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1. Introduction

AE101: Getting Started — Navigating AMIS (for CDFI Fund External Users)is a
pre-requisite for this training manual.

Recipients of Capital Magnet Fund (CMF) Awards from the Community Development
Financial Institutions Fund (CDFI Fund) are required to submit annual reports as
indicated in the Assistance Agreement.

This training manual provides CMF Award Recipients instructions on how to complete and
submit annual reports online within the Awards Management Information System (AMIS).

To make the best use of this guidance, Recipients should have their Assistance Agreement
available for reference. See Schedule 1 for more information on the reports that apply to
your organization.

CMF Program Recipients will submit compliance reports exclusively in AMIS:

1. Financial Condition Report (annual financial statement audit report)

2. Financial Condition Report (Single Audit Report) — Submit to the Federal Audit Clearinghouse
and optionally to the CDFI Fund in AMIS

3. Performance Report

1 The CDFI Fund has posted a separate version of the AMIS guide for 2010 CMF Award Recipients on its website. This guide
should be used for all other CMF Awards from FY 2016 and after.
4
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2. Types of Reports
2.1 Organization vs. Award Specific Reports

Throughout the Period of Performance, the Recipient must provide to the CDFI Fund an Annual Report, which
is comprised of two parts: the Financial Condition Report and the Performance Report.

Reports that may be required by the Recipient include:
a. Annual Financial Statement Audit Report (not applicable for regulated financial institutions)
b. Single Audit Report (for nonprofit Recipients, if applicable, annually)
Cc. CMF Performance Report

TIP: If the Recipient has a requirement to submit the Annual Financial Statement Audit Report and Single Audit

Report for multiple CDFI Fund awards, these reports only need to be submitted once in AMIS for each fiscal
year.

This space is intentionally blank.
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2.2 Reporting Schedule

The Reporting Schedule? is a central location in AMIS that allows the Recipient to track and monitor the due
dates and submission status of reports that are due to the CDFI Fund, for all of its awards. Please note that the
CDFI Fund sends the Authorized Representatives listed on the Award Detail page reporting reminders 30
days and 15 days prior to the reporting deadline for listed reports.

TIP: To ensure that you do not miss any important notifications from the CDFI Fund, please confirm that the
contact information for the users in your organization’s AMIS account is current and correct, and make sure
that your e-mail service is not marking communications from AMIS@cdfi.treas.gov as “junk” or “spam.”

To access the Reporting Schedule:

1. Loginto AMIS. Link to AMIS User Login

2. Click on the Reporting Schedule tab.

- o >
Home Organizations Allocations Contacts Service Areas  Service Requests  App Launcher Reports  Awa Reporting CMF Performance Report

e Reporig Schece
S Home Click on the Go! button to

|V|0\|\"-' All Allocations “|| Got 7 "
AWD-00007251 s view all reports.
PR-00051

) P-05412 Recent Reporting Schedule Lreate Hew Heporing Schedule ¢
PR-00052
PPR-0D002305 S m et ol Compliance Report Status Date Received Days to Submit  Due Date
5008347 BS-124245 e Submitted 61272020 4:51 PM 1 Br28R020
P-05413 _ _
P RS-124220 R Submitted 6/12/2020 4:51 PM A 628020
P-05346 BS-115593 TLR Submitted 6272020 451 FM -1 GZe2020
P-00368

Figure 1. Reporting Schedule Home Page

3. Toview all reports, choose ALL in the drop down menu. Click on GO. A list of compliance reports that
are due is displayed. Note that if your organization has active awards for more than one CDFI Fund
program, your list will include reports for other CDFI Fund programs, in addition to those associated with
your CMF Program award.

Reporting Schedule Name  Compliance Report Award Fiscal Year Due Date Days to Submit + Date Received
Ho-19572 LClIs Keporns AWU-UUUUBZU4 2U1E bi3UZUTY Ju4

RS-22811 Financial Statement Aud... AWD-00006204 2018 6/30/2019% 304

RS-18103 SF425 AWD-00005377 2018 313172019 213

RS-14784 Performance Progress R... AWD-00005484 2018 313172019 213

RS-14717 Uses of Award AWD-00005484 2018 33172019 213

RS-20969 Uses of Award AWD-00006204 2018 313172019 213

RS-21848 Performance Progress R... AWD-00006204 2018 33172019 213

RS-111361 CMF Performance Report  AWD-00005377 2018 3312019 213

RS-18102 SF425 AWD-00005377 2017 313112018 -1 3/29/2016 1:21 PM
RS-18111 Financial Statement Aud... AWD-00005377 2017 6/30/2018 -1 6/5/2018 12:16 PM

Figure 2. Reporting Schedule All List View

4. Any reports that have been rejected by the CDFI Fund will display a “Rejected” status.

2 Terms in BOLD reference AMIS links, pages, or important terms.


https://amis.cdfifund.gov/CustCommunitiesLogin
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3. Complete the Annual Financial Statement Audit Report

The Financial Statements will be reviewed by the CDFI Fund to determine the Recipient’s
financial and managerial soundness.

3.1 Complete the Annual Financial Statement Audit Report (if applicable)

A new Annual Financial Statement Audit Report can be created using the Organizations
tab found on the Organization’s homepage. Locate the Organization record within the
Organizations tab to find the record for which a report needs to be created.

1. Click on the Organizations tab or use the Global Search to locate the Organization.

Focood in oo Toctlloos D-ofdARAL Boo 04705031 206@example.com.fulld) | Sandbox:  FULLO

Global Search

TestUser Org01ARD »

Service Requests  App Launcher Reports Awards  Reporting Schedule  CMF Performance Report

:
N
My Tasks o Al Opan d
AWD-00007251 You have no open tasks scheduled for this period,
PR-00051
P-05412
PR-00052 Calendar
PPR-00002305
SLLELY] Today 6/23/2020 ¢ June 2020 >
[Fomis] ‘You have no events scheduled for the next 7 days. Sun Mon Tue Wed Thu Fri Sat
$-008350 01 02 03 04 05 06
P-05346 o7 08 09 10 11 12 13
14 15 16 17 18 19 20
Froosee 21 2 B ¢ 5222

28 29 30

Figure 3. Home Page

2. Click on the Organization Name link for the reportingorganization.

F bt

Home BeEUEAGLEN Allocations Contacts  Service Areas  Service Requests  App Launcher Reports Awards Reporting Schedule CMF Performance Report  +

. Organizations
% Home
Recent lems
View: |4l Organizations v| Gol
AWD-00007251
PR-00051
P-05412 Recent Organizations Recently Viewed |
PR-00052
PPR-00002305 Lo L Ll Mailing City Phone
5008347 JTest Applicant Org 01 tast ity 5

Figure 4. Organizations Tab

This space is intentionally blank.




3. From the Organization Detail page, click on the Financial Statement Audits section link.
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MCM Service Requests  App Launcher  Awseds  Reporting Schedule

Organsaton

g Faated idachewrty ©

% Test Organization 2-Bank

Eraocs Deta 11 Co¥ictory 3 Progan Profies 3= Afastey © f 24

ortacy (3]

Tst Organation 2-8ank

TastUsar?

Dot Beg 3

[ raccy Sltecwet iocty ©

Pretitie Ve

103 Ak Sacorny ¢

Organization Detall de
Organizaton Name  Test Crpanication 2-Bank {iew Metarcind Phose  (843)5554321
Paret Relccorhg Wtate
BNTH 22000
DUNS 123454789
Organization Type
Fruncal mtiteton Type  Bank of Tt Date of mcoponton 11999
Organizston Srectere  Foe-Proft Foancid Activites St Date 112012
Totsl Asset Size
Fiscal Yow End Doy 31
Fiscal Yoar End Mooy 12
Certiication Information
COFI Consficaticn Sutus  Certed COE Coniication States  CDE Corste
COFI Centficancn Date 112015 COE Cenfication Date 2090016
Figure 5. Organization Detail Page
4. Select the New Financial Statement Audit button to create a new report.
Financial Statement Audits New Fmancial Satement Audit
Acton FS Audtt Report ID Fiscal Yeur Upload Financial Statement (F S) Audn? Does the FS Aud include A-133 Audit? Audit Finding
£t ESAL003 2015 Yes Yes UnqualSied / Usmodited

Figure 6. Financial Statement Audits Section

5. Enter all applicable information. Please note that fields with red bars next to
them are required fields. Once completed, select the Save button.

» When selecting the fiscal year, please select the corresponding fiscal
year to be reported on. For example, if the Performance Period End
Date is 6/30/2019, then you would select 2019.

» The following questions (circled in red) under the Financial and

Audit Report Information Sections must be completed with either

Yes, No or N/A:

e Material Weaknesses Resolved by FYE?
e If FS Audit not submitted, why not?
¢ Upload Auditor Correction Confirmation

TIP: The questions (highlighted in yellow) under the Audit Opinion and
Corrective Actions section must also be completed. You may put N/A for the
textboxes, however, the Audit Opinion Corrected by FYE date must be
either Yes or No- this box cannot be left with the default selection of None.
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Financial !w A_ Ean i
New Financial Statement Audit
Financial Statement Audit Edit Save  Save & New Cancel
Information 1 = Required mcemation

Organization Name Pearformancs Pernod End Date

Test Orgazniation
Flacal Yeur

Date SudbmiTied

CCME Review Summary
Report Receipt
Reason for “rejecting™ mport
Roview Comments (External)

Financial and Audit Report Information

Upioad Fimancial Statement Yes v
(r's) Avan?

IF FS Auait not submitied,
‘why not —

F3S Auait Report Typs of , why ~
- Ungualified/Unmodified v ~

Doss the FS Aucit Inchude A- Yes v Date to De compieted and

133 Avant? sudmItied

Wil you submit an A-133 Yes v 1 "Other™ please Seacride

Apcet this FYE?

Anticipate RIVIng Material Ne v Upioad Aucstor Cormcson NA v
Weaknezses Confirmaton
terial Weaknesses resoived N/A ~
oy FYE
h\ﬁ_—‘—\_
Audit Opinion and Cor ive Acts
What caused sudit opinton Amw:onmaz —None— v
FY
Actiona to a0dress audait ¥ not corrected, explain why
opinson

Current status of commective
actons

Figure 7. New Financial Statement Audit Edit Page

6. After saving, you will be forwarded to the “Financial Statement Audit” Detail
page with a message stating the “Financial Statement Audit has been saved.”

If you answered “Yes” to “Upload Financial Statement FS Audit?” a Financial
Statement Audit Report attachment will be required to submit the report.

7. Click the Notes & Attachments link to attach any Financial Statement
Audit Report documents.

» The attached file should be displayed under the Notes & Attachments related list. If you
have a separate Single Audit Report and would like to submit it to the CDFI Fund, please
include this as an attachment under this section.

:‘ ;:né-rxa.ls:o':lugvi gt Protatie View

Iw’ ¥ Financal Statment Aot as been taved

Financial Statement Audit Detail Eor  Sebeit Repont

Ovganustion Name  Tjl QOAMKZatON 2-Bank
F S Audit Repot 1D FSAO0151

Click to attach FSA
documents.

Fiacal Year 2015

CCME Review Summary

Report Receipt  New

Financlal and Audit Report Information

Upload Financial Statement (FS) Yo
Audan?

F5 Aost Report Type of Finding  OualifedModited
Does the F5 Audt include 133 Na

Figure 8. Financial Statement Audit Detail Page
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» Click the Attach File button under the Notes & Attachments section.

Notes & Attachments NewNote | Attach File

No records to display

Figure 9. Notes & Attachments Section

> You will be forwarded to a screen where you can attach a file.

1. Select the File
Type the path of the file or click the Browse button to find the file.

| Choose File | No file chosen

2. Click the "Attach File" button.
Repeat steps 1 and 2 to attach multiple files.
( When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
( This will cancel an in-progress upload. )

Done

Figure 10. Attach File Edit Page

Click the Choose File button and browse to select afile.

Click the Attach File button.

Click the Done button.

The attached file should be displayed under Notes & Attachments section.
If you have a separate Single Audit Report and would like to submit it to
the CDFI Fund at this time, please include this as an attachment here.
Repeat steps 7b-7f to attach another file such as the Single Audit Report.

VVVYVY

You will receive a message stating the “Attachment(s) added.” Select the Submit Report button
to submit your report to the CDFI Fund.

& FSAQ01S1

I o Atachmesd's) s0ded I

o

tistes & Afachmenty |1

Financial Statement Audit Detall s
tion Mame  Tast Craanization 2-Bank

75 Augt Raport 0 FSA00151

e 12312015
112015

Click to submit
the report.

CCME Review Summary

Report Recept  New

Financial and Audit Report Information

Figure 11. Financial Statement Audit Detail Page
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9. A “Do you want to Submit?” pop-up confirmation box will appear, select the OK
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button to submit the Financial Statement Audit Report.

All Awards

Protate Vew

x
G Service Regs App Laun  cofistage-mycdfifund ¢s32 force.com says
Do you want to Submut?

- . ‘ Financu Statervent Awiit

ﬁ*,F*:C, 151 [ ok ] Cascet
- v Azachmerns) added —

* Back to Ust: Drgangatons

{iotes § ARpwnarny (1]

Financial Statement Audit Detasl

Crganizatnn Mams
£ 5 Auae Report 10
Fncal Yo

CCME Review Summary
Repoct Receipt

Ean | Subeit Bepon |

Test Oramecason 2-8iank Pertoonance Penod Eng Dute

FSA-00151 Pertzemance Period Start Date
2015 Dace Subamitted
Naw

Reason for “mmjecting™ report

Financial and Audit Report Information

Upload Faancial Stasement (F 5)
Awan?
15 Auok Report Type of Findng
Does the F 5 Aude include A 123
Awdn?
Wil you ssbenat an A 13) Asdd

Yes

ualsedUoased
No

No

12312015
112015

Figure 12. Financial Statement Audit Detail Page

Note: Use the help icon ‘@ next to each field to see additional instructions on
how to complete a field.

This space is intentionally blank.
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3.2 Explain Audit Opinion and Corrective Action (if applicable)

Once the Financial Statement Audit Report has been reviewed by the CDFI Fund, a compliance determination
will be made. If the Financial Statement Audit Report is found to be noncompliant, the Authorized

Representative of the Award will receive an email from the CDFI Fund. The Recipient will need to explain the
noncompliance and describe the corrective action(s) taken.

Tip: To ensure that you do not miss any important notifications from us, please confirm that the
contact information for the users in your organization’s AMIS account is current and correct, and

make sure that your e-mail service is not marking communications from AMIS@cdfi.treas.gov as
“junk” or “spam.”

To Access the Financial Statement Audit Report and complete the corrective action section:

1. Login to AMIS and click on the Organizationstab.

Applicant
Awards
o
Fust Comenunity Bancoep inc
You have 00 0pen Lasks scheduled for Ihis pencd
AWD-00004219
AWD-00004920
P-074000 Calendar
Tt sz
You have no events scheduled for the ned 7 days.
Access Yo Adamonal
Organizations
Figure 13. Home Page
2. Click on the Organization Name link.
m Contacts  Service Regquests  App Launcher  Awsrds  Repocting Schedule
Croate New * B N e rwiay
“ Home
CC—_ . .. e
ot aarY
Test Crganaancn 2 Bark
Pecanty Vewna ©
Mating Ciy Prone
Wairoghon &8) 948000

Figure 14. Organizations Tab

12
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3. From the Organization Detail page, click on the Financial Statements Audits section link.

Home RoSiittitY Contacts  Service Requests  App Launcher  Awards  Reporting Schedule

" I Test Organization 2-Bank

« Back to Lt Organzations

Qrg tlsted Aacheeety 0 | Eraoci DO | Costady el | Cofcsoes(F | Peogram Profiey ot | Afess
PR Crpefiuton 2 st P2
st User?
Organazation Detall Ede
Organizeon Namwe  Test Orpantation 2.Bank [ew Histarch! Prose  (443) 5554321
Parent Calatomihp Mrtete
L L > 57022723
DUNS 123454789
Organization Type
Fruncal imotetion Type  Bank o Tart Date of incorporation  U11099
Orgenumscn Sorwctwee  FoeProft Fimancial Activites Start Cute  U12012
Totl Asset Size
Foocal Yewr End Oy 31
Fincal Yoar End Moot 17
Certdication Information
COR Cortficaton Sutus  Corgied COE Cenfication States  CDE Confed
COFI Centticasen Dite 1112016 COE Comfication Dute 2092016

Figure 15. Organization Detail Page

4. Click the FS Audit Report ID link to access thereport.

Financial Statement Audits Click the link to view

Action F$ Audt Repert 10 the report s the £ Audit inchsd A-13) Audi? Audit Finding
Eor  FSAOIR QualiSed | Modied
Figure 16. Financial Statement Audits Section
5. You will be forwarded to the Financial Statement Audit Report Detail page. Select the
Edit button and scroll down to the Explain Audit Opinion and Corrective Actions
section.
" Financial Statement Audit

& FSA-00151

« Back to List: Organizations

Notes & Attachments {11
Financial Statement Audit Detail Edit | | Submit Report
Organization Name  Test Organization 2-Bank Performance Period End Date  12/31/2015
FS Audit ReportID  FSA-00151 Performance Period Start Date  1/1/2015
Fiscal Year 2015 Date Submitted
CCME Review Summary
Report Receipt  New Reason for "rejecting” report

Financial and Audit Report Information

Upload Financial Statement (FS)
Audit?

FS Audit Report Type of Finding
Does the FS Audit include A-133
naien

Yes

QualifiedModified
No

Figure 17. Financial Statement Audit Detail Page
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6. Complete the required information in the “Explain Audit Opinion and Corrective Actions”

section and select the Save button.

Recipient - Explain Audit Opinion and Corrective Actions

What caused audit opinion

Insufficient documentation of receipts and other financial spending
information

Actions to address audit opinion

1. Locate required documentation per audit findings
2. Resubmit updated documentation
3. Re-evaluate internal documentation process

Current status of corrective actions

1. Locate required documentation per audit findings - IN PROCESS
2. Resubmit updated documentation - ON HOLD
3. Re-evaluate internal documentation process - IN PROCESS

Audit opinion corrected by FYE

If not corrected, explain why

Figure 18. Recipient

7. Submit your report to the CDFI Fund,

-Explain Audit Opinion and Corrective Actions

by clicking the Submit for Approval button

displayed on the Financial Statement Detail page. A “Confirm to Submit” pop-up

box will appear, click OK.

fnancal Statement Audit

W FSA-00132
Sopen Aples i |

Financial Statement Audit Detail

Organiation Name
FS Auce Repont ID

biew COF) Test Qeganizaon-Credit Union
FSA-00132

2015

8

Fiscal Yoar
Financial Stateenent Repodt Score

Ong Name Fiscal Year formuls
CCME Portiolo Manager
Degree of NC

Progeam Portfolio Mgt - CDFE
RACA

New COFI Test Organzadon-Cradit Union
Bretie Pishman

Danid Meyar

COME Portfols Manager  Bratte Fishman

Pertormance Penod £nd Date
Performance Penod S2art Date
Date Sebmeted

12312015
11201%
67016835 PM

Sctty Wislory [ | lgtes § Afaherer) D |

Custormn Page | Eot Layout | Printabie View | e for 2 Page |
Spoeovpl Mstory =]

Eae  Defete  Clooe

Record Type  Noa-Compliance Review [Change)

Click to Submit the

report.

2015

CCMEAPM  Efin McKevit

a Program Portfolio Mgt - COFl-  David Meyer
NACA

Appeoval Suges  CCME Analyst Approved

Figure 19. Financial Statement Audit Detail Page
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4. Complete the Single Audit Report (if applicable)

A Nonprofit Recipient must complete an annual Single Audit Report pursuant to the Uniform Administrative
Requirements (2 C.F.R. § 200.500) if it expends $750,000 or more in Federal Awards in its fiscal year, or
such other dollar threshold established by OMB pursuant to 2 C.F.R. 200.500. If a Single Audit Report is
required, it must be submitted electronically to the Federal Audit Clearinghouse (FAC). Information and
instructions for uploading a Single Audit Report to the FAC can be found here: Federal Audit

Clearinghouse.

4.1 Upload the Single Audit Report Directly to the CDFI Fund

A Nonprofit Recipient also has the ability to upload the Single Audit Report when uploading the
Financial Statement Audit Report, as outlined in Section 3.1.

4.2 Complete Noncompliance Section for Single Audit

Once the Single Audit Report (formerly the A-133) has been reviewed by the CDFI Fund, a compliance
determination will be made. If the Single Audit Report is found to be noncompliant, the Authorized
Representative of the Award will receive an email from the CDFI Fund. The Recipient will need to explain the
noncompliance, complete the Significant Deficiency section for each of the significant deficiencies cited in the
Single Audit and describe corrective actions taken.

TIP: To ensure that you do not miss any important notifications from us, please confirm that the contact
information for the users in your organization’s AMIS account is current and correct, and make sure that

your e-mail service is not marking communications from AMIS@cdfi.treas.gov as “junk” or “spam.

1. To submit the Single Audit Report in AMIS, navigate to the “Organization
Detail” page, click the A-133 Audit Reports section link.

