HOME Program

AR / OB forms 

HOME PROGRAM

ANNUAL REPORT / OPERATING BUDGET FORMS 
LINE-ITEM DESCRIPTION
Cash Flow Analysis
Rent Revenue – 5100

5120
Housing Units - Gross rent less tenant assistance payments for all residential units.

5121
Tenant Assistance Payments – Payments received or earned by the project including Rent Supplement, Rental Assistance Payment (RAP), and Section 8 programs.
5140
Stores and Commercial - Gross rental income from stores, offices, rented basement space or other commercial facilities.

5170
Garage and Parking Spaces – Gross rental income from all spaces.
5190
Rent Revenue – Miscellaneous – Gross rental income not otherwise described above.  Any items lumped together on a “miscellaneous” line should be broken out and identified separately.
Vacancies – 5200
5220
Vacancy Allowance – Rental income lost through vacancy of a unit or otherwise revenue-producing space or equipment.  To calculate amount, multiply “Total Rental Revenue” times the appropriate vacancy rate percentage.

5240
Commercial – Rental income lost through vacancy of stores, offices, etc…
5250 
Rental Concession – Rental income lost through partial reduction of monthly rent to tenant for upkeep of property.
5270
Garage and Parking Space – Rental income lost through garage / parking space vacancy

5290
Miscellaneous - Any items lumped together on a “miscellaneous” line should be broken out and identified separately.
Supportive Services Revenue – 5300

5332
Food


5380
Recreation

5385
Day Programs
5390
Supportive Housing Program (SHP) Grant Revenue – Based on a fixed percentage of operating and supportive service costs, not occupancy or tenant related

5391
Housing Authority Contributions – Amount contributed by the Housing Authority to cover operating deficits, not occupancy or tenant related
5392
Other Service Revenue – Identify each source separately.
Financial Revenue – 5400

5410
Interest Income – Project Operations – Received or accrued from general   

                            operating account

Other Revenue – 5900
5910
Laundry and Vending – Project revenues received from laundry and vending                machines owned or leased by the project.

5920
NSF and Late Charges – Charges assessed to tenants for rent checks returned for insufficient funds and for late payment of rents.

5930
Damage and Cleaning Fees – Charges collected from tenants for damages to rental units and for fees paid by tenants for cleaning of a unit (other than regular housekeeping services).

5940
Forfeited Tenant Security Deposits – Security deposits forfeited by tenants moving out of the project.  The account is credited only when the tenant security deposit is deposited to the project operating account.

5990
Other Revenue – Project revenue not otherwise described in the above revenue accounts.  If necessary, subdivide the account into specific revenue accounts numbered 5993 through 5999.

Operating Expenses – 6000T
Total figure from Schedule of Operating Expenses 

Financial Expenses – 6800


6820
Debt Service – Annual amount of principal & interest due on long term note


6830
Other long term debt – Annual amount of principal & interest


6840
Other long term debt – Annual amount of principal & interest


6890
HCD Required Payments – 


6891
Lease Payment – Enter annual amount of lease payment.

6892
Miscellaneous Financial Expenses – This account records financial expenses not 
otherwise classified in the 6800 series.  Any items lumped together on a 
“miscellaneous” line should be broken out and identified separately.
Funded Reserves – 1300

1320
Replacement Reserve Deposit – Enter actual amount deposited
1365
Operating Reserve Deposit – (Minimum required annual deposit is 3% of budgeted 

operating expenses) - Enter actual amount deposited

1330
Other Reserve – Specify type and enter annual deposit
Net Cash Flow


HOME is unable to approve an Annual Report with a negative cash flow.
Additional Revenue


Withdrawal Replacement Reserve Account – Enter the total amount withdrawn 


during the fiscal year.



Withdrawal Operating Reserve Account – Enter the total amount withdrawn during 

the fiscal year.



