XI.

REPORTING REQUIREMENTS 

Occupancy Status Report and Instructions


Beginning with the building’s placed-in-service date, Occupancy Status Reports will be due quarterly on the 15th of each month following the end of the quarter.  Hence, the report for the January through March quarter would be due on April 15th, the report for the April through June quarter would be due on July 15th, the report for the July through September quarter would be due October 15th, and the October through December report would be due January 15th.  The Occupancy Status Report must be accompanied by Income Certifications for those tenants who moved into the development and those tenants who were re-certified during the report period.

If a project falls below 90% occupancy and is determined not to be in compliance with program requirements, or there is indication of possible noncompliance, etc. DCA at its discretion may require reports on a more frequent basis until the issue(s) is resolved.

Projects of less than 5 units with 90% occupancy are required to submit the Occupancy Status Report and Income Certification annually.

1. Basic information about the project is to be provided at the upper left portion of the report.  The upper right portion provides for an accounting of all units in the project as defined below: 

· Total Units Occupied by Low-Income Tenants: Enter the total number of units actually occupied by low-income occupants.  Models, market rate units, and vacant units should be not included in this figure.

· Total Units Occupied by Market-Rate Tenants: Enter the total number of units actually occupied by market-rate occupants.

· Total Certified Vacant Units - Designated by “V”: Enter the total number of certified vacant units which have previously been occupied for at least 31 days by a certified low-income tenant.  These are designated by “V” in the body of the report.

· Total Vacant Units Reserved  - Designated by “R”: Enter the total number of units which are reserved for low-income tenants (usually for newly construction projects which are between completion of construction and initial rental of the units). These are designated by “R” in the body of the report.

· Other Vacant Units: Enter the number of vacant units which are neither certified vacant (“V”) or reserved vacant (“R”) and have never been occupied (except models) for at least 31 days.

· Models/Office Units: List all models or office units by unit number.

· Total Units in Project: Enter the total number of units in the project.

· Computing Occupancy Percentages:  Figure the percentages of low-income units, including any vacant units which have previously been occupied for a least 31 days by low-income tenants and units reserved for low-income tenants during initial rental period, on total units set-aside

2. Units listed in the report must be in numerical order.

· See Property Status Report ({sample form appears on following page}

NOTE:  If your rent roll contains the same information as this report, you may submit a copy of the rent roll instead.  If your rent roll does not contain this information then you must use this report. 

· Reserved units held for low-income tenants during initial rental of units must be designated with a “R” instead of the word “reserved” in order to facilitate the auditing of the report.

3. Move-ins and Move-outs:

· Additions:  New move-ins since the previous Occupancy Status Report must be listed numerically in the Additions Section of the Occupancy Status Report as well as in the body of the report.  

· Deletions: Move-outs since the previous Occupancy Status Report must be listed numerically in the Deletion Section of the report.  If the unit remains vacant, and was occupied for at least 31 days by a certified low-income tenant, indicate by a “V” in the body of the Occupancy Status Report.

· Copies of Income Certifications for all units listed in the Additions Sections (New move-ins) must be attached to each Occupancy Status Report in numerical order.  Additionally, copies of Income Certification for all tenant re-certifications that are due within the specified time period designated under the “Units Re-certified” column of the report must be attached in numerical order.
(DO NOT SEND ORIGINAL TENANT INCOME CERTIFICATIONS OR TENANT RE-CERTIFICATIONS).

· Management should compare each new Occupancy Status Report with the previous report to ensure the correct accounting of all units, including any activity, which occurred during the reporting period.

· Formula:  Total low-income units (occupied, certified vacant and reserved) divide by the total low-income set-aside units in the project.

NOTE:  DCA may audit each Quarterly Status Report and the attached Income Certifications for accuracy in an effort to ensure that the low-income requirements are being met.
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LOW-INCOME HOUSING TAX CREDIT OCCUPANCY STATUS REPORT

Reporting Period _____________________________________  Year  ________________________

Project Name:  _____________________________________________________________________

GHFA Project #: ___________________________________________________________________

Street Address:  ____________________________________________________________________

City/State/Zip:   ____________________________________________________________________

Submitted by:  _____________________________________________________________________

Date:                _____________________________________________________________________

Telephone #:  ______________________________________________________________________

1)    Total Units Occupied by Low-Income Tenants:   ______________________________________

2)   Total Units Occupied by Market Rate Tenants:   _______________________________________

3)   Total Certified Vacant Units Designated by “V”:  ______________________________________

4)   Total Vacant Units Reserved Designated by “R”: ______________________________________

5)   Other Vacant Units: _____________________________________________________________

6)   Models/Office Units (Unit #): _____________________________________________________

7)   Total Low-Income Units:  ________________________________________________________

8)   Total Units in Project: ___________________________________________________________

9)   Occupancy Percentage:   _________________________________________________________

Definition:    Occupancy Percentage  - Total low-income units (occupied, certified vacant and reserved) divided by the total low-income set-aside units in the project.


Formula:  Lines (1 + 3 + 4)  ( (Line 7)  = Occupancy Percentage

10)   Occupancy Percentage This Quarter:________________________________________________

Formula:  (Line 1 ( Line 7)  

The changes from previous report reflected in the above listing for low-income units are:

DELETIONS   (Please include Unit#)


ADDITIONS   (Please include Unit#)

1.
______________________________

1.
________________________________

2.
______________________________

2.
________________________________

3.
______________________________

3.
________________________________

4.
______________________________

4.
________________________________

5.
______________________________

5.
________________________________

6.
______________________________

6.
________________________________

7.
______________________________

7.
________________________________

8.
______________________________

8.
________________________________

9.
______________________________

9.
________________________________

10
______________________________

10.
________________________________

11.
______________________________

11.
________________________________

12.
______________________________

12.
________________________________

13.
______________________________

13.
________________________________

14.
______________________________

14.
________________________________

15.
______________________________

15.
________________________________

16.
______________________________

16.
________________________________

17.
______________________________

17.
________________________________

18.
______________________________

18.
________________________________

19.
______________________________

19.
________________________________

20.
______________________________

20.
________________________________

21.
______________________________

21.
________________________________

22.
______________________________

22.
________________________________

23.
______________________________

23.
________________________________

24.
______________________________

24..
________________________________

25.
______________________________

25.
________________________________

26.
______________________________

26.
________________________________

27.
______________________________

27.
________________________________

28.
______________________________

28.
________________________________

29.
______________________________

29.
________________________________

30.
______________________________

30.
________________________________

31.
______________________________

31.
________________________________

32.
______________________________

32.
________________________________

33.
______________________________

33.
________________________________

34.
______________________________

34.
________________________________

35.
______________________________

35.
________________________________

36.
______________________________

36.
________________________________

37.
______________________________

37.
________________________________

38.
______________________________

38.
________________________________

39.
______________________________

39.
________________________________

40.
______________________________

40.
________________________________

Attach in numerical order by unit number, copies of all Income Certification Forms for units occupied since the last report.

Property Status Report


As of ____________





Utility Allowance


One Bedroom:       ___45.00___


Two Bedroom:      ___55.00___


Three Bedroom:    __ 79.00___


Four Bedroom:     __110.00___





Property Status Report


As of ____________





Utility Allowance


One Bedroom:     				


Two Bedroom:      			


Three Bedroom:    			


Four Bedroom:     			
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