00) per unit, per year, excluding taxes and reserves.  If any utilities, including 
water and sewer, are owner-paid, then the minimum will be increased to include the additional utilities for 
the rental units.  The Applicant must provide an explanation and satisfactory documentation of the 
projected utility amount per unit. 
 
The Applicant must, upon request, provide a detailed explanation of the determination of annual 
operating costs.  The Applicant must justify operating costs, and such costs may be accepted or rejected 
by the Authority in its sole judgment. 
 
Vacancy Rate:  The application must utilize a vacancy rate of not less than seven percent (7%).   
 
Debt Coverage Ratio:  The application must reflect a debt coverage ratio of not less than 1.15.  The 
debt coverage ratio is calculated as net operating income/total annual debt service.  Awards to projects 
may be reduced if the financial review determines less funding is necessary. 
 
Cash Flow:  The pro-forma financial statement must demonstrate that the project will maintain a positive 
cash flow for the entire Housing Trust Fund loan amortization period. 
 
Commercial Loan Requirements:   
All commercial debt used to finance a project must meet the following requirements: 
 
Loans with unknown or unspecified interest rates or repayment terms at any time during the loan period 
are not acceptable.  Loans subject to re-negotiation with terms that are unknown at the time of 
application are not acceptable.   
 
Projects financed with debt that includes a balloon or other variable payment must continue to meet all 
other underwriting requirements, including minimum debt coverage, throughout the affordability period. 
 
The application must include a loan amortization schedule(s) specifying payments for the entire loan 
period. 
 
Replacement Reserves:  Developments are required to establish and make annual contributions to 
replacement reserves, as follows: 
 
New Construction:  Two hundred fifty dollars ($250.00) per unit, per year 
Rehabilitation or Conversion:  Three hundred dollars ($300.00) per unit, per year 
 
Annual contributions are made from operating cash flow and are cumulative. 
 
Operating Reserves:  Operating reserves are funded initially from development costs and replenished, 
when used, from operating cash flow.  Operating reserves must be maintained at the required level 
throughout the affordability period, as follows: 
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Less than ten (10) units:  Three (3) months of projected operating expenses 
Ten (10) or more units:  Six (6) months of projected operating expenses 

 
 
The Authority, in its sole discretion, reserves the right to waive any of the above financial requirements if 
the facts and circumstances regarding a development warrant the waiver.  Any such waiver will be 
decided solely by Authority staff on a case-by-case basis. 
 
 
Market Study and Appraisals Requirements  
The Authority will require each Applicant to prepare a Market Study related to the proposed project.  The 
Applicant must complete an analysis of the site utilizing the following criteria: 
 

1. Define the market area through interviews and demographic analysis 
2. The problem of substandard housing in the development area 
3. The need/demand for the type of housing proposed in the application 
4. Analyze existing rental communities as well as provide information on proposed rental 

developments 
5. Establish the income requirements for the targeted population 
6. Determine the number of income-qualified renter households in the market 
7. How the proposed development meets the demand 
8. Evaluate the appropriateness of the proposed rents by comparing them with other 

comparable properties (survey property rents at a minimum by telephone) 
9. How the targeted tenant population is identified in the area to be served 
10. Determine and calculate the capture rate (for site only) and penetration rate (factoring in 

other comparable properties) 
 

The Authority reserves the right, for developments that exceed twenty-four (24) units, to require a third 
party independent market study at the expense of the Applicant. 
 
Applicants will be required to provide an appraisal that represents the income approach on all proposed 
projects except in case of vacant land. 
 
Payment and Performance Bonds: 
Applicants are required to provide either Direct Pay Irrevocable Letter of Credit or a Payment and 
Performance Bond, when a contract exceeds $100,000 in construction costs, to ensure the 
completion of construction on Authority funded projects.  Acceptable letters of credit must be payable 
directly to the Authority in an amount equal to the award amount to ensure payment in full for all 
completed work-in-place.  All letters of credit will be reviewed to limit the Authority’s liability. 
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Construction Guidelines 

 
Sponsors are required to submit itemized work write-ups for rehabilitation for each property prior to 
beginning any work.  Sponsors are responsible for ensuring the construction costs are feasible and cost 
reasonable to alleviate substandard conditions.  Labor and material cost for each line item must be 
reported separately.  The Authority has developed acceptable “Work Write-Up” forms which may be 
downloaded from the Authority’s website by going to www.schousing.com.   It is acceptable to use other 
formats but all the information in the Authority provided forms must be included if another Work-Write-Up 
form is used.   
 
Evaluation will involve a review of the work write-up submitted and an on-site inspection.  If the Authority 
concludes that the costs presented in the Application are not “reasonable,” the application will either be 
returned for corrections or rejected depending upon the circumstances.   
 