Borrower Contribution – Enter the total amount contributed to sustain the project.
Total Cash Flow
The balance of income after payment of expenses shall be paid and applied 


as provided below.
Uses of Cash Flow in Priority Order – Enter applicable amounts on the following lines 


according to your program regulations and project needs:

Approved Deferred Developer Fee – if applicable



Asset Management Fee – if applicable



Partnership Management Fee – if applicable

Borrower Distribution - 
Not to exceed 50% of cash flow


HOME Interest Payment - 
Not to exceed 50% of cash flow
HOME PROGRAM

ANNUAL REPORT / OPERATING BUDGET FORMS 

LINE-ITEM DESCRIPTION

Schedule of Operating Expenses
Line #

Acct #
Management Fee – 6200/6300
1

6320
Management Fee – Cost of management agent services contracted for by 



the project.  Does not include charges for bookkeeping or accounting 



services paid directly by the project to either the management agent or 



another third party.
Renting Expenses – 6200/6300
2

6210
Advertising – Cost of advertising the rental property

3
6250
Other Renting Expenses – Miscellaneous expenses related to the rent-up of 
vacant units.  For example, charges may include reasonable payments to 
third parties for referring new tenants to the project, credit report fees, or 
allowance given tenants in lieu of rent (e.g., providing a new tenant a weeks 
free rent in exchange for cleaning & painting the unit).
Administrative Expenses – 6200 / 6300
4

6203
Conventions and Meetings – Costs for educational industry conferences or 


meetings that provide training to help front-line employees do their job.
5
6310
Office Salaries – Salaries paid to office employees (other than the resident 
manager) responsible for the front-line operation of the project regardless of 
whether the employee works on site or in the agent’s office.  Front-line 
responsibilities include taking applications, verifying income and processing 
maintenance requests.  Does not include salaries paid to occupancy, 
maintenance and regional supervisors who carry out the agent’s 
responsibility for overseeing or supervising project operations and 
personnel.  These salaries are paid from the management fee.  Also does 
not include project’s share of payroll taxes (account 6711) or other 
employee benefits (account 6723) paid by the project.
6
6311
Office Supplies – Expense items such as supplies, postage, stationery and 
copying.

7
6312
Office Rent – Rental value of unit, otherwise considered potentially rent-
producing, but used as the project office or as a model unit.

8
6330
Manager’s Salary – Salaries paid to a resident manager or superintendent.  
It does not include the project’s share of payroll taxes or other employee 
benefits or compensation given a resident manager superintendent in lieu 
of salary payments.
9
6331
Manager’s Rent Free Unit – Contract rent of any rent free unit provided a 
resident manager or superintendent which would otherwise be considered 
revenue producing.

10
6340
Legal Expense – Legal fees or services incurred on behalf of the project (as 
distinguished from the mortgagor entity).  For example, charge legal fees 
for eviction procedures to this account.

11
6350
Audit Expense – Expenses incurred by the project that are directly related 
to HUD requirements for audited financial statements and reports.  This 
account also includes the auditor’s charge for preparing the mortgagor 
entity’s Federal, State and local tax returns.  Does not include the cost of 
routine maintenance or review of the project’s books and records.
12
6351
Bookkeeping Fees / Accounting Services – Cost of bookkeeping fees or 
automated accounting services not included in the management fee but 
paid to either the agent or a third party.
13
6360
Telephone and Answering Service Expenses – Cost of services provided 
on behalf of project.
14
6370
Bad Debts – Amount of tenant accounts receivable that is uncollectible at 
the end of the accounting period.

15
6390
Miscellaneous Administrative Expenses – Expenses not otherwise 
classified in the 6300 series.  If necessary, subdivide the account into 
specific accounts numbered 6391 through 6399.

Utilities Expense – 6400



Cost of utility charges billed to the project
16

6420
Cable –

17

6450
Electricity –

18

6451
Water – 

19

6452
Gas – 

20

6453
Sewer –

Operating & Maintenance Expenses – 6500

21

6510
Janitor and Cleaning Payroll – 

22

6515
Janitor and Cleaning Supplies – 
23

6517
Janitor and Cleaning Contract – Cost of third party contracts executed by 



the owner or agent on behalf of the project.
24

6519
Exterminating Payroll / Contract – Cost of third party contracts executed by 

the owner or agent on behalf of the project.

