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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

1 Introduction

The Department of Housing and Community Development (DHCD) administers a variety of
State and federal programs that finance the development of affordable rental housing. These
programs include, but are not limited to, the Low Income Housing Tax Credit (LIHTC), the Rental
Housing Program (RHP), Rental Housing Works (RHW), the Partnership Rental Housing Program
(PRHP), the HOME Investment Partnerships Program (HOME), and the Multifamily Bond
Program (MBP).

While there are variations between these programs based on the underlying source of funds,
State and federal requirements applicable to specific funding sources, and State policy goals,
DHCD seeks to align many of the administrative processes that accompany these programs. This
alignment makes these programs more user-friendly and contributes to operating efficiencies
for DHCD and its partners, including owners, investors, and managers of properties financed by
DHCD resources.

This document is one of three (3) publications that specifically address policies and procedures
for disbursing and tracking funding for affordable rental housing developments financed by
DHCD. The three (3) documents are:

1) Guide to Project Development Costs
2) Guide to Draw Procedures
3) Guide to Cost Certification

Together, these documents were developed to provide borrowers/mortgagors, general
contractors, and certified public accountants with important information to assist them in the
preparation and submission of draw requests and cost certifications following completion of

multifamily rental projects. These documents serve as a complement to the Multifamily Rental
Financing Program Guide (the “Guide”) and Qualified Allocation Plan for Low Income Housing
Tax Credits (the “QAP”). Additionally, these document complement but are not a substitute for
federal and state laws and regulations.

Because of the complexity of the rules governing DHCD’s multifamily rental financing
programs, all participants are urged to seek appropriate legal and accounting advice
regarding construction-related matters, draw requests, cost certifications and other
matters associated with the disbursement of DHCD funding. Borrowers/mortgagors
and general contractors may engage accounting and legal representation of their
choice without DHCD approval, and are urged to do so at an early stage in the
processing/underwriting of DHCD financing.
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

All questions regarding this document should be directed to Alvin Lawson, Multifamily
Construction Finance Team Leader via email at Alvin.Lawson@Maryland.gov, via phone at 301-
429-7718, or by mail to DHCD at 7800 Harkins Road, Lanham MD 20706.
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

2 Definitions

The Department classifies project development costs into seven (7) primary categories, which
are listed below. These categories are used in the Department’s underwriting and financial
review, and various Departmental forms (i.e. Forms, 202, 406 and 101) are organized
accordingly. The 7 categories are:

Construction or Rehabilitation Costs

Fees Related to Construction or Rehabilitation
Financing Fees and Charges

Acquisition Costs

Developer’s Fee

Syndication Related Costs

Guarantees and Reserves

No vk~ ownNe

Definitions of key terms used throughout this document are provided below.

2.1 Change Order
Means any amendment or modification of the Contract Documents approved by CDA and
occurring after the Initial Closing.

2.2 Completion Date
Means the Completion Date specified in the Construction Contract.

2.3 Cut-Off Date

Means 120 days from Substantial Completion.

2.4 Draw Request
Means a request for disbursement of the Loan proceeds and any other funds held by CDA for
Project Construction prepared by Borrower and delivered to CDA.

2.5 Draw Schedule
Means a schedule prepared by Borrower and delivered to CDA showing the amount Borrower
anticipates drawing and the anticipated date of each draw during the Construction of the Project.

2.6 Field Progress Meeting
Means the monthly meetings among CDA, Borrower, General Contractor, Architect and such
other parties.
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

2.7 Final Closing
Means the date on which the final principal amount of the Loan is finally accepted and approved
by CDA.

2.8 Initial Closing
Means the date of the initial closing of the Loan.

2.9 Loan Documents

Means this Agreement, the Note, the Deed of Trust, the Regulatory Agreement and any other
instrument or agreement evidencing or securing the CDA Loan(s), including any certificate or
other document executed and delivered in connection with the Loan.

2.10 Note

Means the Borrower's Deed of Trust Note to CDA in the principal amount of the CDA Loan,
secured by the Deed of Trust, evidencing Borrower's obligation to repay the CDA Loan and
specifying the terms of repayment.

2.11 Soft-Cost
Means Fees Related to Construction or Rehabilitation & Financing Fees and Charges.

2.12 Substantial Completion

Means the date when (a) the rehabilitation or construction and equipping of the Project has been
fully completed in a good and workmanlike manner and according to the Contract Documents, in
full compliance with all applicable Legal Requirements of any Legal Authority, except for punch
list items approved by CDA; (b) all certificates of use and occupancy have been issued by all
appropriate Legal Authorities for every unit in the Project; and (c) the Inspecting Consultant or
Architect has issued an AIA Form G-704 (Architect's Certificate of Substantial Completion).
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

3 Overview of the Draw Process

This guide specifies the procedures and requirements applicable to the processing of monthly
draw payments for DHCD loans and grants. Submission of a complete and accurate draw
package in accordance with these instructions will expedite processing and ensure timely
approval and payment of a draw.

Construction draw processing is part of the construction loan administration processing stage.
This stage begins with the initial loan closing and continues through Cost Certification and Final
Closing. DHCD administers the draw process with the following goals in mind.

