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Instructions - Annual Project Compliance Report 
(revised January 2009)
Introduction 
The Annual Project Compliance Report provides a snapshot picture of a project's compliance with HOME’s rent and occupancy requirements at the time that the report is completed.  Owners or Property Managers must complete and submit a Project Compliance Report to the State Recipient City or County at least annually through the period of affordability.  City / County monitoring staff will review these reports to verify their accuracy.  As part of the verification process, the city / county monitoring staff must also annually request a copy of the following project documents:

1. all rent and income limit charts used for the income certification of HOME-assisted households with the effective date(s) noted

2. completed utility allowance schedule(s) (form HUD-52667) to verify the utility allowance amount used for each bedroom sized unit during income certification with the effective date(s) noted  
The latest version of the Annual Project Compliance Report is available online at: 

http://www.hcd.ca.gov/fa/home/monitoringforms.html
Overview 
The Annual Project Compliance Report form is in Microsoft Word and contains check boxes, text fields, and drop down menus.  Download the latest version from the above website to your hard drive or a compact disk and enter all the information for the rental project.  The owner / manager must then save the Word document (ie, HOME PCR 2009) and print a copy for submission to the State Recipient City or County monitoring staff person.

Please do not modify this document in any way.  This report was designed to elicit specific information for a HOME Program compliance review by City / County monitoring staff.  Annually, data entered by owners or managers will be verified and analyzed, for example:
· did the owner / manager correctly enter data from the utility allowance schedule(s)?
· if not, did the error result in an overcharge to a HOME-assisted household?

· did the rent limit entered in columns C and/or D correspond to the income certification date in column O?
· if the household income exceeded the 80% Low Income level, was the correct amount of rent charged based upon whether the unit was fixed, floating, or TCAC?
· was the project compliant with the 20% rule?  (for projects with 5 or more HOME-assisted units; are at least 20% of the HOME-assisted units occupied by households with incomes not exceeding 50% AMI and paying rents not exceeding the 50% HOME rent limit?
· was the project in compliance with HOME minimum / maximum occupancy standards? (see Management Memo 08-03 dated June 16, 2008 regarding minimum occupancy standards at http://www.hcd.ca.gov/fa/home/monitoringforms.html )
· are the gross rent figures in column H calculated correctly? (columns E + F + G = column H)
· based on the information entered in columns K & L, did the owner / manager correctly note the income level for each household in column M (i.e., over 80%, 80% low, 60% low, 55% low, 50% VLI, 45% VLI, 
40% VLI, 35% VLI, 30% VLI, 25% VLI, or 20% VLI)?


Getting Started – Page 1 
This report is to be completed by the project owner or manager and submitted no later than the due date to the State Recipient City or County monitoring staff person for review.  Use the “Tab” button to move from field to field in each section.
Section 1:

· Check “City” or “County” and enter the appropriate name, i.e., Sacramento
· HOME Contract #:  Enter the numbers assigned by HOME, i.e., 05-HOME-4321 or 08-HOME-0555
· Enter the city and county location of the rental project 

· Owner Name: Enter the full name of the current project owner
· Project Name: Enter the project’s name, if there is no name, enter the street address, this field will accept up to 25 characters
· Project Address: Enter in the street address and then strike “Tab” to reach the Project Zip field (you may enter up to 10 characters: i.e., 95811-1234)
· Prepared by: Enter the name of the person who completed the report.
· Check the preparers title or enter it after “Other” if not listed

· Date Prepared: enter numerical characters, i.e., MM/DD/YYYY.  If the report was completed over 

          multiple days, enter the last day of its completion. 
· Check the appropriate box to identify other program funding which may affect the compliance review, i.e., 

· TCAC (tax credit)
· units assisted with federal or State project-based rental subsidy, i.e., HUD 811; HUD 202; USDA-
RD, or HUD project-based rental assistance. Note: HOME is not a “project-based rental subsidy” 
program.

