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	ACOM POLICY 448, ATTACHMENT B,

	
	AHCCCS HOUSING ACQUISITION/RENOVATION CHECKLIST



		
	ACTION STEPS
	TIMELINE
(ALL TIMEFRAMES ARE ESTIMATES AND WILL BE DETERMINED ON A CASE BY CASE BASIS)
	RESOURCE PERSON(S)

	A.
	The housing funding amount and schedule for each FY is determined by Legislative Appropriation.  Upon approval of the state budget, the AHCCCS Finance Department forwards the information to the AHCCCS Housing Administrator (HSG Admin) with notice of the amount of allocation and any restrictions/requirements for use of the funds.

	Varies
	· JLBC
· AHCCCS Finance
· AHCCCS HSG Admin

	B.
	AHCCCS HSG Admin and Finance staff make recommendations on the amount allocated to RBHA Contractors, taking into consideration the percentage of RBHA Contractor-enrolled members, past performance, ability to leverage funds with other sources, and/or gaps/region needs etc.  Recommendations are forwarded to the AHCCCS Senior Management members designated for notification.
	Within two weeks of receiving allocation amounts from AHCCCS Finance staff
	· AHCCCS HSG Admin
· AHCCCS Finance Staff
· AHCCCS Senior Management designees


	C.
	After review of Senior Management comments, the HSG Admin completes and sends the RBHA Contractors Allocation Letters indicating the current allocation funding amounts and requests the submission of the RBHA Contractor Annual Housing Spending Plan.  The AHCCCS Annual Housing Spending Plan template and a document that outlines allowable and non-allowable activities when developing the Housing Spending Plan will accompany the allocation letters.  

The Annual Housing Spending Plan proposals outline the proposed programs,  types and number of units, populations to be served, support services, timeframes to buy/build, ability to identify match or leverage funds from other sources (to maximize total dollars), outcomes, and any other requirements. 
	Sent to RBHA Contractors by June 30th of each year.



	· AHCCCS HSG Admin 
· AHCCCS Senior Management Designees
· RBHA Contractors


	D.
	The RBHA Housing Spending Plan is submitted to AHCCCS 

	Must be submitted to AHCCCS Within four weeks of receipt of the AHCCCS request by the RBHA Contractor 

	· RBHA Housing Administrator

	E.
	AHCCCS HSG Admin and Finance staff along with an ad hoc review committee review the RBHA Contractor Housing Spending Plan proposals reviewing past performance, ability to match and/or leverage funds with other sources and gaps/region needs, etc.  The HSG Admin prepares a Housing Spending Plan summary and recommendations for the AHCCCS Review Team for Senior Management review 
	Within two weeks of receipt of RBHA Contractor Annual Spending Plan
	· AHCCCS Finance
· AHCCCS HSG Admin 
· Ad Hoc Review Team
*AHCCCS Senior Management 

	F.
	If the Housing Spending Plan is not approved, the AHCCCS HSG Admin will follow up with the RBHA Contractor providing technical assistance and work with that RBHA Contractor to develop a Housing Spending Plan for final approval. 
	Within two weeks of receipt of Annual Spending Plan

	· AHCCCS HSG Admin
· RBHA Contractor Housing staff

	G.
	HSG Admin sends funding approval letters to RBHA Contractors listing funding amounts, approved projects and fund sources, along with a copy of Attachment A, AHCCCS Housing Application for Acquisition and/or Renovation or New Construction.
	Within two weeks of receipt of Annual Spending Plan
	· AHCCCS HSG Admin
· RBHA Contractors

	H.
	Upon approval, AHCCCS Finance prepares allocation schedules and notifies the RBHA Contractors’ Finance departments--indicating if multiple funding streams are being used and which source needs to be used first.  Finance sends copy to the AHCCCS HSG Admin
	Within two weeks of receipt of Annual Spending Plan
	· AHCCCS Finance 
· RBHA CONTRACTOR Finance
· AHCCCS HSG Admin




	
	RBHA CONTRACTORS BEGIN PROSPECTIVE HOUSING ACQUISITION (FOR ALL FUNDING SOURCES)
	
	

	1.
	Only Non-Profit Organizations (NPOs) in good standing with the Arizona Corporation Commission are eligible for State Acquisition/Renovation funding.  The RBHA Contractors are responsible for validating the potential NPO’s good standing.