1. Ensure that the DHCD loan(s), as well as all other project sources are distributed in
accordance with the loan documents, the approved budget and the intent of the loan
underwriting.

2. Ensure that the project sources and uses are kept in balance so that at all times sufficient

funds remain to complete the construction and rent-up of the project.

Provide for the timely and efficient disbursement of DHCD loan funds.

4. Ensure the efficient review and approval of change orders and budget changes when
necessary.

w

DHCD is committed to the timely processing of draw requests. DHCD will review each
submitted draw request for completion and accuracy. Complete draw requests will be
processed within 10 days (15 for initial closing draw) of receipt.
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

3.1 Draw Requirements

3.1.1 Documents and Forms

1.

A complete draw request will include the forms listed below. Please see Section
IV. Forms — Instruction for Use for detailed instructions on how to use and
complete each form.

i Mortgagor's Draw Requisition (CDA Form "406") (Exhibit A)
ii. Coversheet for Support Documentation (detail by budget line item)

(Exhibit B).

iii. Invoices and other support documentation (attached to each detail
coversheet).

iv. If applicable, the approved Soft Cost Changes Order Request (CDA
Form 407) (Exhibit C)

V. Contractor's Application for Payment (AIA Form G702) (Exhibit D)

Vi. The Continuation Sheet (AIA Form G703) (Exhibit E)

vii. If applicable, the approved Change Order (AIA Form G701) (Exhibit
F)

viii. If applicable, lien wavers required by CDA.

*Forms and instructions for use are included in the noted Exhibit

2.

Draw requests for some loans (i.e., FHA-Insured loans, etc.) may require the
submission of forms in addition to those listed above. If this is the case with
your particular loan, CDA will provide this information to you at the time the
commitment is issued.

3.1.2 Additional Policies and Procedures - Draws for Initial Closing (Initial Draws)

1.

2.

Processing Timeframe. A minimum of 15 working days is required to process an
initial draw. A loan may not go to initial closing without an approved initial draw.
Initial Draw Checklist — See Exhibit H

3.1.3 Policies and Procedures - Subsequent Draws

1.

3.

Processing timeframe. After initial closing, each subsequent draw request shall
be submitted at least ten working days prior to the anticipated payment
Construction Change Orders. Only construction change orders approved by the
CDA Construction staff assigned to the project will be paid as part of a draw. The
change order (AIA Form G701) must have the approvals of the architect,
contractor and owner before being submitted.

Soft Cost Change Orders. Soft cost overruns may occur during construction. To
document the overrun and request the transfer of soft cost contingency to the
appropriate line item, the Borrower must file a CDA Form 407.
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

4. Using savings to cover soft cost shortfalls. Documented savings from soft cost
line items may be used to fund soft cost shortfalls in other line items with the
prior approval of CDA. Use CDA Form 407 to request approval. The form must
include the reason for the savings and an explanation for the overruns.

3.1.4 Other Draw Related Issues

3.1.4.1 Loan in Balance
The DHCD loan must remain in balance at all times. The loan is out of balance when the total
development cost, as estimated by DHCD, exceeds the funds available to construct the project.

If at any time during the construction period the loan is out of balance, the developer must
fund any shortfalls, and DHCD’s funds may be withheld until assurances are made that project
can be completed as anticipated.

3.1.4.2 Developer Fee Disbursement

For transactions involving Rental Housing Funds (RHF), DHCD may allow up to 25% of the
projected non-deferred portion of the budgeted developer’s fee to be disbursed at initial
closing or through substantial completion, as evidenced by the issuance of an acceptable
certification of substantial completion by the project architect. At substantial completion, DHCD
may allow an additional 25% of the projected non-deferred portion of the budgeted
developer’s fee to be disbursed. The remaining non-deferred developer’s fee is disbursed only
after the project is 100% complete, a cost certification is accepted by DHCD, and DHCD’s final
closing requirements have been completed.

Developer’s fees may be paid only from equity, cash flow, or other non-DHCD sources of funds,
if DHCD loans are not in default, and if Developers continually perform satisfactorily.
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3.2 Submission of a Draw Request to CDA

When your draw request is complete and all support documentation is attached, please bind it
together in an orderly fashion and deliver to:

Construction Finance Team Leader

Department of Housing and Community Development
Community Development Administration

7800 Harkins Road

Lanham, MD 20706

The ten (15 for initial) working days needed to process a draw will begin when CDA receives the
draw package at 7800 Harkins Road.
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4 Final Draw and Final Closing

4.1 Final Closing

The final draw and disbursement of DHCD loan funds for the Project will be made in
conjunction with Final Closing. Final Closing on a DHCD loan occurs only after the completion,
submission and approval of a Cost Certification Packet in accordance with the requirements
outlined in the Cost Certification Guide. (See Exhibit | for Final Draw Checklist)

After DHCD completes its review of the Cost Certification Packet, a final reconciliation of total
DHCD loan funds will be completed and the Borrower will be required to execute a_Final
Determination of Loan Proceeds.

