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Issued: March 10, 2017

To:

All Owners and Managers

From:

Bob Conroy, Director of Asset Management
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I.

April is Fair Housing Month
2017 Supportive Housing Repair Program
Timelines for Subsidy Contract Renewals
Replacement Reserve

April is Fair Housing Month

April 2017 marks the 49th anniversary of the 1968 landmark Fair Housing Act. Each year the Maine Human Rights
Commission participates in activities to educate the public about fair housing law and prevent discrimination in
housing. This year they are holding provider workshops in three locations across Maine: Augusta, Westbrook, and
Bangor.
Tuesday, April 4, 2017 – Augusta
Time: 9 a.m. – 12 p.m.
Location: Capitol Judicial Center, 1 Court Street, Augusta, ME 04330, Multipurpose Room
Thursday, April 6, 2017 – Westbrook
Time: 9 a.m. – 12 p.m.
Location: Westbrook Housing,
30 Liza Harmon Drive, Westbrook, ME 04092
Monday, April 10, 2017 – Bangor
Time: 9 a.m. – 12 p.m.
Location: Penobscot County Judicial Center, 78 Exchange Street, Bangor, ME 04401, Multipurpose Room
1.
2.
3.
4.
5.
6.

Agenda
Outline the essential requirements of MHRA housing law
Change in service animal laws for housing
Recent cases of interest from the MHRC on housing
Fair Housing/Substantial Equivalence/Dual filing
HUD regulations on harassment in housing
HUD guidance on criminal records, nuisance orders and complaints, and LEP refinement
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How to Register
The MHRC Fair Housing seminar is free but registration is required. Please register directly with the contact
person listed. Registration will open on March 15, 2017. Register early. This class, offered just once a year,
fills quickly. Contact: Carrie McCarter by phone 207-624-6296 or e-mail: carrie.mccarter@mhrc.maine.gov
We have also attached a flyer for these workshops to this notice, as well as a listing of a number of resources
online for Fair Housing information and training.

II.

2017 Supportive Housing Repair Program

The Maine State Housing Authority (MaineHousing), in its role as the affordable housing finance agency for the
State of Maine, has provided funding to a diverse group of organizations for the creation and operation of over
325 supportive housing properties statewide designed for occupancy by individuals and families with disabilities
and unique and special housing needs.
After years of service, some properties face capital needs that require immediate attention but lack adequate
reserves to address the necessary repairs. In response to the situation, MaineHousing has allocated $500,000 in
deferred due on sale funding targeted to assist owners in completing the required repairs that will ensure the
properties are able to continue to provide decent, safe, sanitary housing to Maine’s most vulnerable citizens.
This is a walk-in program and we have included a copy of this program with this notice, as well as posted it on
the MaineHousing website.

III.

Timelines for Subsidy Contract Renewals

On January 24, 2017, HUD issued a memorandum on the National Standard of Work – Contract Renewal Process.
The purpose of this memorandum is to notify industry stakeholders that HUD has implemented a standard of
work designed to enhance customer service and better facilitate the contract renewal process for Section 8 and
PRAC assisted properties. We have attached a copy of this memorandum to this notice.

IV.

Replacement Reserve

MaineHousing Asset Management Department has updated and posted on its website the Replacement Reserve
policy to clarify and reiterate the use of the Replacement Reserve escrow for those properties that are required to
hold these funds in escrow. A copy of this policy is attached and also can be found on the MaineHousing website.

V.

Annual Occupancy Forms

Attached you will find the two revised Owner Certification forms which have been updated to include the required
language about FedHOME assisted units meeting housing standards.
Owners are required to certify to MaineHousing annually for all home assisted units that they are suitable for
occupancy, taking into account State and local health, safety, and other applicable codes, ordinances, and
requirements, and the ongoing property standards established by the participating jurisdiction (MaineHousing) to
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meet the requirements of 24 CFR, Part 92, HOME Investment Partnerships Program.
We have revised the previous forms to capture the data needed for properties with FedHome restrictions as well.
These revised forms have been posted on our website and will need to be used going forward for the annual
certification of occupancy for each property. The revised Certification of Occupancy for LIHTC properties was
included with AM Notice 2017-01.

Attachments:








Fair Housing Flyer
Fair Housing Online Resources
2017 Supportive Housing Repair Program
Timelines for Subsidy Contract Renewals
Replacement Reserve Escrow
Owner Certification of Occupancy
Certificate of Continuing Program Compliance

Please note that MaineHousing provides notices as a service to our partners. Notices are not intended to replace ongoing training and do not
encompass all compliance and regulatory changes that may occur on the wide arrange of housing programs in which we work. MaineHousing
recommends partners establish an ongoing training program for their staff.

MaineHousing does not discriminate on the basis of race, color, religion, sex, sexual orientation, national origin, ancestry, physical or mental
disability, age, familial status or receipt of public assistance in the admission or access to or treatment in its programs and activities. In employment,
MaineHousing does not discriminate on the basis of race, color, religion, sex, sexual orientation, national origin, ancestry, age, physical or mental
disability or genetic information. MaineHousing will provide appropriate communication auxiliary aids and services upon sufficient
notice. MaineHousing will also provide this document in alternative formats upon sufficient notice. MaineHousing has designated the
following person responsible for coordinating compliance with applicable federal and state nondiscrimination requirements and
addressing grievances: Louise Patenaude, Maine State Housing Authority, 353 Water Street, Augusta, Maine 04330-4633,
Telephone Number 1-800-452-4668 (voice in state only), (207) 626-4600 (voice) or Maine Relay 711.
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April is
Fair Housing Month
April 2017 marks the 49th anniversary of the 1968 landmark
Fair Housing Act. Each year the Maine Human Rights
Commission (MHRC) participates in activities to educate the
public about fair housing law and prevent discrimination in
housing. This year we are holding provider workshops in
three locations across Maine:

