fa AHP

AFFORDABLE HOUSING PROGRAM

FHLBI.GIVES User Guide

COMPLETING AN INITIAL MONITORING REQUEST

Overview

This user guide provides step-by-step instructions for completing and submitting an AHP Initial

Monitoring request (IMR) in the FHLBI.GIVES system.

Sponsor Review Process

Section 1 - Getting Started
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Navigate to the My Tasks section of the home page. When an initial monitoring is due a task
will show up in Project Completion. Select the drop-down box and then click Initial
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Completion Monitoring. Select the appropriate project to begin
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Section 2 - Project Units

Project Units
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The Project Units section allows you to enter information about ALL residents at your now
completed and occupied housing development. In this section you will enter 100% of the units
whether occupied or vacant. There are two different ways to approach this.

The first is to simply click on the + Add New button and then input the requested information
about the resident/unit. Be sure to save after you enter the data for each individual unit. The
second way is to enter your resident information using the Export/Import From Excel buttons
which create an Excel template that allows you to enter in unit information and then import it
back into FHLBI.GIVES. This method is usually preferred for larger projects. Please note, for the
data to be imported properly, the outside Excel document will need to contain the same

information requested in the unit information entries.

The blue pencil icon under Action will allow you to edit information about a particular unit. The
red trash can icon under Action will allow to delete the entire unit. The Delete All Project
Units button will allow you to delete all units entered and start over. Once all project units have

been entered, you will select the Finalize Units button.

Please note, for homeownership projects where household incomes were reviewed during the
disbursement process, project unit information will pre-populate from what was entered at

disbursement.
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Section 3 - Sampled Units
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The Sampled Units section provides you with a list of resident units AHP staff will need to
review as part of our income/rent sampling review to ensure income targeting and rent
compliance. The units selected for income sampling will automatically populate from what
was entered into the project units’ section. Under the Action column, income/asset
calculations will be entered by selecting the ($) icon. The blue pencil icon will allow you to
edit information about a particular unit. Income/asset supporting documentation and leases

will be uploaded to the Documents section, which will be discussed in the next section.

The Income Summary shows you the income targeting commitments approved at application
submission, the current income targeting mix based on what was reported in the project units’
section, and the unit AMI set-aside. The Unit Type Summary reflects the special needs,
homeless, and other targeted populations committed to at application and then what is being

reported in the project units’ section.
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Section 4 - Documents
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The Documents section is where all supporting documentation related to your initial monitoring
review will be uploaded. This includes income/asset support documentation and leases for
sampled residents, final funding source documentation not provided previously, final cost
validation documentation such as the accountants cost certification, final contractor pay
application, final invoices, etc., and any documentation not provided previously to verify the
scoring commitments made in the application were fulfilled such as homeless/special needs
verification, etc. Please be mindful that an initial monitoring submitted without any supporting

documentation will be considered incomplete and sent back to you.

To upload a document, you will click on the paper clip under Sponsor Documents for the
section the supporting documentation relates to...in this case initial monitoring
documentation. You can either choose a file from your local computer drive and upload it or
drag and drop a file from another screen. If a document is successfully uploaded, you will be
able to see it on the right-hand side of the screen under document name. Once all
documentation has been uploaded you will advance to the next screen using the Next button at
the top of the screen.
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Section 5 — Targeting
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The targeting section reflects overall unit information including unit type (area median income
level and bedroom size), number of units by unit type, and tenant paid rent by unit type. The
unit type will auto-populate based on what was approved at application submission. So, you will
only be updating the tenant paid rent amounts. [f project targeting has changed a modification

request will need to be submitted (see modification request user guide).

Section 6 — Source of Funds

oy . "
Projoct Units > Sampied Units ) Dacume woutng 3 Scoring [(Eme] Swen |
Construction Funding Sources - Short Term Financing Only @
.
Funder Name Construction Funding Amount Action
60000000 (s) e
Total Construction | ending Amount
Permanent Funding Sources @
sVl !
Scarce Name Fundin) Type Satus Description Fundieg Amoant Action
Drect Sty $610,00030 ()
Equy Approved Owrer's Equty $10,00000 (s .
Geant Approved FHLD! Member Donston $10,00030 ’ N
Geant Appeoved Funasing $4,300.90 ‘) s
Geant Appeoved Fundraising $30,000 0 L7) L]
Geaet Appeoved Fundrasing $10,000 30 & ®
AHP Sudsidy Request: Total Scurces of Funds:
Totat Decommitnent(s): Tetal Development Budge:
Final Sdnidy Anount:

This Source of Funds section is where you will enter the final funding sources associated with

your AHP project. The original information you entered at application will automatically
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carryover. You can edit the existing funding source information by clicking on the blue pencil
icon. You can delete a funding source no longer being utilized by clicking on the red trash can
icon. To add a new construction or permanent funding source click on the applicable add
button (+ Add New, Add Member Funding Source, Add Other Funding Source) and enter in
the details about the new funding source. The final funding sources entered should align with
the supporting documentation provided previously or included in the Documents section of this
initial completion monitoring. The total sources of funds must also equal the total development
budget. When finished hit the Next button at the top of the screen to advance to the next

section.