4.1.1 Final Draw Issues

At Final Closing, CDA may use any moneys remaining in the construction contingency funds, to
pay or reimburse Borrower for some or all of the increased construction costs due to previously
approved Change Orders approved for construction purposes only.

If any landscaping or any other seasonal improvements cannot be completed due to season or
weather conditions, the Borrower, General Contractor and CDA will consult and establish the cost
of such improvements. An agreed upon amount will be held by CDA for Borrower until the
landscaping or any other seasonal improvements are completed in accordance with the
agreement with the General Contractor.

Any cost savings identified in a cost certification approved by CDA, excluding undisbursed
construction contingency funds, may be used at CDA's discretion for one or more of the

following:
(a) Payment of Contracts Change Orders;
(b) “Soft” cost overruns;
(c) Project betterments approved by CDA;
(d) Reduction of the DHCD Loan amount;
(e) Escrow, reserve or other accounts established in the manner

required by CDA to be used for the benefit of the Project; or

(f) To pay any portion of the deferred developer’s fee.
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Appendices
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

ay = ) = mam
Exhibit A: The Mortgagor’s Draw Requisition - CDA Form 406
A B C D E F G H
Development Change Revised Previous This Total Percent Amount

Item Budget Orders Budget Draws Request To Date Complete Approved
Construction or Rehabilitation Costs
Total Construction Cost $0 $0 #DIV/0! $0
Construction Contingency $0 30 $0 $0 $0 #DIV/0! 30
Other $0 #DIV/0!
Fees Related to Construction or Rehabilitation
Architect's Design $0 30 $0 $0 30 #DIV/0! $0
Arch Supervision & Reimb $0 $0 $0 $0 $0 #DIV/0! $0
Architect's Reimbursables 0 $0 $0 $0 $0f  #DIv/0! $0
Real Estate Attorney 0 $0 $0 $0 $0f  #DIV/0! $0
Boundary/ Topo Survey 0 $0 $0 $0 $0f  #DIv/0! $0
Engineering 0 $0 $0 $0 $0f  #DIV/0! $0
Appraisal 0 $0 $0 $0 $0f  #DIV/0! $0
Market Study 0 $0 $0 $0 $0f  #DIV/0! $0
Environmental 0 $0 $0 $0 $0f  #DIV/0! $0
Zoning/Site Plan Fees/ PNA 0 $0 $0 $0 $0f  #DIV/0! $0
FF&E $0 $0 $0 $0 $0 #DIV/0! $0
Other $0 $0 #DIV/0!
Financing Fees and Charges
Construction Interest 0 $0 $0 $0 $0f  #DIV/0! $0
Construction Inspection Fees 0 $0 $0 $0 $0 #DIV/0! $0
Green Building Consultant 0 $0 $0 $0 $0f  #DIV/0! $0
Title and Recording 0 $0 $0 $0 $0f  #DIv/0! $0
Financing (Soft Cost) Cont. 0 $0 $0 $0 $0 #DIV/0! $0
CDA Administrative Fee 0 $0 $0 $0 $0f #DIv/0! $0
CDA Closing Fee $0 $0 $0 $0 $0f  #DIv/0! $0
Permanent Loan Fees $0 $0 $0 $0 $0f  #DIv/0! $0
Permanent Loan Legal $0 $0 $0 $0 $0f #DIv/0! $0
Other $0 $0 #DIV/0!
Acquisition Costs
Relocation Costs 0 $0 $0 $0 $0 #DIV/0! $0
Land & Building Acquisition 0 $0 $0 $0 $0 #DIV/0! $0
Acquisition Legal 0 $0 $0 $0 $0 #DIV/0! $0
Other $0 $0 #DIV/0!
Developer's Fee
Developer's Fee 0 $0 $0 $0 $0 #DIV/0! $0
Other $0 $0 #DIV/0!
Syndication Related Costs
Syndication Legal/Due Dil 0 $0 $0 $0 $0f #DIv/0! $0
Additional Syndication Legal 0 $0 $0 $0 $0 #DIV/0! $0
Partnership Organizational Fee 0 $0 $0 $0 $0f #DIv/0! $0
Partnership M anagement Fee $0 30 $0 $0 30 #DIV/0! $0
Tax Credit Application Fee 0 $0 $0 $0 $0f  #DIV/0! $0
Tax Credit Allocation Fee $0 $0 $0 $0 S0 #DIv/0! $0
Tax Credit Reservation Fee $0 $0 $0 $0 $0 #DIV/0! $0
Accounting/Auditing Fee $0 30 $0 $0 30 #DIV/0! 30
Other $0 30 #DIV/0!
Guarantees and Reserves
Lease Up/M arketing Reserve $0 30 $0 $0 $0 #DIV/0! $0
Operating Reserve 0 $0 $0 $0 $0f  #DIvV/0! $0
0 &M Holdback Reserve 0 $0 $0 $0 $0f  #DIv/0! $0
Services Escrow 0 $0 $0 $0 $0f  #DIV/0! $0
Real Estate Taxes Paid at Closing 0 $0 $0 $0 $0f  #DIV/0! $0
Guarantee Fee 0 $0 $0 $0 S0 #DIvV/0! $0
Other $0 $0 #DIV/0!
TOTAL $0 $0 $0 $0 $0 $0 #DIV/0! $0
SOURCES $0
Equity RITCF $0 $0 $0 $0 s #pwvio! $0
CDA HOME $0 $0 $0 $0 $0 #DIV/0! $0
Bonneville Mortgage 538 Loan 0 $0 $0 $0 $0 #DIV/0! $0
Deferred Developer's Fee 0 $0 $0 $0 $0f  #DIv/0! $0
Dev Equity RHHoldback & OM Res 0 $0 $0 $0 $0 #DIV/0! $0
Income from Operations 0 $0 $0 $0 $0 #DIV/0! $0
Services Escrow 0 $0 $0 $0 $0f  #DIv/0! $0