Augusta, Westbrook, and Bangor
When
Tuesday, April 4, 2017 - Augusta
9 a.m. - 12 p.m.
Capitol Judicial Center
1 Court Street
Augusta, Maine 04330
Multipurpose Room

- Or Thursday, April 6, 2017 - Westbrook
9 a.m. - 12 p.m.
Westbrook Housing
30 Liza Harmon Drive
Westbrook, Maine 04092

- Or Monday, April 10, 2017 - Bangor
9 a.m. - 12 p.m.
Penobscot County Judicial Center
78 Exchange Street
Bangor, Maine 04401
Multipurpose Room

This three hour seminar is designed for Landlords
and Property Managers. The course, conducted by the
MHRC in conjunction with MaineHousing, Pine Tree
Legal Assistance, and Disability Rights Maine, will
provide an overview of Fair Housing Law. Housing
providers who complete the course will obtain a basic
understanding of rights and responsibilities under state
and federal law. Who should take the class? Landlords,
property managers, leasing consultants, owners of
manufactured housing, the general public; anyone who
sells, leases, owns, or manages residential property.
Agenda:
• Outline the essential requirements of MHRA housing
law
• Change in service animal laws for housing
• Recent cases of interest from the MHRC on housing
• Fair Housing/Substantial Equivalence/Dual filing
• HUD regulations on harassment in housing
• HUD guidance on criminal records, nuisance orders
and complaints, and LEP refinement

How to Register:
The MHRC Fair Housing seminar is free but registration is required. Please register directly with the
contact person listed. Registration will open on March 15, 2017. Register early. This class, offered just
once a year, fills quickly. Please contact us with any specific questions you hope to have addressed at
your seminar.
Contact: Carrie McCarter by phone 207-624-6296 or e-mail: carrie.mccarter@mhrc.maine.gov

National Fair Housing Training Academy
http://www.nfhta.org/training/schedule/all

1

HUD Fair Housing webpages
https://portal.hud.gov/hudportal/HUD?src=/library/bookshelf08

HUD You Tube Channel
https://www.youtube.com/user/HUDchannel

2

“Fair Housing and Beyond” is offered jointly by the Institute of Real Estate Management (IREM) and the
National Apartment Association Education Institute (NAAEI).

http://www.irem.org/resources/store/product/fhs201#FHS201

3

Nan McKay and Associates
https://www.nanmckay.com/t‐online‐fair‐housing‐and‐reasonable‐accommodation.aspx

4

2017
SUPPORTIVE HOUSING REPAIR
PROGRAM

WALK- IN
PROGRAM
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The Maine State Housing Authority (MaineHousing), in its role as the affordable housing finance
agency for the State of Maine, has provided funding to a diverse group of organizations for the
creation and operation of over 325 supportive housing properties statewide designed for occupancy
by individuals and families with disabilities and unique and special housing needs.
After years of service, some properties face capital needs that require immediate attention but lack
adequate reserves to address the necessary repairs. In response to the situation, MaineHousing has
allocated $500,000 in deferred due on sale funding targeted to assist owners in completing the
required repairs that will ensure the properties are able to continue to provide decent, safe, sanitary
housing to Maine’s most vulnerable citizens.

ELIGIBILITY
Section 1: Eligible Applicants
To be eligible for funding, an applicant must:
1. Be the owner of a supportive housing project in Maine that:
a. is currently financed by MaineHousing, and
b. was first developed and occupied before January 1, 2005
2. Be a 501(c)(3) corporation or licensed by the Maine Department of Health and Human
Services.
3. Provide a corporate resolution demonstrating the authority to apply for this Program and to
comply with MaineHousing requirements for the deferred loan.
4. Anticipate continued use for the longer of the remaining term on the MaineHousing loan
documents or five (5) years.
5. Be in compliance with all covenants regarding use in MaineHousing loan documents.
6. Meet all submission requirements set forth below.
Non-recipients of 2014 Supportive Housing Repair Deferred Loan Program funding awards will
take priority over recipients of 2014 funding awards.
MaineHousing will not process an application from an applicant if the applicant, or any other entity
in which the applicant or one of its affiliates has a controlling interest, at any time during the
previous 6 months, (i) has been more than 60 days delinquent on MaineHousing financing, or has
been issued a notice of default unless an approved workout plan is in place and in good standing, or
(ii) has been the owner of any MaineHousing-financed project that was foreclosed upon by
MaineHousing or conveyed to MaineHousing by deed-in-lieu.
Owners and contractors must not be debarred, suspended, proposed for debarment, or voluntarily
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excluded from participation in federal housing programs or MaineHousing programs. Owners,
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operators, and contractors may not participate in this program if they have ever had a professional
license to provide the nature of services they seek to provide in this program suspended or revoked.
Section 2: Eligible Rehabilitation Activities
Only life safety and improvements or repairs to the permanent fixtures, systems and components of
the physical structure with an immediate need for repair are eligible uses for the funding.
Examples of life safety improvements include, but are not limited to:











GFCI protection for electrical devices in wet locations (baths, kitchens, basements and
outbuildings)
Hard-wired smoke/carbon monoxide detectors with battery back-up
Emergency lights
Exit signs
Egress improvements (enclose stairways, repair handrails, proper sized windows)
Fire sprinkler systems
Structural repairs (repair deterioration potentially leading to failure of floors, roofs, exterior
balconies)
Panic hardware on egress doors
Lead hazard reduction work
Asbestos and radon mitigation

