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1. After you have downloaded the workbook to your hard drive, disk, or CD, open the Microsoft Excel file. You will see seven tabs located at the bottom of the worksheet. These identify the worksheets included in the workbook.
a. The first two tabs are blue and are labeled Proposed Operating Costs and Proposed Cash Flow Analysis.
b. The next three tabs are colored green and are labeled Approved Operating Costs, Approved Proration of Costs and Approved Cash Flow Analysis. 

c. The last two tabs are orange and are labeled Actual Operating Costs and Actual Cash Flow Analysis.
2. The following information, when entered on the Proposed Operating Costs worksheet will be automatically posted to the other worksheets in the workbook. The only exception is that the Name of the Preparer will not be automatically posted to the Actual Operating Costs and Actual Cash Flow Analysis worksheets.

a. At the top of the Proposed Operating Costs worksheet, you will see a drop down menu listing various HCD programs. Click on the name of the program for which you are submitting a budget. 
b. Enter the applicable operating fiscal year (i.e., 1/1/05 to 12/31/05) for the proposed budget into cell numbers F4 and H4.
c. Enter the contract number, project name, prepared by and date prepared information in cell numbers C5 through C8.

d. Enter the appropriate number of assisted units in cell number K5 and total number of project units in cell number K6. Based upon the numbers entered, the Unit Months will be calculated automatically.
4. Enter the proposed expense amounts. The cells are formatted to accept dollar amounts. Round cents to the nearest dollar. To see a description of the type of expenses to be included in each line item, put your cursor on the red wedge at the end of the line item heading.
5. You should also download The Explanation of Budgeted Costs form from the website. This form should be completed in conjunction with the Proposed Operating Costs worksheet. How the estimated amount was arrived at for each line item should be explained on this form. Also, any items lumped together on a “miscellaneous” line, should be broken out and identified here.

6. The number to enter into the Proration Percentage column depends on the number of HCD-assisted units in the project. As an example: The project has a total of 150 units and of those units, 50 are assisted by an HCD program, and then enter 33 on each of the lines in the Proration Percentage column. If you have questions about the appropriate proration factor for your project, contact your Monitoring and Management Representative.

7. Important: Any costs anticipated to be paid for (or paid for) with Replacement Reserve funds should not be included in the Operating Costs.

8. Only if you are preparing a budget for the RHCP-Original program, enter 3% in cell D75.
9. Click on the next blue tab “Proposed Cash Flow Analysis”.

10. Enter amounts under Rent Revenues, Vacancy percentages (dollar amounts will be calculated automatically), Financial Expenses, and Funded Reserves, etc. for assisted units, non-assisted units and commercial space, as applicable to the project.

11. Line 28. Total Operating Expenses will be entered automatically from the Proposed Operating Costs worksheet.

12. Line 38 is the Project Cash Flow. Enter any amounts applicable on lines 39 through 48 according to your program regulations and project needs.

13. Save the file and print out hard copies of the Proposed Operating Costs and Proposed Cash Flow Analysis worksheets. Obtain signatures of the management agent and borrower. If applicable to the project, the Sponsor/Local Agency must sign as well. Also print out a copy of the Explanation of Budgeted Costs form. Submit the hard copies to HCD. Also send the completed Microsoft Excel Budget Workbook by electronic mail to your Monitoring and Management Representative.
14. The Approved Operating Costs, Approved Proration of Costs and the Approved Cash Flow Analysis worksheets are for HCD use only. Upon HCD approval and completion of these worksheets, the borrower, management agent and HCD will each sign the same hard copies. (And the Sponsor/Local Agency, if applicable.) Copies of the fully executed approved worksheets will be returned to you for your file.
15. The information entered by HCD as approved on the Approved Proration of Costs and the Approved Cash Flow Analysis will automatically post to the Actual Operating Costs and the Actual Cash Flow Analysis worksheets for use at the end of the project fiscal year. Upon completion of these two forms, they are to be included with the audit submitted to HCD.
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