Appendix I-H-5

PROJECT COMPLETION REPORT  

TIPS FOR COMPLETING FORMS

HOME Project Completion Reports are used to complete your projects in IDIS.   You may obtain any HOME forms on our website at http://www.hcd.ca.gov/ca/home/fiscalindex.html, or from your State HOME Program Representative. Contact your State HOME Program Representative if you have any additional questions.

1.  There are five separate Project Completion Report forms use the most appropriate of the following forms for your activity:

New: Owner Occupied Rehabilitation and First-time Homebuyer Programs - Homeownership Assistance Project Setup Report/Completion Report, Form HOME-7A, (Appendix I-H-1), may be used instead of HOME-9.

Owner Occupied Rehabilitation and First-time Homebuyer Programs - Homeownership Assistance Project Completion Report, Form HOME-9, (Appendix I-H-1), may be used if submitting set-up and completion at separate times.

First-time Homebuyer Projects - Multiple-unit Homeownership Assistance Project Completion Report, Form HOME-10 (Appendix I-H-2)


All Rental Projects - Rental Housing Project Completion Report, Form HOME-11 (Appendix I-H-3)

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

2.  The instructions for completing all HOME Forms are part of the form itself.  The instructions will print with the form when printed from the website and are included in the appropriate Appendix with each form.   

3.  The State Standard Agreement (SSA) number is required in the upper right-hand corner of the form (e.g. 98-HOME-0234) above the box that reads “For fiscal Use Only”.  The SSA number is located in the top right hand corner of your State Standard Agreement (SSA).

4.  If this is an Original submission of the form check the “Original Submission” box below the box that reads “For Fiscal Use Only”.  You will receive a copy of your Project Completion Report after the HOME Program Fiscal Unit processes it.

5.  To submit a revision to the HOME Project Completion Report use the same form and check the “Revision” box below the box that reads “For Fiscal Use Only”. 

6.  The project number is a 10-digit number assigned by HCD for tracking in the IDIS and the State systems.  It can be found on the copy of the set-up processed and sent to you by HCD.  The project number for projects set up after 11/9/99 format is the letter “M”, first 2 digits of the SSA number “04”,  last 4 digits of the SSA number “0726”, a dash “-“and the 2 digit project suffix “01,02, 03, etc,” i.e. M040726-01.  Projects set up before 1999, have a 10 digit random system generated number.

7.  The HUD Activity number is assigned by the IDIS system.  This number can also be found on the copy of the set-up processed and sent to you by HCD. 

8.  A listing of funding source codes is provided in the Project Funding Source Detail Listing (Appendix I-D-5).  You may revise the funding detail upon completion without submitting a revised project set-up form.

9.  A Project Completion Report may include revisions to HOME funds if it entails the reduction of requested HOME funds from those requested on the initial Project Set-up Report HOME 7, Appendix I-D-3.

10.  A Project Completion Report cannot require a revision to HOME funds that request additional funding.  These must be submitted in a revised Project Set-up Report HOME 7, Appendix I-D-3, except when using combined Homeownership Set-up and Completion Report, Appendix I-D-7.
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