Payment and Performance Bonds: 

 Sponsors are required to provide either Direct Pay Irrevocable Letters of Credit or Payment and 
Performance Bonds, when a contract exceeds $100,000 in construction cost, to ensure the 
completion of construction on Authority funded projects.  Acceptable letters of credit must be payable 
directly to the Authority in an amount equal to the award amount to ensure payment in full for all 
completed work in place.  All letters of credit will be reviewed to limit the Authority’s liability. 
Construction Standards: 
Sponsors must adhere to the written standards developed by the Authority and to all local standards in 
order to utilize Housing Trust Fund for any activity.  Those standards are: 
 

• All work must be in compliance with the International Code Series for residential, plumbing, 
mechanical, fuel gas, energy conservation, fire, and electrical codes.  In addition all work must 
meet any local code restrictions. 

• All work performed, whether specified or not, shall be performed and completed in a manner 
supportable by the manufacturer’s specifications, standard construction practices, and/or 
recognized building codes. 

• All work performed shall be “finished” work whether expressed or not.  For example, if a door unit 
is specified for a bedroom then that unit shall be finished to match an existing unit whether it is 
stained/finished or painted.  The unit shall have a lockset installed. 

• All materials shall be new, in good condition, and of standard grade. 
• The Sponsor must contact the building code enforcement agency within the locality in which the 

proposed construction is to be undertaken and have the agency’s building inspector review the 
work write-ups or plans and specifications prior to submission of the application to insure that the 
Sponsor has met locality requirements. 

• A physical on-site repair assessment must be performed prior to the submission of application (if 
applicable) 

• The Sponsor must solicit and procure a licensed contractor when applying for individual 
beneficiaries. 

• The Sponsor is required to provide a detailed work-write up from the contractor regarding 
rehabilitation (if applicable).  Accurate, detailed work write-ups must be provided for the work to 
be performed.   

• All work regarding handicapped accessibility must meet the requirements of Section 504. Please 
refer to CABO/ANSI Section A117.1for compliance requirements. 

 
NOTE: Refer to the HOME program and HTF program Construction Manual for more 

detailed requirements. 
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Allowable Construction Costs: 
 
Development hard costs -- The actual construction costs including: 

• Costs to meet Authority construction standards and local code construction standards 
• Essential improvements 
• Electrical, plumbing, structural-related improvements 
• Improvements for handicapped persons 
• Repair or replacement of major housing systems in danger of failure 
• General property improvements that are non-luxury improvements 

 
Related soft costs -- Reasonable and necessary costs, including: 

• Building Permit Fees 
• Building Inspection Fees 
• Professional Fees to include related services to prepare work write-ups.  Professional Services 

must be third party.  The maximum expense for professional fee is $250.  An invoice must be 
provided. 

• Developer Fee may not exceed fifteen percent (15%) of HTF award amount. 
• No more than 50% of the HTF Award amount may be used for the acquisition of a Transitional 

Housing site, with or without structures. 
 
Prohibited Costs: 

• Participants may not pay any administrative costs with Housing Trust Fund awards. 
• Housing Trust Fund awards may not be used for relocation expenses of residents, costs 

associated with record keeping, storage, tools and equipment, and other such related items. 
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Award Disbursement Procedures 

 
HTF awards will only be disbursed after proper documentation has been provided that supports the costs 
to be reimbursed and Authority inspection of the property confirms that the work has been done.  
Sponsors are required to draw down HTF awards in proportion to the other sources of financing.  
Requests for Payment are processed within fourteen (14) days upon receipt of all required documents 
and information.  When the HTF award is being used for construction and/or rehabilitation, a ten percent 
(10%) retainage will be held until the project is satisfactorily completed and closed.  Before any HTF 
award will be disbursed, a properly executed Funding Agreement must be submitted to the Authority. 
 
HTF Payment: 
All requests for HTF payment must be submitted on the Authority’s “Request for Payment” form and must 
be accompanied by the “Inspection Request” form.  No payments will be disbursed until construction 
progress has been inspected by the Authority.  The Authority will contact the Sponsor upon receipt of the 
Request for Payment and Inspection form to schedule an inspection.  The following documents must 
accompany the form: 

• Invoices associated with construction and soft costs 
• Construction progress report or AIA documents 

 
Acquisitions: 
If all or a portion of the HTF loan is to be used to pay for the acquisition of a property, the Sponsor must 
provide the Authority with the items listed below three (3) weeks prior to the closing: 

• Date of the closing 
• The name, address, and telephone number of the closing attorney 
• The amount that will be needed at closing 

The following documents must be submitted to the Authority within a reasonable amount of time 
following closing: 

• Settlement statement 
• Executed and recorded loan documents to include the Mortgage, Exhibit A, Promissory note, 

Truth in lending, Payment and performance bond or Letter of credit (if applicable), Title 
insurance, and HUD 1 statement. 

 
 

Housing Trust Fund Compliance  
 
Sponsors must recertify tenant’s household income annually upon lease renewal.  HTF definitions of 
income will apply.  Rents and income limits are adjusted periodically.  Sponsors may obtain updated 
limits from the Authority by going to our website at schousing.com. 
 