	N/A
	· NPO
· RBHA Contractor


	2.
	Any RBHA Contractors planning on acquisition or major renovation, in conjunction with any necessary NPOs or Providers, will complete and submit two copies, one electronic and one hard copy with original signatures of completed Attachment A, AHCCCS Housing Application for Acquisition and/or Renovation or New Construction.  For Acquisition, as part of Attachment A, the RBHA Contractor will submit all other required documents that have been reviewed and verified as valid and complete.  These documents include:  
· Property Appraisal; 
· Home Inspection; 
· Termite Inspection; 
· Title search of property (for liens and ownership); 
· Purchase Contracts; and 
· Phase I Environmental inspection 
All completed by licensed and registered professionals as applicable.

	Varies 
	· RBHA Contractor 
· AHCCCS HSG Admin
· NPO
· Realtor/Seller
· Title Co.
· Licensed Contractors


	3.
	For Renovation, the Attachment A, Application will also identify the company and/or contractors who will be performing renovation/repairs on the property (include AZ Contractor license numbers) along with detailed invoices/estimates for any renovation activities to be completed.  The RBHA Contractor is responsible for verifying that all contractors completing repairs or renovation activities are licensed, bonded and in good standing with the AZ Registrar of Contractors
	Varies
	· RBHA Contractor
· RBHA Subcontractor
· Licensed contractors

	
	IF THE PROJECT IS ARIZONA DEPARTMENT OF HOUSING (ADOH)-FUNDED, PLEASE FOLLOW SECTIONS 4-9.   FOR AHCCCS FUNDED ONLY, GO TO STEP 11.
	
	

	4. 
	The AHCCCS HSG Admin delivers an Application with any other documents attached (1 electronic and 1 hard copy), to the ADOH so they may perform their underwriting review and provide recommendations as to whether the acquisition is monetarily feasible.  
	Within one week of receipt of AHCCCS Property Acquisition Housing Application
	· ADOH
· AHCCCS HSG Admin
· RBHA Contractors

	5.
	ADOH’s Underwriting Report may include, but is not limited to, the following:
· Brief description of the project
· Housing Application inconsistencies/deficiencies
· Underwriting findings
· Potential Red Flags
· Recommendations
	N/A
	· ADOH

	6.
	Once the underwriting is complete, the ADOH will submit to the AHCCCS HSG Admin, both electronically and hard copy, the underwriting report listing out any necessary corrections that need to be completed, and will also provide recommendations about the project that would support an official approval from AHCCCS.
	Shortly after underwriting is performed following ADOH schedule
	· AHCCCS HSG Admin
· ADOH

	7.
	ADOH sends AHCCCS Finance and Hsg Admin a bill for properties inspected.  Fee structure is as follows:  $800.00/single family unit property review & $1,200/multi-family property review.  Per AHCCCS/ADOH ISA
	Shortly after underwriting is performed following ADOH schedule 
	· ADOH
· AHCCCS Finance
· AHCCCS HSG Admin


	8.
	After receipt of the ADOH underwriting report, the AHCCCS HSG Admin will review the ADOH recommendations with the RBHA CONTRACTOR.  The AHCCCS Housing and Finance Team will be notified of ADOH’s findings. When approved, the AHCCCS HSG Admin sends out an official notice of approval for the housing project via email. 
	Within two weeks of receipt of ADOH underwriting report
	· AHCCCS HSG Admin
· AHCCCS FINANCE