Examples of physical structures that may have an immediate need include, but are not limited to:


















Roof
Windows
Heating
Plumbing
Electric
Insulation
Ventilation
Foundations, sills, and structural supports, etc.
Floors and floor coverings
Interior and exterior walls and wall surfacing
Ceilings
Roofing supports and members
Doors
Porches, patios, etc.
Bathroom and kitchen modifications
Ramp repairs
Elevator upgrades
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All work undertaken must comply with the International Building Codes (IBC 2009) and National
Fire Protection Association Codes (NFPA), including without limitation the following:




IBC 2009 & IBEC 2009
The National Electrical Code 2014
NFPA 101 The Life Safety Code 2009

All work undertaken must comply with applicable accessibility and adaptability requirements.
MaineHousing may require a plan review, a construction permit, a sprinkler permit, or a barrier free
permit from the Department of Public Safety. Upon completion, the property must comply with all
applicable state and local codes and ordinances.
Rehabilitation which disturbs lead based paint (which may or may not involve lead based paint
hazard reduction work) will at a minimum need to be done using lead safe work practices and
achieve a satisfactory clearance test at completion of rehab.
Section 3: Loan Requests
The maximum loan which can be requested is $65,000 per project. The minimum loan which can
be requested is $5,000 per project.
Section 4: Ineligible Activities
Loan proceeds cannot be used to reimburse an organization for soft costs or work previously
performed. The funds from this program cannot be combined with any other financial resources
available through MaineHousing other than operating subsidy funds and project reserves.

GENERAL REQUIREMENTS
Conflict of Interest: Applicants must disclose their current and recent financial, business,
professional, and family relationships and associations with any MaineHousing employee or
commissioner and comply with any restrictions imposed by MaineHousing on account of conflict of
interest concerns.
Identity of Interest: Applicants must disclose the nature of the relationship between them and any
of their contractors and suppliers. MaineHousing may, at its discretion, impose restrictions or
require other third party verifications on account of identity of interest concerns.
Minimizing Displacement: Applicants must take all reasonable steps to minimize the
displacement of persons as a result of rehabilitation and comply with MaineHousing’s policy for
relocation, if necessary.
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DEFERRED LOAN
The maximum deferred loan that can be requested is $65,000 per project. The minimum deferred
loan that can be requested is $5,000 per project. Funds may only be applied to life safety and
immediate rehabilitation needs of the building. Non-life safety rehabilitation work that must be done
within a year or less or building components that are beyond their useful life or have less than 3 years
useful life remaining are deemed immediate rehabilitation needs.
MaineHousing staff will be responsible for the final determination of whether a proposed activity is
addressing a life safety or immediate need issue. MaineHousing reserves the right to adjust the
amount of the award and may determine an amount that is more or less than the amount
requested. MaineHousing may require accessibility upgrades.
Existing project replacement reserve funds that exceed $1,000 per unit or bed will be used for life
safety and immediate rehabilitation needs prior to deferred loan proceeds. .
Once grantees have been selected, MaineHousing will conduct an initial site visit to:
1. Review the results of the Owner Assessment of Capital Needs,
2. Review the proposed scope of work in relation to current building conditions.
3. Assess the estimated cost of rehabilitation
Applicants must address all necessary maintenance, capital improvements, lead hazard reduction
work, and code compliance work required by Maine Housing and follow procedures as outlined in
the Asset Management Design & Construction Manual for Existing Buildings. When the scope of
building rehabilitation is complex, or where State law requires it, MaineHousing will require that a
licensed design professional develop the plans and specifications for the project. All plans and
specifications require MaineHousing’s review and approval.
MaineHousing will make the final determination when interpreting codes and standards for selected
projects and may modify proposed improvements or repairs that go beyond life safety compliance.
MaineHousing’s existing use and affordability requirements will remain in place. The 0% deferred
loan will be due upon earliest of (a) a sale or other transfer of the property, (b) the discontinuation
of the intended public purpose; (c) default, or (d) 30 years from closing.

APPLICATION REQUIREMENTS
Applications will be accepted and reviewed on a first come, first serve basis. Applicants will follow
the guide below when preparing an application package. A separate application package must be
submitted for each project.
Submission requests must contain all the following components:
1. Application. Completed and signed SHP Repair Application.
Rev. 2/2017
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2. Attachments. Please enclose the following with your application:


A corporate resolution authorizing the applicant to apply for funding and to comply with
MaineHousing requirements if the applicant is awarded financing



Copy of 501(c)(3) Determination Letter or license from the Maine Department of
Health and Human Services



A preliminary rehabilitation budget (use form on Attachment A)



Plans, specifications, scope of work, contractor bids, etc., as applicable



Photographs showing current conditions of physical plant supporting the need for
rehabilitation



Evidence of matching funds committed to the project, if applicable



Evidence of current balance in replacement reserve, if any



Copy of the latest audited financial statements (if not required, we will accept a year end
compilation)



A narrative disclosure of any potential conflict of interest or identity of interest issues



Completed conflict of interest form (attached as Attachment B)

