DevCo Compliance User Guide

SECTION X

ANNUAL CERTIFICATION

OHIO HOUSING
FINANCE AGENCY Page 60 of 67 @@ Dev Co



DevCo Compliance User Guide

X. ANNUAL CERTIFICATION

Step 1: Select the appropriate reporting year from the Property Listing screen.
e.g., 2014 reporting year select the 2014 effective date
Step 2: Select: Annual Certification

Return to Property Listing F’roper‘ty Details
Manags Users There are 2 errors for this property. Click to display.
View Documents . -
ElForest G Run (TEST) Forest G. Run (TEST) OHFA
B OH'_SS'D?D.DD ! 57 East Main Strest
332 Columbus OH, 43215 Scatterad Site: No Export Events
Move In - 1211 ERT
mgﬁg Fnju_taé_‘-zzu_q"u. 3 Program Award Number Award Date Buildings Units ‘ Annual Certification )
503 HDAP-LIHTC(HOME) F-A-10-999-99 11872011 0 I Remove Property
OH-88-02001 LIHTC - Competitive 199999 52011 2 5

Step 3: Review each section of the Property General Information Screen

Step 4: Answer the question for each section: e.g. Project Information is up to date
¢ From the drop down Choose “Yes” or “No”

o

If the information is not up to date then choose “No”

A text box, “If not, specify the project changes”, will appear. Indicate the needed changes. (see example where
address changed)

Step 5: Select: Save

* As you complete the certification, clicking on either Save or Next will capture the changes. You can return to the page at a later
date. If you do not click on either of those two buttons you will lose your changes.
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(Retum to Property Detal Property General Information
Make sure you are in the correct certification year. For the 2013 Annual Certification the Project Name chosen should correspond with the
Eff. Date of 2013.
Review all project, unit, management, and owner information. Atthe bottom of each section there is a “Yes™ or *No” dropdown. Yes or No
must be selected in each section to proceed to the certification questions. [fthe information in the indicated section is incorrect, choose
“No”. A text box will appear. Note the necessary change(s). For example, ifthe owner contact has changed please putin the text box
*Owner contact changed to xoood.
After completing the change entries in the text boxes or ifthere is no change to the information, click “Save™ and then “Next” at the bottom of
the page.
*While completing the Annual Cerification, clicking on save will enable the user to return to the Certification at a later time. if you do not
click next and leave the page before saving you lose the information that was just entered.
K — Project Information “No”- i
Project Info : . - No”- a text bo>.( will
Project Name Forest G. Run (TEST) Award(s) F-A-10-99] appear to add in
Address 57 East Main Street updates needed.
City Columbus State
Zip 43215 County FRAMKLIM
Project information is up to date: Mo v
If not, specify the project testing -
changes:
A
— Unit Information |
Total Program Units - Studio 0 Total Program Units - 1 Bedroom 2
Total Program Units - 2 3 Total Program Units - 3 Bedroom 0 Note: Qualified Unit
Bedroom . e .
Total Program Units - 4 0 Total Program Units - 5 Bedroom 0 |dent|.f|ed countis b?sed
Bedroom on units program units.
Lol ProgramUnits -6 See Section V. D. Unit
#of Income Qualified Units 4 # of Non-Income Qualified Units 1 Information.
Unitinformation is up to date: | No v
If not, specify the unit Has 16 Units.
changes:
A
Management Info | | [~Management
Project Manager - Entity Spirit of St. Louis Manageme Manager Contact Amelia Smith
Address 250 Third Avenue North
City Minneapolis State VN
Zip 554011641 County
Phone Number (323) 431-8103 On-site Manager
Email Address chichousinglocator@gmail.cc Name
Phone
Email - - .
| Yes”- tells us this is
| Management information is up to date: | yes v I ( correct information
and you have
verified it.
Owner Info [~ Gwner
Project Owner - Entity Spirit of St. Louis (test) LP Owner Contact Amelia Earhart (Test)
Address 250 Third Avenue North
City Dublin State OH
Zip 43215 County
Phone Number (323) 481-8103 Email housingloc ator@ochichome. or
Federal ID Number
Cwner information is up to No A
date:
If not, specify the owner Email: DevCoftest.com
changes:
#
Step 5 =3[ Step6 |
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Step 6: Select: Next to go to the Annual Certification screen

Step 7: Select the applicable certification type(s) using the dropdown below

* To select more than one certification type, press and hold the Ctrl key and click each Certification type to highlight them. If
more than one certification type applies to the properties they must both be selected and submitted.

o “Gap Financing” must be submitted for projects financed with HDAP, HOME, OHTF, FAF, NSP, TCE, or TCAP.

o “Tax Credit” must be submitted for projects financed with 9% Housing Tax Credits or 4% Housing Tax Credits with
multifamily bonds.

o “Extended Use” must be submitted for projects financed with 9% Housing Tax Credits or 4% Housing Tax Credits with
multifamily bonds that are in their 15 year extended use period. If these projects have HDAP funding, GAP Financing
questions need to be completed as well.