2. Select the A-133 Audit Report Record ID link.

A-133 Audit Reports New A-13) Audit Report A-133 Audt Repors Mep 7

Action A-13) Report Recoed ID C“Ck to View the A'133. Deficiencies Material Weaknesses

Figure 20. A-133 Audit Reports Section

TIP: You will be required to complete the Material Weaknesses section for each of the material
weaknesses cited in the Single Audit Report

This space is intentionally blank.
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Click the Edit link. You will be forwarded to the “A-133 Audit Report Detail” page. To complete a
Material Weakness section, click the Edit link next to each Material Weakness ID, where you will be sent
to the Material Weakness edit page. You will be required to response “Yes” or “No” to any Material
Weaknesses and/or Significant Deficiencies in order to submit the report.

A133-00027

= Back to List: Awards
sSuoificant Deficences (11 | Mateos! Weaknasses 21)1 Notas 5 Altachmests 101
< A-133 Audit Report Detail > Submit
Owner (] Brette Fishman [Changel

A-133 Report Record 1D A133-00027
Fiscal Year 2016

c A-133 Audit Report Printatie View

Significant Deficiencies  Yes
Material Weaknesses  Yes

Click on each related list ID record
Report Status  Approved to provide and explanation and
Review Comments  test corrective Action.
fed By  Brefte Fighman,

CCME Review Summary

5372016 11:25 AM

Significant Deficiencies

Action Significant Deficiencies 1D Significant Deficiency
$0-00027 test
= el
Material Weaknesses
Action Material Weakness Material Weakness COFI Award Funds impacted
74 Yes
Q2 Yes
Notes & Attachments _MNew Note || Attach File
No records to display

Figure 21. A-133 Audit Report Detail Page

MNote: You will be required to complete the “Material Weakness” section for
@ each of the material weaknesses cited in the Single Audit Report.

This space is intentionally blank.
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4. To complete a “Material Weakness” section, click the Edit link next to
the Material Weakness ID. You will be forwarded to the “Material
Weakness Edit” page.

All Awards

Material Weakness Edit Save  Cancel

Information

A-133 Audit Report  A133-00027
Material Weakness 10 MW-00041

Material Weakness

Material Weakness 2

COFl Award Funds  Yes
Iimpacted

Mow COFt Award Funds ¢
impacted

Describe trends in - 1
Materials Weaknesses

Please answer the following questions for the material weakness

Vhat caused Materlal  } imaconer altocation of funds to Training | omplete the
Weakness budget
o D -
|-Delays with IT vendor to provide acequate - age and
training resources for initiative

Actions 1o address | .opered $35,000 to Training budget o
Material Weakness | .o mpensate for initial Incorrect allocation
~Sourced additional IT vendor to
suppiement training

Mcl“"'.“\'v“‘:“’ of  Istatus of both corrective actions are in
atena cakness p‘og'ess

Material Weakness rYesiij
corrected by FYE " .
.

VWhy Material Weakness NIA
notcorrected |

| = Required information

Figure 22. Material Weakness Edit Page

5. Complete the following information displayed on the page:
a. “What caused Material Weakness”

“Actions to address Material Weakness”

“Current status of Material Weakness”

“Material Weakness corrected by next FYE”

“Why Material Weakness will not be corrected”

®Poo o

6. Click the Save button once you aredone.

7. Repeat steps #4-6 to explain all the material weaknesses in the report.
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8. Once the record is saved, click the A-133 Audit Report link to return back to the
“A-133 Audit Report Detail” page.

Matorial Weakners

& MW-00037

» Dack to Ust Orgamzations

Material Weakness Detail

Custorne Page | E08 Layout | Prietatie View | Help % Bis Page
Materal Vieabnes Wastoey 14

& kot Oekte] Clone

A3 Audit Report  A133.00044

Count Regueed Field

Materal Weshness

Repeat Finaing

Finding Cofrected per Awdttior

Addressed in Management
Response

COF I Award Funds kmpacted
Wow COFI Award Funds impacted

Descnbe trends in Materials
Weaknesser

0

Test Click the link to return to
Yos :

e the detail page.

No

Ye:

Test

Test

Figure 23. Material Weakness Detail Page

9. You will be forwarded to the “A-133 Audit Report Detail” page

10. To attach a document, locate the Notes and Attachments section.

A-133 Auant Report
A133-00044

« Back to List: Organzations

A-133 Audit Report Detail
Organiratson Name

A-13) Report Record 1D

Fiscal Year

CCME Review Summary
Ssgnificant Deficiencies
Matenal Weaknesses
Created Uy

Sonfcart Defgeacnsy |11 Matecd Wealnesses [

ﬂ Ednt | 7suomn for App‘t_o'ul

Test Organgation 2-Bank 3 {3 peotte Fishman [Changas

A123-00044 Click to add N

2015 attachments. 121312015

Yes Report Receipt New

Yes Review Commants

Bretie Fishman, 612016 9:40 P Last Modified By Breme Fishman, 6112016 546 FM
B eon | sunmit tor Approval

Figure 24. A-133 Audit Report Detail Page

11. Click the “Attach File” button.

Notes & Attachments

No records to display

NewNote | Attach File

Figure 25. Notes & Attachments Section
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12. Click the Choose File button and browse to select afile.
a. Click the Attach file button.
b. Click the Done button.

1. Select the File
Type the path of the file or click the Browse button to find the file
Browse...

2. Click the "Attach File" button.
Repeat steps 1 and 2 to attach multiple files.
( When the upload is complete the file information will appear below. )
Attach File

3. Click the Done button to return to the previous page.
( This will cancel an in-progress upload. )
Done

Figure 26. Attach File Edit Page

All Awards

13. The attached file should be displayed under Notes & Attachments section.

14. Once you are satisfied with the responses provided, click the Submit for Approval
button, on the “A-133 Audit Report Detail” page, to submit the report to the CDFI Fund.

15. A “Confirm to Submit” pop-up box will appear, click OK.

0 N\IooTVuUVUTTTY
« Back to List: Organizations

A-133 Audit Report Detail
Organization Name

A-133 Report Record ID

Fiscal Year

CCME Review Summary
Significant Deficiencies
Material Weaknesses

Created By

cdfistage-mycdfifund.cs32.force.com says:

\ Attachments [0}
Once you submit this record for approval, you might not be able to edit it

or recall it from the approval process depending on your settings.

Continue?
Tet¢ Owner
Al OK ‘ Cancel od Start Date
20 jod End Date
Yes Report Receipt
Yes Review Comments
Brette Fishman. 6/1/2016 9:40 PM Last Modified By

& | Edit

Submit for Approval

Figure 27. A-133 Audit Report Detail Page

This space is intentionally blank.

{3 Brette Fishman [Change]
1172015
12/3172015

New

Brette Fishman. 6/1/2016 9:46 PM
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5. Complete the SF-425 Federal Financial Report (for FY 2016 Awards)

The SF-425 report allows the Recipient to report to the CDFI Fund the cumulative amount
of funds expended for this award. This performance report is only required for FY 2016
CMF Recipients per the Assistance Agreement deadlines. It is not required for FY 2017
Awards and later.

1. To complete a SF-425 report, click on the Awards tab in the navigation bar to
locate the proper report.

Home Organizations Contacts Service Requests App Launcher @

Awards
%

" Home
view: 2 <] (6o
Recent Awards
Award Name Award Program Award Control Number Organization Assistance Agreement Effective Date
151TA00049 AMIS

AWD-00004946

Figure 28. Awards Home Page

2. From the Award Detail page, click the SF-425 section link and click on the appropriate record.

Award Printadle Vew

% AWD-00004946

« Back to List: Awards

Escmaofaward (1) | EeomnGonls and Measwes 110+] | Casea i) | QpsoAchvies il | A Mok 1) | liotes S Amachments 1) | SesodogSchedule ) |
Becformance Goals & Measires 1) || SEA2S 11 |1 Useoifundsid | Cedifcaton Sabus Repocs LY

Now SEA28

Click the SF-425 Report ID
to complete the report.

fed Reporting Period End Date

S152017

Figure 29. Award Detail Page- SF-425 Section

3. On the SF-425 Detail page, click the Edit button to complete the report.

Home  Organizat C
Backio Award AWD-00004248

Service Req App L h

Sra Pretatie View

7 SF425-00059
« Back to Award: AWD-00004544

Nates & Anachments 1

SF-425 Detall Eant
AND-0000494%
SF425-00059

AlS

£102015 ele C 0

Clone | Subenit $5.42%

Award Record 10 Owner

3 varma D [Changel
5102015
152017

2015

S$F 475 Repont Performance Period Start Date

Organization wod End Date

Project/Grast Period Start Date Fincal Yoar

Award Control Nember
Project'Grant Penod End Date
Recipient Fiscal Yoar End Date

Reporing Penod Year

151TADOOLS

SN52017

0331 O atio
Yeat 3 of the Pedormance Penod

Figure 30. SF-425 Detail Page

4. On the edit screen, you will need to supply the amount of “Federal Cash Disbursements.”
a. If you are uncertain what information to enter, please refer to the help
text icon for more information.
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SF.425 Ednt
7 SF425-00059

SF-425 Edit Save | Save &Mew  Cancel

Information | = Required nformaticn

Award Rocord 10 ‘;AWD-'OOVOt)iNb 1 C‘M Owner VarmaD
SFA2S Report D SF425-00059
COME Staft R Ci .
e Ltone= Complete the
information on the

CCME Review Summary
page and click Save.  [NEG—_.

Report Receipt

Review Comments

Transactions

federai Cash - b. Cash I
Diabursements =

Save Save EMew  Cancel

Figure 31. SF-425 Edit Page
5. Once the information has been entered, select the Save button. You will be
forwarded to the “SF-425 Detail” page.
6. Use the “Notes and Attachments” section to attach any supporting information
you would like to include in your SF-425 report. To attach a document, navigate to
the “Notes and Attachments” section on the “SF-425 Detail” page.

Tramaction
Tederal Caah - & Caah Deborsements federst Cont - b Cosk Dsnbursament Fag A p
Crested By  Ermpgiz Memandes 5102016 259 P Last Moated By Exnaite Hemanaes S102016 259 P
181 Close  Sobewt 21024
Notes & Attachments Sew ot | Astach Tée |
Atta -
B0 1ecoe s ) Gaplyy

Figure 32. SF-425 Detail Page

a. Click the Attach File button.
b. Click the Choose File button and browse to select afile.

1. Select the File
Type the path of the file or click the Browse button to find the file

Browse...

2. Click the “Attach File" button.
Repeat steps 1 and 2 to attach multiple files.
( When the upload is complete the file information will appear below. )

Attach File

3. Click the Done button to return to the previous page.
( This will cancel an in-progress upload. )
Done

Figure 33. Attach File Edit Page

c. Click the Attach file button.
d. Click the Done button.
e. The attached file should be displayed under “Notes & Attachments”.

7. Once you have completed the SF-425, click on the Submit SF-425 button and click on the
Confirm to Submit to submit your report to the CDFI Fund.

Edit | | Submit SF-425

Figure 34. Financial Statement Audit Detail Page
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6. Complete the CMF Performance Report

The CMF Performance Report is the primary vehicle by which your organization will report how it is deploying
the CMF Award and meeting compliance obligations under the program rules. There are many compliance
metrics and tests. The CMF Performance Report is designed to minimize data entry as much as possible, while
providing robust measures of current compliance and forecasts of compliance for many measures. The report is
organized around inputting “projects.”

A “project” in the CMF Performance Report is an individual instance of:

e Rental Affordable Housing

e Homeownership Affordable Housing
e Economic Development Activities

e Direct Administrative Expenses

6.1 Getting Started

TIP: You will find the due dates for the CMF Performance Report listed in your Reporting Schedule and Schedule
1C of the Assistance Agreement.

Once logged in to the application, navigate to the CMF Performance Report using one of the following methods.
6.1.1 Accessing the CMF Performance Report from the CMF Performance Report tab

1. Loginto AMIS and click the CMF Performance Report tab.

m Organizations Contacts |CMF PerfonnanceReportl Service Requests  Allocations App Launcher Awards ~

My Tasks New Overdue ]
I

You have no open tasks scheduled for this period.

Calendar
Today 4/5/2018 < April 2018 >
You have no events scheduled for the next 7 days. Sun Mon Tue Wed Thu Fri Sat
o1 02 03 04 [ os 07
08 09 10 11 12 13 14
3 17 18 19 20 21

N oo

N

w ™
)

24 25 26 27 28

N =

N
w
8

Figure 35. Home Screen- CMF Performance Report Tab
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2. The CMF Performance Report(s) for your Organization will be listed. Click on the record to view the
“CMF Performance Report Detail” page. If you do not see your CMF Performance Report, select “All”

from the View menu and click “Go!”

—CMF Performance Report
Home

View: |Performance Reports ALL || Go! |

Recent CMF Performance Report

Organization Name Performance Report Name Award Year
Udip Demo Applicant Org 01 PR-00164 2018
Udip Demo Applicant Org 01 PR-00120 2017

Recently Viewed v

Figure 36. CMF Performance Report Home

Note: If your organization has multiple CMF awards, there will be one Performance Report for each Award.

Please be sure that you have opened the correct report for your Award.

6.1.2  Accessing the CMF Performance Report from the Award Detail Page

1. You can also access the CMF Performance Report through the Awards Tab in AMIS. First, log into AMIS.

2. Onthe home page, navigate to the Awards tab.

m Organizations Contacts CMF Performance Report Service Requests Allocations App Launcher | Awards || ~

Hew Overd |
My Tasks L [Overdue v
I
You have no open tasks scheduled for this period.
Calendar
Today 4/5/2018 < April 2018 >
You have no events scheduled for the next 7 days. Sun Mon Tue Wed Thu Fri Sat
1 02 03 04 [foeor
08 09 10 11 12 13 14
15 18 17 18 19 20 21
22 23 24 25 26 27 28
23 20

Figure 37. User Home Screen- Awards Tab
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3. Onthe “Awards” home page, select CMF as the award name under the Award Program
drop-down menu in order to access the award’s detail page. If the desired award is not
listed, select All from the drop-down menu and click Go! to display all awards.

jons Contacts Service Requests App Launcher W Reporting Schedule CMF Performance Repert Closeout Reports  ~

(A v

) AB CDE|F G|H JKILMHNIOIPIQIRIS|T/ UV W|X|Y|Z| Other [AIl|
Action Award Name + Oiganizatlm Award Control Nu... Award Year HAoward Pfl)ﬂl'ﬂl'l‘l Award Amount $ MAoward Statu
Edit AWD-DDDDES0S Test Applicant Org 05 171CM022187 2017 CMF $200,000.00 Executad

Figure 38. Awards Home Page

4. On the “Award Detail” page scroll down to the section CMF Performance Report. Click on the
Performance Report Name link to open the “CMF Performance Report Detail” page for that Award.

—, CMF Performance Report

Home

View: [Performance Reports ALL || Go! |

Recently Viewed

Award Year
2018
2017

Recent CMF Performance Report

Performance Report Name
PR-00164

PR-00120

Organization Name
Udip Demo Applicant Org 01
Udip Demo Applicant Org 01

Figure 39. CMF Performance Report Section

This space is intentionally blank.
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6.2 Essential Information about Project, Annual Project Reports, Error and Warning Messages

It is important to understand the CMF Performance Report architecture before proceeding.

Inputs

Recipients create Projects within the CMF Performance Report as investments are identified and Commitments
are made. Projects consist of investments in individual instances of:

e Rental Affordable Housing

o Homeownership Affordable Housing
e Economic Development Activities

e Direct Administrative Expenses

Project record reporting requires completing fields
with information that generally does not change
from year to year (i.e. more or less static data). For
example, creating a Project will include providing
the address of the property and whether it is rental
or for-sale housing, etc. By having this information
created only one time, it reduces reporting burden
and data entry mistakes.

While Project records generally contain static
information, Annual Project Reports contain data
that may need to be verified or updated every year.
Examples of this type of data would be reporting on
the income level of tenants in a rental Project or
updating dates for a housing project from
Commitment through the date the property is
initially occupied. The diagram on the right visually
demonstrates the difference in the types of data
reported through Projects vs. Annual Project
Reports (for illustrative purposes only). Each Project
will have only one Project record but requires a new
Annual Project Report every year.

During most times of the year, the CMF
Performance Report is open for Recipient reporting
purposes. You do not need enter all performance
data in a single session. This means that Recipients
can create, for example, a rental Project the day a
Commitment is made and does not have to wait
until the end of the Performance year. There is
ample opportunity to update, change, and correct
data prior to submitting a final report by the annual
reporting deadline.

Project Annual Project Report
— Project Name — Project Status
. ’ Investment or \
Project Address Affordability
— Project Type — Project Dates
Primary ‘ | Use of CMF
Financing Type Award*
_f Eligible Project \ _f Program
Costs- Projected Income*

Recipient-Level
Leverage®
*Note that the Annual

Report should include J Eligible Project ‘
project totals for these Costs*

fields as of performance
year-end, where
necessary. This is a
change as of July, 2020

- Units Complete®

- Occupancy

Figure 40. Project and CMF Project Annual Report Record
Attributes

TIP: Every Project created under an award must
have an Annual Project Report completed every
year. You will not be able to submit a CMF
Performance Report until an Annual Project Report
for that performance year is created.
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Outputs

There are two CMF Performance Report outputs in AMIS:

e the Performance Report Detail Page
e the Performance Scorecard

These two reports work together and play a critical function by bringing together information reported by the
Recipient in Projects and CMF Project Annual Reports, along with compliance measures listed in Schedule 1 and
Schedule 2 of the Assistance Agreement.

The “Performance Report Detail” page is the Recipient’s home for a robust understanding of its performance
data. For example, it includes a roll-up of leverage in a variety of ways so the Recipient and the CDFI Fund can
see the organization’s performance at a given point in time and also a projection of where it will be. For
example, based on data reported, the Recipient can see the amount of disbursed Direct Administrative Expenses
and the number of units completed versus how many are required. There are dozens of measures, many of
which are based on aggregating data in different ways.

While the “Performance Report Detail Page” is very detailed, the Performance Scorecard presents a high-level
view of compliance on various measures. The purpose of this report is to give the Recipient and the CDFI Fund a
quick way to determine if the Recipient is compliant on various measures and to identify instances of
noncompliance during the annual reporting period.

6.3 Warnings and Error Messages

The CMF Performance Report contains a number of validation rules to warn users of potential errors or prevent
incorrect data from being entered. The following are examples of these features:

Warnings: Warnings are intended to alert the user of potential data issues but will not prevent the user from
entering and saving the data. For example, this warning, which appears on the CMF Performance Report Detail
Page, indicates that the user has entered total Commitments greater than the amount of the award:

Commitment Amount Test

F WARNIMNG - This performance report indicates under the Commitment Test and Detail section that
you have reported Commitments of the CMF award in the Use of Funds sections of your Projects that
exceed the amount of the grant award. Commitments reported under the Use of Funds cannot exceed
the amount of the grant. Please correct this prior to report submission.

Figure 41. CMF Commitment Amount Warning

Error Messages: Error messages will appear when data entered violates a validation rule. These errors can
appear either at the top of a record when the user attempts to save it or directly around the field that contains
the error. In this example, the user accidentally entered a letter into the zip code: An error message appears at
the top of the Project record and below the field containing the error. Errors must be corrected in order to
successfully save the record.

Save | | Save & New | | Cancel

Error: Invalid Data.
Review all error messages below to correct your data.

Figure 42. Error Message
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Address

Project Address ||123 Main St. |

Project City  [[ann Arbor |

State Abbreviation |

Project Zip Code I48132 I

Error: Please use following zip code formats: 12345 or 12345-6789

Figure 43. Error Message- Incorrect Zip Code Format

Note that validation rules will not stop all types of data errors. It is incumbent upon the Recipient to review all

data for accuracy.

6.4 Submission of a “No Activity” Report

If during the first Period of Performance the Recipient undertook no activity, a CMF Performance
Report must still be submitted. If this applies to your organization, follow these steps to quickly file
the CMF Performance Report. This is not considered an event of non-compliance in the first year, but
the CDFI Fund uses this information to monitor progress under the award, nonetheless.

Although AMIS does not prevent you from submitting a CMF Performance Report prior to the end of
a performance year, you should not do so. This will avoid needing to re-open a report that has been
approved by the CDFI Fund, should the Recipient unexpectedly undertake activity in the
performance year after the report was submitted.

TIP: Note that after the first CMF activity has taken place, such as a Commitment to a Project or
Commitment to use the Award for Direct Administrative Expenses, the Recipient cannot submit a
“No Activity” report, since annual updates to Project information are required.

1. Loginto AMIS.

2. Navigate to the “CMF Performance Report Detail” page using either of the methods detailed
above in Section 6.1.

3. Once on the “CMF Performance Report Detail” page, click on the No Activity to Report button.

Projects [3] Housing Pregrams [11 Open Activities [0] Activity History [0] Notes & Attachments [01 Reperting Schedule [0]

Generate Scorecard | | Download CSV Template | | Upload CSV File | | No Activity To Report

Figure 44. CMF Performance Report Detail Page- No Activity to Report

4. You will receive a confirmation that your report was submitted with “No Activity.” No additional action

is required. Your report will be locked until the CDFI Fund approves the report.