· RBHA Contractors

	9.
	If a project is not recommended or feasible, (based on ADOH’s underwriting and recommendations and/or AHCCCS review recommendations), the AHCCCS HSG Admin will follow up with the RBHA Contractor for technical assistance and to decide on next steps.  
	Within two weeks of receipt of ADOH underwriting report
	· AHCCCS HSG Admin
· ADOH
· RBHA Contractors

	10.
	After acquisition project is approved, RBHA Contractor follows all recommendations listed in the approval letter until the project is completed and residents have moved in.  AHCCCS is available for technical assistance during this time and will complete at least one on-site visit.
	Varies
	· RBHA Contractors
· AHCCCS HSG Admin









	
	FOR AHCCCS STATE FUNDED PROJECTS, PLEASE FOLLOW SECTIONS 11-13.
	
	

	11.
	For Acquisition, the RBHA Contractor  will submit The completed Attachment A,  Application, and the following documents:
· Property Appraisal; 
· Home Inspection; 
· Termite Inspection; 
· Title search of property (for liens and ownership); 
· Purchase Contracts; and 
· Phase I Environmental inspection 
All completed by licensed and registered professionals as applicable.

	RBHA Contractor should start this process right after receipt of Annual Spending plan Approval Letter, but submissions may vary
	· AHCCCS HSG Admin
· RBHA Contractors

	
	For Renovation, the Attachment A, Application will also identify the company and/or contractors who will be performing renovation/repairs on the property (include AZ Contractor license numbers) along with detailed invoices/estimates for any renovation activities to be completed.  The RBHA Contractor is responsible for verifying that all contractors completing repairs or renovation activities are licensed, bonded and in good standing with the AZ Registrar of Contractors
	Varies
	· RBHA Contractor
· RBHA Subcontractor
Licensed contractors

	10. 
	The AHCCCS Housing and Finance team will review the submitted RBHA Contractor documents (listed in #7) to determine whether or not to approve the project.
	Within two weeks of receipt of submitted documents
	· AHCCCS HSG Admin
· RBHA Contractors
· AHCCCS HRC Sub-Committee

	11. 
	Prior to approval of any project, the following must occur:
· Verification that each contractor is Arizona-certified and in good standing with the AZ Registrar of Contractors And
· An Attestation Letter signed by the RBHA Contractor  CEO, attesting to their good intentions of the project and absence of any perceived conflicts of interest in the purchase or development of the project.
	Within two weeks of receipt of submitted documents
	· AHCCCS HSG Admin
· 
· RBHA Contractor

	12. 
	The AHCCCS HSG Admin will send the RBHA Contractor an official approval letter when the project is approved.
	Within two weeks of receipt of submitted documents
	· *AHCCCS HSG Admin

	13.
	If a project is not recommended or feasible, the AHCCCS HSG Admin will follow up with the RBHA Contractor to deliver technical assistance and to decide on next steps.  
	Within two weeks of receipt of submitted documents
	· AHCCCS HSG Admin
· ADOH
· RBHA Contractors

	
	THE FOLLOWING OCCURS FOR ALL HOUSING ACQUISITION AND/OR RENOVATION PROJECTS:
	
	

	14.
	The RBHA Contractor submits the required Covenants, Conditions and Restrictions (CC&Rs) to AHCCCS Housing Administrator when the project has been completed and the CC&Rs have been recorded with the County Recorder where the property is located.. Extended time periods are required per the table below:

	Activity
	State Investment Per Project or Unit*
	Minimum Period of CC&Rs

	Renovation only 
	Between $10,000 and $40,000
	Ten (10) years (new or extended)

	
	More than $40,000
	Fifteen (15) years (new or extended)

	Purchase of existing housing, new Construction or acquisition of newly constructed units (initial certificate of occupancy issued within 12 months of State funding assistance)
	Regardless of the Dollar amount
	Twenty-five (25) years

	*AHCCCS reserves the right to establish CC&R periods on a case by case basis.