Applications will accepted at the MaineHousing Augusta office until the earlier of December 31,
2017 or the depletion of funds.
Applications should be mailed to:
MaineHousing,
353 Water Street
Augusta, Maine 04330-4633,
Attention: Kimberly Whitley, Portfolio Manager
or email to: kwhitley@mainehousing.org.
All inquiries and requests for further information may also be directed to Kimberly Whitley. She may
be reached by telephone at (207) 624-5781 or (800) 452-4668, by fax at (207) 624-5705, or TTY at
(800) 452-4603 or by e-mail at kwhitley@mainehousing.org.
MaineHousing reserves the right to adjust the amount of the funding and may determine an
amount that is more or less than the amount requested. MaineHousing may require
accessibility upgrades. MaineHousing reserves the right to award all, a portion, or none of
the available subsidy, depending upon the quality and merits of the applications received.
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TIMEFRAME
MaineHousing intends to finalize awards under this Walk in Program within a month of receipt of
an application. Awards will continue to be processed until available funding has been expended. The
review process is outlined below:
1. Applications will be reviewed for completeness, feasibility, and cost reasonableness.
Applications that do not meet the submission requirements or are inconsistent with program
eligibility requirements will be rejected and the applicant will be notified. This initial review
will be completed within one week of receipt of the application.
2. Once an application has cleared the initial review and is deemed eligible, the applicant will be
contacted to set up a time to meet with MaineHousing inspectors who will visit the project to
evaluate the proposal and provide recommendations of additions/deletions to the
proposed scope.
3. Loan package will be finalized with the applicant.
4. MaineHousing will retain the loan proceeds in a Rehabilitation Escrow under MaineHousing
control and will disburse one third of the proceeds upon the start of work; one third at 50%
completion; and the remaining third of the proceeds when MaineHousing has inspected the
property, confirmed that the work was satisfactorily completed in accordance with the work
specifications, budget and applicable codes, and has received applicable lien releases from
contractors. All work should be satisfactorily completed within 6 months of award
finalization.
Reminder: MaineHousing will require evidence of permits and approvals from local, state, and
licensing agencies before any work begins.

MAINEHOUSING NONDISCRIMINATION NOTICE:
MaineHousing does not discriminate on the basis of race, color, religion, sex, sexual orientation,
national origin, ancestry, physical or mental disability, age, familial status or receipt of public
assistance in the admission or access to or treatment in its programs and activities. In employment,
MaineHousing does not discriminate on the basis of race, color, religion, sex, sexual orientation,
national origin, ancestry, age, physical or mental disability or genetic information. MaineHousing
will provide appropriate communication auxiliary aids and services upon sufficient notice.
MaineHousing will also provide this document in alternative formats upon sufficient notice.
MaineHousing has designated the following person responsible for coordinating compliance with
Rev. 2/2017
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applicable federal and state nondiscrimination requirements and addressing grievances: Louise
Patenaude, Maine State Housing Authority, 353 Water Street, Augusta, Maine 04330-4633,
Telephone Number 1-800-452-4668 (voice in state only), (207) 626-4600 (voice) or Maine Relay
711
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U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
Multifamily Northeast Region
New York Regional Center
Jacob K. Javits Federal Building
26 Federal Plaza, Suite 3214
New York, NY 10278-0068

Memorandum
To:

Section 8 Performance Based Contract Administrators (PBCAs)
Section 8 Traditional Contract Administrators (TCAs)
Owners and Agents of Project Rental Assistance Contract (PRAC)-assisted Properties

From: Arden Sokolow
Director, Multifamily Northeast Region
Date: January 24, 2017
Re:

National Standard of Work – Contract Renewal Process

The intention of this memorandum is to notify industry stakeholders that HUD has
implemented a standard of work designed to enhance customer service and better facilitate the
contract renewal process for Section 8- and PRAC-assisted properties. The information included
in this memorandum identifies key timeframes for external-stakeholders which are necessary to
complete renewals in a timely manner, and to eliminate or minimize obstacles that potentially
result in interruptions of subsidies to assisted properties. All renewal requests still must be
submitted in accordance with agency guidelines and standards. In addition, this memorandum
includes information on Asset Management Processing System (AMPS) mailboxes that are to be
used when submitting correspondence to the agency.
The contents of this memorandum do not supersede current requirements related to
essential support documentation, certifications, budget documentation, and other documents
required under a respective contract’s renewal submission process.
CONTRACT RENEWALS
I.

PBCA-administered Contracts
150 days prior to Contract Expiration
 PBCAs shall verbally remind and send formal correspondence to owner notifying
them of their requirement to submit a renewal package
120 days prior to Contract Expiration
 If renewal package is still not received, the PBCA will send another follow up
correspondence to owner and will continue to follow up until the package is
received.
60 days prior to Expiration
 If renewal package is still not received, the PBCA will inform HUD via “incoming”
AMPS mailbox to initiate HUD follow-up with owner.
 Once PBCA has completed the renewal paperwork with the unique IREMs Property
Identification Number included, the PBCA sends a renewal pdf file to appropriate

The Multifamily Northeast Region consists of the New York Regional Center and the Baltimore and Boston Satellite Offices. Together,
they serve Connecticut, Delaware, the District of Columbia, Maine, Maryland, Massachusetts, New Hampshire, New Jersey, New York,
Pennsylvania, Rhode Island, Vermont, Virginia, and West Virginia.
www.hud.gov

electronic mailbox (regional funding mailbox and incoming mailbox if a Reserve
for Replacement account exists at the property). Note: For a list of applicable
regional mailboxes, please listing at the end of this memorandum.
Once Funding is Received




II.

Once funding is received, HUD staff shall e-mail the signed ACC along with a
cover letter to PBCA.
Once the ACC is received, the PBCA will finalize the HAP contracts and have them
signed by the appropriate parties within one week.
Once fully signed, the PBCA sends the documents to the funding mailbox for HUD
execution. Once fully executed, HUD will return a copy to the PBCA electronically
for distribution.
Contract Renewal process is complete.