$0
TOTAL FUNDING SOURCES $0 $0 $0 $0 $0 $0 #DIV/0! $0

BY:
CDA:
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Instructions for Use:

1. The 406 must accompany each draw request. It will record the current approved
development budget, budget adjustments from soft cost change orders, revised budget,
previous approvals from last draw, the current costs being requested, the completed to
date balance and the percentage completed by line item. This is to be completed for
both the uses and sources sections of the draw request.

2. Provide project name, requisition number, borrower’s name and amount of draw
request in the upper section of this form.

3. Column A lists the approved development budget. Copy the approved development
budget into Column A. The development budget recorded on this document must be
identical, line by line, to the approved development budget at the time of initial closing.
This development budget is commonly referred to as the "202" budget because it is
recorded on CDA Form 202. The development budget is to be totaled and the funding
sources are to be totaled. The total budget must equal the total funding sources. A
request for payment is not complete and will not be processed for approval if Column A
of the Form 406 does not agree with the Form 202.

4. Column B will only be used to revise the development budget through the soft cost
change order process. The increase and decrease are to be recorded on the appropriate
line items. Please note that the net effect to the total development cost will be zero.
The sources section will not be affected.

5. Column C is the summation of Column A and Column B and equals the Revised
Development Budget.

6. Column D will represent the amounts approved to date on the previous draw. This
column will be blank on an initial draw but must be completed for all subsequent draws.
Only previously approved amounts are to be entered in this column. Both sources
(funds) and uses (costs) are to be included in this column. If the amounts in this column
do not agree with the previously approved requisition(s), the draw is not complete and
will not be processed until the column entries are corrected.

7. Column E lists the costs being submitted for payment in the current requisition. The
costs listed for each line item in Column E must be supported by documentation,
including invoices, AIA G702/703 forms, or similar support documentation. The support
documentation must be indexed and attached to a Coversheet for Support
Documentation (Attachment C). A separate Attachment C is required for each line item.

8. Column F shows the costs completed to date and is the sum of Column D and E. The
approved costs must always equal the total sources disbursed.

9. Column G shows the percentage of the project complete to date and is completed by
dividing column "F" by column "C" for each line item.

10. Column H is for CDA's use only. This column will be used to note the amounts approved
by CDA for the particular line item. Do not enter any data into Column H.

11. The 406 must be signed and dated by the owner or the owner's representative. We will
not accept a separate signature page. A signed 406 may be submitted by facsimile or
electronically with the Department’s advance approval.
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Exhibit B: Coversheet for Support Documentation
COVERSHEET FOR SUPPORT DOCUMENTATION

Name of Item: Line No.

INVOICE DATE INVOICE
VENDER DATE  INVOICE NUMBER ~ PAID  REQUISITIONNO.  AMOUNT ~ CUMMULATIVE
S0
50
S0
S0
50
S0
S0
50
50
S0
S0
50
S0
S0
50
50
S0
S0
50
S0
S0
50
S0
S0
50
S0
S0
50
50
S0
S0
50
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Exhibit C: Soft Cost Change Order Request - CDA Form 407

Maryland Department of Housing and Commuity Development
Housing Development Programs
7800 Harkins Road
Lanham, MD 20706

REQUEST FOR SOFT COST CHANGE ORDER

Project Name:

Project Number

Soft Cost Change Order Number:
Date:

We hereby request approval to make the following changes:

FROM TO
Line Item Line ltem
No. Description Amount No. Description Amount

RECAP FOR THIS TRANSFER

Line Item Amount Per Above Increase Revised
No. Description Last Draw or (Decrease) Amount

Justification for increase/decrease in line item:

Owner/Developer Signature:
Date:

CDA Approved:
Date:

GUIDE TO DRAW PROCEDURES APPENDIX -



MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Instructions for Use:

1. This form is used ONLY to change the approved development budget for non-
construction categories. It may not change the final mortgage amount but may
realign approved non-construction budget costs among line items.

2. Provide the borrower’s name, the project’s name and loan number, and the date of
the request and the number of the request. Use a sequential numbering system
separate from that of the hard cost change orders. Please allow 15 working days for
the soft cost change order to be processed.

3. The form must be signed by the borrower and submitted to the assigned
Construction Finance Manager. The Construction Finance Manager will obtain the
necessary approvals from the loan underwriter and return a copy of the approved
form to you.