You submitted no activity report

Return To Report

Figure 45. No Activity to Report Confirmation
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TIP: If you clicked on the No Activity to Report button, but actually have activity to report you
will need to contact the CDFI Fund to reopen the report. To do so, you must submit a Service
Request in AMIS. See Section 11 for instructions on submission of a Service Request. AMIS.

6.5 Reporting a Direct Administrative Expense

Recipients may use a portion of their CMF award for Direct Administrative Expenses (DAE), but are not required
to do so. The Assistance Agreement also allows Program Income to be used for this purpose. Whether the CMF
Award or Program Income is used, the total amount spent on DAE cannot exceed five percent of the Award
Amount. This section provides instructions for reporting use of both sources for Direct Administrative Expenses.

1. Loginto AMIS and click on the CMF Performance Report Tab.

2. Navigate to the “CMF Performance Report Detail” page using either of the methods detailed
above in Section 6.1.

3. The CMF Performance Report for the Award is listed. Click on the Performance Report Name to view
the “CMF Performance Report Detail” page.

TIP: If your organization has multiple CMF Awards, check the Award Year field to confirm the report is for the

correct award.

CMF Performance Report
PR-00051

= Back to List: CMF Performance Report
Projects [5] | Housing Programs [0]

CMF Performance Report Detail Generate Scorecard | | Download CSV Ti Upload CSV File | | No Activity To Report
Custom Links
Homeownership Report Rental Proiect Report

¥ Information

Commitment Amount Test

Award Year 2017
Reporting Year 2018
Agreement Effective Date 5/3/2018

Performance Report Name  PR-00051

Organization Name  Test Applicant Org 01
Award  AWD-00007251
Award Amount  $1,000,000.00

Figure 46. CMF Performance Report Detail Page

4. On the “CMF Performance Report Detail” page scroll down to the Projects section or hover over the
Projects link to reveal the Projects list.

4 Projects @

Action Compliance Project D Project Name Disbursement Statu

Figure 47. Projects Section- New Compliance Project
5. To add a DAE project, click on the New Project button.
6. Select Direct Administrative Expenses as the project record type from the picklist and click on the

Continue button.
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New Project

4 | Select Project Record Type

Select a record type for the new project

Select Project Record Type

Record Type of new record | |Direct Administrative Expenses V|

nest

Available Project Record Types

Record Type Name Description
Direct Administrative Expenses

Economic Development Activities
Homeownership Housing

Rental Housing

Figure 48. Select Project Record Type- Direct Administrative Expenses

Reporting a Direct Administrative Expense Commitment

Fill in the fields according to the guidance below and click on the Save button. All required fields are
marked in red.
a. Add a unique user-defined project name in the Project Name field.
¢ |n the CMF Commitment section, complete the Amount of Committed CMF Investment field.
This amount is the CMF Award the Recipient has used or will use for DAE. As directed by the
field label, do not report the use of Program Income in this section.
e If Program Income is being used to pay for DAE, please report those commitments in the
appropriate Program Income section field by source.
¢ Note that the Recipient is reporting a commitment to DAE on this page, not a Disbursement for
DAE. Disbursements are reported as part of a CMF Project Annual Report.
¢ If the Recipient only wants to report a commitment of Program Income, you must enter zero (0)

for Amount of Committed CMF Investment.

TIP: A best practice is to enter a DAE commitment in the same amount as will be disbursed at one time.
The Recipient has the option to create as many DAE projects as desired, should the Recipient decide to
make a subsequent disbursement. However, the CMF Award must be fully committed within two years
of the Assistance Agreement’s effective date.

Project Edit
&) P-05414
Project Edit Save  Save & New Cancel
Information
Compliance Project I P-05414 Record Type  Direct Administrative Expenses
Performance Report  PR-00127
Project Name | Direct Admin 2019
Al Stage Years
Annual Report Hot Required
CMF Commitment - Do not report Program Income Commitment in this section
Amount of Committed CWF Investment  |20,000.00 Direct Administrative Expenses
Program Income
Commit. of Pl - equityfloanirecoveries l:| Pl earned - equity and loan repayment
Commitment of Pl - Interest Income l:| Pl carned - Recoveries
Pl earned - Interest Income
Disbursemt of Pl equitylloanirecoveries
Disbursement of Pl - InterestIncome
save| [ save & New | Cancel

Figure 49. New Compliance Project- Direct Administrative Expenses
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b. Click Save. This creates a new Direct Administrative Expense “project” and records the amount of
commitment.

2. Clicking Save adds the Direct Administrative Expenses to the CMF Performance Report. The project is
listed on the “Performance Report Detail” page in the Projects Section.

4| Projects New Project

Direct Admin Direct

Edit P-00367 2017 Award

Expenses

Action Compliance Project ID Project Name Disbursement Status Project Status Annual Report created for the current yr  Record Type Amount of Committed CMF Investment

Complete Administrative $25,000.00

Figure 50. Projects Section

6.5.2 Reporting a Direct Administrative Expense Disbursement

Keeping in mind that the Recipient should report all amounts of the CMF Award to be used for Direct
Administrative Expenses by the Commitment deadline, the CDFI Fund recommends matching the commitment
and disbursement amount whenever possible. However, the system can accommodate multiple disbursement
records for the same project, so the choice is left to the Recipient.

TIP: Users may create multiple DAE projects under a single award.

1. Starting on the “Performance Report Detail” page, scroll down to the Projects list or hover over the
Projects link. You may need to expand the list to see all of the Projects. Options exist at the bottom of
the Projects list to expand the list shown on this page or to present the Projects as a separate list.

2. Select the Project for which the Recipient needs to create a CMF Project Annual Report by clicking on
the Compliance Project ID link. In the figure below, clicking on P-05415 will take the Recipient to the
Project page for the Direct Administrative Expenses record.

4| Projects Mew Project

Action Compliance Project ID Project Name Disbursement Status Project Status Annual Report created for the current yr Record Type  Amount of Committed CMF Investment

. ) Direct
Edit @ E"Ed Admin Committed Administrative 51,000.00
Expenses

Figure 51. Accessing a Project Record

3. Scroll down until you see the CMF Project Annual Reports section list and click on the Create New
Annual Report button.

g CMF Project Annual REPDI"IS .< Create New Annual Report ’3Iunc Last Annual Report

No records to display

Figure 52. Create New CMF Project Annual Report Button

4. On the CMF Project Annual Report record, by source, report the TOTAL disbursements associated with
the DAE record as of the end of the Fiscal Year:

a. Report any investments made directly from the CMF Grant for this award in the Total CMF
Grant Amnt Through FYE field in the Use of CMF Grant section.
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b. Report TOTAL Disbursements from Program Income through the end of the fiscal year, for which
the annual project report applies, in the Program Income section fields Disbursement of Pl —
equity/loan/recoveries or Disbursement of Pl — Interest Income, as appropriate. Note that it is
critical to distinguish between returns of capital (equity/loan/recoveries) versus returns on
capital investments. Only the latter is to be reported as Disbursements of Pl — Interest Income.
Do not report Program Income that was invested from another program or another CMF Award.

c. The CMF Project Annual Report can be edited and revised up to the point that the report is
submitted to the CDFI Fund.

CMF Project Annual Report Edit

# New CMF Project Annual Report

CMF Project Annual Report Edit Save | | Save & New| | Cancel

Use of CMF Grant

Total CMF Disbursement Amnt Through FYE 20000

Program Income Disbursed by FYE for this Project

Disbursemt of Pl -equity/loan/recoveries I:l
Disbursement of Pl - Interest Income Iﬂ:l

Save | | Save & Hew | Cancel

Figure 53. CMF Project Annual Report Edit Screen

TIP: The “CMF Performance Report Detail” page tells you how much the Recipient can spend on Direct
Administrative Expenses. Scroll down to the Direct Administrative Expense Test and Detail section:

e Direct Admin Expense Permitted: Yes = use is authorized, No = use is not authorized

o Total DAE Allowed = the total amount of capital allowed to be used for Direct Administrative
Expenses

e Total DAE Disbursed = Total reported disbursements for Direct Administrative Expenses to-date

e Pct. DAE Allowance Disbursed = the percentage of total DAE allowed that has been disbursed so
far

e Direct Admin Expense Test Passed = Yes — Recipient is compliant on this test, No — Recipient is
non-compliant

Direct Administrative Expense Test and Detail
Direct Admin Expense Permitted  Yesg
Total DAE Allowed  §750,000.00 Pct. DAE Allowance Disbursed  26.67%
Total DAE Disbursed  $200,050.00

Direct Admin Expense Test Passed? = Yes

Figure 54. Direct Administrative Expense Test

Once an organization has reported that five percent of the award amount has been disbursed for DAE, the Pct.
DAE Allowance Disbursed field will be 100% and no additional DAE disbursements are permitted, according to
the rules of the program. If less than 100%, the Recipient can make additional DAE disbursements. Recipients
are not required to disburse funds for Direct Administrative Expenses, even if authorized.
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TIP: CMF Project Annual Reports for DAE projects are not required following the year it is reported DAE
disbursements are equal to the DAE commitment amount. A checkbox on the Project Detail page will indicate
when a CMF Project Annual Report is not required for a given reporting year:

Project
&) P-05415
« Back to List: CMF Performance Report
CMF Project Annual Reports [1] | Open Aclivities [0] | Activity History [0] | Hotes & A o
Project Detail Edit | | Clone

Custom Links

Field History Report (CMF Staff Only’

¥ Information
Record Type  Direct Administrative Expenses

Performance Report  PR-00053

Compliance ProjectlD  P-05415

Project Name  Direct Admin 1
Award Year 2017

Reporting Year 2021

All Stage Years 2020

Annual Report created for the current yr

I Annual Report Not Required I

Figure 55. CMF Project Annual Report Not Required Indicator on Project Detail Page

This space is intentionally left blank.
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6.6 Reporting Rental Projects

There are three record types that must be created for each rental project — a Project record, a Project Location
record, and a CMF Project Annual Report record. Both the Project and Project Location records contain data

that is usually entered once and will not typically have to be entered again. Project Location records
accommodate reporting addresses for single location and multiple location (scattered site) rental projects and
require reporting of limited data necessary to calculate compliance with some geographic tests.

6.6.1 Getting Started — Creat

ing a Rental Project

1. Loginto AMIS and click on the CMF Performance Report tab.

2. Navigate to the “CMF Performance Report Detail” page using either of the methods detailed

above in Section 6.1.

3. The CMF Performance Report for the Award is listed. Click on the Performance Report Name to view
the “CMF Performance Report Detail” page.

tions Contacts Service Requests

App Launcher Awards Reporting Schedule

CMF Performance Report

« PR-00000

« Back to List: Reporting Schedule

Projects [1] | Housing Funds [0

CMF Performance Report Detail

Ferformance Report Name
Organization Name
Award

Award Amount

PR-00000 Record Type
AMIS Test Regulated Award Year
AWD- 74 Reporting Year
$1,000,000.00 Agresment Effective Date

Generate Performance Scorecard  Download CSV Template Upload CSV File || Mo Activity To Repor

CMF
2016
2ma
1172017

Figure 56. CMF Performance Report Detail Page

4. On the “CMF Performance Report Detail” page scroll down to the Projects section or hover over the
Projects link at the top of the page.

5. To add a Rental Project, click on the New Project button.

]| Projects
Action Compliance Project ID Project Mame

Edit P-05346 Rental 1

Edit P-05347 EDAA1

New Project

Disbursement Status Project Status Annual Report created for the current yr  Record Type Amount of Committed CMF Investment

Partially Disbursed Committed Rental Housing
Economic

Partially Disbursed  Committed Development
Activities

F100.00

£100.00

Figure 57. Projects Section- New Compliance Project

6. Select Rental Housing as the Record Type of new record from the picklist and click on the Continue

button.
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New Project

4| Select Project Record Type

Select a record type for the new project.

Select Project Record Type

Continue | | Cancel

Figure 58. New Project Record Type

6.6.2  Rental Project Creation
1. Inthe Information section, supply a unique user-defined Project Name.

TIP: Create a short name such as one used by your organization or an address. This will help later in
identifying the Project on the CMF Performance Report Projects list. Do not edit or change the
Performance Report number. If applicable, for Recipients with a 2018 award and a requirement to invest
in a Disaster Area, please check the 2018 Disaster Area box, if the Project is located in such an area.

Project Edit

Information

Compliance Project D  P-05330
Project lame | Rental Project 1

Project Status

2018 Dizaster Area |:|

Figure 59. Project Name for Rental Project Record

2. Inthe Project Details section provide:
a. Project Type options

i MF-New Development = Project financing is new construction

ii. MF - Rehab = Project financing is for rehabilitation of rental housing

iii. MF — Preservation W/O Rehab = An investment to preserve rental housing without
rehabilitation of the property

iv. MF - Preservation WITH Rehab = An investment to preserve rental housing with
rehabilitation of the property

Project Details

Project Type

Primary Financing Type I mi EE:ﬁEE‘Jempment :I

MF- Preservation WO Rehab
MF- Preservation WITH Rehab

Figure 60. Project Type for New Rental Project Record
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b. Enter the Primary Financing Type for the CMF Award. Where there is more than one relevant
choice, choose the option for the predominate activity. Options should be self-explanatory, but
contact the CDFI Fund through a Service Request with any questions.

Primary Financing Type I —MNone—

Predevelopment financing

Acquisition

Site development financing

Bridge loans or similar short term financing
Construction financing

Permanent financing (1st lien)

Permanent financing (2nd lien or lower)
Refinancing

Loan Guarantees

Figure 61. Primary Financing Type for New Rental Project Record

c. Respond to whether Other CDFI Program Funds Used? by selecting yes or no in the dropdown
menu. Report the name of the Program providing other Federal Sources of Funding, if there is
another Federal program financing the project (Enter Multiple, if appropriate). Additionally, report
the total Federal Sources Funding Amount (Exclude CMF Financing). Finally, indicate if the project
financing also involves the use of Low Income Housing Tax Credits by selecting yes or no from the
Use of Low Income Housing Tax Credit$? dropdown menu. Optionally, report the total number of
construction and non-construction jobs created.

# Construction Jobs Created | |

# Non-Construction Jobs Created | |

Other CDFI Program Funds Used? I

Federal Sources of Funding | |

Federal Sources Funding Amount | |
Use of Low-Income Housing Tax Credit §7 I

Figure 62. Other CDFI Program, Federal and LIHTC Funding Sources

Use of CMF Award section. Enter the exact dollar amount of the CMF Award the Recipient Committed
to the Project in the field Amount of Committed CMF Investment. Please be sure that this information
is supported by your written, legally binding Commitment agreement or Board Resolution, as applicable.

e This is a required field. If the Recipient has exclusively Committed Program Income to the Project,
enter zero for Amount of Committed CMF Investment. This will ensure that appropriate rules are
applied by the system with respect to the Project Completion test.

e  Only enter Commitments from the CMF Award on which you are reporting. For example, if the
Recipient has a FY 2016 and FY 2018 CMF Award and is making a Commitment from both Awards
into this Project, you will need to create a Project under each Award Performance Report and
separate the amount of the Commitment into the appropriate award year. Do not double count
data across Awards.
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Use of CMF Award

Amount of Committed CMF Investment ||

Project in Investment or Affordability:

Disbursement Status

Figure 63. Use of Funds- CMF Amount Committed

Program Income section. In the Program Income section, report disbursements from Program Income
under the Program Income section Disbursement of Pl — equity/loan/recoveries or Disbursement of PI
— Interest Income, if applicable. Note that it is critical to distinguish between returns of capital
(equity/loan/recoveries) versus returns on capital investments (i.e. interest). Only the latter will be
reported as Disbursements of Pl — Interest Income. Do not report Program Income that was invested in
the Project from another grant program or another CMF Award.

Program Income

Commit. of Pl — equity/loanirecoveries | |

Commitment of Pl — Interest Income | |

Figure 64. Commitment of Program Income

Report the total number of projected units by income category section. In this section, report on the
projected number of units to be produced by the anticipated income category of the occupying tenant.
For example, if an apartment is going to be reserved for a tenant at 50% of AMI, this unit would be
reported as a projected unit in the Very Low-Incomes Families — Projected field. This is not the place to
report occupancy of units.

Do not report a unit as projected under a given category unless that unit will be restricted in its
occupancy to a family in that income category. For example, even if you anticipate that a unit will be
occupied by families at 30% of AMI or lower due to rent subsidies, if the unit is only restricted at 60% of
AMI, it would be reported as restricted at 80% AMI or lower. In this example, the unit would only qualify
as a Low-Income unit.

Units that are not subject to restrictions, even if projected to be occupied by Eligible-Income families,
cannot be reported under the restricted categories. Instead, they must be reported as unrestricted units
under Non Eligible Families — Projected.

Enter zeros where appropriate, since all the fields are required.

Extremely Low-Income Families — Projected = Unit reserved for Families at 0 to 30% AMI
Very Low-Income Families — Projected = Unit reserved for Families at 31 to 50% AMI
Low-Income Families — Projected = Unit reserved for Families at 51 to 80% AMI
Eligible-Income Families — Projected = Unit reserved for Families at 81 to 120% AMI

Non Eligible Families — Projected = Unit for families above 120% AMI or not reserved
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Extremely Low Income Families -Projected
Very Low Income Families -Projected

Low Income Families - Projected

Other Eligible Families -Projected

Hon Eligible Families -Projected

Report total number of projected units by income category

Figure 65. Projected Units by Income Category

TIP: The data in this section feeds into a number of compliance projections available on the “CMF Performance
Report Detail” page. For example, this data is aggregated to generate a projection of the total number of
Eligible-Income units, reported to date, that are anticipated to be completed and indicates progress toward
compliance with the measure.

In the example below, the Recipient is getting close to its production target because it has met 85.56% of the
total unit production goal. Likewise, this Recipient is projected to pass the Rental — Portfolio Test - % of units for
ELI and VLI Families and the Rental — Project Targeted 20% Test, but has not yet done so based on units

completed.

r Production Target Tests

 Rental - Portfolio Test

% of units for ELI and VLI Families

plete | 11 16%

Figure 66. Rental Project Compliance Test Projections

6. Eligible Project Cost — Recipient-level Leverage section. Projected EPC: Rec-Level Leveraged $ - In
this field report the amount of projected Recipient-Level Leverage dollars that will be invested in this

project.

Eligible Project Cost - Projected

Projected EPC: Rec-Level Leveraged $ I|

Figure 67. Projected Recipient-Level Leverage

This field is used exclusively to forecast compliance with the Recipient-Level Leverage Test, which can
be found on the “CMF Performance Report Detail” page. This test is applicable for 2016 — 2018 awards

only. However, the data is required to be reported for all CMF awards.

¥ Recipientlevel Leverage - 2016 - 2018 awards only
Recipient-level Multiplier - Completed 0.6

% of Rec. level test achieved fo date

Recipient-level Multiplier - Required

Projected Recipient-level Multiplier §  §1,100,000.00

Projected Recipient-level Multiplier # . 0.55

Figure 68. Performance Report Detail Page- Recipient-Level Leverage Test
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7. Eligible Project Costs by Source section. In this section, report the total costs by source. The
Projected EPC: 3™ Party Private Dollars and Projected EPC: 3" Party Public Dollars fields are
mandatory. Other fields are mandatory only if the Project contains Eligible Project Costs from
these sources.

To complete the fields accurately, start with a typical project sources and uses document. Split costs first
into those costs that are Eligible Project Costs or Non-eligible project costs. For example, the non-eligible
category would include costs for unrestricted units. Eligible Project Costs must then be further broken
down according to two criteria:

e Private or Public: Is the funding source attributable to a private source or public source? For
example, the CMF Award is a public source, while a LIHTC investment or private loan used by the
developer would be a private source.

e Related or 3"-party: Is the funding source related to the Recipient or is from a third-party source?
Third-party capital is any capital dedicated to CMF related activities provided by an entity that is not
the Recipient or an Affiliate of the Recipient. Examples include commitments from banks for line of
credit or commitments for development capital from a foundation to a Recipient for Eligible
Activities. Virtually all grants from public sources should be reported as 3™ Party Public, including
the CMF investment in the project. Related capital is any capital dedicated to CMF-related activities
provided by the Recipient, its Subsidiaries or Affiliates, such as funds on hand or fee income.

Projected EPC: Related Public Dollars is reserved for a housing authority Recipient that invests its
own capital in a project via a grant and can otherwise be left blank.