TCA-administered Contracts
150 days prior to Expiration
 TCA shall verbally remind and send formal correspondence to owner notifying
them of their requirement to submit a renewal package
120 days prior to Expiration
 If renewal package is still not received, TCA will send another follow up
correspondence to owners and will continue to follow up until the package is
received
60 days prior to Expiration
 If renewal package is still not received, the TCA will inform HUD via incoming
mailbox to initiate HUD follow-up with owner.
 Once TCA has completed the renewal paperwork, TCA sends a renewal pdf file to
appropriate electronic mailbox (regional funding mailbox and incoming mailbox if
a Reserve for Replacement deposit modification is necessary). Note: For a list of
applicable regional mailboxes, please listing at the end of this memorandum.
 Often times the TCA does not have access to HUD’s Integrated Real Estate
Management System (iREMS). In such cases, HUD may need to input the contract
renewal record into iREMS on their behalf.
Once Funding is Received





Once funding is received, HUD shall e-mail the signed ACC along with a cover
letter to the TCA.
Once the ACC is received, the TCA will finalize the HAP contracts and have them
signed by appropriate parties.
Once fully signed, the TCA sends the documents to the appropriate HUD funding
mailbox for HUD execution. Once fully executed, HUD will return a copy to the
TCA electronically for distribution.
Contract Renewal process is complete

The Multifamily Northeast Region consists of the New York Regional Center and the Baltimore and Boston Satellite Offices. Together,
they serve Connecticut, Delaware, the District of Columbia, Maine, Maryland, Massachusetts, New Hampshire, New Jersey, New York,
Pennsylvania, Rhode Island, Vermont, Virginia, and West Virginia.
www.hud.gov

III.

Project Rental Assistance Contract (PRAC)
120 days prior to Expiration
 HUD staff will follow up with owners, reminding them of their requirement to
submit a renewal package. Follow up will continue on a 30-day cycle until the
renewal has been received for processing.
 Owners and Agents seeking renewal will submit a complete renewal request to
HUD using the applicable funding mailbox.
Once Funding is Received





HUD will prepare the contracts and e-mail them to the owner/agent for signature.
Owner shall return signed contract to the appropriate funding mailbox. Note: For
a list of applicable regional mailboxes, please listing at the end of this
memorandum. Upon HUD final execution, HUD will distribute the fully executed
PRAC to the owner / agent.
Contract Renewal process is complete.

MULTIFAMILY NORTHEAST REGION ELECTRONIC SUBMISSION MAILBOXES
Contract Renewal Submissions
• Bos.funding@hud.gov
• Bal.funding@hud.gov
• NY.funding@hud.gov
Contract Renewal Reserve for Replacement Deposit Change Submissions, General Inquiries
• Bos.incoming@hud.gov
• Bal.incoming@hud.gov
• NY.incoming@hud.gov

Replacement Reserve Accounts
MaineHousing requires that a Replacement Reserve account be established and funded at project
development with on-going deposits to help match future funds needed for replacement costs of existing
major capital items throughout the property’s life cycle.
MaineHousing has adopted the HUD benchmark that properties retain a minimum threshold in the
Replacement Reserve Escrow Account of $1,500 per unit for family projects and $1,000 per unit/bed for
elderly and supportive housing projects at all times to ensure that adequate funding levels are available
when emergency situations arise. However, this should be viewed as a general assessment, and
Replacement Reserve funding needs may vary depending on the specific project conditions.

Capital vs. Maintenance Operating Expense
Capital Expense – Major capital improvements/fixed asset replacements to maintain the physical
integrity and upkeep of a property are typical allowable reimbursements from the Replacement
Reserve Account. Traditional capital items include but are not limited to:
1. Replacement of refrigerators, ranges, and other major appliances in the dwelling units.
2. Replacement of kitchen and bathroom cabinets, sinks and counter tops, bathroom tubs,
toilets, and doors (exterior and interior). Before beginning this work, please consult your
Asset Manager to see if UFAS (Section 504)/ADA 2010 may apply.
3. Replacement of unit or common area flooring.
4. Major roof repairs, including major replacements of gutters, downspouts, related eaves or
soffits, and replacement of roof shingles of full roof.
5. Major plumbing and sanitary system repairs.
6. Replacement or major overhaul of central air conditioning and heating systems, including
cooling towers, water chilling units, furnaces, stokers, boilers, and fuel storage tanks.
7. Overhaul of elevator systems.
8. Major repaving/resurfacing/seal coating (sidewalks, parking lots, and driveways).
9. Repainting of the entire building exterior and common area spaces.
10. Extensive replacement of exterior siding or repointing (masonry exteriors).
11. Extensive replacement of exterior (lawn) sprinkler systems.
12. Replacement of Grounds maintenance equipment
13. Major repair of/or replacement of sprinkler and alarm systems including a comprehensive
upgrade/replacement of all smoke detectors at the project
14. Capital Needs Assessments completed by Independent third party (no Identity of Interest)
– use of RR limited to once every 5 years
15. Replacement windows
16. Accessibility improvements/upgrades
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Requests for the use of Replacement Reserve funds to pay for Reasonable Accommodation
modifications will be considered on a case by case basis.
The use of Replacement Reserve to cover an insurance deductible related to property losses is
allowable if adequate funds are available.