NOTE: No project can submit both a Tax Credit Annual Certification and an Extended Use Annual Certification

Step 8: Click: Load. The certification questions should appear

Annual Certification

Select the applicable cerification type(s) using the drop-down below. To select more than ane Certification Type, press and hald the Ctrl
key and click each Certification type to highlight them. If more than one cerification type applies to the property, they must BOTH be
selected.

a. “Gap Financing™ must be submitted for Projects financed with HDAP, HOME, CHTF, FAF, NSP, or TCAP.

b. “Tax Credit” must be submitted far Projects financed with 9% Housing Tax Credits or 4% Housing Tax Credits with multifamily bonds.

c. “Extended Use™ must be submitted for projects financed with 9% Housing Tax Credits or 4% Housing Tax Credits with multifamily bonds
that are in their 15 year extended use period. If these projects have HDAP they need to fill out those guestions as well.

NOTE: No project can submit both a Tax Credit Annual Certification and an Extended Use Annual Certification.

Click Load. The certification questions should appear.
Please Mote: If a needed cerification type is not selected, click Save for answered questions, then click on Reset and select the required
certification(s). Select Load. The missing questions should appear.

Gap Financing
Tax Credit
Certification Type(s): Extended lUse ™ Eeset

(Select All That Apply)

Step 9: Fill out the questions
* Note: If a needed certification type is not selected or highlighted
o Click Save for any answered questions, then click on Reset and select the required certification(s)
o Select: Load. The missing questions should appear

* For questions requiring an explanation, a text box will appear to the right requiring the explanation. The user cannot move to
the next page without filling in the text boxes with appropriate responses.
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Flease read each question carefully before answering. The questions are similar to prior Annual Certification questions, with minor edits for
readability.

For gquestions requiring an explanation, a text box will appear to the right requiring an explanation. The user cannot move to the next page
without filling in the text boxes with appropriate responses.

Upon completing the Certification, click on next. The Submit Annual Certification screen will appear.

1. Has there been a change in the owner or

management during the reporting pericd? If "Yes

complete Form PC-E38 "Owner-Manager

Change Motific ation Form™ loc ated on the OHFA

website. Yes v

the updates.

2. # of Income Qualified Units

13
3. The Project has met the following
requirements: Answer sub questions both 1 and
2, or 3only.
31. The 2
the v
whic hever minimum set-aside test was applicable Yes
to the project
3.2. The 15-40 test under Section 42(g)(4) and No r
142 4)(B) for “deep rent skewed™ projects
3.3, Project does not meet any of the above No v

tests.

icable fraction as defined in Section 42
did not change in any building in the

t. If there was a change, list the applicable
frac tion reported to the IRS for each building for
the reporting year and describe reason(s) for the
change.

There was not a change ¥

5. The owner has received an annual income
certific ation from eac h low-inc ome tenant, and
documentation to support the rtific ation; or, in
the case of a tenant receiving Section 8 housing
assistant & payments, the statement from a
public housing authority described in paragraph No = —) Exp-lgrgtior“
(b)i 1 i) of the Recordkeep d Retention
provisions of IRS Reguilation 1.

ing the recertification

Economic Recov

r from the Ho
Act (HR 3221) answer y

Step 10: Select: Save
¢ As you complete the certification, clicking on either Save or Next will capture the changes. You can return to the page at a later
date. If you do not click on either of those two buttons you will lose your changes.
Step 11: Select: Next to go to the Annual Certification screen

Step 12: Fill out your credentials

¢ This information will serve as an electronic signature confirming the Certification is submitted by a person with authority to act
on behalf of the owner

o Name
o Title
o Company

o Email Address
o Direct Telephone Number
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Retumn o Property Detall Submit Annual Certification

The Owner certifies this project is otherwise in compliance with the Code, including any Treasury Regulations, and all other applicable
laws, rules, and regulations. | understand that any false statement on the Certification or any attac materials may subject me to criminal
prosecution. The undersigned hereby represents, certifies and warrants to Ohio Housing Finan ¢ that the un(lerswg d is an
authorized agent and signatory of the entity that is pre g this Cerfification, and said entity is ac and in good standing under the laws
of the State of Ohio, and any and all information provi herein is true and accurate as of the date hﬂrﬂcn’ and shall be used by the
undersigned solely for the purposes herein

Test Name

Deveo Title

medifying Company

rd@deveo Email Address
330-123-4567 Direct Telephone Number

Completing the Name, Title, Company, Email Address, and Direct Telephone Number fields serves as an electronic signature confirming
the Certification is being submitted by a person with authority to act on behalf of the owner. Submit any require: ditional documents, for
example building coc lations, via e-mail to deveohelp@ohiohome.org as an attachment. In the subject line ofthe email, include the
project name, OHFA tracking number (project number), and ACC attachments (e.g. Tiffin Acres 079999 ACC attachments). Upon
completing the Certification, a message will appear to remind the user what documents they need to submit.