Eligible Project Costs by Source

Projected EPC: 3rd Party Private Dollars I|g5grggg_ng

Projected EPC: 3rd Party Public Dollars I|1DD,DDD.DD

Projected EPC: Related Private Dollars |SD,DDD.DD

Projected EPC: Related Public Dollars |

Projected Non Eligible Project Cost |25.DD |

Figure 69. Projected Eligible Project Costs by Source

8. Eligible Project Costs by Income Category section. Owing to different performance tests, Eligible Project
Cost must be reported a second time — on the basis of the projected cost by income category:

e  Extremely Low-Income Families — Projected = EPC for units reserved for Families at 0% to 30% AMI
e Very Low-Income Families — Projected = EPC for units reserved for Families at 31% to 50% AMI

e Low-Income Families — Projected = EPC for units reserved for Families at 51% to 80% AMI

e Eligible-Income Families — Projected = EPC for units reserved for Families at 81% to 120% AMI

e Non Eligible Families — Projected = EPC for units for families above 120% AMI or not reserved

Extremely Low Income Families- Projected |||

Very Low Income Families- Projected I|

Other Eligible Families- Projected I|

|
|
Low Income Families- Projected I| |
|
|

Non Eligible Families- Projected I|

Figure 70. Projected Eligible Project Costs by Income Category
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TIP: Note that the total Eligible Project Costs calculated by unit restriction or by source of capital must
be equal — both represent different ways to describe total project costs. Likewise, Projected Non-Eligible
Project Costs is the same as Non-eligible Families — Projected.

TIP: The Eligible Project Cost section is used exclusively for forecasting the Recipient’s compliance
with leverage tests and is not used for any of the formal compliance tests (which are measured as
of the Project Completion deadline). To improve the accuracy of the forecasts, Recipients will
benefit from updating the data if better data becomes available, such as might occur as
construction takes place and actual costs come in.

Once all of these sections have been completed, Save the record.

Creating Project Locations for Rental Projects

TIP: Recipients should not wait until the day the compliance report is due to enter Projects into the
CMF Performance Report. Certain tests are based on the Project’s location and must be evaluated for
compliance. Since locational data is not generated in real time, waiting until the last day will cause a
missing FIPS code and possibly prevent the Recipient from submitting the compliance report on a
timely basis.

Once the user has created a rental project, at least one Project Location record must also be
created. When all of the rental units are located at the same location, only one location record is
required. However, if the project contains or will contain multiple locations (a scattered site rental
project), each location will need to have an associated Project Location record.

TIP: One Project Location Record or more? When a Recipient provides financing in a single
Commitment to a project sponsor, where the intention is to finance multiple locations, this
requires multiple Project Location records. For example, suppose the project sponsor is providing
financing for the acquisition and rehabilitation of single family homes and 1-4 unit buildings that
will be rented to eligible families. In this rural location, the homes will be located throughout a
large county. Each location would require its own Property Location record. In a second example,
the Recipient will finance the rehabilitation of affordable garden apartments. While the units are
located in multiple buildings, all of the apartments are located on the same property, so only one
Project Location record is required.

Starting from the Project Detail page for the Project, scroll down to the Project Locations section
or hover over the Project Locations Link. Click on the New Project Location button.

Project Locations { [New Project Location ;

No records to display

Figure 71. New Project Location Button

On the Project Location Edit page complete the Site Name field by providing a meaningful identifier to
your organization (e.g. 123 Main Street housing). You must also provide data for the Number of Eligible
Units that will be completed at this location and the total amount of the CMF award and Program
Income invested at the location. Finally, provide the street address, city, state, and zip code for the
property. Do NOT complete any other fields unless expressly instructed by the CDFI Fund.
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Project Location Edit
4 New Project Location
Project Location Edit _Save | [Save & New| |Cancel
Information
il — il [ —

$ CMF Award + Pi at Location Il:l

Address - Complete only mandatory fields in this section

Street Address ||:| CMF Metro/Non-Metro (2016, 2017)
State I Economic Distress
Postal Code Il:l Within Designated Service Area

Area of High Housing Need?
Multiple Projects on Award at Location Low Income Area
Multiple Projects at Location Census Tract Error Message
Projects at Location l:l
X Coordinate
Y Coordinate

FIPS Code

Save |Save & New | Cancel

Figure 72. New Project Location Detail Page

4. Click Save to save the record. If this project contains only one location the Recipient should proceed to
creation of a CMF Project Annual Report record for the project. If the Project will have more than one
location (i.e. a scattered site rental project), the Recipient should create additional Project Location
records as the information is available to do so. Use the link to the Project record to return to the
Project record or use other available links to return to the CMF Performance Report Detail page.

TIP: Note that the data on this page can be edited as needed up to the time the CMF Performance
Report is submitted each year, at which time it will be locked until the CDFI Fund approved the annual
report. Either click on the Edit button or double click on the field you want to edit and resave by clicking
on Save.

6.6.4  Creating a Rental Project CMF Project Annual Report Record

A CMF Project Annual Report record is a report containing data that tends to require updating
annually as a Project progresses towards and into occupancy. Every Project created under an
award must have one CMF Project Annual Report completed every year from the year the project
record is created through the end of the affordability period for that Project. The Recipient will
not be able to submit a CMF Performance Report until a CMF Project Annual Report record for
each Project for that performance year has been created. In the figure below, there is no green
check under “CMF Project Annual Report is created for the current year” for project P-05346 —
Rental 1. One must be created before the CMF Performance Report is submitted.

A Projects New Project

Action Compliance Project ID Project Name Disbursement Statuz Project Status Annuwal Report created for the current yr Record Type

Edit P-05346 Rental 1 FPartially Disbursed Committed Rental Housing

Figure 73. CMF Project Annual Report Created Indicator on Projects List
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1. To get started, on the “Performance Report Detail” page scroll down to the Projects list. (You may need
to expand the list to see all of the Projects. Options exist at the bottom of the Projects list either to
expand the list shown on this page or to present the Projects as a separate list.)

2. Select the Project for which you need to create a CMF Project Annual Report by clicking on the
Compliance Project ID link. In the figure above, clicking on P-05346 will take the Recipient to the Project
page for this “Rental Project” record.

3. Scroll down on the “Project Edit” page until you see the CMF Project Annual Reports section and click
on the Create New Annual Report button.

p! CMF Project Annual Reports ¢ Create New Annual Repo;) Clone Last Annual Report

D Action CMF Project Annual Report Number Project Status at FY End Annual Report for FY Investment or Affordability at FY End
[] | Edit S-008326 Complete 2020 Affordability

Figure 74. Create New CMF Project Annual Report Record Button

4. Onthe CMF Project Annual Report record, start with the status information in the header section.

a. Enter the most advanced and accurate status of the Project as of the last day of the reporting
period by selecting one of the options from the Project Status at FY End dropdown menu.

CMF Project Annual Report Edit Save|  Save & New| |Cancel
Investment or Affordability at FY End  [ESTNEES

No Additional EPCs to Report | Committed
Partially Complete
Project Dates Complete
Date Funds Committed Incomplete - Terminated
Date of First Disbursement | Replaced Unit

Date of Full Disbursement Placed into Service

Figure 75. Project Status Dropdown

b. Indicate if the Project is in the Investment or Affordability period. Use Investment when the
Project was not Placed into Service as of the last day of the reporting year. Use Affordability
when the Project was Placed into Service by the last day of the reporting year.

Project Status at FY End || —None—-

Investment or Affordability at FY End | nvestment |~ |

No Additional EPCs to Report Investment

Affordability

Figure 76. CMF Project Annual Report Status Dropdown

™ |

c. Project Dates section. Enter the dates corresponding to the date requested, as these milestones
occur.

e Recipients cannot issue a valid Commitment to a Project prior to the announcement
date of the award.

¢ Date of First Disbursement and Date of Full Disbursement are the dates that
correspond to disbursing the CMF Award or Program Income.

e Date of First Disbursement is conditionally required if the Disbursement Status field =
Partially Disbursed, or Fully Disbursed.

¢ Date of Full Disbursement is conditionally required if the Disbursement Status field =
Fully Disbursed
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o |nitial Occupancy Date in the case of a rental project occurs when at least 90 percent of
the units in a property are occupied.

Project Dates 1 = Required Information
Date Funds Committed 5i31/2018 [ 8/31/2018 ] Project Completion Date //29/20158 [ 8/31/2018]
Date of First Disbursement 6/5/2018 [ 8/31/2018 ] Placed into Service Date 6/29/2018 [ 8/31/2018 ]
[ ]

8/31/2018

Date of Full Disbursement  [§/5/2018 Initial Occupancy Date  [§/20/2018 [ 8/31/2018]

Figure 77. Project Dates

d. Uses of CMF Award — TOTAL CMF Disbursements through Fiscal Year End section.

¢ Total Disbursement Amnt Through FYE — Enter the total amount of the CMF Award
disbursed to the Project through the last day of the Recipient’s previous fiscal year. This
field is only to report disbursements of the CMF Award and not leveraged capital or
Program Income. (2016 — 2018 Recipient should note that this is a change from prior
practice, effective July, 2020.)

¢ Type of Disbursement — From the dropdown menu choose the type of investment you
are making for this project = Debt, Equity, Grant, or Multiple.

e Disbursement Status - From the dropdown menu choose the appropriate disbursement
status of the CMF investment as of the last day of the performance year = Committed —
Not Yet Disbursed, Partially Disbursed, or Fully Disbursed.

¢ Interest Rate - Report the interest rate (or blended interest rate if there are multiple
loans) if the investment is in the form of a loan or multiple types of investments. Report
in decimal format; for example report a 3.5% loan as 3.5.

Use of CMF Award - TOTAL CMF Disbursements Through Fiscal Year End

Total CMF Disbursement Amnt Through FYE |QD,DDD.DD |

Type of Disbursement

Disbursement Status Il Fully Disbursed -

Interest Rate |1.DEI

Figure 78. Use of Funds- Disbursement Details

e Report the activity that applies to this Project in the Eligible Activity field. These uses
correspond to all of the potential uses of funds under the CMF program for rental housing. Note
that your organization may only be authorized for some uses. See Schedule 1 of your Assistance

Agreement.

Eligible Activity |GG ETEY SRR
Revolving LF
Stage of Investment I Loan Loss Reserve
Risk-Sharing
Loan Guarantees

Figure 79. Eligible Activity Dropdown

TIP: As CMF Project Annual Report data is saved, AMIS adds up how much of the CMF Award the Recipient has
deployed by Activity and Use of Funds and presents this data in the Eligible Activities and Use Detail section of
the “CMF Performance Report Detail” page. This report includes live data, so it updates correspondingly to
entries or updates on the CMF Project Annual Report.
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Direct Administrative Expenses  $300,000.00

All Awards
Eligible Activities and Use Detail
Cap Affordable Housing Fund  $200,001.00 Rental Affordable Housing  $200,000.00
Cap Revolving Loan Fund  $20,001 00 Homeownership Affordable Housing ~ $20,002.00
Cap EDA Fund  §1,100,000.00 ic Development Activiti $3,100,000.00

Cap Loan Loss Reserves  $0.00
Risk-Sharing Loans  $0.00
Loan Guarantees  $0.00

Figure 80. Eligible Activities and Use Detail Section

Indicate the CMF Project Annual Report Stage of the Investment as of the last day of the
performance year.

o Initial = A Commitment has been issued but no disbursement of the CMF Award has
been made as of the end of the performance year of the report.

o Investment = Investment of the CMF Award has started or is complete.

o Reinvestment = Use this status only if the investment is made from repaid Program
Income proceeds.

Stage of Investment I

Initial
Investment
Reinvestment

Figure 81. CMF Project Annual Report Stage of Investment Dropdown

Program Income - TOTAL Earned and Disbursed Through Fiscal Year End section. Enter the total
amount of the CMF Program Income earned and/or disbursed to the Project through the last
day of the Recipient’s previous fiscal year, by type. (2016 — 2018 Recipient should note that this
is a change from prior practice, effective July 2020.) This field is only to report disbursements of
Program Income and not leveraged capital or the initial investment of the CMF Award.

Program Income involves complex compliance rules, as the forms of Program Income are
subject to different rules and reinvestment timing requirements. CMF Project Annual Report
records have fields for reporting both Program Income earned as Pl earned — equity and loan
repayment, Pl earned - recoveries, or Pl earned — interest income. Disbursements of Program
Income must also be reported by source in the fields Disbursement of Pl -
equity/loan/recoveries or Disbursement of Pl — Interest Income. When reporting this data,
enter the total Program Income earned or disbursed to date through the last day of the prior
fiscal year. Do not include Program Income from any other grant award, even another CMF
Award.

Program Income - TOTAL Earned & Disbursed Through Fiscal Year End

Pl earned - equity and loan repayment | |

Pl earned - Recoveries | |

Pl earned - Interest Income | |

Disbursemt of Pl -equity/loan/recoveries | |

Disbursement of Pl - Interest Income | |

Figure 8241. Program Income Earned and Disbursed CMF Project Annual Report Fields
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f. Recipient — Level Leverage section. In the EPC: Recipient — Level Leveraged Dollars field report
the TOTAL amount of Recipient-Level Leverage dollars that have been be invested in this Project
through the last day of the fiscal year for which the Annual Project Report applies. (Note that
due to software limitations this field will be displayed in the right side of the page.)

Recipient - Level Leverage

EPC: Recipient - Level Leveraged Dollars IJLIUO,OOO.OO

Figure 8342. EPC: Recipient — Level Leveraged Dollars field

g. Eligible Project Costs by Source section. Report TOTAL project costs by source for completed
units through the last day of the Recipient’s fiscal year for the reporting period. Be sure to
review the Assistance Agreement and regulations to ensure costs are properly characterized as
either Eligible Project Costs or non-eligible costs. The EPC: 3rd Party Private Dollars and EPC: 3rd
Party Public Dollars fields are mandatory. Other fields are mandatory only if the Project contains
Eligible Project Costs from these sources. (Note that due to software limitations this field will be
displayed in the right side of the page.)

For more information about how to properly disaggregate costs, see Section 6.6.2 of this guide.

Eligible Project Costs by Source
EPC: 3rd Party Private Dollars Il900,000.00 ‘
EPC: 3rd Party Public Dollars IllOO,DO0.0U ‘
EPC: Related Private Dollars [ ‘
\

EPC: Related Public Dollars [

Non Eligible Project Costs ‘55])'[')

Figure 434. Eligible Project Costs by Source and Income Category for Completed Units

h. Eligible Project Costs by Income Category section. Eligible Project Costs must be reported a
second time — on the basis of the costs by income category. Report the TOTAL project costs by
income category for completed units through the last day of the Recipient’s fiscal year for the
reporting period. (Note that due to software limitations this field will be displayed on the right
side of the page.)

e  Extremely Low-Income Families — Projected = EPC for units reserved for Families at 0% to 30%
AMI

e Very Low-Income Families — Projected = EPC for units reserved for Families at 31% to 50% AMI

e Low-Income Families — Projected = EPC for units reserved for Families at 51% to 80% AMI

e Eligible-Income Families — Projected = EPC for units reserved for Families at 81% to 120% AMI

e Non Eligible Families — Projected = EPC for units for families above 120% AMI or not reserved

Eligible Project Costs by Family Income Category
Extremely Low Income Families (Dollars) Izuu’ugg_gu
Very Low Income Families (Dollars) |2|JI:I,I:IGI}.IJU
Low Income Families (Dollars) I'zun'ngu_uu

Other Eligible Families (Dollars) |4EIIJ,IJ':]EI'.EIIJ

Hon Eligible Families [Dollars) |25_|:||:|

Figure 85. Rental Units Placed into Service by Income Category for Performance Year
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i. Rental Units Completed — TOTAL Number of Completed Units for Project section. Report the
TOTAL number of completed units to date, by income category, through the Completion date
listed in schedule, if applicable. (2016 — 2018 Recipients should note that this is a change in
reporting procedures, effective July 2020.)

Rental Units Completed - TOTAL Number of Completed Units for Project

ELI units completed - 0 - 30% AMI |5

VLI units completed — 31 - 50% AMI |4

Eligible units completed — 81 - 120% AMI |1[|

|
|
LI units completed — 51 - 0% AMI |5 |
|
|

Non eligible units completed — 121%+ AMI |1

Figure 86. Rental Units Placed into Service by Income Category for Performance Year

j. Rental Units Occupied at FY End by Family Income section. Report on the number of occupied
units as of the end of the reporting year, if applicable. Each family must be reported in the
correct income category by their current income, which may be different from their initial
income classification. See Section 10.1 for additional guidance.

Rental Units Occupied at FY End by Family Income

ELI Families - 0 - 30% AMI |5

VLI Families - 31 - 50% AMI |5

Eligible Families - 1 - 120% AMI |5

|
|
LI Families - 51 - 80% AMI |1D |
|
|

Non Eligible Families - 121%+ AMI |1

Figure 87. Rental Units Occupied by Income Category at Performance Year End

5. Select the Save button to create the CMF Project Annual Report record.

ave & New | Cancel

Figure 88. Save CMF Project Annual Report Record Button

TIP: Note that the data on this page can be edited, as needed, up to the time the CMF Performance Report is
submitted for annual review. Either click on the Edit button or double click on the field you want to edit and
resave by clicking on Save.

6.6.5 CMF Project Annual Report Reports — Optional Simplified Reporting View for Projects in Affordability

1. Users may choose a simplified view of the CMF Project Annual Report record by selecting the No
Additional EPCs to Report box. Be sure to note the Project Status at FY End must equal “Placed into
Service” and Investment or Affordability at FY End must equal “Affordability.” This simplified view is
appropriate when a Project is complete and has been placed into service (i.e. all date fields have
been completed).
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CMF Project Annual Report Edit

CMF Project Annual Report Number  S-008311

Project Status at FY End Il Placed into Service G
Investment or Affordability at FY End I\ Affordability
I
< No Additional EPCs to Report >

Figure 89. No Additional EPCs to Report Checkbox

2. The following reporting year, when creating the CMF Project Annual Report, click on the Create New
Annual Report button.

J CMF Project Annual Reports < Create New Annual Report ’:Ione Last Annual Report

Figure 90. No Additional EPCs to Report Checkbox

3. The CMF Project Annual Report for each subsequent year will only show the Program Income and
Rental Units Occupied at Performance Year End fields. Please be sure to indicate “Affordability” in
the Investment or Affordability at FY End dropdown and update all applicable fields. Click on the
Save button to save the record. If you need to go back to the standard Project Annual Report view,
please contact the CDFI Fund via a Service Request.

CMF Project Annual Report Edit

“# New CMF Project Annual Report

CMF Project Annual Report Edit Save | | Save & Mew| |Cancel

Project Status at FY End
Investment or Affordability at FY End I Investment

Program Income

Pl earned - equity and loan repayment | |

Pl earmed - Recoveries | |

Fl earned - Interest Income | |

Disbursemt of Pl -equity/loanirecoveries | |

Disbursement of Pl - Interest Income | |

Rental Units Occupied at Performance Year End

ELI Families - D - 20% AMI

VLI Families - 31 - 50% AMI

Eligible Families - 81 - 120% AMI

| |
| |
LI Families - 51 - 20% AMI | |
| |
| |

Mon Eligible Families - 121%+ AMI

Figure 91. Abbreviate CMF Project Annual Report Record for Complete and In Service Projects
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6.7 Homeownership — Creating a Homeownership Program Portfolio

For compliance measures, Homeownership Purchase financing (i.e. mortgage or Purchase Assistance) is
considered a single Project. This requires creation of a CMF Housing Program to link individual properties to a
portfolio. Under limited circumstances,® the Recipient may issue a Commitment to a Housing Program, rather
than to a counterparty. This section explains how to establish such a program in AMIS, and report a
Commitment to the program, when necessary.

1. Start on the CMF Performance Report Detail page. Scroll down until you find the Housing Programs
section and click on New Housing Program.

Housing Programs New Housing Program

Mo records to display

Figure 92. New Housing Program Fund Button

2. On the Housing Program Edit Page, provide a Housing Program name in the field labeled Housing
Program Name. Please do not edit the CMF Performance Report Number.

Housing Program E.dit
Q New Housing Program

Housing Program Edit Save | | Save & New  Cancel

Housing Program Name ¢l|Housing Program 1
Performance Report I|pR. L=§

Figure 93. Housing Program Fund Name Field

Information

3. Still on the Housing Program Edit Page, enter Commitment Date and Commitment Amount only if
issuing a Commitment to a Housing Program, pursuant to the Commitment waiver guidance. Click Save
to create the Housing Program.

—, Housing Program E_dit
O New Housing Program

Housing Program Edit Save | | Save & New | Cancel

Information

Housing  |'Housing Program 1
Program Name

Performance IIPR-UUUSU |
Report

Commimert [ t50]
Date

Commitment |
mount

P ittorl

Figure 94. Housing Program Commitment Date and Commitment Amount Fields

TIP: Most Recipients will only need to create a single housing program for a Homeownership Purchase Activity
(i.e. mortgage or Purchase assistance), because all financing related to Homeownership Purchase will be
deemed to be part of the same “Project.”

3 Link to the Waiver of General Applicability on Alternative Forms of Commitment:
https://www.cdfifund.gov/Documents/Guidance%200n%20Alternative%20Form%200f%20Commitment%200f%20CMF%20
Award%20Under%20the%20Waiver%200f%20General%20Applicability.pdf.
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6.8 Homeownership — Adding a Homeownership Unit
6.8.1  Getting Started — Creating an individual home record
Once a Housing Program has been created, individual Homeownership investments can be added.