Maintenance Expense – any and all regular and recurring expenses associated with maintaining
the physical integrity and upkeep of the property not otherwise considered a capital expense
including unit turnover expenses. Maintenance items typically include:
1. Repainting of interior areas of projects, not including common area space.
2. Replacement of range burners, bibs, oven elements, controls, valves, wiring, etc.
3. Replacement of dwelling unit air conditioning components such as fan motors and window
unit compressors.
4. Minor repairs to central air conditioning and heating systems such as valve replacements
and the cleaning of boiler interiors.
5. Minor roof repairs, including minor repairs to gutters and downspouts.
6. Minor paving repairs, sealing, and/or striping.
7. Caulking and sealing.
8. Window and screen repairs.
9. Purchase of maintenance tools and equipment such as lawn mowers or snow blowers that
were never part of the project capital inventory.
10. Inspection/recharging/replacement of fire extinguishers.
11. Other items generally considered to be routine or scheduled maintenance.
12. Office equipment and furniture
Capital Improvements completed on a MaineHousing-funded project must meet the construction
standards outlined in “MaineHousing’s Design & Construction Manual for Existing Housing” located at:
http://www.mainehousing.org/docs/default-source/property-mgmt/design-and-construction-manualfor-existing-buildings.pdf

Bidding Requirements
Owner/Managers must obtain 3 bids for all contracts over $5,000. MaineHousing understands there may
be instances when three bids cannot be obtained due to lack of adequate vendors/suppliers or infeasibility
due to the severity of the issue/repair (emergency situations). When three bids cannot be obtained,
explanations/clarification should be submitted to MaineHousing clearly documenting the steps taken to
obtain the bids. Identity of Interest bidders must be disclosed and must obtain a minimum of 2 other bona fide bids.
Bids should be submitted to MaineHousing for review and approval prior to the awarding of any contract.
Bids must clearly identify the scope of work and specifications for the job being bid on. The final job
completion must meet MaineHousing standards as outlined in the Asset Management Design and
Construction Manual for Existing Buildings.
For contracts less than $5,000, verbal or written estimates should be obtained and documented in a file at
the property to support the expenses. Although not required for low cost jobs/items, it is a good business
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practice to obtain more than one estimate or perform price comparisons to ensure you are getting fair
pricing that is consistent in the marketplace.
Notwithstanding the contract dollar amounts, the following items require the review and approval of
MaineHousing before a contract is awarded:
Floor covering change (from one type to another)
Doors/Window Replacement
Internal Communications Systems Change
Roof replacement/repair
Drainage Correction
Heating System Replacement/Conversion
Space Change
Foundation Repairs
Addition of Insulation
Concrete Replacement/Repair
Repaving and/or Sealing of Pavement
Water Leak issues
Paving Expansion
Venting and Moisture
Energy Improvements
Damage due to Fire/Water*
Siding Replacement/Change
*Note – MH recognizes that some situations may be emergency in nature and require immediate
action without following the outlined protocol above. In those instances, the Owner/Manager
must notify MH as soon after the occurrence as possible and provide an update of steps taken.

Replacement Reserve Account Use
For replacement reserve eligible items (items denoted as capital expenses above); once the work has been
completed, Owners/Managers will need to submit an MD-130 request for authorization of use of
replacement reserve funds along with any required supporting documentation (i.e. final invoice, materials
lists, evidence of payment (cancelled check or check stub), Seen and Agreed to document if applicable, and
Final Lien Release) to eprocessing@mainehousing.org . The Request for Release of Restricted Funds
(MD-130) form is located on the MaineHousing website at
(http://www.mainehousing.org/partners/partner-type/property-owners-managers/propertymanagement-forms).
Approval of Replacement Reserve requests are at the discretion of MaineHousing and its use for items
that are otherwise deemed eligible capital items may be denied due to lack of adequate reserve levels based
on long-term capital need requirements and/or project cash flow or for failure to complete the work to
MaineHousing standards.
MaineHousing recommends MD-130 requests be submitted at least monthly, or quarterly at a minimum.
Adopting this protocol will help ensure a more timely turnaround of the request by MH staff. Submissions
held until year end may have a delay in turnaround due to increased volume received at MH as
management companies close out the books. These delays could potentially impact the project’s year-end
audit.
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For completed jobs identified as not meeting MaineHousing specifications and the items are not easily
correctable to industry standards, the following protocol has been adopted to address the issue:


First offense: MaineHousing will call out the deficiency to management with a warning and
reiteration that the standards must be followed. Unless serious and extensive variations to the
standards are identified, the use of Replacement Reserve will be allowed with the first offense.



Second offense: MaineHousing will not allow the use of Replacement Reserve to pay for the
portion of the job deficient in meeting the MaineHousing standards.
Note: These offenses are reviewed on an owner/manager basis, not by property.

It is the responsibility of the Owner/Manager to ensure the workmanship of contractors hired to complete
the work. The job site should be visited regularly to check the progress of the work; to ensure the quality
of the workmanship; and to validate that the correct products are being utilized and applied. If
MaineHousing identifies consistent failure on the part of the management company in performing its
oversight function of physical plant activity at a property, the facts will be considered in the Management
and Occupancy Review and impact the scoring of the applicable section of that review.
Noted recurrences of a contractor bidding work as meeting MH specs with the subsequent
installation of inferior products is considered unacceptable. In addition, the subsequent billing at
bid prices when inferior/cheaper products have been used is considered unethical. If the
Owner/Manager continues to do work with a company identified as having repeated occurrences
of either of these behaviors, MH at its discretion may implement additional oversight
requirements of the work to be performed including review of material purchases before
installation and additional oversight of the job during work in progress.

Capital Needs Assessments (CNAs)
Although not required, it is a best practice in the Industry for project owners/managers to hire a qualified
Independent 3rd party contractor to complete a Capital Needs Assessment that covers a 20 year period for
each of their projects. These CNAs should be updated no less than every 10 years with 5 year intervals
being the industry best practice.
Copies of the completed CNAs shall be provided to MaineHousing for reference and may be used in
evaluating the annual budget submissions for capital items.
Replacement Reserves are an eligible use for this purpose.

