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Dear Commissioner Marzouka,

It is my pleasure to welcome you as a project sponsor to the Homeless Housing and Assistance
Program (HHAP). | am pleased that we will be working together to increase the supply of housing for
New York’s homeless families and individuals.

The purpose of this letter is to explain the process of developing and executing a contract with the
Homeless Housing and Assistance Corporation (referred to below as "the Corporation" or "HHAC"),
introduce you to your Project Manager from the Bureau of Housing and Support Services (BHSS), and
bring to your attention a number of the Corporation's policies and procedures. You may be required to
satisfy certain conditions before proceeding with contract negotiations; a preliminary list of these
conditions is attached.

In order to proceed through the contractual process, Kathryn Andros has been given the responsibility
of managing your project. Your Project Manager has or will be contacting you directly to schedule a
post-award meeting to discuss your project in further detail and to inspect the proposed project site.

At the post award meeting, you will be provided with the HHAP Sponsor Handbook. The Handbook will
guide you through each phase of project development, from executing the Pre-Construction Agreement
though the start of the Project Operational Phase. You may also find this handbook on OTDA'’s website
at https://otda.ny.gov/programs/housing/hhap.asp. You will also receive an electronic version of the
Forms Book containing HHAC-approved contract documents and required forms. The Sponsor
Handbook is a comprehensive tool designed to assist you through project development. | strongly urge
you to review the Handbook in its entirety.

During the post-award meeting, a project schedule will be developed. Please be realistic when
establishing this schedule. It is our expectation that projects will proceed according to this agreed upon
timeline, and failure to do so to the satisfaction of HHAC will seriously jeopardize the continuation of the
award reservation. HHAC will exercise its option to rescind the award reservation for failure to proceed
in a timely manner.
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HHAP awards involve substantial amounts of public funds. The use of these funds and project progress
must be carefully monitored by your organization to ensure full contract compliance. You must report, in
writing to this office, within three days of its occurrence, any incident or problem that might in any way
delay or threaten the progress, successful completion or operation of the project. You should also
contact your HHAP Project Manager by telephone or email in such instances.

Database

HHAP has now transitioned to a new web-based database system, ProLink/Procorem. Sponsor
agencies will now access project information, to share and store files, in Procorem. This new system will
allow HHAP staff and members of the Sponsor’s development and operational teams to access and
share files, and to communicate easily.

To get your Procorem WorkCenter set up, please complete the attached Procorem Registration Form,
which can be found at: https://otda.ny.gov/programs/housing/forms.asp Please complete and send the
completed forms to BHSS-Procorem@otda.ny.gov. The staff members identified on the form will
receive an email, inviting them to join the specified WorkCenter. Note that if you have existing projects
with HHAP you must submit a registration form for each project/contract identifying the staff members
who may have access.

Contract Approval Process

The HHAC has a two-step contract process. Under this system, some project sponsors will first enter
into a Pre-Construction Award Agreement to pay for certain pre-construction or pre-development
activities, to be followed later by a Final Award Agreement, under which most of the project funds will
be disbursed for acquisition and/or construction-related costs.

The steps leading to the approval of these two contract phases are outlined below.

Pre-Construction Agreement

Sponsors may receive funds for certain pre-construction activities including, by way of example, the
following costs:

- partial architectural, consultant and legal fees,
- surveys and appraisals, and
- binders and options on property acquisition.

The items that must be submitted or revised in order to assemble the exhibits for a Pre-Construction
Award Agreement include much of the information you originally included in your application for funding
and are assembled into what we refer to as the "Appendix B" of your contract. Typically, your HHAP
Project Manager will ask you for revised and updated development and operating budgets, and further
documentation relating to site control, commitments for non-HHAP funding, and your agency's corporate
and financial status. We may also ask that your architect revise or provide more detailed drawings, cost
estimates and a scope of work. These items will be reviewed by the Dormitory Authority of the State of
New York (DASNY), which acts as HHAC's architectural and engineering consultant. You will also be
requested to develop a schedule of pre-construction activities or "milestones.”
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Once the Appendix B exhibits are prepared, they are circulated simultaneously to the Office of
Temporary and Disability Assistance’s (OTDA’s) Legal, Budget, Audit, Contracts and MWBE and
SDVOB offices for "internal review". These offices will typically send comments and questions to your
HHAP Project Manager who will, in turn, discuss them with you in order to prepare a response. When all
issues raised during internal review are satisfactorily resolved, the contract will be signed and you will be
able to begin drawing down pre-construction funds according to the previously established schedule.