1. Loginto AMIS and click on the CMF Performance Report Tab.

2. Navigate to the “CMF Performance Report Detail” page using either of the methods detailed
above in Section 6.1.

3. The CMF Performance Report for your Award is listed. Click on the CMF Performance Report Name to
view the “CMF Performance Report Detail” page.

tions Contacts Service Areas  Service Requests App Launcher Reports Awards Reporting Schedule | R385 0T ENEE ST E [ Closeo
I CMF Performance Report
= Back to List: CMF Performance Report
Projects [4] | Housing Programs: [1]
CMF Performance Report Detail Generate Scorecard | | Download C5V Template  Upload C5V File Mo Activity To Report
Custom Links
Homeownership Report Rental Project Report
* Information
Commitment Amount Test
Performance Report Mame PR-D0052 Award ¥
Organization Name  Jest icant Org 01 Reporting Y

Figure 95. CMF Performance Report Detail Page

4. On the CMF Performance Report Detail page scroll down to the Projects section.

5. To add an individual home, click on the New Project button.

& Projects New Project

Action Compliance ProjectID Project Name Disbursement Status Project Status Annual Report created for the current yi

Edit P-05346 Rental 1 Partially Disbursed Committed

Edit P-05347 EDA 1 Partially Disbursed  Committed

Figure 96. Projects Section- New Compliance Project
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6. Select Homeownership Housing as the Record Type of new record from the picklist and click on the
Continue button.

Select Project Record Type

Record Type of  [|Homeownership Housing o
new record

Continue | | Cancel

Available Project Record Types

Record Type Name Description
Direct Administrative Expenses
Economic Development Activities

Homeownership Housing

Rental Housing

Figure 97. Project Record Type Dropdown

6.8.2 Homeownership — Adding a Home to the Portfolio

1. On the “Homeownership Project Edit” page, in the Information section, provide a unique name for this
Homeownership property such as the address. Do not use a borrower name or any other personally
identifiable information.

Project Edit Save | | Save & New| | Cancel

Information

Project Name Inguse 1| ®

Project Status

20138 Disaster Area |:|

Figure 98. Project Name for Homeownership Project

2. For 2018 Awards only, check the 2018 Disaster Area checkbox if the project is located in a Disaster Area.

3. Project Details section.

a. Project Type. Select the purpose of the financing for this Homeownership opportunity from the
options in the dropdown menu. If more than one purpose applies, choose the primary one.

o SF - New development = New construction

o SF - Rehab = Financing of a substantial rehabilitation

o SF - Preservation w/o Rehab = Acquisition or other activity to preserve existing
affordable housing without an investment in rehabilitation

o SF - Preservation WITH Rehab = Acquisition or other activity to preserve existing
affordable housing without an investment in rehabilitation

o Purchase (Mortgage Finance) = Provision of mortgage financing to a qualified family to
purchase a home

o Purchase (Down Payment) = Down payment assistance to a homebuyer
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Project Details

Project

Project

Type  |SF- New Development

SF- Rehab

SF- Preservation w/o Rehab

Type (2016  |=F- Preservation WITH Rehab
only) |Purchase (Mortgage Finance)

Purchase (Down Payment)

PN el

Figure 99. Homeownership Project Type

All Awards

b. Project Type (2016 Only). Using the same options presented in 2a above, choose each relevant
option by clicking on your choice in the Available picklist and clicking right arrow button. Your
choice will appear in the Chosen box and leave the Available box. Remove a selection from the
Chosen list by clicking on your selection and clicking on the left arrow button.

T,j,;?;ffé Available Chosen
only) SF- New Development > Purchase (Down Payment)
SF- Rehab =
SF- Preservation w/o Rehab
SF- Preservation WITH Rehab Ly

Purchase (Mortgage Finance)

Figure 100. Homeownership Project Type List- 2016 Projects Only

c. Primary Financing Type. Enter the Primary Financing Type of the CMF Award. Where there is
more than one relevant choice, choose the option for the predominate activity. The options
should be self-explanatory but contact the CDFI Fund through a Service Request for any

questions.
Primary | BN

F'"a"TE:;g Predevelopment financing
Acquisition
Site development financing
Bridge loans or similar short term financing
Construction financing

Homebuyer "F’ermanent financing (1st lien)
Income I|Permanent financing (2nd lien or lower)
Category  |Refinancing
FirstTime |Loan Guarantees

Figure 101. Homeownership Primary Financing Type

d. Homebuyer Income Category. From the dropdown menu select the income category of the
Family that is the homeowner of this property.

Homebuyer
Income

Category
First-Time
Homebuyer

Extremely Low

Other Eligible
Man Eligible

Figure 102. Homebuyer Income Category
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e. Housing Program field. Prior to creating a Project record for a home, a CMF Housing Program
was created. Now, enter the name of the Housing Program to which the home belongs, linking
the specific home to the Housing Program. To do so, click on the magnifying glass to the right of
the field. This will open up a table of available Housing Programs you have created. Click on the
Housing Program you want and it will populate in the Homeownership Program field. You can
also type the Homeownership Program name directly in the field.

Housing | |CE1

Program

Figure 103. Housing Program Field

@ Lookup

|| | [Go

You can use ™" as a wildcard next to other characters to improve your search results.

Search Results

Housing Program Name

Program 1

Figure 104. Housing Program Lookup

f. Sale Price and Median Sale Price fields. When the CMF investment supports Affordable
Homeownership Housing, either in the form of purchase, refinance or modification/repair, there
are price limitations on the value of the home. The Single-family housing price cannot exceed 95
percent of the median purchase price for the area, as used in the HOME Program and as
determined by HUD and the applicable Participating Jurisdiction. You must provide the Sale
Price of the home and the corresponding 95% Median Sale Price Limit.* The sale price
compliance test will be calculated automatically and results of any non-compliance will appear
on the CMF Performance Report Detail page.

Sale Price | |

95% | |
Median
Sale Price
Limit

Figure 105. Property Sale Price and Area Median Sale Price

g. Respond whether Other CDFI Program Funds Used by selecting yes or no in the dropdown
menu. Report the name of the program providing other Federal Sources of Funding if there is
another Federal program financing the project (Enter Multiple if appropriate) and the total
Federal Sources Funding Amount (Exclude CMF Financing).

Other CDFI Program Funds Used? I

Federal Sources of Funding | |

Federal Sources Funding Amount | |

Figure 106. Other CDFI Program and Federal Funding

4, Use of CMF Award Section. Indicate the amount of the CMF Award that was Committed to this

4 Link to HUD’s 95% Median Sale Price Limit Data: https://www.hudexchange.info/resource/2312/home-maximum-
purchase-price-after-rehab-value/
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homeownership investment in the field Amount of Committed CMF Investment. If the investment is
backed by CMF-financed Loan Loss Reserves or Loan Guarantees, each property that is covered by the
reserve or guarantee must be reported as having received an investment of the grant under the Uses of
Funds section or program income under the program income section (or both).

Use of CMF Award

Amount of Committed CMF Investment Il |

Project in Investment or Affordability:

Disbursement Status
Figure 107. Use of Funds- CMF Amount Committed

5. Program Income section. In the Program Income section, Commitments made from Program Income
should be reported under the Program Income section Commitment of Pl — equity/loan/recoveries or
Commitment of Pl — Interest Income as appropriate. Note that it is critical to distinguish between returns of
capital (equity/loan/recoveries) versus returns on capital investments (i.e. interest income). Only
Commitments from the latter are to be reported as Commitments of Pl — Interest Income. Do not report
Program Income that was invested from another program or another CMF Award.

Program Income

Commit. of Pl — equity/loanirecoveries | |

Commitment of Pl — Interest Income | |

Figure 108. Commitment of Program Income

6. Eligible Project Costs- Recipient-Level Leverage. In this field, report the amount of projected Recipient-
Level Leverage dollars that will be invested into this project. Recipient-Level Leverage includes the CMF
Award, Enterprise-level capital from the Recipient, reinvestment of the CMF Award (Program Income)
and reinvestment of Enterprise-level capital.

Eligible Project Costs - Recipient-Level Leverage

Projected EPC: Rec-Level I| |
Leveraged $

Figure 109. Projected Recipient-Level Leverage

This field is used to forecast compliance with the Recipient-Level Leverage Test, which can be found on
the “CMF Performance Report Detail” page:

¥ Recipient-level Leverage - 2016 - 2018 awards only
Recipient-level Multiplier - Completed 01 Recipient-level Multiplier - Required 10.0
I % of Rec. level test achieved to date ~ 1.00% I Projected Recipient-level Multiplier §  $105,100.00
I Projected Recipient-level Multiplier#  0.11 I

Figure 110. Performance Report Detail Page- Recipient-Level Leverage Test

While Recipient-Level Leverage is still a required input, it is only a compliance measure for 2016-2018
CMF Awards.
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7. Projected Project Costs. In this section you must evaluate total project costs and separate them into the
following two categories: Eligible Project Costs vs Non-eligible Costs. Eligible Project Costs will be further
broken out by the sources of financing: 1) Related vs 3" party and 2) Private vs Public. For a Single-
family home occupied by an Eligible-Income Family, there will generally not be any non-eligible costs.

TIP: Since the projection data in this section is used exclusively to forecast the Recipient’s
compliance with leverage tests and is not used for any of the formal compliance tests (which are
measured as of the Project Completion deadline), Recipients should update the data in these
projection fields as necessary. The data reported should be for the total project cost.

Total project costs must now be split into two categories: Eligible Project Costs and project costs for any
portion of the project that are not eligible. For example, costs for unrestricted units should be included
in the non-eligible category. Eligible Project Costs must then be broken down according to two criteria:

e  Related or 3"-party: Is the funding source related to the Recipient or is it from a third-party
source? Related sources are those sources of capital that come from the Recipient or through
the Recipient, or a loan made by the Recipient with its own capital. Eligible Project Costs paid
for with the CMF Award and virtually all grants from public sources should be reported as 3™
Party Public.

Projected EPC: Related Public Dollars is reserved for a housing authority Recipient that is
investing its own capital in a project via a grant and will otherwise be $0.

e Private or Public: Is the funding source attributable to a private source or public source? For
example, the CMF Award is a public source while a Family’s own down payment or FHA-
backed mortgage would be private sources.

Project Costs Projected & Final

Projected EPC: 3rd Party I| |
Private Dollars

Projected EPC: 3rd Party I| |
Public Dollars

Projected EPC: Related | |
Private Dollars

Projected EPC: Related | |
Public Dollars

Projected Mon Eligible | |
Project Cost

Figure 111. Projected Eligible Project Costs by Source

8. Address section. Complete the Project Address, Project City, State Abbreviation, and Project Zip fields.
Do NOT complete the Project X, Project Y, or FIPS Code fields, as these will be populated during an
overnight data refresh process by the CDFI Fund.

Address

Project Address | ‘ Multiple Projects on Award at
Location

Project City | ‘ Multiple Projects at Location

State Abbreviation Projects at Location

Y Coordinate

| |
Project Zip Code | ‘ X Coordinate | |
| |
| |

FIPS Code

Figure 112. Project Address Fields
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9. Once the Project’s X and Y coordinates and FIPS Code have been generated, AMIS will flag the project
record if there are multiple CMF projects at the same location. This feature will help prevent the entry of
duplicate project records.

10. Select the Save button to create the project.

TIP: Recipients should not wait until the day the compliance report is due to enter Projects into the CMF
Performance Report. Certain tests are based on the Project’s location and must be evaluated for compliance.
Since locational data is not generated in real time, waiting until the last day will cause a missing FIPS code and
possibly prevent the Recipient from submitting the compliance report on a timely basis.

TIP: Note that the data on this page can be edited as needed up to the time the CMF Performance Report is
submitted for review. Either click on the Edit button or double click on the field you want to edit and resave by
clicking on Save.

6.8.3  Creating a Homeownership Project Annual Report Record

Every Project created under an Award must have an Annual Report completed every year. You will not be
able to submit a CMF Performance Report until there is an Annual Report for that performance year. In the
figure below, there is no green check under “Annual Report is created for the current year” for project P-
05412, Homeownership Project. One must be created before the report can be submitted.

1. Starting on the “CMF Performance Report Detail” page, scroll down to the Projects list. You may need to
expand the list to see all of the Projects. Options exist at the bottom of the Projects list to either expand
the list shown on this page or to present the Projects as a separate list.

4 Projects New Project

Action Compliance Project ID Project Name Disbursement Status Project Status Annual Report created for the current yr Record Type

Edit P-05346 Rental 1 Partially Disbursed Committed Rental Housing
= Economic

Edit  P-05347 EDA 1 Partially Disbursed  Commitied Development
T Activities

) Homeownership
Ed't Fome 1 Housing

Figure 113. Accessing a Project Record

2. Select the Project for which you would like to create an Annual Report by clicking on the Compliance
Project ID link. In the figure above, clicking on P-05412 will take the user to the Project page for the
Homeownership Project.

3. Scroll down until you see the CMF Project Annual Reports section and click on the Create New Annual
Report button.

3§ CMF Project Annual Reports {  Create New Annual R@ Clone Last Anmual Report

Mo reconds to display

Figure 114. Create new Annual Report Button
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On the Annual Report record, start with the status information in the header section.

a. Indicate if the project is in Investment or Affordability in the Investment or Affordability at FY
End dropdown menu.

Investment or Affordability at FY End I Investiment
Affordability

Figure 115. Investment or Affordability at FY End Dropdown

b. Enter the most advanced status of the Project as of the last day of the reporting period by
selecting one of the options from the Project Status at FY End dropdown menu.

Committed
Partially Complete
Complete
Incomplete - Terminated
Investment or Affordability at FY End | Replaced Unit
Occupied
Project Status at FY End I Placed into Service

CMF Project Annual Report Number

Figure 116. Project Status at FY End Dropdown

c. Project Dates section. Enter the dates corresponding to the date requested, as these milestones

occur.

Recipients cannot issue a valid Commitment to a Project prior to the announcement
date of the award.

Date of First Disbursement and Date of Full Disbursement are the dates that
correspond to disbursing the CMF Award and no other investments in the project being
reported on.

Date of First Disbursement is conditionally required if the Disbursement Status field =
Partially Disbursed, or Fully Disbursed.

Date of Full Disbursement is conditionally required if the Disbursement Status field =
Fully Disbursed

Initial Occupancy Date in the case of a homeownership investment is measured for
each individual housing unit and occurs upon transfer of equitable title to the
homeowner. If the investment involves provision of financial assistance to the existing
homeowner, the Initial Occupancy Date is the date of transfer of equitable title to the
homeowner.

Project Dates

Date Funds Committed

Date of First O6/052020 [ 6/9/2020] Placed into Service Date 6/19/2020 [ 6/19/2020 |

Disbursement

Date of Full
Disbursement

| = Requirad Information

053172020 | [6M9/2020] Project Completion Date  [§/10/2020 | [ 6/19/2020 ]

06/05/2020 | [6/19/2020] Initial Occupancy Date  [6/19/2020 | [ 6/19/2020 ]

Figure 117. Project Dates

d. Use of CMF Award section.

Total Disbursement Amount Through FYE — Enter the TOTAL amount of the CMF Award
disbursed to the Project through the end of the reporting year (the Recipient’s fiscal
year end). This is a change from prior reporting years, where only disbursement of the
CMF Award for the current reporting year was listed. This field is only to report
disbursements of the CMF Award, not leveraged capital or Program Income.
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e Type of Disbursement — From the dropdown menu choose the type of investment you
are making for this project = Debt, Equity, Grant, or Multiple.

e Disbursement Status - From the dropdown menu choose the appropriate disbursement
status of the CMF investment as of the last day of the performance year = Committed —
Not Yet Disbursed, Partially Disbursed, or Fully Disbursed.

¢ Interest Rate - Report the interest rate (or blended interest rate if there are multiple
loans) if the investment is in the form of a loan or multiple types of investments. Report
in whole numbers; for example report a 3.5% loan as 3.5.

Use of CMF Award - TOTAL CMF Disbursements Through Fiscal Year End

Total CMF Disbursement | | Elif
Amnt Through FYE
Type of Disbursement —Mone— Stage 4

Disbursement Status I —MNone— u

Interest Rate | |

Figure 118. Use of Funds- Disbursement Details

e The Eligible Activity field is the location to report the Activity type of the CMF Award. These
Activities correspond to all of the potential Eligible Activities under the CMF program for
Homeownership housing. Note that your organization may only be authorized for some
Activities.

Eligible Activity

Affordable Housing
ge of Investment HE"-’DW"‘IQ LF

Loan Loss Reserve

Risk-Sharing

Loan Guarantees

Figure 119. Use of Funds Dropdown

TIP: As Annual Report data is saved, AMIS presents this data in the Eligible Activities and Use Detail section of
the “CMF Performance Report Detail” page. This report includes live data, so it updates as you enter or update
and save Annual Project Report information.

* Eligible Activities and Use Detail

Cap Affordable Housing Fund  $201.00 Rental Affordable Housing ~ §$303.00
Cap Revolving Loan Fund  §0.00 Homeownership Affordable Housing  $300.00
Cap EDA Fund F101.00 Economic Development Activities $303.00

Cap Loan Loss Reserves  $0.00
Risk-Sharing Loans  §0.00
Loan Guarantees  §0.00

Direct Administrative Expenses F100.00

Figure 120. Eligible Activities and Use Detail Section

o Indicate the Stage of Investment as of the last day of the performance year.

e}

Initial = A Commitment has been issued but no disbursement of the CMF Award has
been made as of the end of the performance year of the report.

Investment = Investment of the CMF Award has started or is complete.
Reinvestment = Use this status if the investment in the Project results from an
investment of Program Income.
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Stage of Investment I

Initial

Investment
Reinvestment

Figure 121. CMF Project Annual Report of Investment Dropdown

Program Income section. Program Income involves complex compliance rules, as the forms of
Program Income are subject to different rules and reinvestment timing requirements. Annual
Project Reports have fields for reporting both Program Income earned as Pl earned — equity and
loan repayment, Pl earned — recoveries, or Pl earned - interest income. Disbursements of
Program Income must also be reported by source in the fields Disbursement of Pl —
equity/loan/recoveries or Disbursement of Pl — Interest Income. When reporting this data,
input the total Program Income earned or disbursed through the end of the performance year.

Do not include projected Program Income that will be earned in future years. Do not include
Program Income from any other award, even another CMF Award. Recall that Program Income
is only interest on or repayment of investment of the CMF Award and not leveraged capital.

Program Income - TOTAL Earned & Disbursed Through Fiscal Year End

Pl earned - equity and loan repayment | |

Pl earmed - Recoveries | |

Pl earned - Interest Income | |

Disbursemt of Pl -equity/loanirecoveries | |

Disbursement of Pl - Interest Income | |

Figure 122. Program Income Earned and Disbursed CMF Project Annual Report Fields

Eligible Project Costs Recipient-Level Leverage section. Report the total amount of Recipient-
Level leverage dollars invested into the project through the end of the reporting year. As a
reminder, this section is independent of the other Eligible Project Cost section, meaning
Recipient-Level leverage dollars will also be included in the Eligible Project Costs by Source
Section.

EPC: Recipient - Level Leveraged

EPC: Recipient - Il |
Lewvel Leveraged
Dollars

Figure 123. Projected Eligible Project Costs: Recipient-Level Leverage Field

Eligible Project Costs by Source section. In this section total project costs must be separated it
into the following two components: Eligible Project Costs and non-eligible costs. Eligible Project
Costs will be further broken out by the sources of financing: (1) Related vs 3™ party and (2)
Private vs Public.

e Related or 3"-party: Is the funding source related to the Recipient or is it from a third-
party source? Related capital is any capital dedicated to CMF activities provided by the
Recipient, its Subsidiaries or Affiliates, such as funds on hand or fee income. Third-party
capital is any capital dedicated to CMF activities provided by an entity that is not the
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Recipient or an Affiliate of the Recipient. Examples include commitments from banks for
line of credit or commitments for development capital from a foundation to a Recipient
for Eligible Activities. Virtually all grants from public sources should be reported as 3™
Party Public, including the CMF investment in the project.

EPC: Related Public Dollars is reserved for a housing authority Recipient that is investing
its own capital in a project via a grant and will otherwise be $0.

e Private or Public: Is the funding source attributable to a private source or public source?
For example, the CMF Award is a public source while a private loan used by the
developer would be a private source.

Eligible Project Costs by Source

EPC: 3rd Party Il
Private Dollars

|
EPC: 2rd Party Il |
|
|

Public Dollars

EPC: Related |
Private Dollars

EPC: Related |
Public Dollars

Naon Eligible | |
Project Costs

Figure 124. Eligible Project Costs by Private and Public Sources

5. Select the Save button to create the CMF Project Annual Report record.

ave & New | | Cancel

Figure 125. CMF Project Annual Report Record Save Button

TIP: Note that the data on this page can be edited, as needed, up to the time the CMF Performance Report is
submitted for review. Make sure to save after making any changes.

