Appendix K
Regional Center 
_______________
Contact Name  
_______________

Community Placement Plan Housing Guidelines
Proposal Checklist
The following checklist is intended for regional center use as a reference only as all requirements may not be included. 

1. Narrative Description 
· Comprehensive description of project proposal.
· Description of resource need and intended target population including number units to be developed. 
· Description of accommodations for individuals with enduring medical challenges and individuals who have mobility impairment.
· Demonstration of ability and capacity to complete project (Letters of Commitment, lending history, etc.).
· Process that ensures compliance with state and local building requirements.
2. Proposed Financing 
· Description of how CPP funds will be used for predevelopment and construction costs and how such funds will be reimbursed at permanent loan closing, if any.
· Identified source(s) of sufficient leveraged funds to complete the project.
· Estimated Sources and Uses Budget.
· 15 year pro forma operations budget.

3. Proposed Ownership 

· Included a narrative description of the property ownership structure from acquisition through conversion, if any, to permanent financing. 

· Identified proposed property owner.
· Provided necessary documents for selected NPO and description of selection process.  

4. Development Team 
· List of proposed development team, including name, address, phone number, and resumes of the following team members as applicable:  NPO, Architect, Accountant, General Contractor, Property Management Company, Attorney, and Bond Underwriter,
etc. Resumes include a listing of completed projects similar in nature to the proposed project.
5. Organizational Documentation from NPO
· Regional center vendor approval letter. 

· Internal Revenue Service 501(c)(3) recognition letter. 

· Certificate of Status of Good Standing from Secretary of State of California.
· Copy of current Articles of Incorporation.

· Copy of current by-laws.

· List of current officers and board members.

· Corporate resolution authorizing non-profit organization signatory to sign documents.

· List of completed projects similar in nature to the proposed project. 
· Copies of audited financial statements as specified in the Housing Guidelines.
· Contract between regional center and NPO.

· Organizational Clearance Certificate.

· Tax exempt correspondence from County Tax Assessor.
6. Proposed Schedule of Development/Implementation Plan
· Timeframes for project completion.
· Sequenced development activities.
· Courtesy notification procedure included for projects that are to be licensed.
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