4. The total of the “Transfers From” column on the form must equal the total of the
“Transfer To” column.

5. If savings in a line item are to be used to fund a cost increase in another line item, a
justification must be provided for the line item changes. You need only justify the
increased cost if drawing from the soft cost contingency. Please provide a clear
explanation for the changes.
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Exhibit D: Contractor’s Application for Payment - AIA Form G702

lAIA Document G702" - 1992

Application and Certificate for Payment

TO OWNER: PROJECT: APPLIGATION NO: Diistribution fo:
PERIOD TO: oWNER 01

CONTRACT FOR: ARCHITECT O

FROM CONTRAGTOR: VIA ARGHITECT: CONTRAGT DATE: CONTRACTOR 01
PROJECT MO3: ! I FELD O

OTHER [1

CONTRACTOR’'S APFPLICATION FOR PAYMENT The undersigmed Condractor certifies that to the best of the Contractors know et!?' Information
Appilication 1s mad for payment, as shown below, in connection with the Contract. and bellef 'ﬁ Work opvared by fhis Application for Paymenit et been completed in acoordance

with the Coniract Documents, that all amounts have been pald by the Contractor for Work for

Continuation Sheet, ALA Document G703, 15 sttachad. which pevious Certificses for Payment were issied and payments recetved from the Owner, and

1. ORIGIMAL CONTRACT SUM ... - % that curent payment shown herein i now due’
2 Mt change by Change Orders 5 CONTRACTOR:
J.CONTRACT SUM TODATE (1IN 1 £2) eevinnieeeee e 5 By Date
4. TOTAL COMPLETED & STORED TO DATE (Column & on GT03) ............. 5 State of:
5. RETAINAGE: County of:
a __ ®of Compieed Wark Subscribed and swom 1o before
(Column [ + E on GH03) 5 me this day of
b. % of Stored Material
(Column F on G703) 5 Molary Public:
My Commission expires
Totzl Redainage {Lines 5a -+ Sbor Totsl in Column 1 of G703).... 5
6. TOTAL EARNED LESS RETAMAGE ................ccoooociooil 5 ARCHITECT'S CERTIFICATE FOR PAYMENT
(Line 4 Lexs L 5 Total) In accordance with the Coniract Documents, basad on on-slie observatioms and the data comprising
7. LESS PREVIOUS CERTIFICATES FOR PAYMENT .. (oo 5 this appilication, the Architect ceriifies o the Owner that to the best of the Archilect's knowledge,

on and beBer the Work has progressed as indicated, the quality of the Work Is In
(Line & from prior Certificate) sccordance with the Contract Documents, and the Contractor 5 entitled 0 payment of the

TP, r—

9. BALANCE TO FINISH, INCLUDING RETAINAGE AMOUNT CERTIFIED o oo e e e e e e e e e s e e e e 5
{Line 3 less Line &) 5 {Atiach explanation if amewnt cer ified differs fram the amownt applied. initial ol jigures on (his

Application gnd on the Continucsiion Shee tha' are changed do conform wilh §he amount cerd ifted )

CHANGE ORDER SUMMARY ADDITIONS DEDUCTIONS ARCHITECT:

Total changes approved In previous months by Owner |5 k] BY: Date

Total approved this Month 3 3

TOTALS |5 N This Certificatz 5 not pegotishie. The AMOUNT CERTIFIED & payabie oaly to the Contractor

named bereln. Issuance, payment and acceptance of payment are withoul prejudice o any righis of

NET CHANGES by Change Order L3 the Orwner or Contractor under this Contract

AlA Document G702™ — 1082 Copyright © 1053, 1083, 1065, 1971, 1078, 1923 and 1992 by The Amo ican Instiuie of Architots. All ights meerved. WA ANING: This AIA® Documsnt Is protected by U.S. Copyright Law

and Intsrrational Te atle s, Unauthorired reproduction or distribution of this AI4® Dooumena, or vy portion of i, may msult in severs oivill and oriminel penahtics, and will bs prosscwisd to the maximems sxent

mnnbnhhmpurdmmmmﬂbd' ‘o reproduce en {140] copies of this document when completed. Ta repost copyright viokasions: of ALA Centract Documents, @-mall The Amesican Instiuie of Archilects” legal
copyrightiain ceg.
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Instructions for Use:

1.

w

10.

11.

12.

13.

The AIA G702 (Exhibit D) must include the name and address of the owner,
contractor, project, and architect, as well as the application number, period
covered, project number and contract date.

The AIA G702 must be signed and dated by the contractor and notarized.

The architect must sign and date the AIA G702.

It is essential that the AIA G702/703 match the approved CDA Form 212/215. If
the amounts differ from the approved budget as evidenced by the 212/215, the
request for payment will be returned to the borrower.

The invoice for the bond premium must be included with the AIA G702/G703.
Approval of this cost will be denied until CDA receives the invoice.

The approved construction contract amount is to be entered on line 1 of the AIA
G702. The total of all change orders approved by CDA is to be entered on line 2
of the form. Line 3 is the total of the original contract plus all approved change
orders.

Line 4 is the total completed-to-date from column G of the AIA G703.

Retainage (line 5) is to be calculated by multiplying line 4 by the Applicable
Retainage percentage.