This space is intentionally left blank.
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6.9 Economic Development Projects

6.9.1 Getting Started — Creating an Economic Development Activities Project

1. Loginto AMIS and click on the CMF Performance Report tab.

2. Navigate to the “CMF Performance Report Detail” page using either of the methods detailed
above in Section 6.1.

3. The CMF Performance Report for the Award is listed. Click on the CMF Performance Report Name to
view the “CMF Performance Report Detail” page.

tions Contacts Service Requests App Launcher Awards Reporting Schedule | el 3200 (LG 0T S

1 ~— CMF Performance Report

PR-00000

« Back to List: Reporting Schedule
Projects [1] | Housing Funds [2]

CMF Performance Report Detail _Generate Performance Scorecard | Download CSV Template | Upload GSV File || No Activity To Report
Performance Report Name  PR-00000 Record Type  CMF
Organization Name  AMIS Tes! Requiated Award Year 2016
Award  AWD-00005374 Reporting Year 2018
Award Amount 51,000, 000.00 Agreement Effective Date  1/1/2017

Figure 126. CMF Performance Report Detail Page

4. On the CMF Performance Report Detail page scroll down to the Projects section.

5. To add an Economic Development Activities Project, click on the New Project button.

4 Projects

Action Compliance Project ID Project Name Disbursement Status Project Status Annual Report created for the current y1

Edit P-05346 Rental 1 Partially Disbursed Committed

Edit P-05347 EDA 1 Partially Disbursed Committed

Figure 127. Projects Section- New Compliance Project

6. Select Economic Development Activities as the project record type from the picklist and click on the
Continue button.

Select Project Record Type

Record Type of new record  |[Economic Development Activities v

Continue Chncel

Figure 128. Select Project Record Type- Economic Development Activities

59



AMIS Compliance Reporting Guidance — Capital Magnet Fund
All Awards

From the “New Project — Project Edit” page, in the Information section, provide a unique user-defined
Project Name. Please do not edit the Performance Report number. 2018 Recipients that have an
obligation to invest in a 2018 Disaster Area, should check the 2018 Disaster Area box if the Project is located
in such as area.

Information

Compliance Project D P-05419
Project lame | Example EDA Project |

Project Status
2018 Dizaster Area |:|

Figure 129. Project Name for EDA Project Record

Project Details section. Complete all required fields.
a. Project Type — Select the project type from the dropdown menu.

Project Details

Project Type | Economic Dev. Activities |- |

Primary Financing Type I Loan Loss Reserves v

Revolving Loan Fund

EDA Type I Economic Dev. Activities

EDA Square Footage | Risk Sharing Loans

Loan Guarantees

Figure 130. EDA Project Types

b. Primary Financing Type — Select from primary use of the CMF financing from the dropdown
menu.

Primary Financing Type I

Predevelopment financing
Acquisition
EDAType || Site development financing

Bridge loans or similar short term financing
Construction financing

Permanent financing (1st lien)

Permanent financing (2nd lien or lower)
Refinancing

ptes Loan Guarantees

EDA Square Footage I

Figure 131. EDA Project Financing Types

c. EDA Type. Enter in the primary use type of the facility being financed.

EDA Type I

Business

I Arts/Culture
Child Care
Education
Healthcare

tes Multi-Service/Other

EDA Square Footage

Nate Fundz Committed
Figure 132. EDA Types
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d. EDA Square Footage. Enter the square footage of the EDA Project.

EDA Square Footage I| |

Figure 133. EDA Square Footage Field

e. Provide the number of construction created and number of non-construction jobs created
through the project. Update these fields as necessary as new or better information becomes
available.

# Construction Jobs Created | |

# Non-Construction Jobs Created | |

Figure 134. Jobs Created Fields

f. Respond whether Other CDFI Program Funds Used by selecting yes or no in the dropdown
menu. Report the name of the Program providing other Federal Sources of Funding if there is
another Federal program financing the Project (Enter multiple if appropriate) and the total
Federal Sources Funding Amount (Exclude CMF Financing).

Other CDFI Program Funds Used?

Federal Sources Funding Amount | |

Federal Sources of Funding | |

Figure 135. Other CDFI Program and Federal Funding Sources

CMF Commitment — Do no report Program Income Commitment in this section. Indicate the amount of
the CMF Award that was Committed to this EDA Project. If the investment included Loan Loss Reserves
or Loan Guarantees, recall that the amount of the CMF Award of the reserve or guarantee for this
property should be reported as an Amount of Committed CMF Investment.

CMF Commitment - Do not report Program Income Commitment in this section

Amount of Committed CMF Investment I|1|:||:|'|:||:|E|_|j|j |

Project in Investment or Affordability:

Disbursement Status

Figure 136. Use of Funds- Amount of CMF Committed

Program Income section. In the Program Income section, Commitments made from Program Income
should be reported under the Program Income section Commitment of Pl — equity/loan/recoveries or
Commitment of Pl — Interest Income as appropriate. Note that it is critical to distinguish between
returns of capital (equity/loan/recoveries) versus returns on capital investments (i.e. interest income).
Only the Commitments from the latter are to be reported as Commitments of Pl — Interest Income. Do
not report Program Income that was invested from another program or another CMF Award.
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Program Income

Commit. of Pl — equity/loanirecoveries | |

Commitment of Pl — Interest Income | |

Figure 137. Commitment of Program Income Fields

11. Projected EPC: Rec-Level Leveraged $ section - In this field report the amount of projected Recipient-
Level Leverage dollars that will be invested in this project.

TIP: Projection data in this section and the two following it are used exclusively for projecting the Recipient’s
compliance with leverage tests and is not used for any of the formal compliance tests (which are measured as of
the Project Completion deadline), Recipients should update the data in these projection fields as necessary. The
data reported should be for the total project cost.

EPC: Rec-Level Leveraged

Projected EPC: Rec-Level Leveraged $ I|5|:||:||:||:|

Figure 138. Projected Eligible Project Costs: Recipient-Level Leverage Field

This field is used exclusively to forecast compliance with the Recipient Level Leverage Test, if applicable, which
can be found on the “CMF Performance Report Detail” page:

Regipient Level Laverage Teal

Recighent-iresl Multipher - Requined | 10

Propecosd Reciphent-evel Maltipler 8 0001

v OF R0 e 1ST 30 hived 10 Gaie 430 %

Figure 139. Performance Report Detail Page- Recipient-Level Leverage Test

11. Project Costs Projected & Final. In this section you must evaluate total project costs and separate them
into components by the source of capital used to finance Eligible Project Costs.
a. Total project costs must first be split into two categories: Eligible Project Costs and project costs
for any portion of the project that are not eligible. Eligible Project Costs must then be broken
down according to two criteria:

Related or 3™-party: Is the funding source the Recipient or a related party or is it from a
third-party source? Related capital is any capital dedicated to CMF activities provided by
the Recipient, its Subsidiaries or Affiliates, such as funds on hand or fee income. Third-
party capital is any capital dedicated to CMF related activities provided by an entity that
is not the Recipient or an Affiliate of the Recipient. Examples include commitments from
banks for line of credit or commitments for development capital from a foundation to a
Recipient for Eligible Activities. Virtually all grants from public sources should be
reported as 3™ Party Public including the CMF investment in the project.

Projected EPC: Related Public Dollars is reserved for a housing authority Recipient that is
investing its own capital in a project via a grant and will otherwise be $0.
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e Private or Public: Is the funding source attributable to a private source or public source?
For example, the CMF Award is a public source while a private loan used by the
developer would be a private source.

Project Costs Projected & Final

Projected EPC: 3rd Party Private Dollars 1000000

Projected EPC: 3rd Party Public Dollars  |[50000

|
|
Projected EPC: Related Private Dollars | |
|

Projected EPC: Related Public Dollars |

Projected Non Eligible Project Cost | |

Figure 140. Projected Eligible Project Costs by Source

12. Address section. Complete the Project Address, Project City, State Abbreviation, and Project Zip fields.
Do NOT complete the Project X, Project Y, or FIPS Code fields, as these will be populated during an
overnight data refresh process by the CDFI Fund.

TIP: Recipients should not wait until the day the compliance report is due to enter Projects into the CMF
Performance Report. Certain tests are based on the Project’s location and must be evaluated for
compliance. Since locational data is not generated in real time, waiting until the last day will cause a missing
FIPS code and possibly prevent the Recipient from submitting the compliance report on a timely basis.

Address

State Abbreviation |--None--V FIPS Code l:l

Figure 141. EDA Project Address Fields

13. Related Housing Address section. EDA Projects must be within certain geographic distances from the
associated Affordable Housing. Address information provided in this section will used for this test.

Complete the Related Housing Project Address, Related Housing Project City, Related Housing State
Abbreviation, and Related Housing Project Zip fields. Do NOT complete the Related Housing Project X,
Related Housing Project Y, or Related Housing FIPS Code fields, as these will be populated during an
overnight data refresh process by the CDFI Fund.

Related Housing Address

Related Housing Project Address Il:l Related Housing Project X l:l
Related Housing Project City Il:l Related Housing Project Y l:l
Related Housing State Abbreviation I Related Housing FIPS Code l:l

Related Housing Project Zip Code I’—|
Figure 142. EDA Project Related Housing Address Fields

14. Select the Save button to create the CMF Project Annual Report record.

ave & New | Cancel

Figure 143. CMF Project Annual Report Record Save Button

63



AMIS Compliance Reporting Guidance — Capital Magnet Fund
All Awards

TIP: Note that the data on this page can be edited, as needed, up to the time the CMF Performance Report is
submitted for review.

6.9.2 Creating an Economic Development Activity CMF Project Annual Report Record

Every Project created under an award must have a CMF Project Annual Report completed every year. The
CMF Performance Report cannot be submitted until a CMF Project Annual Report for that performance year
has been created. In the figure below, there is no green check under “CMF Project Annual Report is created
for the current year” for project P-05419, Example EDA Project- one must be created before the report can
be submitted.

1. Starting on “CMF Performance Report Detail” page, scroll down to the Projects list. You may need to
expand the list to see all of the Projects. Options exist at the bottom of the Projects list either to expand
the list shown on this page or to present the Projects as a separate list.

4| Projects Wew Project
Action Compliance Project ID Project Hame Disbursement Status Project Staius Annual Report ereated for the current yr Record Type

Egit P-05379 DAE 1 Partially Complete Direct Adminisirative Expenses
Edit P-05380 Rental Project 1 Fully Disbursed Rental Housing

Edit P-05385 Rental 2 Fully Disbursed Placed into Sandce Rental Housing

Edit P-05418 home Homeownarship Housing

E it Example EDA Project Economic Development ctialies

Figure 144. Accessing a Project Record

2. Select the Project for which you would like to create a CMF Project Annual Report Record by clicking on
the Compliance Project ID link. In the figure above, clicking on P-05419 will take you to the Project page
for the Example EDA project.

3. Scroll down until you see the CMF Project Annual Reports section and click on the Create New Annual
Report Record button.

e
# CMF Project Annual Reports Create New Annual R% Clone Last Annual Report

Mo records to dsplay

Figure 145. Create New CMF Project Annual Report Record Button

This space is intentionally left blank.
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4. On the CMF Project Annual Report Record, start with the status information in the header section.

a. Enter the current status of the Project as of the last day of the reporting period by selecting one
of the options from the Project Status dropdown menu.

Committed
Partially Complete

MF Project Annual Report Number
Project Status at FY End I

Incomplete - Terminated
Replaced Unit

Figure 146. Project Status Dropdown

estment or Affordability at FY End I

b. Indicate if the Project is in Investment or Affordability in the Investment or Affordability at FY
End dropdown menu.

Investment
Investment or Affordability at FY End I Aﬁnrdahilil]r

Figure 147. CMF Project Annual Report Status Dropdown

c. Project Dates section. Enter the dates corresponding to the date requested as these milestones
occur.

e Recipients cannot issue a valid Commitment to a Project prior to the announcement
date of the award.

¢ Date of First Disbursement and Date of Full Disbursement are the dates that
correspond to disbursing the CMF Award and no other investments in the Project for
which you are reporting.

e Date of First Disbursement is conditionally required if the Disbursement Status field =
Partially Disbursed, or Fully Disbursed.

¢ Date of Full Disbursement is conditionally required if the Disbursement Status field =
Fully Disbursed

Project Dates 1 = Required Information

Date Funds Committed B/31/2015 [ 8/31/2018 ] Project Completion Date B/29/20158 [ 8/31/2018 ]
Date of First Disbursement B6/5/2012 [ 8/31/2018 ] Placed into Service Date 6/29/2018 [8/31/2018 ]
Date of Full Disbursement 6/5/2012 [ 8/31/2018 ] Initial Occupancy Date  [5/20/2013 [ 8/31/2018 ]

Figure 148. Project Dates

d. Uses of CMF Award — TOTAL CMF Disbursements Through Fiscal Year End section.

¢ Disbursement Amount — Enter the total amount of the CMF Award disbursed to the
Project as of the end of the reporting year. Do not include any expected disbursements
in future reporting years. This field is only to report disbursements of the CMF Award
and not leveraged capital or Program Income.

¢ Type of Disbursement — From the dropdown menu choose the type of investment you
are making for this project = Debt, Equity, Grant, or Multiple.

e Disbursement Status - From the dropdown menu choose the appropriate disbursement
status of the CMF investment as of the last day of the performance year = Committed —
Not Yet Disbursed, Partially Disbursed, or Fully Disbursed.

¢ Interest Rate - Report the interest rate (or blended interest rate if there are multiple
loans) if the investment is in the form of a loan or multiple types of investments. Do not
include the “%” when you enter the interest rate. For example, report a 3.5% loan as
3.5.
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Use of CMF Award - TOTAL CMF Disbursements Through Fiscal Year End
Total CMF Disbursement Amnt Through FYE | |
Type of Disbursement
Disbursement Status || —-None-- —
Interest Rate | |

Figure 149. Use of Funds- Disbursement Details

10. Indicate the CMF Project Annual Report of the Investment as of the last day of the performance year.

o Initial = A Commitment has been issued but no disbursement of the CMF Award has
been made as of the end of the performance year of the report.

o Investment = Investment of the CMF Award has started or is complete.

o Reinvestment = Use this status if the investment in the Project results from an

investment of Program Income.

Stage of Investment I

Initial
Investment
Reinvestment

Figure 150. CMF Project Annual Report of Investment Dropdown

e. Program Income — TOTAL Earned and Disbursed Through Fiscal Year End section. Program
Income involves complex compliance rules, as the forms of Program Income are subject to
different rules and reinvestment timing requirements. CMF Project Annual Report records have
fields for reporting both Program Income earned as Pl earned — equity and loan repayment, PI
earned — recoveries, or Pl earned — interest income. Disbursements of Program Income must
also be reported by source in the fields Disbursement of Pl — equity/loan/recoveries or
Disbursement of Pl — Interest Income. When reporting this data, input the total Program

Income earned or disbursed through the end of the last performance year.

Do not include Program Income from any other award, even another CMF Award. Recall that
Program Income is only interest on or repayment of investment of the CMF Award and not

leveraged capital.

Program Income - TOTAL Earned & Disbursed Through Fiscal Year End

Pl earned - equity and loan repaymeéent | Disbursemt of Pl -.equity/loan/recoveries

Pl earned - Recoveries |

Pl earned - Interest Income | ] Disbursement of P1 - Interest Income

Figure 151. Program Income Earned and Disbursed CMF Project Annual Report Fields

f.

Eligible Project Cost by Source section. Report the EDA Project actual total project cost.

EPC: Recipient — Level Leveraged Dollars - In this field report the amount of actual
Recipient-Level Leverage dollars that will be invested in this project.

Total project costs must now be split into two categories: Eligible Project Costs and
project costs for any portion of the project that is not eligible. Eligible Project Costs must
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then be broken down according to two criteria:

e Related or 3"-party: Is the funding source related to the Recipient or is from a third-
party source? Related capital is any capital dedicated to CMF related activities provided
by the Recipient, its Subsidiaries or Affiliates, such as funds on hand or fee income.
Third-party capital is any capital dedicated to CMF related activities provided by an
entity that is not the Recipient or an Affiliate of the Recipient. Examples include
commitments from banks for line of credit or commitments for development capital
from a foundation to a Recipient for Eligible Activities. Virtually all grants from public
sources should be reported as 3™ Party Public including the CMF investment in the
project.

EPC: Related Public Dollars is reserved for a housing authority Recipient which is
investing its own capital in a project via a grant and will otherwise be $0.

e Private or Public: Is the funding source attributable to a private source or public source?
For example, the CMF Award is a public source while a private loan used by the
developer would be a private source.

Eligible Project Cost by Source

EPC: 3rd Party Private Dollars ||

EPC: Related Private Dollars |

|
EPC: 3rd Party Public Dollars || |
|
|

EPC: Related Public Dollars |

Mon Eligible Project Costs | |

Figure 152. Eligible Project Costs by Private and Public Sources

5. Select the Save button to create the CMF Project Annual Report record.

ave & New | | Cancel

Figure 153. CMF Project Annual Report Record Save Button

TIP: Note that the data on this page can be edited as needed up to the time the CMF Performance Report is
submitted for review.

This space is intentionally left blank.
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6.10 Submitting an Annual Performance Report

6.10.1 Generating the Performance Scorecard

Submitting the CMF Performance Report requires a few simple steps. First, once all of the Projects have
been entered and Annual Project Report data supplied for the performance year, you will need to generate
a Performance Scorecard. The Performance Scorecard is a high-level snapshot of the data that compares the
actual data to its corresponding benchmark. You will be able to see quickly whether there are any non-
compliances and if the Recipient is on-track.

Log into AMIS and click on the CMF Performance Report Tab.

Navigate to the “CMF Performance Report Detail” page using either of the methods detailed above in
Section 6.1.

The Performance Report for your Award is listed. Click on the Performance Report Name to view the
“CMF Performance Report Detail” page.

Next, check to see that all Projects have an Annual Project Report for the reporting year. Scroll down to
the Projects section of the Performance Report. Once the CMF Annual Project Reports are saved the
related Project record will show the green checkmark indicating that the required records have been
created for the current year. If there is no green checkmark it means that the requirement is not met for
the Performance Report year and a scorecard cannot be generated.

& Projects Mew Project

Action Compliance Project ID Project Name Disbursement Status Project Status | Annual Report created for the current yr | Record Type Amount of Committed CMF Investment

Edit P-05345 Rental 1 Partially Disbursed Commitied Rental Housing F100.00
: o 3 Economic

Edit a7 EDA 1 Partially Disbursed Commitied e Activiies $100.00
i Committed - Mot Yet — Homeowmership

Edt PL05412 Home1 — Commites Committed o $10,000.00

Edit

P02873 DAE Complete Ei’;;:‘;“"‘“"m $100.00 |

Figure 154. Projects Section- Annual Project Report Created Checklist

TIP: You may need to expand the list of projects, since the Performance Report will only show 5 projects by
default. If you try to submit the CMF Performance Report without the green checkmark for any of the Projects,
you will receive the following error message:

Organizations Contacts Service Requests Allocations App Launcher Awards Reporting Schedule Performance Report

You can not submit this report because following related projects are not being updated as required:

Project Name Stage is created for the current year

P-00057 ‘

Return To Report

Figure 155. Missing Annual Report Record Error Message
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Click on the Return to Report button. On the “Performance Report Detail” page make sure all the Projects have
a green checkmark to indicate that Annual Project Reports have been created for the current year.

5. Once all the Projects have a green checkmark generate the Performance Scorecard and view the
Compliance Review Scorecard. To view Scorecard, click on the Generate Scorecard button.

Projects [21 | Housing Program Funds [0]

0 | Generate Scorecard| | Download CSV Template | | Upload CSV File| | No Activity To Report

Figure 156. Performance Report Detail Page- Generate Performance Scorecard

The system will display a Performance Scorecard. Please note that this view may take a few moments
to appear, so be patient.

TIP: So long as there is an Annual Project Report for each Project, you can generate a Performance Scorecard at
any time. This can be a quick way to check for compliance issues prior to submitting the Report to the CDFI Fund
for review and approval.

6.10.2 Submitting the Scorecard for CDFI Fund Review and Approval

1. Once the Generate Scorecard button is clicked on the Performance Report, a custom page, will open.

PERFORMANCE SCORECARD

Organization: Test Applicant Org 01 Award: AWD-00007251 Reporting Year: 2013 Save Report
Authorized
Repr rentatia: TestUser Org01ARD1 Award Amount: §1,000,000.00 Status: New Submit Report
Fiscal Year End: Award Year: 2017 Performance Report: PR-00051 Print
Homeownership Project Report Rental Project Report

Performance Measures and Results

Goal ‘ Description ‘ Benchmark ‘ Actual ‘ Indicator

Figure 157. Performance Scorecard

2. The Performance Scorecard displays a read only banner that lists some data points and links back to
Award and Performance Report record as well as the following details:

Organization — Name of the Organization linked to the detail page

Authorized Representative — Associated to the Award, link to the contact detail page
Fiscal Year End — Date as it is on the Organization Detail page

Award - Linked to the Award detail page

Award Amount — Amount for the Award

Award Year - Year for the Award

Reporting Year - Listed on the Performance Report

Status of the report — New/Submitted/Rejected/Approved

Performance Report — Name of the report linked to the report

Save Report — To save any changes made to the report

Submit Report — To submit the details for an Approval

Print Report — To print out a copy of the report

Homeownership Project and Rental Project Reports — See Advanced Topic Sections 7.1-7.2
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3. Fail/Pass indicators will be displayed on the scorecard.