Section 7 — Development Budget
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The Development Budget section is where you will enter the final uses associated with your
AHP project. The original information you entered at application will automatically carryover so
you will simply be editing any changes to the uses of funds. The amounts listed here should
align with the final cost validation documentation provided previously or included in the
Documents section of this initial monitoring review. After updating the budget be sure to click
on the Save button at the bottom of the screen. The total housing and project development
costs will not update until this is done. Then select the Next button at the top to advance to the

next section.
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Section 8 - Proforma
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This Proforma section will reflect the final 15-year operating projections associated with your

AHP project. The total rents will populate in Year 1 based on information entered in the

Targeting section. All other information must be entered manually along with any inflation

adjustors. Subtotals and totals will not populate until the Save button is selected at the bottom

of the page. Note the orange Explain/View Variance icon on the right-hand side of the screen.

You will click here to view any feasibility guidelines that are outside of FHLBI's requirements.

You must provide an explanation for each item listed. In some cases, you will also submit

supporting documentation to further substantiate your explanation. Failure to do so will prevent

your initial monitoring from being moved to the member. After saving the proforma and

addressing any variances that have flagged you will click the Next button at the top to advance

to the next screen.
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Section 9 — Scoring
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The Scoring section will reflect scoring categories for which points were received at application.
Documentation to support fufillment of scoring initiatives not received and validated previously
will be uploaded in the Documents section. Any scoring category that has not been met will
require a modification (see modification request user guide). The purple Add/See Comments
icon on the right hand side of the screen may be used to provide further clarification on scoring
or any other items requiring greater detail. Once you are finished reviewing the Scoring section
you may move onto the Review & Submit section.
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The Follow-Up Questions section will only apply if AHP staff needs additional
information/materials following review of the submitted initial monitoring report. It will be
returned to the sponsor who will respond to all questions listed. Requested materials will be
uploaded in the Documents section. The initial monitoring report cannot be approved until the
follow-up questions are resolved.
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If your project falls outside of any of the FHLBank Indianapolis feasibility guidelines, or changes
have occurred to project targeting information (such as tenant paid rents), sources of funds,
development budget line items, and/or operating proforma projections a variance warning
message will flag and require a detailed explanation before the initial monitoring report can be
submitted to the member. Related supporting documentation should be uploaded in the

Documents section.
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Section 12 — Review & Submit
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SI.No Terms Description

| certify that the AHP subsidies were used for eligible purposes according to the commitments made
in the approved AHP application.

| certify that the household incomes and rents comply with the income targeting and rent
commitments made in the approved AHP application.

| certify that the project's costs were reasonable in accordance with the Bank's project cost
3 guidelines, and the AHP subsidies were necessary for the completion of the project as currently
structured, as determined pursuant to § 1291 24(a)(4).

I certify that each AHP-assisted unit of an owner-occupied project and rental project is subject to an
AHP retention agreement that meets the requirements of § 1291.15(a)(7) and (8), respectively

| certify that the services and activities committed in the approved AHP application have been
provided.

save )( CLOSE )

The final step is to send to your member financial institution. Before doing so you must review
and accept the Terms & Conditions. You will also respond to any variance flags as described
in the previous section. If you are satisfied with everything you will select the Send to Member
Bank button.
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Member Review Process

Section 13 - Member Review
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Once submitted by the sponsor, the initial monitoring report can be found under My Tasks —
Project Completion - Initial Completion Monitoring. You will then select the appropriate
project.

|M Development Budget M Follow-Up Questions ) Review & Submit I

Review the information in each section submitted by the Sponsor. Ensure it is accurate, makes
sense, complies with the commitments made at application, and aligns with your understanding

of the now completed project.
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IMR Details
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SI.No Terms Description

| certify that the AHP subsidies were used for eligible purposes according to the commitments made
in the approved AHP application.

| certify that the household incomes and rents comply with the income targeting and rent
commitments made in the approved AHP application.

| certify that the project's costs were reasonable in accordance with the Bank's project cost
3 guidelines, and the AHP subsidies were necessary for the completion of the project as currently
structured, as determined pursuant to § 1291 24(a)(4).

| certify that each AHP-assisted unit of an owner-occupied project and rental project is subject to an
AHP retention agreement that meets the requirements of § 1291 15(a)(7) and (8), respectively

| certify that the services and activities committed in the approved AHP application have been
provided.

CLOSE )

save )(

If any of the information requires correction or additional documentation is needed, you will
select the Return to Sponsor button. If the information is accurate, you will select the Submit
to FHLB button. But before doing so, you must accept the Terms & Conditions.

END OF DOCUMENT
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