Line 6 is all work-in-place less retention (line 4 minus line 5).

Line 7 lists all previous work approved for payment from the previous
application (line 6 from the previously approved AIA G702).

Line 8 represents the amount to be approved for payment on the current
requisition. (line 6 minus Line 7).

Line 9 represents the amount of work to be completed on the contract (line 3
minus line 6).

Do not add unapproved change orders to the construction contract amount (AIA
G702 and G703).
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

AIA Document G703 - 1992

Confinuation Sheet

Exhibit E: The Continuation Sheet - AIA Form G703

enl GT02, AFTLICATIOMN AN CERTIFIC S MG BUR PA VRN,
anbraclor' s sigozd cerlificalion is alcacked.

DL Gibulativns beluw, moouois 2o siued 1o the cmceee dallzc,

Uz Zalunue L ad Conbacts wloae sesizhle ootadnage Jor line ilems may apply.

A W T [ [ C
WK CORPLLTLL
TEA SIESETIFTIRS RF WhnE ACHFAULEL | FROM FREYIOUS
O, WALLIE AFBLICATIEN | THIR PEREOR
-1

F

MoaTERLALS
LldemerLy
RTCWRSM
TN
[ 4 )]

SPPLICATION HO:
APPLICATICON DATE:
PERKOD TO:

ARCHITECT'S PROJEST NO:

)

[ . 1

TOTar,
LEIMBLEIELR
AMHD ETOROL

TODATE

10 E-F

&
i+ 4

B T FCTACIAGE

A SIFWARIATLLE
FIRISH o
A ] s o

CALTIGN: You shoukt sign an o AR CORract DGCUMERD, of Which Thiz Teal appeans in KED, An prpinal Beaurss Wt chatges will mal be abscurad.

Al Bocuman I3 - 1952 Gopqrhght@ 1363, 115 4R 1557, 1570, 19TA.1ARLand 1992 by THe imemar Insiele of A-chhaea Al e raacevad. VIARNIGG Thie ALR® Documen: & prolocted by U.S. Sozyrlnht
Ln'\.-fmklﬂn:luunul Treades Unoutanzss repradacaban of Sialkibtilen cd thin .al.!."'nqqmngm‘ o ey peorten o B, may resull In s ia clvl wnd grimirm| ppnafis, and will be proscoaied 10 ha Maei b exient
parapbly undar he kv, I mhasers a2 pemMBed T mPIDIS han 105 copRa & i ne a0, s, canzbiod |0 oo copst B vokba =5 of AL Conlrai My |b, w-nsil The Amencat nstiue o A Fecs’ Ggal

snprmal, cugpigrEEaog
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Instructions for Use:

1.

10.

11.

12.

The AIA G703 (Exhibit E) must include the name and address of the owner,
contractor, project, and architect, as well as the application number, period
covered, project number and contract date.

Columns A, B and C of the AIA G703 are to be copied from the approved CDA
form 212 (approved construction budget).

Column D of the AIA G703 is carried forward from the work-in-place on the
previously approved AIA G703.

Column E represents the current work-in-place or the amount of work
completed for this period.

Column F is used to account and approve for payment materials that are not in
place but have been delivered to the site or are being warehoused. Invoice
copies for all stored materials must be attached to the contractor’s requisition
(AIA G702/G703). If materials are stored off-site, a certificate of insurance must
accompany the invoices. The invoices are to be totaled and must equal the
amount requisitioned on the AIA G703.

Column G is the total of columns D, E and F.

The non-lettered column between G and H represents the percentage of

completion. This is computed by dividing Column F by Column C.

Column H represents the work that is not in place. This is computed by
subtracting Column G from Column C.

Column | represents the amount of retainage to be held for each line item. This
is computed by multiplying Column G by 10%.

CDA will approve calculation of builders’ overhead, builders’ profit and the
general requirements on the AIA G703 based on the percentage of completion.
It will be necessary to provide a subtotal line before computing these costs. The
builders’ fees are calculated by dividing the total construction contract (net of
fee) into the work-in-place. That percentage times the budgeted fee is the total
amount of the fee that we will approve for payment. The difference between
last period’s fee and the current fee calculation is the amount to include as work-
in-place.

Use a separate AIA G703 when requesting payment approval for change orders.
A grand total is to be added at the bottom of this page to include all work in
place.

Work-in-place (net of retainage) for this period is to be entered onto the
construction line item of the CDA FORM 406. Current change orders (net of
retainage) are to be entered on the hard cost contingency line item of the CDA
FORM 406.
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Exhibit F: Approved Change Order - AIA Form G701

i AIA Document G701" - 2001

Change Order

PROJELT: {Morane coed dalefhes 1] THANGE ORDER NUMBER: i
DATE: ARDHITECS ~
AHCH[TECT'S PROUECT NUMBER: T I

T CONTRACTOR: (Wiame el ciddieess) i
CONTRACT DATE: ATHER T
CONTRACT FOR:

The Centmet is chenged ns fallows:
efnclide, where applicable, @iy i et amemwic artridirable o peesienaly exccired Consirgorion Clrunge Directives)