Loans from the Replacement Reserve
On a case-by-case basis MaineHousing may approve a request by the Owner/Manager to borrow funds
from the Replacement Reserve for other than eligible Replacement Reserve items that are necessary for/
benefit of the property. A defined repayment schedule will be established and executed between
MaineHousing and the Owner.
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OWNER'S CERTIFICATE OF CONTINUING PROGRAM COMPLIANCE
To: MaineHousing
353 Water Street
Augusta, ME 04330-4633
Certification
Dates:

From:

To:

______/_________/_________

Project Name:

Project No:

Project Address:
Sponsor Name /
Ownership
Entity:
Number of :

______/__________/_______

City:

Units _______

Beds________

# Occupied ________
Population Served:

# Occupied_________
Population Served:

County:

SRO

Zip:

yes

no

Service Funding Sources:

The undersigned_________________________________________________________________ on behalf of
____________________________________________________________ (The "Owner") hereby certifies that:
(Please check all applicable sections. If “Change” is checked, please describe on Page 2 the change that occurred in
the project for the certification year:)
1.

The project continues to meet the requirements of:

The MaineHousing Commitment Letter

The Financial Assistance Agreement / Declaration of Covenants, Conditions and Restrictions

The Mortgage and Security Agreement

2.

There has been no change in use for any unit / building in the project:
 NO CHANGE
 CHANGE

3.

The owner / provider maintains on file Resident Income information from each low-income resident and
documentation to support that information:
 YES
 NO

4.

Each low-income unit / bed in the project continues to meet any rent-restriction requirements imposed under
the Financial Assistance Agreement / Declaration of Covenants, Conditions and Restrictions:
 YES
 NO
 N/A

5.

All low-income units/beds in the project are and have been for use by the general public and used on a nontransient basis (except for transitional housing for the homeless).
 YES
 NO
 HOMELESS

6.

No finding of discrimination under the Fair Housing Act, 42 U.S.C 3601-3619, has occurred for this project.
A finding of discrimination includes an adverse final decision by the Secretary of Housing and Urban
Development (HUD), 24 CFR 180.680, an adverse final decision by a substantially equivalent state or local
fair housing agency, 42 U.S.C 3616a(a)(1), or an adverse judgment from a federal court:
 NO FINDING
 FINDING
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7. Each building in the project is and has been suitable for occupancy, taking into account local health, safety, and

building codes (or other habitability standards), and the state or local government unit other than
MaineHousing that may be responsible for making building code inspections did not issue a report of a
violation for any building or low income unit in the project:
 YES
 NO
If "No", state nature of violation on page 2 and attach a copy of the violation report.
8. Each building in the project and all FedHome(HOME) assisted units are suitable for occupancy, taking into

account State and local health, safety, and other applicable codes, ordinances, and requirements, and the
ongoing property standards established by the participating jurisdiction (MaineHousing) to meet the
requirements of 24 CFR, Part 92, HOME Investment Partnerships Program, Section 92.251.:
 YES
 NO
 N/A
9.

There has been no change in the sponsor’s 501 c 3 status since last certification submission:
 NO CHANGE
 CHANGE

10.

There has been no change in the Population being served by the project:
 NO CHANGE
 CHANGE

11.

There has been no change in the name of the Ownership entity or change in the Ownership of the project:
 NO CHANGE
 CHANGE

12.

There has been no change in the Management of the project:
 NO CHANGE
 CHANGE

13.

The project complies with the requirements of all applicable Federal and State Housing Programs included in
the project (e.g., Rural Housing Services, HOME, HUD Section 8, or Tax-Exempt Bonds):
 YES
 NO
 N/A

The project is otherwise in compliance with the MaineHousing Loan Documents and all other applicable laws, rules
and regulations. This Certification and any attachments are made UNDER PENALTY OF PERJURY.
__________________________________
(Ownership Entity)

By: __________________________________
Title: __________________________________
Date: __________________________________
PLEASE EXPLAIN ANY ITEMS THAT WERE
ANSWERED “NO”, “CHANGE” OR “FINDING”
ON QUESTIONS 1-16.
Question
#
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CHANGES IN OWNERSHIP OR MANAGEMENT
(to be completed ONLY if “CHANGE” marked for
questions 10 & 11 above)
TRANSFER OF OWNERSHIP
Date of Change:
Taxpayer ID
Number:
General
Partnership:
Status of
Partnership
(LLC, etc):
CHANGE IN MANAGEMENT CONTACT
Date of Change:
Owner/
Manager Name:
Address:
Contact Name:
Phone #:
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Instructions for Completing
Owner’s Certification of Continuing Program Compliance
Owners of properties participating in MSHA multi-family housing programs must meet certain rent,
income and/or occupancy requirements during the qualified project period as defined in the project
loan documents. The “Owner’s Certification of Continuing Program Compliance” establishes that
the owner is meeting these obligations on an ongoing basis.

Part One
Certification Dates:

This is the 12-month period of time the certification covers.

Project Name:

Name of the project as known by MSHA.

Project Number:

Number assigned by MSHA to the project at permanent loan
closing.

Project Address:

Address of the project.

Sponsor Name/Ownership Entity:

Owner of record of the project.

Number of:

List total number of units or beds contained in the project,
how many are currently occupied as of the end of the
certification period and the targeted population being served
(e.g. homeless, youth, etc.)

SRO:

Single Room Occupancy project.

Services Funding Sources:

Identify those organizations that provide funds to the project
specifically for services to residents. Sources may include
DHS, BDBS etc.