The 2014 utility allowances for each project must also be entered. You will need add Utility Allowances from the Property Details screen
follow the DevCo Cnline Management System Guide for complete steps

Submit Tenant Events for the 2014 Certification year. Tenant events should be entered by importing into DevCo through an XML upload
(from HTC compliance software) or hand entering the events into DevCo. OHFA staff will provide additional assistance to work through the
process of adding tenant events in DevCo

The 2014 Owner Certification, Tenant Events, and project Utility Allowance update must be completed by April 3rd, 2015. For further
assistance view the DevCo Online Management System Guide or contact deveohelp@ohiohome.ora,

To return to a previous screen, click "Return to Property Details
the steps atthe top of each screen. Provided answers were sav

kan Annual Certification, and navigate to the correct page and follow
e-entering information should not be necessary

The Certification cannot be modified once submitted. If a Certification is submitted in error, contact OHFA for assistance via email at

devcohelp@ohiohome.org,

Close

Step 13: Select: Submit
* |f you need to send additional information, a reminder appears depending how you answered the certification questions:
o Owner-Manager change Notification
o Letter of findings or discrimination from the adjudicating agency or court
o Copy of the building code or health/safety citation

. "Fill out and email the Owner-Manager Change Notification found on
B\ the OHFA website.
*Email a copy of the letter of finding(s) of discrimination from the
adjudicating agency or court.
*Email a copy of the building code or health/safety citation.

Your certification was submitted on 12/30,/2014 12:31:46 PM

Step 14: Select: Print for your Records
* Clicking Print provides a summary of the three pages included in the Annual Certification

o Note: If you have returned to Annual Certification to print make sure you select all applicable certfication types on the
Annual Certification screen, otherwise you will have an incomplete set of questions.
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Step 15: Select: Close
¢ This will take you back to Property Details
¢ Once you submit your Certification, you cannot make changes.
¢ If you return to the Annual Certification screens a red time stamp will appear on all screens
o The message indicates that your Certification was submitted successfully
o Date and Time of submission is recorded
o Anything you update after submission will not be saved
o If a correction is needed contact the DevCo Helpdesk at https://devco.ohiohome.org/devcoinquiries
= Inthe form:
» Give the project number
» Project Name
» Explain why corrections are needed

Red timestamp will appear when you
go back to Annual Certification after
submitting it.

Submit Annual Certification

Changes will not be saved. This was submitted on 9/25/2015 2:46:41 PM

The Owner certifies this project is otherwise in compliance with the Code, including any Treasury Regulations, and all other applicable laws,
rules, and regulations. | understand that any false statement on the Cerification or any attached materials may subject me to criminal
prosecution. The undersigned hereby represents, certifies and wamrants to Ohio Housing Finance Agency that the undersigned is an
authorized agent and signatory of the entity that is providing this Certification, and said entity is active and in good standing under the laws of
the State of Ohio, and any and all information provided herein is true and accurate as of the date hereof, and shall be used by the
undersigned solely for the purposes herein.

|1.est Name
[test Title

|test@test.com Email Address

|
|
|test | Company
|
| Direct Telephone Mumber

[123-123-1234

Completing the Name, Title, Company, Email Address, and Direct Telephone Mumber fields serves as an electronic signature confirming the
Certification is being submitted by a person with authority to act on behalf of the owner. Submit any reguired additional documents, for
example building code violations, via e-mail to devcohelp@ohiohome. org as an attachment. In the subject line of the email, include the
project name, OHFA tracking number (project number), and AQC attachments (e.g. Tiffin Acres 079939 AQC attachments). Upon
completing the Certification, a message will appear to remind the user what documents they need to submit.

The 2014 utility allowances for each project must also be entered. You will need add Utility Allowances from the Property Details screen,
follow the DevCo Online Management System Guide for complete steps.

Submit Tenant Events for the 2014 Certification year. Tenant events should be entered by importing into DevCo through an XML upload

(from HTC compliance software) or hand entering the events into DevCo. OHFA staff will provide additional assistance to work through the
process of adding tenant events in DevCo.

The 2014 Owner Certification, Tenant Events, and project Utility Allowance update must be completed by April 3rd, 2015. For further
assistance view the DevCo Online Management System Guide or contact devcohelp@ohiohome. org.

Additional To return to a previous screen, click "Return to Property Details,” click on Annual Certification, and navigate to the comrect page and follow
documents the steps at the top of each screen. Provided answers were saved, re-entering information should not be necessary.
required will

The Certification cannot be modified once submitted. If a Certification is submitted in emror, contact OHFA for assistance via email at

appee?r e?fter. the devcohelpi@ohiohome.org.
submission is

complete *Fill out and email the Owner-Manager Change Notification found on the OHFA website.
’ *Email a copy of the Violation Report and any documentation of correction.

oo [ e |
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