· transitional, SRO, or group housing  
· Enter any other programs in the “Other” field.  
Section 2 (Rent Designation Schedule):
· Total # Units:  Enter the total number of rental units in the project
· # HOME Units:  Enter the number of HOME-assisted units only
· Check whether the HOME units are “fixed” or “floating”
· Owner/Agent Note:  two text fields are available if necessary to enter an explanation (up to 70 

    characters in each field)
· Enter the number of HOME units designated for each of the Federal HOME rent limits
· If the project’s HOME Regulatory Agreement has an Exhibit B, enter the number of HOME units designated for each State rent limit.  These levels must match the unit mix information found in Exhibit B.

Section 3 (Documents for Attachment):

· Select the year(s) from the drop down menus (i.e., 2007; 2008) that the attached rent / income limit charts and utility allowance schedule were effective.  
Section 4 (Certifications of Compliance by the owner/manager and State Recipient):

·  box 1 is to be completed for all rental projects

·  box 2 is to be completed only for projects having 5 or more HOME-assisted units

·  box 3 is to be completed only for rental projects funded after September 29, 2003

The Annual Project Compliance Report is not to be submitted to HOME with errors or issues of non-compliance.  
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General Information:

Column A:  enter the unit numbers for all HOME-assisted units including vacant HOME-assisted units
Column B:  select the number of bedrooms for each HOME-assisted unit from the drop down menus 


on each line
Rent Information for HOME-Assisted Units:

Column C has two data fields to be completed - for use by all rental projects:
1. select the HOME rent designation for each unit (50% low, 65% high, SRO FMR limit, SRO 0-bedroom limit, group housing FMR) from the drop down menu
2. enter the dollar amount corresponding to the rent designation selected
Column D has two data fields to be completed - for use only by rental projects having a HOME Regulatory Agreement, Exhibit B: 
1. select the actual rent limit designation used in the income certification; these levels must match the unit mix information found in Exhibit B of the project’s HOME Regulatory Agreement
2. enter the dollar amount corresponding to the rent designation selected
Column E:  enter the amount of the household’s share of monthly rent (exclude any rental assistance)
Column F:  If the household in the HOME-assisted unit also receives rental assistance, enter the  


amount of the rental subsidy; if not, enter $0
Column G:
enter the utility allowance based upon unit bedroom size, type of unit (apartment, house, 

duplex, townhouse), and combination of owner / tenant paid utilities (Note: if the owner 


pays all tenant utilities including electricity and gas, enter $0 for the utility allowance)

Column H:  add the amounts together for columns E + F + G and enter the total in column H
Column I:   this is a red flag column: compare the total in Column H with the HUD rent limit in column 

C and, if applicable, the State rent limit in column D; select the appropriate response from 

the drop down menu.  NOTE: unless the unit also receives “project-based rental 



assistance” or the household is “over income” then the answer should be “No”


[abbreviations are defined as follows: Yes-OOC (out of compliance); Yes-OI (over income); Yes-PBRA (project based rental assistance)]
Income Information for HOME-Assisted Units:
Column J:  enter the head-of-house last name; if the unit is vacant, enter “vacant”
Column K:  select from the drop down menu the total number of household members determined 


during the last income certification (effective date of that examination entered in Column 


O)

Column L:  enter the gross annual income determined during the last income certification (effective 


date of that examination entered in Column O); if this is a new household with no annual 


recertification, enter the move-in income
Column M:  select the income level (from the drop down menu) based on the gross annual income 


entered in column L (over 80%, 80% low, 60% low, 55% low, 50% VLI, 45% VLI, 



40% VLI, 35% VLI, 30% VLI, 25% VLI, or 20% VLI)

Recertification:
Column N:  enter the household’s initial date of occupancy for the unit # entered in Column A; the date 

field is formatted to accept up to ten characters
Column O has two data fields for each household:
1. enter the effective date of the last annual income certification (do not enter the date for any interim adjustment that may have occurred), the date field is formatted to accept up to ten characters

2. if this is a new household with no annual recertification, select “NEW”
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