ASSET MANAGEMENT AND COMPLIANCE SECTION

MOBILEHOME PARK RESIDENT OWNERSHIP PROGRAM (MPROP)
MOBILEHOME PARK ASSISTANCE PROGRAM (MPAP)
REGULATORY REQUIREMENTS

Proposed Operating Budget
Please refer to the Park’s MPROP / MPAP Regulatory Agreement for the specific requirements regarding submission of the annual Proposed Operating Budget.  The Park’s fiscal year is generally identified in Paragraph 7, (Annual Operating Budget) as January 1st – December 31st  /  March 1st – February 28th  /  July 1st – June 30th  /  December 1st – November 30th.  The Operating Budget and instructions for completing the forms may be found on the HCD Asset Management and Compliance Section’s website listed below.  The Operating Budget Workbook is in an excel format and must be submitted to the Department via e-mail.  

Program of Assistance (Assistance Analysis Chart)
If an MPROP / MPAP Borrower agreed to offer rental assistance to eligible low-income residents living in the Park, the Resident Organization or its Agency is required to submit an Assistance Analysis Chart (AAC) with the Proposed Operating Budget.  The AAC, that is part of the Program of Assistance, Exhibit B of the MPROP / MPAP Regulatory Agreement, identifies which eligible low-income residents will receive rental assistance and the amount of such monthly assistance from the Park.  After the annual recertification of residents receiving rental assistance, the AAC must be updated and submitted with the annual Proposed Operating Budget.  Civil Code Section 798.30 of the California Mobilehome Residency Law specifies that notices for rent / space increase are provided to residents 90-days prior to the effective date.  
Rent Increase Request
Whether or not an MPROP / MPAP Borrower determines that an assessment / rent increase is necessary to ensure the fiscal integrity of the Park, page 2 of the AAC – Schedule of Assessments – must also be completed when submitting the Proposed Operating Budget.  Please note that any increase in assessment / rent must be approved by the Department prior to the effective date of the rent increase.
Annual Audit and Supplemental Information
Refer to the HCD website, listed on page 3, to the link entitled “03/01/05 Audit Guidelines” which provides instructions for completing Annual Audits.  The Audit must be prepared by an independent Certified Public Accountant (CPA) unless waived by the Department.  Please direct the CPA firm preparing the Audit to include AMC Forms 180 (Report of Actual Operating Costs); 181 (Actual Cash Flow Analysis); 182 (Report of Reserve and Other Account Balances); 183 (Sponsor / Board Certification); and 184 (Sponsor / Board Project Rating).  
Insurance Coverage and Requirements
Prior to the expiration date of the liability, property, Directors and Officer’s and flood (if required) insurance coverage, please submit to the Department insurance certificates that names HCD as the “Lenders Loss Payee” on the property damage and hazard insurance certificate and as an “Additional Insured” on the liability coverage.  All insurance certificates must include the MPROP / MPAP contract number as well as the Park’s name and physical address.  The Department’s mailing address must be listed as follows:
State of California
Department of Housing and Community Development
Division of Financial Assistance

Asset Management & Compliance Section

P.O. Box 952054, MS 390-6

Sacramento, CA 94252-2054

Re: Contract # ___________________

Request to Withdraw Reserve Funds
MPROP / MPAP Borrowers are required to maintain an Operating and Replacement Reserve Account in accordance with the Park’s Regulatory Agreement.  Any withdrawals from these restricted accounts require prior Department review and approval.  Request for withdrawals are to be submitted on Form AMC 160 (Reserve Withdrawal Request) along with the current reserve account bank statement and supporting receipt(s).  For any withdrawal request of $10,000 or more, please submit a detailed explanation of the proposed expenditure and three estimates on the vendor letterhead.  
Note: In an emergency involving the health and safety of the residents, the MPROP / MPAP Borrower should take immediate and appropriate action to protect the Park’s occupants and guests.  Therefore, the Resident Organization or its Agency may withdraw funds to pay for emergency repairs as outlined in the respective By-Laws or Management Contract.  The Department must be contacted immediately to explain the emergency expenditures and the appropriate reserve withdrawal form(s) must be promptly submitted to obtain the Department’s approval for the withdrawal.

HCD Website Links
The following website links will give you access to some of the most important forms, instructions and guidelines for your on-going compliance reporting required by HCD and the MPROP / MPAP program.  So, please always access a clean copy of the most current form for each new submittal.  The Department’s main website is: www.hcd.ca.gov/fa/amc.  The links on the next page will direct you to the various reports mentioned above that are found on the HCD website. 
· Annual Reports
http://www.hcd.ca.gov/fa/amc/
Report of Reserve and Other Account Balances (Form 182)

Sponsor / Board Certification (Form 183)

Sponsor / Board Project Rating (Form 184)

· Operating Budget Workbook

http://www.hcd.ca.gov/fa/amc/OpBdgt-AnnRpt.xls
Complete the first four tabs (blue tabs) and follow the instructions located on the first tab. 

(NOTE: The 7th and 8th tabs of this workbook are Forms 180 and 181, the Report of Actual Operating Costs and the Actual Cash Flow Analysis, both of which are required Supplemental Data that must be included in the Annual Audit Reports.  See HCD’s Audit Guidelines, at the link below.)

· Schedule of Rental Income Workbook and Instructions
http://www.hcd.ca.gov/fa/amc/mprop.html
· HCD’s Audit Guidelines
http://www.hcd.ca.gov/fa/amc/Audit_Guidelines_030105.doc 

· HCD’s Insurance Coverage Guidelines
http://www.hcd.ca.gov/fa/amc/Insurance_Guidelines.pdf 

· HCD’s Replacement or Operating Reserve Withdrawal Request (Form 160)
http://www.hcd.ca.gov/fa/amc/Reserve_Withdrawal_Request.xls


Management Agent or Management Plan Changes
Submit for review and approval any request for extension of contract or change of Property Management Agent.  Please ensure that the Department is provided with updated Board of Directors contact information (name, title, length of term, mailing address, telephone number and e-mail address).   Additionally, if there are any changes to the Management Plan, submit the new Plan to the Department for review and approval.  

Monitoring Visits
The Department will conduct a compliance monitoring site visit to the Park every three (3) to five (5) years.  The purpose of the site monitoring visit is to ensure that the Borrower is adhering to the MPROP / MPAP regulatory requirements.  Department Staff will generally review the physical condition of the Park, any issues involving occupancy, the effectiveness of the property management and administrative staff, as well as to the compliance of all financial reporting requirements.
Statutes and Regulations

Please refer to the citations located on page 46 of the following document for the MPROP Statute and Regulations: http://www.hcd.ca.gov/fa/LG_program_directory.pdf
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