It is our expectation that it will take no longer than six (6) months to progress to the preconstruction
phase of the project. Failure to do so to the satisfaction of HHAC will seriously jeopardize the
continuation of the award reservation. The HHAC will exercise its option to rescind the award
reservation for failure to proceed in a timely manner.

Final Award Agreement

We expect that pre-construction awards will enable most sponsors to complete the remaining tasks
necessary for approval of the Final Award Agreement in a timely manner. These tasks generally include
but are not limited to firming up site control, securing final commitments for non-HHAP funds (if any are
needed), completing the State Historic Preservation Office (SHPO) and State Environmental Quality
Review Act (SEQRA) reviews, completing working drawings and obtaining construction bids.

Once these documents are provided and construction bids are received, your Project Manager will
resubmit your now revised Appendix B for a second internal review by OTDA's Legal, Budget, Audit,
Contracts and MWBE and SDVOB offices. Following review by these offices and resolution of any
comments or questions, the Final Award Agreement will be executed. Following execution of the
contract, you will be able to draw down funds for project acquisition and construction.

Again, failure to proceed in a timely manner may seriously jeopardize HHAC’s continued commitment to
the project. If a project does not go to pre-construction first, it is our expectation that it will take no longer

than 12 months to progress to the final award phase of the project.

Pay-out of Grant/Loan Amount

The earliest point at which any funds can be paid out is at the time your Pre-Construction Award
Agreement is approved and fully executed by HHAC. At that point, you may begin to draw down funds
for pre-construction activities based on the budget and schedule ("milestones") previously developed
with your Project Manager.

All funds disbursed under the HHAP contract (both pre-construction award and final award) must be
deposited in an interest—bearing account in a commercial or savings bank, or a savings and loan
association located in the State of New York and insured by the Federal Deposit Insurance Corporation.
This account must be separate from any other account maintained by your organization and used only
for the deposit and withdrawal of funds under the HHAP contract.

The project account should be maintained at the highest interest rate possible while meeting your needs
for timely access to the funds in the account. Any interest accruing in the project account and any funds
remaining in the account at the completion of the Project Establishment Phase, as described in the
contract, must be returned to HHAC.
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With the occasional exception of some interior demolition costs, funds for rehabilitation or construction
will not be available until the Final Award Agreement is executed. Funds for property acquisition (except
the cost of binders or options approved by HHAC) will also not be available until the Final Award
Agreement is executed.

Remember that the HHAC and OTDA are not liable for any costs incurred before the award agreement
that covers these particular costs is fully executed. If you plan to use other (non-HHAP) funds to
purchase property or undertake any construction work before your contract is executed, please note you
may still be required to meet certain program guidelines (e.g. property appraisals, design reviews, etc.).
If this is your case, we urge you to discuss this issue with your HHAP Project Manager.

Contract Documents

The major documents that will be included in your contract or executed at a later date are listed below.
The majority of documents you will need are contained in the Forms Book. Please note: HHAC contract
documents have been developed to best protect the interests of HHAC. For the most part, these
documents are non-negotiable and any requested revisions may result in substantial delays in executing
your contract. You must not execute any agreements (e.g. Architect, Consultant, Acquisition) without the
prior written approval of HHAC.

Pre-Construction Award Agreement and Final Award Agreement: These documents describe the
basic rights and responsibilities of both parties during the term of the contracts. The Final Award
Agreement will cover not only the period during the development and construction of your project but
also the project operations for a period of at least twenty-five years from the date of project occupancy.
This term is the minimum period of time during which your project must be operated as homeless
housing according to the conditions in the contract. HHAC may require a longer contract period in some
instances.

Appendix B: Original Application with Revisions: This section contains your original HHAP proposal
with the various revisions and additions that your HHAP Project Manager will review with you and
represents the scope of services to be performed under the contract.

Mortgage and Note: HHAC will require that you execute one or more mortgage and note documents in
the amount of the HHAP award. In instances where the contract is structured as a grant, the mortgage
and note document(s) will simply secure the performance of your obligations to HHAC. They will require
no payments of interest or principal, except upon default, and will be satisfied upon the completion of the
contract requirements. In instances where Low-Income Housing Tax Credits are involved, however, the
contract will be structured as a bona fide loan.

Other Policies, Procedures and Documents

Following is a list of additional documents and procedures you will encounter during the development
and operating phases of your project. You will receive more detailed information on these and other
HHAC policies at a later time.

Conflict of Interest: If any member of your Board of Directors is employed by New York State or a
local municipality, we will require a “recusal letter” (copies of suggested formats can be found in the
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Forms Book) signed by the individual affirming that they have not made any attempt to influence funding
decisions under consideration by HHAC. This mitigates any potential conflict of interest concern.