The edgimal (Cunimies Som Guerinlesd Maximom Price} s 3

“Thr et clemage by prevsowsly aothoniosd S Cledes i
“The (L traric Suan 4 sasanie=d Masiansm Price] privr in this Dhimgs Cder v 3 R

The. (Cootroc: Sur) (Gearnobesd Moximom Peed @il be fincreased) fdecreassd) (unchanged)

iy L C2larga C1nden in L ansedant ol g

The arw {Unntrac Sum) [ranlesd Magimem Prics] iacluding thiz Changs Qrder will be i
Tle Courract Ting will be (ivcresacd )y (decreazed) Juachanged} by I Vlays
e dice of & abtz neaal Coa lesien @5 of e ae of Hos §iape Dnder erslone i

FAipre This Chauze Oeder does wef nclddy elulegess in e Coniract Siun, Cortroed Time or Gooeanteeo' Maximam Mrice

il fave Been autorsed by LonSirdodinn Claape Dircclme ekl the oo wl

€ ad Conbeter, ool coce o € haege e is moeeaded o sursensde the

HOT VALIL UNTIL SHENEDBY THE ARCHITECT, CONTRACTER ARD CYVHER.

e Cihangs Dircoiive,)

ARCHITZCT ¢ Farme numey COHTRACTCR “Firm name) -Oi'iM::\rFr'ml ESTRY)

AOCNLES ALOCRESE

[ ERL T

B ignatuee)

[1ped g [i21ea narne ) ) ST rpeud nanre]

Date [ JATE

CAUTION: You showd sign an orlglnal A Conlragt Cagumaent, an which this text appeara In RED, An arkginel saaurss thet
chatiges will mat ba chscursd.

AL Dlucunml GEGIT — 3001, Sopyright £ 1974, 1507 2020 s 2001 3y | e Aerican ralh.le o Archiecs, A1l AQhE roneed. $AFENG: This
a1’ Doeument 2 proestad by WH. Sepr! w e Imsrallcral Traallas. Unaulliertaod mgeadiclion or diawibutioe of thiz S8 Documenl,
o any poron at H, may reaultin severs ol 3 o ond 5 he i
Furh-azers are per e 33 repm. o e - O] copkes of 1Nz 0 am e whes, comaeled Ta. opad acppriphd ol or o A8 Contl-a.) D sewn s, weonsl
Tire A wer Il ol e Bzl el ool comyghkgae g,
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Instructions for Use:

Construction Change Orders (AIA G701) may only be included on the draw after all approvals.
Submit the change order for the CDA Construction Administrator’s approval after obtaining the
approvals of the architect, contractor and owner. You will receive a copy of the approved
change order (face sheet only). Please complete all the information that is requested on this

form.
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Exhibit G: Uses of Funds - CDA Form 202

Date:
USES OF FUNDS
TOTAL DEVELOPMENT COSTS

Construction or Costs
Total
Budgeted [Acquisition | Construction

Type of Uses Percentage Cost Basis* asis* | Not in Basis*
01 let Cc Costs
02 General
03 Builders Profit
04 Builder's General Overhead
[05__Bond Premium
|06 Other
07 Total Construction Contract $ $ $
08 Construction Contingency
09 Total Construction Costs $ $ [s S

Fees Related to Construction or Rehabilitation

Total
Budgeted [Acquisition | Construction
Type of Uses Percentage | Cost - Basis*__|Not in Basis*

10 Architect’s Design Fee

11 _Architect's Supervision Fee

[12_Architect Reimbursable Additional Design

Real Estate Attomne

4 Civil i

5 Marketing

6 Surveys

17 Soil Borings

18 Appraisal

19 Market Stud

20 __Environmental Report

21 Tap Fees

22 Other.

23 Total Fees s s S S
Financing Fees and Charges

Total
Budgeted [Acquisition | Construction
Type of Uses Cost Basis* Basis* __|Not in Basis*

24_C Interest S
25 Real Estate Taxes

26 __Insurance Premium

27 __Mortgage Insurance Premium

28 Title and Recording

29 Financing (soft cost) C

30 _CDA Fee
[31__CDA Closing Fee

32__Other Lenders Origination Fees i only)

33 Other Lenders’ Legal Fees i only)

34 Bond Issuance Costs
[36__Other

37 Total Financing Fees and Charges s s S S

* Complete for Tax Credit Applications Only

Acquisition Costs

Total

Budgeted  [Acquisition

Construction
Basis*

Type of Uses Cost Basis* Not in Basis*
38 Building Acquisition S
30 Land Acquisition
40 Special Assessment
[41_Carrying Charges
42 Relocation Costs
43 Off-Site
44 Other
25 Total Acquisition Costs $ s S $
46 Total Development Costs (TDC) S S s s
OTHER USES OF FUNDS
Deweloper's Fee

Total
Budgeted  [Acquisition | Construction

Type of Uses Cost Basis* Basis* __|Not in Basis*
[47_Fee on Non-Acquisition Costs (calculate below) $ S
[48__Fee on Acquisition Costs (calculate below)
49 Total Developer's Fee ($2.5 million maximum) $ s B B