	



	Within 30 days of the date of closing
	· RBHA Contractors
· AHCCCS HSG Admin

	15.
	Funding must be expended (based on dates of service) by June 30 of each state fiscal year at both the RBHA Contractor and provider/subcontractor levels.  Any work on the housing must be completed.  Properties must complete the closing process, and purchase must be made by June 30 (the end of the State Fiscal Year) in order for the Acquisition and/or renovation to be to be recorded as an expenditure during the current fiscal year and reimbursement/payment to take place.

	June 30 of each state fiscal year
	· RBHA Contractors



	
	RBHA CONTRACTORS BEGIN RENOVATION PLANNING
	
	

	16.
	RBHA Contractors follow “Action Steps” A-F above.
	See “Action Steps”
	See “Action Steps”

	17.
	[bookmark: _GoBack]For Renovation only, the Attachment A, Application will the property where renovations will take place, number of units to be set aside for AHCCCS members, identify the company and/or contractors who will be performing renovation/repairs on the property (include AZ Contractor  license numbers) along with detailed invoices/estimates for any renovation activities to be completed.  The RBHA Contractor is responsible for verifying that all contractors completing repairs or renovation activities are licensed, bonded and in good standing with the AZ Registrar of Contractors. 

Follow steps 11-13 above.

	Varies
	*RBHA Sub Contractors
*RBHA Contractors
*AHCCCS Hsg Admin

	18.
	RBHA Contractor works with the RBHA Contractor’s Sub Contractor to complete all of the renovation activities described in their approved Annual Housing Spending Plan.
	Varies
	· RBHA Contractor s
Sub Contractor

	19.
	RBHA Contractor submits Contractor’s Expenditure Reports (CERs) with full required documentation to AHCCCS Finance Department for payment.
	Varies
	· AHCCCS Finance
· RBHA Contractors

	20.
	AHCCCS reserves the right to conduct any random on-site inspection audits to ensure validity of purchased items.  
	N/A
	· AHCCCS HSG Admin
· AHCCCS Finance

	21.
	Funding must be expended (based on dates of service) by June 30 (the last day of the state fiscal year) at both the RBHA Contractor and provider/subcontractor levels.  Any work on the housing must be completed by June 30 of each year in order for the renovation to be recorded as an expenditure during the indicated fiscal year.
	June 30 of each state fiscal year
	· RBHA Contractors



		








Commonly Used Acronyms:

AHCCCS- AZ Health Care Cost Containment System
HSG Admin - Housing Administrator			
FY – Fiscal Year
ADOH - AZ Department of Housing			
CC&Rs - Covenants, Conditions and Restrictions		
JLBC - Joint Legislative Budget Committee
CEO - Chief Executive Officer				
NPO=Non-profit organization
CER - Contractor’s Expenditure Report			
RBHA=Regional Behavioral Health Auth.

Allowable and Unallowable Properties, Costs and Activities When Developing an Annual Housing Spending Plan

All funds allocated must be utilized only for reasonable and customary construction costs or acquisition and rehabilitation costs of properties to be built, improved and conveyed to eligible non-profit organizations and to increase permanent housing stock (including move-in and eviction prevention programs).  Costs directly attributable and traceable to the development of permanent housing for low-income adults with a serious mental illness will be considered.  They include:

Eligible Property and Unit Types
The property may be one of the following types of residences;
· Single-family home;
· Town-home;
· Condominium;
· Duplex;
· Small apartment complex;
· Manufactured housing, only if the unit: 
· Is situated on a permanent foundation, as evidenced by certification, and is connected to permanent utility hook-ups;
· Is located on land that has a permanent title and not in a park;
· Meets the construction standards;
· Meets applicable local and/or state codes.

[bookmark: _Toc349700053][bookmark: _Toc71614689]
Ineligible Properties 
· Acquisition and/or rehabilitation of property to be sold to pre-identified beneficiaries.
· [bookmark: _Toc71614695]Acquisition and/or rehabilitation of property to for-profit companies.
· Properties owned by RBHA CONTRACTOR or State of Arizona employees or family members.