In addition, you must identify and bring to your Project Manager’s attention information pertaining to any
direct or indirect financial or other interest that any member of the development team may have with any
other member of the development team (including the applicant and/or co-applicant) or the funding of
this project. This includes but is not limited to the architect, consultant, attorney, current property owner,
contractor or construction manager, and property manager.

Title Insurance, Survey and Building/Liability Insurance: HHAC requires title insurance for the total
amount of the project cost which lists HHAC on a mortgage title policy as insured. (HHAC should be
listed as follows: “New York State Office of Temporary and Disability Assistance and the New York
State Homeless Housing and Assistance Corporation, their successors and/or assigns”.) In addition, we
will require a survey of the property certified to OTDA and HHAC, and evidence of building and liability
insurance also naming as insured OTDA and HHAC their successors and assigns.

Board Resolution: The board of your organization must pass a resolution authorizing, among other
things, the execution of contracts with HHAC, mortgaging the property, and the opening of a project
bank account. Model resolutions can be found in your forms book. [ strongly recommend that prior to
presenting a resolution to your board you provide a draft to your Project Manager for review.

Other Development Funding: If your project involves a loan or grant from other funding sources, a
copy of the HHAC contract, note and mortgage documents and intercreditor agreement should be
requested before finalizing other commitments to assure that provisions of the other funding source’s
contract documents are compatible with the HHAC agreements. In most instances, HHAC requires a
first priority lien position; in some limited instances, HHAC will agree to a co-equal position.

State Historic Preservation Office (SHPO) and State Environmental Quality Review Act (SEQRA)
Requirements: All HHAP projects must pass through reviews under SHPO and SEQRA. The New
York State Department of Parks, Recreation and Historic Preservation is responsible for reviewing
certain publicly funded projects to determine if they involve structures of historic significance that may
require some degree of interior or exterior preservation.

Following the completion of the SHPO review and sign off by State Parks and Recreation, a SEQRA
review is carried out to determine whether the proposed project will have an impact on the surrounding
environment that exceeds certain thresholds. Most HHAP projects do not exceed these limits; if they do,
a more intensive environmental study may be required. The SEQRA process allows for either a locally
initiated review, in which case this office will need a complete copy of the local documentation; or we will
initiate and complete a review that will satisfy the intent of the SEQRA.

Construction Drawings and Documents: The final stage of architectural work for most projects will be
construction or "working" drawings, with detailed specifications, scope of work, and cost estimates. If
not previously provided, these should include a schedule of finishes, descriptions of materials to be
used, and standards of workmanship to be required. These will be reviewed by OTDA and the Dormitory
Authority of the State of New York (DASNY). In most cases, we will require that these documents and
the bidding process be completed prior to the approval of your Final Award Agreement. You and your
architect should meet with HHAP and DASNY staff before beginning the preparation of the construction
documents to assure that any remaining design issues have been resolved.
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If you are developing a licensed facility, your proposal must also conform to the appropriate regulatory
standards and any required architectural work must be submitted to, and be approved by, the licensing
agency. Documentation to this effect must be provided to your Project Manager before the Corporation
will issue any payments for the project.

Bidding Procedures: The HHAP contract requires at least three competitive bids from prequalified
firms for all construction or rehabilitation. Because contractors will be prequalified, the firm submitting
the lowest responsible bid should be selected. Any departure from this procedure must be reviewed and
approved by the Corporation. During the design development phase, we will provide you and your
architect with a more detailed description of the bid process and a list of the required bid package
components, including Supplementary General Conditions. If you are utilizing a preselected general
contractor or construction manager, a minimum of 50% of the value of the work must be competitively
bid through trade subcontractors. Bids will need to be received from the subcontractors, sealed and a
representative from HHAP or DASNY must be present at the opening.

Changes in Proposal: Any proposed changes in the HHAP proposal that occur after the signing of
your contract, such as the form of the lease or contract of sale for the property to be developed, the
construction or operating budget, operating plan, etc., require HHAC’s approval and must be brought to
the attention of your HHAP Project Manager immediately.

Management and Operating Plan: Typically, at construction closing but at least before construction is
completed and occupancy or rent up begins, HHAC will request a more detailed management and
operating plan including, but not limited to, how homeless status will be verified and documented, the
proposed rent structure, tenant selection procedures, basic operating guidelines, eviction procedures,
etc. as applicable. This plan will become part of your contract with OTDA. Once the project is
completed you will also be required to submit periodic reports on its operations.