Related Costs

Total

Type of Uses

Budgeted |Acquisition
Cost is*

Construction
Basis* __|Not in Basis*

50 Fee
51 Legal only)

52 Bridge Loan Fees

53 Bridge Loan Interest
Costs

55 TaxCredit Application Fee

56 TaxCredit Allocation Fee

57 TaxCredit Reservation Fee

and Auditing Fee

58
59 Partnership

[60_other

61 Total Syndication Related Costs $ 5

Guarantees and Reserves (funded amounts only)

Total
Budgeted [Acquisition | Construction
Type of Uses Cost Basis* Basis* Not in Basis*

62 C ion Guarantee

Operating Reserve.
64 Rent-up Reserve
55 Negative Arbitrage

Other
67 Total Guarantees and Reserves $ 3
68 Total Uses of Funds $ $ [s S

* Complete for Tax Credit Applications Only

MAXIMUM DEVELOPER'S FEE

Fee on Costs | Fee on Costs
Over$10 | $10 Million

or Less

Fee on Non-acquisition Costs Million
Total Development Costs (from line 46 above) B

Less Acquisition Costs (from line 45 above)

Less Construction Contingency (from line 08 above )

Less Financing (Soft Cost) Contingency (from line 28 above )

Non-acquisition Costs

Lesser of $10,000,000 or Non-acquisition Costs (enter on both lin

Non-acquisition Fee Basis
Fee Percentage 10%

Fee on Non-acquisition Costs B s

15%

Total= [§

Fee on Acquisition Costs

Acquisition Costs (from line 45 above) B

Lesser of $10,000,000 or Acquisition Costs (enter on both lines)

Acquisition Fee Basis
Fee Percentage 5%
Fee on Acquisition Costs B

10%

Total= [§

Total Developer's Fee (Fee on Non-acquisition Costs + Fee on Acquisition Cost)

See Guide, Section 4.8.8.3 for Limitations on Developer's Fees
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Exhibit H: Initial Draw Checklist
Multifamily Initial Draw Checklist

Project Name:
Expected Closing Date:

The Multifamily Construction Finance Team has 15 business days to approve and fund the initial closing draw.

The Multifamily Underwriter must work with the borrower to review and assemble the draw packet. The
following requirements should be met before passing the draw to the Multifamily Construction Finance Team for
processing. The borrower should anticipate a cut in any line item that does not have adequate supporting
documentation.

a Signed Commitment(s) for Multifamily Loan(s)

o Signed and completed CDA Form 406 with required back-up documentation. The CDA Form 406 should be
signed by both the borrower/developer and the CDA Multifamily Underwriter responsible for the project
before being submitted to the Construction Finance Team.

o Copy of estimated settlement sheet and the title company’s wiring instructions for the first draw. If a wire is
not possible or requested, then payee information and the address of where to send the check should be
provided.

o Copy of the borrower’s W-9.
In preparing for the first draw, the Multifamily Underwriter will have reviewed and/or completed the following

documents. These documents will be retained by the Underwriter and, as appropriate, included in the Closing
Binder. These documents do not need to be provided to the Multifamily Construction Finance Team.

o Anticipated Draw Schedule. The sources and uses on the Draw Schedule must tie out to CDA Form 202. The
Draw Schedule must also comply with the Inter-creditor Agreement.

o Completed CDA Form 202 .

o CDA Forms 212 and 215 Signed by Construction Supervisor. These documents must equal the construction
amounts on the CDA Form 202 and CDA Form 406.

a Construction Contract---approved by Construction Team. Approval of the Construction Team will be
documented by initialing and dating the cover page of the Construction Contract. The contract amount must
tie out to the amount included in CDA Form 406.

o Architect Agreement and Engineering Agreement (or service engagement letter) is to be approved by the
construction staff. Approval will be documented by initialing and dating the cover page of the
Architect/Engineering Agreement and all other contracts. The contract amount must agree with the
development budget and the approved contract amounts.

a Appraisal
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MARYLAND DEPARTMENT OF HOUSING AND COMMUNITY DEVELOPMENT

Exhibit I: Final Draw Checklist
Loan Close-Out Documents

Financial Documentation
o Mortgagor’s Cost Certification
o Contractor’s Cost Certification

Construction Documentation

Substantial Completion Certificate

Final Change Order Summary

Supervising Architect’s Certification

Structural Engineer’s Certification

Mechanical Engineer’s Certification

Electrical Engineer’s Certification

Approved As-Built Drawings

Use and Occupancy Permits

Final Release of Liens

Latent Defect Bond Letter of Credit

Finalized Site related permits (if applicable)

Inspecting Engineer Certification (if applicable)

Final Environmental Clearance Certificate

Energy Star Certificate (per the Guide 4.12.2.1)

Green Building Certification (per the Guide 5.5.1 & Sponsor’s application)
Architect’s acknowledgment of punch list items

Final Survey with appropriate Surveyor’s Certification : An Alta/ASCM Survey or boundary
survey for approved rehabilitation projects. The survey must be accompanied by a
Surveyor’s Report.

o Certificate of Insurance for Completed Development

o000 000000000 0D O

GUIDE TO DRAW PROCEDURES APPENDIX -