Print name of person who is completing and signing the form on the first line and the
owner/entities name on the second blank line.
Complete questions 1 – 12 by checking the appropriate boxes.
Certify that the project is in compliance and that the information contained on the form is accurate
and correct by signing, dating, and listing title and ownership entity name.
The remaining boxes are to be completed when needing to provide additional information on
questions 1 –12 or if there has been a change in Management or Ownership.
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MAINEHOUSING RENT-RESTRICTED MULTIFAMILY PROGRAMS
OWNER CERTIFICATION OF OCCUPANCY
Part I
Project Information
Project Name
Project Number
Address
City
County
Placed in Service Date

Unit Mix
Rent Restricted Mix
0BR________ 1BR________ 2BR________
3BR________ 4BR________ Other_______
Market Unit Mix
0BR________ 1BR________ 2BR________
3BR________ 4BR________ Other_______

Part II
Owner Information
Owner Name
Address
City
Telephone No.
Fax
Email
Part III
Total # of Rent Restricted units in property
set aside for tenants @ 80% of median income ______

Manager Information
Name
Address
City
Telephone No.
Email

Fax

Total # of Rent Restricted units in property
set aside for tenants @ 60% of median income ______

Total # of Rent Restricted units in property
Total # of Rent Restricted units in property
set aside for tenants @ 50% of median income ______ set aside for tenants @ 40% of median income ______
Total # of Rent Restricted units in property
set aside for tenants @ 30% of median income ______ Other Units______
Total # of market rate units in property ______
TOTAL UNITS IN MAINEHOUSING-FINANCED PROPERTY

______

On the basis of the Tenant Income Certification completed for each low-income tenant and attached to this or to
prior owner certifications, I CERTIFY THAT, as of
(date):
1)
I am maintaining occupancy in units at the above address by households whose income was at or below the
income levels as indicated above; and
2)
all units in the property, on a continuous basis, were rented or available on a non-transient basis for rental to
members of the General Public; and
3)
if applicable, each building(s) and all FedHome(HOME) assisted units are suitable for occupancy, taking
into account State and local health, safety, and other applicable codes, ordinances, and requirements, and the
ongoing property standards established by the participating jurisdiction (MaineHousing) to meet the
requirements of 24 CFR, Part 92, HOME Investment Partnerships Program, Section 92.251.
On the reverse side is a COMPLETE LIST of all tenants occupying units in this project as of the date of this
Certification and corresponding income (optional for non-low income tenants).
I am aware that all information obtained from the tenants is confidential. No information will be released to
anyone but MaineHousing unless prior written permission has been obtained from the tenant.
Date __________________________
Revised: 01/01/17

Owner __________________________________
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Gross Rent

Utility Allowance Amount

Section 8 Subsidy Amount

Tenant Rent Amount

Indicate Income Targeting
per FAA (30, 40, 50, 60,
80%) or Market?

Gross Annual Income

Move-In Dates

Tenant Name

Total #Of Persons In
Household

# of BR

Apt No

Place an F if FedHome Unit

Place a √ if a Sec 8 Holder

List of Tenants and Income

Instructions for completing
Owner Certification of Occupancy
Owners of property financed under the MaineHousing programs must meet certain rent and income
restrictions during the qualified project period as defined in the Financial Assistance Agreement
(FAA) or Declaration of Covenants. In order to monitor this, tenant income certification forms are
required.
MaineHousing requires yearly third party verifications of income supported by documentation for all
applicants applying for rent-restricted units for all funding sources except FedHome funds. If a
project has FedHome funds the project will need to obtain third party verifications at initial
certification with five years of self-certification and on the sixth year full verifications.
The FAA states the number of rent-restricted units, which must meet the low-income eligibility
requirement for the qualified project period. The qualified project period is the period of time that
the owner must maintain the rent-restricted units.
Page One
Part One - Project Information
Complete project general information. The county line is to be completed with the county you are
using to calculate the income eligibility and rent levels. Placed in Service Date (Tax Credit projects
only) is the date that the project started its’ compliance period.
Unit Mix
List in the appropriate box how many rent restricted units and bedroom sizes are located in the
building. Complete the Market Unit Mix with the same information if the project contains market
units. The total number in both sections should equal the number of units in the project.
Part Two – Owner/Manager Information
Please complete with the appropriate information requested.
Part Three – Rent Restricted Unit Information
Place number of units under the appropriate percentage of area median income.
List how many market units in the project.
Total – number of rent restricted units plus market units.
Certification Date – This is the month, day, year that the report is representing.
Signature – The owner or owner’s representative must sign.
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Page Two
Column A

Enter a  (check mark) in this box if the tenant receives a Section 8 Voucher

Column B

Place an “F” in this column if your project received FedHome funds and
only if you are claiming this unit as a FedHome Unit

Column B

Enter the apartment numbers.

Column C

Enter the number of bedrooms in the unit.

Column D

Enter the number of family members in the household.

Column E

Enter tenant’s names

Column F

Enter move-in date

Column G

Enter gross annual income amount. If the tenant is a new move-in list
income at the time of move-in. If tenant is existing list current income.

Column H

Enter income targeting. If a market unit project only needs to indicate market
and do not need to provide income or rent information.

Column I

Enter the portion of the rent the tenant is responsible to pay.

Column J

Enter Section 8-subsidy amount only.

Column K

Enter the utility allowance. If the owner pays all utilities, enter zero. Projects
must use most recent applicable utility chart.

Column L

Enter gross rent amount by adding columns H – J.

 If there are new move-ins listed on the report a COPY of the Tenant Income Certification
Form must accompany this report.
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