Eligible Activities and Costs

· Environmental Review.   
· Completion of the environmental review process is recommended before taking a physical action on a site or making a commitment or expenditure of funds.  
· Displacement, Relocation, and Acquisition Provisions.  
· In the event current tenants are low income and have no resources and/or disabled, the cost of relocating them is an allowable expense.  
·  Abatement of Lead-Based Paint. 
· Current regulations require that owners notify occupants of the hazards of lead based paint if children are among the tenants in the units.  Additionally, RBHA Contractor’s must conduct a visual assessment, paint testing, and/or risk assessment, depending on the results requiring removal to stabilize the paint. 
· New Construction.  
· Local and state requirements, listed below are allowable expenses:
· Accessibility requirements of the Fair Housing Act and the ADA, were applicable.
· Building Acquisition.
· Tribal, state or local Housing Quality Standards and code requirements to bring property to code.
· Mixed-Income Projects.  Projects that mix State funds with federal and/or private funds are eligible for financing/leveraging of projects.
· Costs of appliances, permanently placed equipment and utility hook-ups during construction.
· Rental assistance/subsidy in mass rental tenant based housing.
· Move-In and Keep-In program costs that foster permanent rent subsidy or prevent homelessness.
· Utility Hook-up/turn-on; including cost of firewood for projects using wood burning appliances for heat.

Ineligible Activities or costs:
· Most off-site improvements
· Homebuyer subsidies to individuals
· Property ownership by or for a For-Profit Company.
· Move-in programs that are time limited such as short term transitional housing.
· Neighborhood infrastructure improvements such as parks, recreation areas, swimming pools, tennis courts, and other neighborhood improvements not necessary for the provision of safe, decent and sanitary housing.
· Land banking (i.e., acquiring and holding land for which a project design is not completed or funded nor ready for immediate development of permanent housing for the seriously mentally ill).  
· Refinancing of personal agency debt in order to qualify the non-profit for mortgage financing.
· Subsidies or mortgage buy-downs that do not comply with this funding.
· Delinquent taxes, fees or charges levied on a property (seller expense).
· Maximum Property Value and Purchase Price and Property Eligibility.
· Properties priced above the appraised value, please check with housing for guidance.
· Purchase of furniture.
· Repurchase of furniture for any previously owned acquisition, (House or Apartment)
· Telephone service for tenants living in State owned properties.

ELIGIBLE INFRASTRUCTURE HARD AND SOFT COSTS

	HARD COSTS
	SOFT COSTS

	· Site preparation or improvement, including lot clearing and demolition
· Utility line installation
· Street paving
· Sidewalk paving
· Water retention basins
· Curbs and curb cuts
	· Engineering
· Plans and specification and general description of work required/obtained 
· Competitive bids from contractors



[bookmark: _Toc71614696]
ELIGIBLE CONSTRUCTION OR ACQUISITION/REHABILITATION COSTS

	HARD COSTS
	SOFT COSTS

	· Acquisition of land and existing structures
· On-site costs, such as site preparation or improvement, including demolition 
· Off-site costs may or may not be eligible – contact the  housing for guidance
· Materials and labor
· Improvements for physically disabled (ADA)
· Compliance with HUD lead-based paint regulations (rehab)
· Energy-related improvements

For manufactured housing units:
· Foundations
· Tie-downs
· Utility hook-ups
· All other eligible hard costs
	· Title reports and insurance
· Legal and accounting, including cost certifications
· Appraisals
· Construction-period taxes and insurance
· Recording fees
· Environmental review (only if required)
· Architectural fees, including specifications and job progress inspections
· Engineering fees
· Builder, consultant or developer fees
· Building permits
· Impact fees Relocation assistance for displaced renters.  
· Project audits and field inspections

For manufactured housing units:
· Foundation/permanency certifications
· All other eligible soft costs
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