Appendix I-D-1


PROJECT SET-UP (HOME 7, 7A and 8)

HOME Project Set-up Reports are used to complete your projects in IDIS and the State System.  You may obtain any HOME forms (HOME-3, HOME-4, HOME-5, HOME-6, HOME-7, HOME-7A, HOME-8, HOME-9, HOME-10-, and HOME-11) from your State HOME Program Representative or on our website at http://www.hcd.ca.gov/ca/home/fiscalindex.html.  
TIPS FOR FILLING OUT FORMS

The following are tips to help you complete required HCD forms.  Contact your State HOME Program Representative if you have any additional questions.

1.  There are three Project Set-up forms use the appropriate form for your activity:

Tenant Based Rental Assistance (TBRA) – Tenant Based Rental Assistance Project Set-up Report/Completion Report, Form HOME – 8, Appendix I-D-4.

All activities except TBRA – Homeownership Assistance/Rental Housing Project Set Up Report, Form HOME – 7, Appendix I-D-3
New: First-time Homebuyer (FTHB) and Owner Occupied Rehabilitation Programs - Homeownership Assistance Project Set Up Report/Completion Report, Form HOME – 7A, Appendix I-D-7.

2.  The instructions for completing all HOME forms are part of the form itself.  Printing the form from the website will automatically give you the instructions. 

3.  The State Standard HOME Project Set-Up Reports (Original Submission): These forms are used by HCD to set up your projects in IDIS and HCD’s recordkeeping systems.  Write the State Standard Agreement number that you are using to setup your project on the top right-hand corner of the set-up form (e.g. 05-HOME-0234) above the box that says “For Fiscal Use Only”. You are able to locate this number on the top right-hand corner of your State Standard Agreement (Std.2).  

4.  HCD will enter your HOME Project Set-Up Report into IDIS and HCD’s recordkeeping system.  HCD will send you a New Project Set-up Sheet (see example) after your project has been set-up in both systems.  These forms tell you all pertinent project information including the project number that has been assigned to your project, the IDIS Activity Number and monetary amount that has been established for your project.  Please review this information to ensure accuracy as it could affect future funding of your project/contract.

5.  HOME Project Set-Up Reports (Ownership Transfer, Change Owner’s Address, Revision or Cancellation):  They are also used to make any information or monetary revisions to your projects or to cancel the project.  Please make sure you check the appropriate box.  Use the New Project Set-up Sheet to complete all the Project information on the revised set-up report.  There are areas throughout the set-up form that need to be updated by the revision.

6.  HCD Project Funding Source Detail (HOME-3, 9/05):  This form should accompany the HOME Project Set-Up Form.  Be sure you are using the most current version of this form as many of the funding source codes have changed.
7.  Payee Data Record (Std. 204 Rev. 6/03):  A Payee Data Record form (Std. 204) must be filed with the Department prior to the issuance of any warrants to a grantee.  A separate Payee Data Record form (Std. 204) must also be filed for any alternate payees.  This form requires an original signature and a Federal Tax Identification Number (TIN).  The Std. 204 is available on the State Department of General Services website at  http://www.osp.dgs.ca.gov/StandardForms/Forms+Search.htm.

Troubleshooting of Potential Problems

The HOME Program Fiscal staff has identified some frequent problems that have occurred.  We hope to avoid project delays by bringing these problems to your attention.

Financial Start-Up:

1.  Project set-up submitted for activities prior to the removal of Standard Agreement conditions or prior to a project being set-up in IDIS.

2.  Incurring project costs prior to completing the environmental review process.

3.  Name of Source Field in Funding Source Detail – we need the actual name e.g., Union Bank, Cal Home, Santa Cruz RDA.

4.  HOME Funds (no admin) on page 1 is the total of HOME Funds (loans and grants) plus Activity Deliver Costs.   Do not include Administrative Funds in this Total.

5.  Failure to submit a revised Project Set Up (HOME-7 or HOME-8) form after revising the HOME set up amount or when Program Income (PI) dollars are spent on a project in place of HOME Program Funds.

6.  Standard Agreement Numbers are not included on forms or are incorrectly reported.

7.  Project Numbers are not included on revised Project Set Up forms or are incorrectly reported.

8.  Activity Delivery funds do not need to be adjusted to be broken out between the grant and the loan; one amount should be calculated on total loan and grant.

9.  Funding Source Detail Section is not completed or Funding Source Code is missing (refer to Appendix I-D-5 for list of Funding Source Codes).

8.  Household characteristics fields are not completed properly, the code needs to be used in all cases e.g. % of are median income is 1, 2, 3, or 4 not 30% or 50%.

A General Set-Up Checklist must be completed and submitted for approval prior to projects being set-up in IDIS.  See the HCD website for all special State Recipient checklists at the following HOME Program link: http://www.hcd.ca.gov/fa/home/fiscalindex.html
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