4. All the fields that have a Fail indicator will have a section to explain the reason for the noncompliance
and what actions the Recipient will be taking to resolve the noncompliance, along with a statement
regarding whether the matter will be resolved in the next reporting year. These sections must be
completed to submit the report.

Performance Measures and Results

Description Benchmark Indicator
Eligible Activities
3.2(a) Capitalize Loan Loss Reserves Yes Mo pass™
3.2(a) Capitalize a Revolving Loan Fund Yes Mo pass™
3.2(a) Capitalize an Affordable Housing Fund Mo Yes FAIL™

Why did you fail to meet this PGAM? *

i i What actions will you take to meet PGEM? *
Mon Compliance Explanation

Will you meel this PGEM next FYE? * |-None— v

Why will you not meet PG&M by FYE? *

Figure 158. Non-Compliance Explanation

5. Any entries made to the scorecard can be saved by clicking on the Save Report Button. If you close the
window or navigate out of the scorecard, any unsaved changes will be lost.

6. Click on the Print button to print the scorecard details.

7. Once Non-compliance Explanation sections are complete, click the Submit Report button to submit the
scorecard for Approval. The Status on the Scorecard will change to Submitted. You will no longer be able
to make changes to the scorecard or to the underlying records while the CDFI Fund processes the
report.

PERFORMAMNCE SCORECARD

Organization: Tes Applicant Org 01 Award: AWD-D000T251 Reporing Year: 2013 Save Report
ReoeMhorted 1 osiliser Orgl 1ARD1 Award Amount: $1,000,000.00 Status: New
Fiscal Yesr Emd: Award Yoar: 2017 Parlormance Repom: PR-00051 il

Homeownership Project Repor Fantal Project Report

Figure 159. Submit Performance Report

TIP: If you submitted the report in error, contact the CMF Compliance team via a Service Request to have the
report returned and re-opened.

This space is intentionally left blank.
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PERFORMANCE SCORECARD
Organization: Test Applicant Org 01 Award: AWD-00007251 Reporting Year: 2018
Reprosentatia TestUser Org01AR01 Award Amount: $1,000,000.00 Status: Submitted Print
Award Year: 2017 Performance Report: PR-00051

Homeownership Project Report

Rental Project Report

Report is locked. You can not update the report while it is locked.

Performance Measures and Results

Goal Description Benchmark Actual Indicator
Eligible Activities
3.2(a) Capitalize Loan Loss Reserves Yes No pASS™
3.2(a) Capitalize a Revolving Loan Fund Yes No pass®
3.2(a) Capitalize an Affordable Housing Fund No Yes FAIL™
* Test
Why did you fail to meet this PG&M?
) } % Test.
. . What actions will you take to meet PG&M?
Non Compliance Explanation
Will you meet this PG&M next FYE? * v
i % Test.
Why will you not meet PG&M by FYE?

Figure 160. Performance Scorecard - Submitted and Locked

o

The CDFI Fund will review the CMF Performance Report and either “approve” it or “reject” it for

revisions. During this time, you will not be able to make changes to the CMF Performance Report. Once
the report is approved, the system will automatically advance to the next report year and you will be

able to make entries again.

©
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This completes the submission process for the CMF Performance Report.
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ADVANCED TOPICS and GUIDANCE

7. Reports Available to Aid in Review of Data

Recipients have several reports that can assist in the review of data entered into the CMF Performance
Report. The following explains each of the reports that are available.

Reports are available at the Project-level and the portfolio-level. At this time, these reports are only
available for Rental and Homeownership Projects, which are customized to the Project type. Reports are
downloaded in an Excel format. Note, however, that any corrections must be made directly in the
Performance report. Do not upload these reports via the .csv link to try to correct any mistakes.

7.1 Reports for Rental Projects

7.1.1 Rental Project Report
The Rental Project Report is a portfolio-level report that includes project details for all rental project

records under the Award.

1. The portfolio-level reports can be accessed from the Performance Report Detail Page.

CMF Performance Report
Q PR-00052

CMF Performance Report

Proiects (541 ousing Programs [1]
CMF Performance Report Detail Generate Scorecard Download CSV Template | Upload CSV File | No Activity To Report
Custom Links
Homeownership Report nial Project Report

¥ Information
Commitment Amount Test

Performance Report Name PR-00052 Award Year 2017

Reporting Year 2019

Organization Name Applicant Or

Figure 161. Rental Project Report Link- Performance Detail Page

2. Alternatively, the portfolio-level reports can be accessed from the Scorecard. If a noncompliance is
flagged on the Scorecard, the portfolio-level reports may be useful in identifying the source of the
noncompliance.

PERFORMANCE SCORECARD
Organization: Test Apphcant Org 01 Award: AWD-00007252 Reporting Year: 2019 Save Report
- Muthorized festuser OraD1ARD! Award Ameunt: $1,000,000.00 Status: New Subrmit Report
Fiseal Year End: Award Year: 2017 Performance Report FR-00052 Print
Homeownership Project Report I Rental Project Report I

Figure 162. Rental Project Report Link- Performance Scorecard

3. After clicking the link, AMIS will download the Rental Project Report.

Do you want to open or save Rental Project Report.xls from full01-mycdfifund.cs32.force.com? Open Save |¥ Cancel

Figure 163. Rental Project Report Download
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4. Open the document, which will contain the details on all of the Award’s rental project records.

A B C D E F G H
1 |Rental Project Report
2 |Compliance Project ID |Project Name |Project Status |Project Location Warning |Award Year |Project Type |Primary Financing Type |Other CDFI Program Funds Used?
3 |P-05341 Rental 1 Complete 2017|MF- Rehab |Construction financing |No
4 |P-05342 Rental 2 Disbursed 2017|MF- Rehab |Construction financing |No
5 |P-05343 Rental 3 Complete 2017|MF- Rehab |Construction financing |No
6 |P-05344 Rental 4 Committed 2017|MF- Rehab |Construction financing |No
7 |P-05345 Rental 5 Committed 2017|MF- Rehab |Construction financing |No
8
Figure 164. Rental Project Report
7.1.2  Project Annual Report
1. From the Project Detail page, click Project Annual Report. At this time, the Project Annual Report is
only available for each individual project. Future versions will allow this report to be generated for
all rental projects.
Back to CMF Performance Report: PR-00052
Project
4| P-05346
+ Back to CMF Performance Report: PR-00052
Project Locations [2]
Project Detail Edit
Custom Links
Project Annual Report
¥ Information
Compliance Project 1D P-05348
Project Name  Rental 1
Project Status  Committed
2(18 Disaster Area
Project Location Warning
Figure 165. Project Annual Report Link- Project Detail Page
2. AMIS will download a Project Annual Report Excel document.
Do you want to epen or save Project Annual Report.xds from fullD1-mycdfifund.cs32.force.com?
Open Save | ¥ Cancel
Figure 166. Project Annual Report Download
3. Open the document, which will contain the details from the project’s Annual Report.
A B C E [
1 |[Project Annual Report
2 |Project Name |CMF Project Annual Report Number |Project Status at FY End |Investment or Affordability at FY End |Record Type CMF Project
3 |Rental 1 5-008299 Committed Investment Rental Housing |P-05346
F

Figure 167. Rental Project Annual Report
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1. From the Project Detail page, click Project Location Report. At this time, this report is available only for

individual projects. Future versions will allow for a report on project location data for all projects in a

single report.

Back io CMF Pesformance Report PR-00052

4) P-05346

« Back ta CMF Parformanca Raport: PR-00052

Project Detail

Custom Links

¥ Information
Comphance Progect ID
Praject Hame
Project Strius
2018 Disaster Area

Project Location Warming

Erossct Locations [ EMF Project Annusl Bepoits (1] Open Actrvites [ |
Exlit
Progect Location Report

Project Annual Repor

PO5SH4E
Rantal 1
Commitied

Figure 168. Project Location Report Link

2. AMIS will download a Project Location Report Excel document.

Do you want to open or save Project Location Report.xls from full01-mycdfifund.cs32.force.com? Open Save |~¥ Cancel
Figure 169. Project Location Report Download
3. Open the document, which will contain the details from the project’s Project Location Records.
A B e D E F G H
1 Project Location Report
2 |Compliance Project ID |Project Name |Award Year |Site Name |Number of Units |$ CMF Award + Pl at Location |Street Address City State
3 |P-05346 Rental 1 2017|5ite 1 25 100{123 Amardillo Pkwy |Del Rio TX
4 |P-05346 Rental 1 2017|5ite 2 25 100[456 Amardillo Pkwy |Del Rio TX
5

This space is intentionally left blank.

Figure 170. Project Location Report
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7.2  Reports for Homeownership Projects

7.2.1 Homeownership Report

The Homeownership Project Report is a portfolio-level report that includes project details for all
homeownership records under the Award.

1. The portfolio-level reports can be accessed from the Performance Report Detail Page.

CMF Performance Report
= Back to List: CMF Perfarmance Report
Projects [5+] Housing Programs [11
CMF Performance Report Detail Generate Scorecard | Download CSV Template | Upload CSV File | | No Activity To Report
Custom Links
Homi mership Report Rental Project Report

¥ Information

Commitment Amount Test

Performance Report Nameé PR-00052 Award Year 2017

Figure 171. Homeownership Report Link

Alternatively, the portfolio-level reports can be accessed from the Scorecard. If a noncompliance is
flagged on the Scorecard, the portfolio-level reports may be useful in identifying the source of the
noncompliance.

PERFORMANCE SCORECARD

Organization: Test Apphicant Org 01 Award: AWD-00007252 Reporting Year: 2019 Save Report
Authorized
. Testl : 81 HL P
Representative: TestUser Org01ARD1 Award Amount: 51,000 .000.00 Status: MNew Submit Report
Fiscal Year End: Award Year: 2017 Performance Report PR-00052 Print
I Homeownership Project Report I Rental Project Report

Figure 172. Homeownership Report Link

2. After clicking the link, AMIS will download the Homeownership Report.

Do you want to open or save Homeownership Reportads from cdfil--fulld1--c.visualforce.com? Open Save |~¥ Cancel

Figure 173. Homeownership Report Download

3. Open the document, which will contain the details on all of Award’s homeownership project records.

A B C D E [F G H
1 |Homeownership Project Report
2 |Compliance Project ID |Project Name |Project Status Award Year | Project Type Project Type (2016 only) [Primary Fi ing Type |H buyer Category
3 |P-05412 Home 1 Placed into Service 2017|Purchase {Down Payment) Acquisition Low
4 |P-02924 Home 2 Committed 2017|Purchase {Down Payment) Acquisition Low

Figure 174. Homeownership Report
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1. From the Project Detail page, click Project Annual Report. At this time, this report is available only for a
single project. Future versions will allow data for all homes to be generated in a single report.

Project
4 P-05412
CMF Praject Annual Reports [1]
Project Detail

Custom Links

Project Annual Report

¥ Information

Compliance Project ID
Project Name

Project Status

P-05412
Home 1

Incomplete - Terminated

Figure 175. Homeownership Project Annual Report Link

2. AMIS will download a Project Annual Report Excel document.

Do you want to epen or save Project Annual Report.xds from fullD1-mycdfifund.cs32.force.com?

Open

Save =

Cancel

Figure 176. Homeownership Project Annual Report Download

3. Open the document, which will contain details from the project’s Annual Report.

A B
1 |Project Annual Report

C

D

2 |Project Name

CMF Project Annual Report Number

Project Status at FY End

Investment or Affordability at FY End

Record Type

CMF Project

3 Homel 5-008347

Committed

Investment

Homeownership Housing

P-05412

Figure 177. Homeownership Project Annual Report

This space is intentionally left blank.
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8. Bulk CMF Project Annual Report Data Upload via .CSV

Users can add CMF Project Annual Report records through a .csv file download and upload process. This bulk
data method may be preferable and more efficient for Recipients with many Projects (i.e. more than 10-15).

Note: Projects cannot be added using .csv at this time. The CDFI Fund will
look to add the opportunity for a bulk upload process for Project creation in
future versions of the CMF Performance Report. Note that Project records
must be added in the Application by the user before adding the Stage records
you want to update via .csv. Only Stage records can be added into the system
using the CSV.

To upload the CMF Project Annual Report records through the CSV form, the following steps are required:

1. Download the CSV Template
2. Fillin the CSV file
3. Upload the CSV File

8.1 How to Download CSV Template
1. Loginto AMIS and click on the CMF Performance Report tab.
2. Select the Performance Report record to view the details.

3. Click on the Download CSV Template button located on the “CMF Performance Report Detail” page.

Home Organizations Contacts Service Requests Allocations App Launcher Awards Reporting Schedule CHFPerfamnm:eRepnrl

—.  CMF Performance Report
/) PR-00001

« Back to List: CMF Performance Report

Compliance Projects [5] | Housing Funds [11 | Open Activities [01 | Activity History [0] | Noles & Attachmenis [0] | Reporiing Schedule [11

I CMF Performance Report Detail I Submit Report IDowmoad csv Temp\a(el Upload CSV File|  No Activity To Report
Performance Report Name  PR-00001 Record Type  GMF
Award  AWD-00005756 Reporting Year 2017
Account  Madhavi CMF ORG Award Year 2016

Agreement Effective Date 12/2/2012

Figure 178. CMF Performance Report Detail Page- Download CSV Template

4. A new browser window will open and provide a CSV download file. This may look different depending on

the web browser. However, the action of opening or saving the CSV file will be similar.

Do you want to open or save CMF_Template_2017_for PR-00001.csv from cdfiga01-mycdfifund.cs33.force.com? Open Save 7 Cancel x

Figure 179. Download CSV File Dialog Box

5. Save the CSV file locally and open the file to view the contents. The CSV file should look similar to the

image below but will be populated with the ID numbers of the Projects that have been added to the
Performance Report in AMIS.

A B c D E F G H I ) K L M N o P Q R s T u v

1 |CMF_Tem|Stage Stati Project Stz Project Co Placed intc Disbursem Disbursem Type of Dil Interest Re Date Fund: Date of Fir Date of Fu Use of Fur Stage of In Amount Re Amount Re # Construc # Non-Car EPC: Recip EPC: Relat EPC: Relat EPC: 3rd P.EPC
2 Field Type PICKLIST PICKLIST DATE DATE CURRENC'PICKLIST  PICKLIST PERCENT ( DATE DATE DATE PICKLIST PICKLIST CURRENC DATE DOUBLE (1DOUBLE (1 CURRENC' CURRENC' CURRENC' CURRENC' CUR!
3 | Options fo Investmen Committed; Partially Complete; Complete; | Committe: Debt; Equity; Grant; Multiple; Affordable Initial; ployment;

Help text_Required f Required for Economic Developr Required f Required for Economic Development Activities; Required for Hom Required f Required for Economic Development Activities; Requir Required f Required f Required f Required f Requ)

P-00001

P-00002

P-00044

P-00064 NA NA NA NA NA NA NA MA NA NA NA NA NA NA NA NA NA NA NA

P-00075

Figure 180. Sample CSV Template
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The CSV Template will list all Compliance Projects by ID number in the first column. The remaining columns are
the permissible fields that can be entered. Upon upload, this information will generate CMF Project Annual

Reports for each Project.

E

DATE (MM/DD/YYYY}

Committed; Partially Complete; Complete; Incomplete - Terminated; Replac

DeveloementAc‘tivitieS' Reguired for Homeownersh
MNA

A B C D E
1 |Temp|ate Name _lPrcn]ec‘t D Investment or Affordability at FY End Project Status at FY End Project Completion Date Placed into Service Date
2 |CMF_Template_2017 Field Type PICKLIST PICKLIST DATE (MM/DD/YYYY)
3 Options for Picklist Field Investment; Affordability;
4 |Project Name Help text Reguired for Direct Administrative Ex Reguired for Economic
5 DAE P-02923 NA NA
6 123 Hlllltop Ln P-02924 compliance >
7 |Rental 1 P-05346 . Input Fields
8 [EDA1 P-05347 PO 2Tl o
9 Homel P-05412
10 |DAE2 P-05413 NA NA

NA

Figure 181. Sample CSV Template- Compliance Projects and Permissible Fields

record type.

Note: If an input field says “NA” that field is Not Applicable for that

The rows of the template explain what type of information is required in each permissible field:

Row 1: Fields- The field names for corresponding CMF Project Annual Report records that you will fill in for each

Compliance Project.

A B T

1 _|Template Name Project ID

Investment or Affordability at FY End

Project Status at FY End

Project Completion Date

Figure 182. Row 1- Fields

Row 2: Field Type- This row defines the format of the response required for the data entered in each column

field.

2 |Field Type PICKLIST PICKLIST

DATE

DATE

CURRENCY (16,2)

Figure 183. Row 2- Field Type

Some common field types include:

1. PICKLIST- The user will choose one of the listed responses. In the CSV file, these responses are listed
in Row 3, Options for Picklist Field, and separated by a semicolon.

2. DATE- Input response in mm/dd/yyyy format.

3. CURRENCY (16, 2) - Input response in USD using only numerical characters (no currency symbols
necessary). The system will accept a number with up to 16 characters and 2 decimal places.

Row 3: Options for Picklist Field- If the field type is a picklist field, this row will list the picklist options available,

each option separated by a semicolon.
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Partially Mot Yet
Complete; Disbursed;
Complete; Partially Debt; Equity;
Investment; Incomplete - Disbursed; Grant;
3 |Options for Picklist Field Affordability; Terminated; Fully Multiple;

Figure 184. Row 3- Options for Picklist Field

Row 4: Help Text- This row includes any necessary explanatory text for each field. Most importantly, it includes
which fields in this template are required in order to submit the CSV file successfully.

Required for Direct  Required for
Administrative Economic
Expenses; Required Development
for Economic Activities;
Development Required for

Activities; Required Homeownership
for Homeownership Housing;
Housing; Required  Reguired for

4 |Help text for Rental Housing; Rental Housing;

Figure 185. Row 4- Help Text

Row 5 and Beyond: Compliance Projects by ID- After Row 4, each additional row is for a Compliance Project,
listed by ID number in the first column. The remaining columns are input fields for each Project. Fields that read
“NA” are Not Applicable for that project type. Use the information provided on Field Type (Row 2) and any help
text (Row 4) to help fill in the fields/columns for each Compliance Project. For a detailed explanation of how to
fill in each field in this template, please see Appendix A. Once completed, save the CSV file locally

P-00052
P-00053
P-00054
P-00071 MNA MNA MNA
P-00072

[T .

Figure 186. Row 5 and Beyond- Compliance Projects by ID

This space is intentionally left blank.
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8.3 How to Upload and Validate CSV File

To upload the CSV file:
1. Loginto AMIS.
2. Navigate to the CMF Performance Report tab and select the Performance Report record.

3. Onthe “CMF Performance Report Detail” page click on the Upload CSV File button.

Home Organizations Contacts Service Requests Allocations App Launcher Awards Reporting Schedule JRe ST G0 EL SN[ 14

CMF Performance Report
PR-00001

« Back to List: CMF Performance Report

Compliance Projects [51 | Housing Funds [11 | Open Activities [01 | Aclivity History [01 | Noies & Attachments [0] | Reporting Schedule [11

I CMF Performance Report Detail I Submit Report  Download CSV Template I Upload CSV File I No Activity To Report
Performance Report Name PR-00001

Award  AWD-00005756
Account  Madhavi CMF ORG

Record Type CMF
Reporting Year 2017
Award Year 2016
Agreement Effective Date  12/2/2012

Figure 187. CMF Performance Report Details Page- Upload CSV File

Click on the Browse button to locate the file from your machine, select the file.

Applicant

m Organizations Contacts Service Requests Allocations App Launcher

Upload CSV Document

Browse... [No file selected. Upload File

Figure 188. Browse For and Upload CSV File

4. After selecting the file, click on the Upload File button. A confirmation will appear and the status of the
file upload will be visible in the status bar below.

Success:
The file is submitied, Please check the status in status table below.
Upload CSV Document
Browse... Mo file selected. Upload File
Status
Uploaded Time Uploaded File Status Results
RETURN TO REPORT

Figure 189. Upload CSV Document- Status Bar
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5. Once the CSV File is uploaded, the status bar will display one of the following results:
a. File Uploaded Successfully
b. Initial Validation Errors
c. Partial File Upload

6. If the status reads File Uploaded Successfully, the upload has no errors. Click on the Download Success
Results Here link to view the results.

Status Results Errors
File Uploaded Successfully 32:\;nload Success Results
RETURN TO REPORT

Figure 190. File Uploaded Successfully and Results Download

7. The link will open the browser’s download dialog box and allow for the file to be opened locally. The
spreadsheet lists the ID number of all updated Compliance Projects and the type of CMF Project Annual
Report Status successfully created for them. These new CMF Project Annual Reports are accessible from
the Compliance Project’s detail page.

A B
1 |PROJECT NAME STAGE STATUS
STAGES WERE

UPDATED FOR
2 |FOLLOWING PROJECTS

3 |P-01550 Investment
4 |P-01591 Investment
5 |P-01592 Investment
6 |P-01593 Investment
7 |P-01554 Investment

Figure 191. Successful CSV Upload Results- Created CMF Project Annual Reports

8. Click on the Return to Report link under the Status bar in the application to navigate back to the
Performance Detail page.