Minority/Women Owned Business Enterprise (MWBE) and Equal Employment Opportunity (EEO):
OTDA and HHAC fully support the efforts of the State of New York to promote Equal Employment
Opportunity (EEO) for all persons, and to promote equality of economic opportunity for minority group
members and women who own business enterprises. It is the policy of the State of New York, HHAC
and OTDA that MWBEs are given the opportunity for meaningful participation in the performance of
State contracts. Therefore, you will be expected to make good faith efforts to solicit the active
participation of MWBEs listed in the Empire State Development (“ESD”) directory of certified businesses
and regularly report on those efforts and your accomplishments toward meeting contractual goals. The
ESD directory can be viewed at https://ny.newnycontracts.com/FrontEnd/VendorSearchPublic.asp.

Service-Disabled Veteran Owned Businesses (SDVOB):

In recognition of the service and sacrifices made by service-disabled veterans and in recognition of their
economic activity in doing business in New York State, Bidders are expected to consider SDVOBs in the
fulfillment of the requirements of the Contract. Such participation may be as subcontractors or suppliers,
as protégés, or in other partnering or supporting roles. For purposes of providing meaningful
participation by SDVOBs, the Bidder/Contractor should reference the directory of New York State
Certified SDVOBSs found at: https://ogs.ny.gov/veterans/Docs/CertifiedNYS SDVOB.pdf.
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A Note on the Roles of Project Sponsors and Consultants

In certain instances, the use of project consultants is appropriate in the planning, development and start-
up of HHAP projects. However, regardless of the role of consultants in a given project, you must remain
integrally involved in the design and development process. Proactive participation of a sponsor, even
one without development experience, helps to move the project forward in a timelier manner and
increases the level of responsiveness of the various professionals involved in the project.

Again, | welcome you to the program on behalf of HHAC and hope that you find this information useful.
If at any point during the development process you have any questions or concerns, please do not
hesitate to contact me at Michael.Washburn@otda.ny.gov or (518) 408-6434. Thank you for your efforts
on behalf of New York’s most vulnerable households and best wishes for a successful project.

Sincerely,
-
lf [kl
Michael Washburn
Assistant Director
Bureau of Housing and Support Services

Comptroller
Homeless Housing and Assistance Corporation

cc: Project Manager — Kathryn Andros

Attachment
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Homeless Housing and Assistance Program
SFY 2023-2024 Funding Cycle

Attachment

HHAP ID#: 2023-029

Applicant: Dutchess County Department of Social Services

In order to proceed with contract negotiations, the following conditions must be addressed to the
satisfaction of the Homeless Housing and Assistance Corporation. This list is preliminary; as contract
negotiations progress, additional items may be identified.

10.

11.

Commitment of development and operating funding.

On-going financial audit review and resolution of applicable audit review questions.
Approval of development and operating budgets.

Approval of all operating and development agreements.

HHAC review and approval of the ownership structure, including but not limited to review of
organizational documents of the proposed entity and any involved component entities.

The sponsor must secure additional funding for construction, if needed.

The applicant must coordinate with their ESSHI State Contracting Agency regarding population,
unit count and services, as applicable.

If the ESSHI awardee/support service provider differs from the HHAP awardee/sponsor, the ESSHI
awardee needs to be involved in the project throughout development.

Obligation of pre-selected General Contractor to bid at least 50% of their subcontracts, as
applicable.

Projects which include permanent housing restricting tenancy for units based on age; the
applicant must receive an exemption from NYS Division of Human Rights as outlined in Section
296 (2-a)(e) of the Executive Law, as applicable.

The applicant will work with The Division of Shelter Oversight and Compliance (DSOC) through
OTDA to receive certification for shelter units.
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Sponsor’s Procorem Registration Form

Organization’s Name:
HHAC Contract Number:
HHID#:

Street Address 1:

Street Address 2:

City:

State:

Zip:

Organization’s Housing Type
[ ] Permanent Housing [] Transitional Housing [] Emergency Shelter
[ ] Other

Delegated Administrators

First Name: Last Name:
Title:

Phone Number: Email Address:
First Name: Last Name:
Title:

Phone Number: Email Address:

Authorization

This section is to be completed by the Head of the Organization (i.e. Executive Director or
comparable title). | hereby authorize the Delegated Administrators identified above to manage users
within Procorem on behalf of my organization. | understand that my organization is solely
responsible for all activities undertaken within Procorem by users associated with my organization.

Head of Organization’s Name:

Title: Phone Number:
Email Address: Enroll in Procorem (yes or no):
Signature: Date:

Please submit all Agency Procorem Registration Forms to the HHAP Procorem Mailbox:
BHSS-Procorem@otda.ny.gov
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