Sponsors are responsible for maintaining the property in compliance with Uniform Physical Condition 
Standards and should routinely inspect the units to ensure that tenants are maintaining the unit in 
accordance with the lease and that all needed repairs have been reported. 
 
The Authority will inspect the property, review property and tenant records and management policies and 
procedures annually to determine compliance with rent and income restrictions and to verify that the 
property is being maintained in accordance with Uniform Physical Condition Standards. 
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Conflicts of Interest and Performance Deficiencies  
  
For a project, or a beneficiary request within a Block Grant project, the Sponsor and/or any Related 
Parties may NOT provide any other fee-based service on a transaction where the Sponsor has received 
a Housing Trust Fund award.  Failure to require or accept a fee for the service does not make the 
arrangement acceptable.  For example, the Sponsor and/or Related Party may NOT act as real estate 
sales agent or broker, first mortgage originator, title service or closing agent, property appraiser, etc.   
Habitat for Humanity affiliates are granted an exemption to this policy for purposes of providing mortgage 
financing to their clients. 
 
For the purposes of this policy, a Related Party relationship exists when one or more of the officers, 
directors, stockholders, members, or employees of a Sponsor is also an officer, director, stockholder, 
member, or employee of the fee-based service provider, or where the Sponsor and fee-based service 
provider share expenses, income and/or office space.  
 
Any violation of this policy will be dealt with as outlined below in the section titled “Performance 
Deficiencies and Misappropriation of Funds.” 
 
Performance Deficiencies and Misappropriation of Funds 
If the Authority determines that a Participant exhibits inadequate program controls, expends funds 
improperly, or exhibits non-compliance, it may take any or all of the following actions: 
 
• Impose limitations on Participant’s participation in Housing Trust Fund which may include suspension 

from participation in the Housing Trust Fund; or 
• Require the Participant to submit additional information to determine the reason for the non-

compliance and develop a corrective action plan; or 
• Require the Participant to reimburse the Authority for all proceeds improperly expended; or 
• Terminate the Funding Agreement and demand full and complete repayment of all proceeds owed to 

the Housing Trust Fund; or 
• Disqualify the Participant and/or any other persons or organizations involved in the project from 

further Housing Trust Fund participation; or 
• Suspend or debar the Participant and/or any other persons or organizations involved in the project 

from further participation in all Authority programs in accordance with the Authority’s Debarment and 
Suspension Policy. 
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Project Feasibility and Underwriting Guidelines 
 
Minimum Rehabilitation Costs:  The Authority requires a minimum rehabilitation expenditure of five thousand dollars 
($5,000.00) per unit in hard construction costs for an acquisition/rehabilitation development. 
 
Operating Costs:  Projected operating expenses, for all developments, must not be less than two thousand dollars 
($2,000.00) per unit, per year, excluding taxes and reserves. 
If any utilities, including water and sewer, are owner-paid, then the minimum will be increased to include the additional utilities for 
the rental units.  The Applicant must provide an explanation and satisfactory documentation of the projected utility amount per 
unit. 
 
The Applicant must, upon request, provide a detailed explanation of the determination of annual operating costs.  The Applicant 
must justify operating costs, and such costs may be accepted or rejected by the Authority in its sole judgment. 
 
Vacancy Rate:  The application must utilize a vacancy rate of not less than seven percent (7%).   
 
Debt Coverage Ratio:  The application must reflect a debt coverage ratio of not less than 1.15.  The debt coverage ratio is 
calculated as net operating income/total annual debt service.  Awards to projects may be reduced if the financial review 
determines less funding is necessary. 
 
Cash Flow:  The pro-forma financial statement must demonstrate that the project will maintain a positive cash flow for the entire 
Housing Trust Fund loan amortization period. 
 
Commercial Loan Requirements: 
All commercial debt used to finance a project must meet the following requirements: 
 
Loans with unknown or unspecified interest rates or repayment terms at any time during the loan period are not acceptable.  
Loans subject to re-negotiation with terms that are unknown at the time of application are not acceptable.   
 
Projects financed with debt that includes a balloon or other variable payment must continue to meet all other underwriting 
requirements, including minimum debt coverage, throughout the affordability period. 
 
The application must include a loan amortization schedule(s) specifying payments for the entire loan period. 
 
Replacement Reserves:  Developments are required to establish and make annual contributions to replacement reserves, as 
follows: 
 
New Construction:  Two hundred fifty dollars ($250.00) per unit, per year 
Rehabilitation or Conversion:  Three hundred dollars ($300.00) per unit, per year 
 
Annual contributions are made from operating cash flow and are cumulative. 
 
Operating Reserves:  Operating reserves are funded initially from development costs and replenished, when used, from 
operating cash flow.  Operating reserves must be maintained at the required level throughout the affordability period, as follows: 
 

Less than ten (10) units:  Three (3) months of projected operating expenses 
Ten (10) or more units:  Six (6) months of projected operating expenses 
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