Status Results Errors

File Uploaded Successfully zg\r/:nload Success Results

I RETURN TO REPORT I

Figure 192. CSV File Upload- Return to Report
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If the CSV file upload returns the status Initial Validation Errors, there are incorrect or missing values
entered in your file. You cannot continue with the upload of the file if there are any error messages.
Click on the Download Errors Here link to download the system’s error report.

Status

RETURN TO REPORT

Results

Initial Validation Errors

Errors

Download Errors Here

Figure 193. Initial Validation Errors and Errors Download

The link will open the browser’s download dialog box and allow the file to be opened locally. The
spreadsheet lists the nature of the error, what Project ID it is associated with, the field where the
incorrect value was entered, and what value is incorrect. For example in Row 2, a picklist value was
entered incorrectly in the Investment or Affordability at FY End Field for Project P-05367. The Wrong
Value column shows that the value “Investments” was entered instead of the picklist option
“Investment.” To correct this error, find the Investment or Affordability at FY End Field for Project P-
05367 in the CSV file and correct the spelling of the picklist option.

A B

1 |Error message

3 |Thisisa required field
4 |Thisisa required field

C

|project Name Project ID Field
2 |PickList value is not correct Homeownership1 P-05367
Homeownership1l P-05367
Homeownership 1 P-05367

D E

Wrong Value

Investment or Affordability at FY End  Investments
EPC: 3rd Party Public Dollars empty
EPC: 3rd Party Private Dollars empty

Figure 194. Initial Validation Error Report

10. Once errors are corrected, try to upload the file again.

11. If the CSV file upload returns the status Partial File Upload, the file was successfully validated and the
system created CMF Project Annual Reports for some, but not all, of the Projects. There are some
projects that still contain impermissible values that need to be corrected in order to generate CMF

Project Annual Reports.

Status

W Download Success Results
Here

RETURN TO REPORT

Results

Download Errors Here

Errors

Figure 195. Partial File Upload

12. To view which CMF Project Annual Reports were successfully created, download the Success Results
report. The spreadsheet lists the ID number of all updated Compliance Projects and the type of Annual
Report Status successfully created for them. These new Annual Report records are accessible from the

Compliance Project’s detail page.
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A E C
1 |PROJECT NAME lPRGJECTID STAGE STATUS
2 |STAGES WERE UPDATED FOR FOLLOWING PROJECTS
3 Homeownership 1 P-05367 Investment

Figure 196. Homeownership Report Link

A B

1 |PROJECT NAME STAGE STATUS
STAGES WERE
UPDATED FOR

2 |FOLLOWING PROJECTS

3 |P-0155%0 Investment
4 |P-01591 Investment
5 |P-01592 Investment
& |P-01593 Investment
7 |P-01554 Investment

Figure 197. Successful CSV Upload Results- Created CMF Project Annual Reports

13. Return to the CSV Upload page. Address the mistakes in the error report to generate CMF Project
Annual Reports for all Projects. Click on the Download Errors Here link to download the system’s error
report.

Status Results Errors

ag:venluad Success Resu“S ——

RETURN TO REPORT

Figure 198. Partial File Upload- Error Report

14. The link will open the browser’s download dialog box and allow the file to be opened locally. The
spreadsheet lists the Project ID, error-causing field and briefly describes why the entry must be
corrected.
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For example in row 3, Project P-01600 has an error in the field Date Funds Committed because the date
entered is a future date. Correct the date to a permissible value.

A E C

1 |Erraring Project Line Erroring Field Error Message
Project line P-01591 with stage
Investment has a pick-list value

which is not allowed. For more Bad value for restricted
details please read Field Help Text picklist field: Direct
2 |column Use of Funds Administrative Expenses

Project line P-01600 with stage

Investment does not satisfy the

validation rule. For more details Date Funds Committed

3 |please read Error Message column Date Funds Committed must not be a future date
- Figure 199. Partial Upload- Final Error Report

15. Once the errors are corrected, upload the file again for the Project records needing correction. When
you are successful, click on the Return to Report link under the Status bar to navigate back to the
Performance Detail page.

Status Results Errors

Download Success Results
Here

'File Uploaded Successfully

I RETURN TO REPORT I

Figure 200. CSV File Upload- Return to Report

16. Proceed to the directions in Section 6.10 of this guide to complete submission of the report.

This space is intentionally left blank.
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8.4 Use of Cloning for subsequent CMF Project Annual Report reports to save time and effort

Once you have created an initial CMF Project Annual Report for a Project, each subsequent Annual Report will
continue to require data that was previously reported, along with a few fields that need to be updated.

For example, suppose you have a Homeownership property in which the first year of the report the property
was occupied by a new homeowner. In the second year, that family continued to reside in the home at the end
of the year. In fact, the only thing that has changed is that the homeowners have made regular mortgage
payments, which generated Program Income in the form of principal repayments and interest in Year 2. All of
the other data points are the same.

In this circumstance, you can use the Clone functionality to create a new CMF Project Annual Report Record:
1. To Clone a CMF Project Annual Report Record, locate the Project for which you need to create a CMF

Project Annual Report via the Projects list on the “CMF Performance Detail” page. Click on the
Compliance Project ID link for that project.

4 Projects MNew Project

Action Compliance Project ID Project Mame

Leverage Case

Direct Admin Expense

EDA test of commitment
Homeownership Commitment Test

Disburse withaul Commmitrment

hi more ® | to list (13) »

Figure 201. CMF Performance Detail Page Project List

2. On the Project Detail page for that project, either hover over or click on the CMF Project Annual
Reports link at the top of the page of the page or scroll down to the CMF Project Annual Reports list
section of the page. Click on the link for the most recent CMF Project Annual Report under the CMF
Project Annual Report Name column. In the example, the user should click on S-007804.

Project Cratormite

4\ P-00083
Prosent ar MF Py rore il B m) Opena B | Aty Heory [0 & Asiwoh m A 1 1]
Project Detail
Cusiom Links
Erniect Anreial Beport En B Finld H R MF 51
* Information
Complance Project 1D PuDO0AY Record Type  Rental Howsing
Project Mame  The Edmand Performance Report  PR-OO0ZT

Frojest Status  Complete
Progect Location Waming Award Year 2016
Reporting Year 2020
Anreasl Ripon sreated bor the curfen Ly

Annual Report Not Requined

Figure 202. Link to Project CMF Project Annual Reports on Project Record

Or
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! CMF Project Annual Reports Create New Annisal Report | | Clone Last Annisal Report
[[] Aetion CMF Project Annual Report Numbsr  Project Status 31 FY End  Annual Repost for FY  Investment or Allordability 0 FY End  Disbaursement Status
O 0005354 Partially Comgpleta 2017 Inwestmant Partially Disbursad
O 00706 Parfially Complete 2018 Invesimend Fully Disbursed

0 S007504 Compilate 2019 Inwestment Fully Desbursed

Figure 203. Link to CMF Project Annual Report Records on a Project Record

3. You will now be on the “CMF Project Annual Report Detail” page. Click on Clone and the CMF Project
Annual Report Record will be duplicated from the last performance year to the current year. Update any
data that requires an update then click on Save at either the top or bottom of the page.

.. CMF Project Annual Report
W S-007795

« Back to Project: P-04966

CMF Project Annual Report Detail =

Report TOTALS as of Fiscal Year End, Through Completion Deadline

Units Warning
CMF Project Annual Report Number  S.007795
Project Name  Project Example

Figure 204. Clone Button on a CMF Project Annual Report Record

This space is intentionally blank.
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9. Reporting the Replacement of a Home in a Homeownership Project

Recipients that finance homeownership may have occasions where an individual property must be replaced per
the Recipient’s resale or recoupment strategy. For example, a financed home may be resold to a non-qualifying
borrower.” Replacement of homes must be reported according to the following steps:

9.1 Report the home being replaced as Incomplete - Terminated

Locate the Project record for the home that needs to be replaced. Create a new CMF Project Annual Report
record for this Project unless one has already been created for the year, in which case updates can be made to
that CMF Project Annual Report record. Change the Project Status to Incomplete — Terminated. Under Project
Dates section, list the final date the home met the affordability requirements of the CMF Program in the
Termination Date field. Report any Program Income earned by the Recipient in the Program Income section.

Click Save.

CMF Project Annual Report Edit

W S-008347

CMF Project Annual Report Edit Save | Save & Mew | Cancel

CMF Project Annual Report Number  5-008347 Record Type  Homeownership Housing
CMF Project  P-05412

Investment or Affordability at FY End I (") Annisal Report for FY 2015
Project Status at FY End _ [ Incomplete - Terrninat_eg_::)

Project Dates
Date Funds Committed BM2020 ] [ 622720201 Project Completion Date 62212020 [ Bi222020 |
Date of First Disbursement |{1-'22.'?EI2IJ | 162202020 Placed into Service Dates |E,122,121}2|]. [ Gr2202020 |
Date of Full Disbursement B222020 1 62272020 ] Initial Occupancy Dat 1

Termination Date | TH2020 | GrE22020 |

Figure 205. Project Status and Termination Date to Report Project as Terminated

CMF Project Annual Reports for Incomplete — Terminated projects are not required following the year the
project is reported as terminated. A checkbox on the Project Detail page will indicate when a CMF Project
Annual Report is not required for a given reporting year:

Project Detail Edit
Custom Links
Pigiecl Annual Repon Ei Bi MAE Stlaf Only)
* Information
Compliance Project D F-05412 Record Type  Homeownership Housing
Progect Name  Homae 1 Performance Report  PR-DOGSZ
Project Status  Incompbile - Terminaled
2018 Dissater Ares Avesrd Year 2017
Reporting Year 3020
Anrusl Report coaated for Bhe eurrent ve
Avenst Repori Nt e []

Figure 206. Annual Report not Required Checkbox

5 The Recipient should refer to Section 5.3 of the Assistance Agreement for more information regarding resale and

recoupment requirements.
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9.2 Create the Replacement Project Record and CMF Project Annual Report

Follow the steps in Section 6.8 and those below to link the new project with the one being replaced. When
creating the Project record for the replacement home, enter the Compliance Project ID into the Housing Project
Replaced field under the Project Dates section. You can locate the correct Compliance Project ID by clicking on
the small magnifying glass button located next to the Housing Project Replaced field.

Pﬂ'.lj!l:t Dates
Project Commitment Date Placed into Service Date
Date Funds Committed Initial Occupancy Date

Date of First Disbursement
Date of Full Disbursement Housing Project Replaced  [PL07930 )
Start of 10 Year v

Affordability Gap Days
Project Completion Date

Figure 207. Housing Project Replaced Field and Search Tool

If the replacement home is being financed with Program Income from the home being replaced or any other
Program Income, be sure to indicate the Commitment of Program Income on the Project record in the correct
field(s).

Program Income

Commit. of PI - |10000 |
equity/loan/recoveries

Commitment of Pl — Interest | |
Income

Figure 208. Commitment of Program Income Fields

On the CMF Project Annual Report record, indicate the Project Status at FY End as “Reinvestment.” Also, be sure
to report any disbursement of Program Income and new Eligible Project Costs. Click on the Save button to save
the record.

9.3 Viewing the Affordability Period on the Project Record.

Returning to the Project record, under the Project Dates section, the user should note that the system will
automatically determine the end date for the 10-year performance period for this Project, along with other
information once a Completion date for the replacement home has been entered. This date takes into account
any gap in time between when the home being replaced was terminated and when the replacement project was
completed:

Placed into Service Date  8/27/2019
Initial Occupancy Date  8/27/2019
Termination Date

Housing Project Replaced ~ P-02939

Start of 10 Year Affordability 6/15/2019

6/26/2029
8/27/2019

End of 10 Year Affordability Period

Figure 209. End of Affordability Period Date for Replacement Project
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10. Guidance Regarding Reporting Family Occupancy of Occupied Rental Units

10.1 Annual Tenant Income Reexamination and Re-categorization

The CMF Program Interim Rule (12 CFR 1807.401(f)) requires that the income of each Family
residing in a rental Project unit be re-examined annually by the Recipient.

In each reporting period for each CMF rental Project, the Recipient must accurately report the
number of units occupied by income category. This means that each Family must be categorized into
the correct income category based on the occupying Family’s income relative to the Area Median
Income (adjusted for Family size) for the applicable state and county. Acceptable sources for
determining Family income include the Internal Revenue Service Form 1040 or as described in 24

CFR §5.609.

e Do NOT simply report the original income classification of the unit when Project

Completion was achieved.

e  Always re-examine income and reclassify each Family according to the correct Area
Median Income (AMI) for that reporting period.

e Do NOT assume that a Family that maintains residence over two reporting periods has the
same income classification in the most recent year as it did the prior reporting year.

When completing the occupancy data for rental units in AMIS, on the CMF Project Annual Report
record you must enter the number of units occupied at each income level based on Family income
compared to the Project’s applicable Area Median Income:

Rental Units Occupied at Performance Year End

ELI units occupied - 0 - 30% AMI |r1[] |
VLI units cccupied - 31 - 50% AMI |r14 |
LI units occupied - 51 - 30% AMI |r1[] |

Eligible units occupied - 81 - |5

Mon Eligible units - 121% AMI and |5 |

120% AMI

higher

Figure 210. CMF Project Annual Report Record- Rental Units Occupied at Performance Year End

The following table provides additional guidance on what information to enter in each field at the

aggregate level:

Data Field in AMIS

Data Field Description

Extremely Low-Income Families
(Occupied)

Enter the number of units occupied by Families at 30% of AMI or
below at the end of the reporting period.

Very Low-Income Families (Occupied)

Enter the number of units occupied by Families 31%-50% of AMI
at the end of the reporting period.

Low-Income Families (Occupied)

Enter the number of units occupied by Families 51%-80% of AMI
at the end of the reporting period.

Other Eligible-Income Families
(Occupied)

Enter the number of units occupied by Families 81%-120% of
AMI at the end of the reporting period.

Non Eligible Families (Occupied)

Enter the number of units occupied by Families above 120% of
AMI at the end of the reporting period.

Figure 211. Income Category Descriptions
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The following chart shows how a Family at each income level should be categorized in a
subsequent reporting period:

All Awards

Initial Family Income
Category
Classification / Prior-
year Classification

Family stays in same
income category

Family income goes
down to lower
category but doesn’t
occupy a lower-cost
unit

Family income goes
down to lower
income category and
the Family occupies
a lower cost unit
Family income goes
up to next income
category but the
Family continues to
occupy a lower-
category unit and
pay rent level for the
lower category

Family income goes
up to next income
category; Family
requalified / rent
raised to next higher
income category
limits

Family income
increases above 80%

Family income
increases above
120%

Extremely Low-
Income

Very Low-
Income

Low-
Income

Eligible

Not
Eligible

Extremely Low-
Income

N/A

N/A

Very Low-
Income

Very Low-
Income

Eligible

Not Eligible

Very Low-
Income

Very Low-
Income

Extremely
Low-
Income

Low-
Income

Low-
Income

Eligible

Not Eligible

Low-
Income

Low-
Income

Very Low-
Income

Eligible

Eligible

Eligible

Not Eligible

Eligible

Eligible

Low-
Income

Not
Eligible

Not
Eligible

Eligible

Not
Eligible

Not
Eligible

Not
Eligible

Eligible

Not
Eligible

Not
Eligible

N/A

Not
Eligible

Figure 212. Guide for Classification of a Family in the Initial Year and Subsequent Year
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Special Case #1: Family occupies a higher income unit when they might qualify for a lower income
unit and lower rent ceiling. A Family that qualifies for a given unit but rents a unit specified for a
higher income category and will pay the higher rent associated with that category, should be
classified in the higher income category.

For example, a Family has an income that falls within the Very Low-Income category but because
there are not Very Low-Income units available, leases a Low-Income unit and will pay the rent limits
associated with the limits for Low-Income Families. This Family would be categorized initially as a
Low-Income Family.

Special Case #2: A Family occupying a unit at a given category income limit transitions to a lower
income category unit and rent limit. A Family occupies a given income unit but qualifies for a lower
income category unit and is signed to a new lease at the lower income unit price, which may or may
not be associated with a change in the unit actually occupied, should be categorized at the lower
income category.

For example, a Family that is in the Very Low-Income category signs a lease for a Low-Income unit for
a year because no Very Low-Income Units were available. This is the special case presented above.
The property experiences a vacancy in a Very Low-Income Unit. The Family is then offered and signs a
new lease for an apartment at the lower Very Low-Income category limits. That Family would now be
classified as a Very- Low-Income Family. The property manager chooses to exercise a swap of the
units, so the vacant unit is offered to a new Low-Income Family. The end result would be occupancy
of one Low-Income unit and one Very Low-Income unit, but the property manager has better aligned
the rents to match the Family’s income. Revising the designation of the unit for the Very Low-Income
Family, reduced the risk of a rent shortfall, and maintained the anticipated rental income coming into
the property.

Area Median Income Data

Area Median Income data is provided by the Department of Housing and Urban Development. A
Family whose income is not in excess of 120% of the applicable Area Median Income (AMI) is
considered Eligible- Income for CMF. A Family whose income is not in excess of 80% of the
applicable AMI is considered Low- Income. A Family whose income is not in excess of 50% of the
applicable AMI is considered Very Low- Income. A Family whose income is not in excess of 30% of
the applicable AMI is considered Extremely Low- Income. The HUD database provides this AMI data,
adjusted for Family size.

The HUD data can be found by clicking here.

From this page follow the link under “Access Individual Income Limits Areas.”
10.2 Guidance Regarding Reporting Family Occupancy of Vacant Rental Units

The CDFI Fund recognizes that from time to time rental units in a rental Project will become vacant.
Where there is a vacancy in a unit that causes a temporary noncompliance, the CDFI Fund will allow
the Recipient to report the unit in the highest income category of the Family that would be eligible to
occupy the unit, so long as the unit is being actively prepared for occupancy and marketed for lease.
In other words, if a unit will exclusively be available to a Low-Income Family (or lower), the unit
should be reported as an occupied unit at the Low-Income level. If the income level of the next
occupying tenant is uncertain or is not being actively prepared for occupancy and marketed for lease,
the unit should be classified as a non-eligible Family occupied unit.
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10.3 Guidance Regarding Homeownership Affordability Reporting

Annually, for each CMF-financed Homeownership unit, the Recipient must track whether the original
purchasing Family remains the owner of the home and the home continues to serve as a principal
residence, OR a subsequent owner, who is (1) an Eligible-Income Family (Family income is 120% AMI
or lower); (2) purchased the home at no greater than 95 percent of the median purchase price as
used in the HOME Program, and (3) the home serves the new Family as the principal residence.
Where these ownership conditions apply, the Recipient will confirm continuing compliance of the
Homeownership Project through submission of a CMF Project Annual Report, following the
instructions in Section 6.8.3 with no change to the data.

However, if the CMF-financed Homeownership unit is no longer compliant by virtue of a non-
qualifying Family purchasing the home, the housing is subject to the resale provisions of 12 CFR
§1807.402(a)(5). This requires the Recipient to implement its resale or recoupment strategy to
finance another property in the same income category as the Family that initially purchased the CMF
financed Homeownership unit. This replacement home will be reported in the system as a “New
Project”, while the home with the non- qualifying Family will be reported as a “terminated” Project.
See Guidance and Advanced Topics 5 and 6 for this situation.
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11. Submitting a Service Request in AMIS for Compliance®

Log into AMIS. Click on Service Requests from the tab options. Your tab options may appear
differently depending on the setup for your account.

m Organizations Contacts CMF Performance Repor< Service Requemi

Figure 213. Service Request Tab

You are now on the Service Requests Home page. Click on the Create New Service Request button.

View: |Recently Viewed Service Requests V| Go!

Recent Service Requests < Crexte New Service Request _>'

No recent records. Click Go or select a view from the dropdown to display records.

Figure 214. Create New Service Request Button

On the Service Request Edit page, complete the required fields on the form. Select Compliance
and Reporting as the Program from the dropdown list. If the Service Request is related to a
specific award, for best service enter or look up the Award Name in the Award field (e.g. AWD-
0001234). Then select Submit.

4» Service Request Edit
Z

©  New Service Request

Service Request Edit Subedt | Submits Aod Atlachment | | Save & New  Cancel

aging Application ] C}J
Enter Award i i 1%
Validated i

Wy

Service Request Information

Service Request Owner  Tim Tester

Select from
dropdown list

Corntact Name

Orgasization Name

Progm fbNore- v 5
Program Togic Date you want it completed
Requested By Date 10019 | 122702010)

Last Comment Date
Last Attachment Dste

Additional Information Leave as New
Sates | New v| Compieted Date

i) R
Description Information Provide a brief title
]

Sebject I

- | Provide a complete description
e e Send to the CDFI Fund

Submit | Submit 8 Add Attlachment | | Save & New  Cancel

Figure 215. Service Request Fields

® A comprehensive guide covering Service Requests and the Service Request lifecycle is available in Section 8 of the “Getting
Started — Navigating AMIS training manual: https://amis.cdfifund.gov/s/CDFIFundAMIS-TrainingManual- AE101.pdf
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