25
6520
Exterminating Supplies – Charges to a project for an exterminating contract 
executed with a third party by the owner or agent or the cost of project labor 
and material spent for exterminating.

26
6525
Garbage and Trash Removal – Cost for removal from project.  Does not 
include salaries paid to janitors who collect the trash.
27
6530
Security Payroll / Contract – Costs attributable to the protection of the 
project or the costs of a protection contract that the owner or agent 
executes on behalf of the project.

28
6535
Grounds Payroll – Salaries of project employees whose primary 
responsibility is caring for project grounds.  Project payroll costs related to 
permanent improvement of project grounds is capitalized and not charged 
to this account.  Does not include the project’s share of payroll taxes or 
other employee benefits paid by the project

29
6536
Grounds Supplies – Cost of equipment and supplies used in maintaining 
project grounds.  Charges to this account include the costs of shovels, 
rakes, seed, sod and shrubbery.

30
6537
Grounds Contract – Charges to the project for grounds service contracts 
executed by the owner or agent

31
6540
Repairs Payroll –

32
6541
Repairs Material –

33
6542
Repairs Contract – Cost of routine / maintenance repairs.  Do not include 
any costs anticipated to be paid for (or paid for) with Replacement Reserve 
funds.  Enter Replacement / Operating Reserve expenses on lines 57 or 58.
34
6545
Elevator Maintenance / Contract - Cost of maintaining or repairing elevators 
by project employees or charges to the project for an elevator maintenance 
contract executed by the owner or agent.

35
6546
Heating / Cooling Repairs and Maintenance – Costs to equipment owned 
by the project.  Agents should capitalize repairs of significant amounts 
which extend the useful life of the equipment.
36
6547
Swim Pool Maintenance / Contract – Costs of maintaining and operating the 
swimming pool by project employees or the charges to the project for any 
pool contract executed by the owner or agent.

37
6548
Snow Removal – Cost of removing snow from project sidewalks and 
parking areas

38
6560
Decorating Payroll / Contract – 

39
6561
Decorating Supplies – Cost of project labor and supplies in decorating 
rental units, common space or the building’s exterior or charges to the 
project for any decorating contract executed by the owner or agent.

40
6570
Vehicle and Maintenance Equipment Operation and Repairs – Cost to 
project motor vehicles and maintenance equipment.
41
6590
Miscellaneous Operating and Maintenance Expenses – Costs not otherwise 
classified in the 6500 account series.  If necessary, subdivide the account 
into specific accounts numbered 6591 through 6599.

Taxes and Insurance – 6700
42

6710
Real Estate Taxes – Payments made for the project.

43
6711
Payroll Taxes (project’s share) – Projects share of FICA, State and Federal 
Unemployment taxes

44
6719
Miscellaneous Taxes, Licenses and Permits – Amounts assessed the 
project and not otherwise categorized in the 6700 series.

45
6720
Property and Liability Insurance – 

46
6721
Fidelity Bond Insurance – Cost of insuring project employees who handle 
cash

47
6722
Worker’s Compensation – Costs for project employees

48
6723
Health Insurance and Other Employee Benefits – Cost of any health 
insurance and other employee benefits paid and charged to the project.
49
6729
Other Insurance – Cost of insurance not otherwise classified in the 6700 
series.

50
Sub-Total Operating Expenses
- Amount used to calculate operating expense 
PUM.
Supportive Service Expenses – 6900

51

6930
Counseling –

52

6932
Food –

53

6950
Day Programs –

54

6951
Recreation –

55

6991
Resident Coordinator & Services –
56

6992
Resident Supplies –
57

Total Expenses Paid from Replacement Reserve – Enter withdrawals made for 

capital improvements, such as replacing or repairing structural elements, furniture, 

fixtures or equipment which are reasonably required to preserve the property.
58

Total Expenses Paid from Operating Reserve – Enter withdrawals made to 


alleviate cash shortages resulting from unanticipated and unusually high 



maintenance expenses, seasonal fluctuations in utility costs, abnormally high 


vacancies, and other expenses that vary seasonally or from month to month.
59

Total Operating Expenses – Sum of all accounts and withdrawals from reserves; 

transfer total to Cash Flow Analysis
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