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26. As-completed (or post-rehabilitation) Appraisal  

 
27. Typically, the Setup Proforma can be submitted via OPAL once the above documents have 

been collected. 
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MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY 
OFFICE OF COMMUNITY DEVELOPMENT 

 
STEP 2: Bidding and Contractor Selection.  After determining a project’s initial feasibility, a 
contractor can be identified, and actual costs of the project can be determined.  While often not possible, 
it is best to have solid bids that fit within the budget and compliance standards for the grant before 
actually closing on the purchase of property.  This is particularly true for rehabilitation projects. 
 

1. Prepared Bid Package 
 
2. List of Contractors invited to Bid 

 
3. Copies of bids received 

 
4. Bid Comparison Summary 

 
5. Record of Bid Selection 

 
6. Verification that selected contractor(s) is not on debarred list (http://epls.arnet.gov) 

 
7. Notice to unsuccessful bidders 

 
 

S:\CD\Publications\Required Documents\Required Documents and Submissions, ADR, 09.24.07.doc 
 
 4 

http://epls.arnet.gov/


MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY 
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STEP 3: Construction Management.  Once the property has been purchased and a contractor is 
selected, the construction contract can be signed and development activity can begin. 
 

1. Contractor(s) License 
 
2. Contractor(s) Insurance 

 
3. Contractor(s) Lead Training/Certification 

 
4. Contract(s) between Contractor and Grantee, to include: 

 
a. Lead Work Contractor attachment (R) 

 
b. Equal Opportunity Clause (Executive Order 11246)  

 
c. Visitability Rider (New Construction) 

 
5. At this point, the Contract Proforma should be completed in OPAL.   As costs change due 

to change orders throughout the course of construction management, one or more Revised 
Proformas may be required to show the current project cost and allow full billing of 
MSHDA funds needed for non-developer fee costs. 

 
6. Recorded Notice of Commencement 

 
7. Notice to Proceed  

 
8. Change Order(s) 

 
9. Interim Payment Requests/Authorizations and Inspection Requests (could be separate or 

combined forms; could be invoiced by contractor or placed on standard form; requires signature 
by contractor and approval by grantee prior to payment) 

 
10. Copy of Inspection Reports by local building inspectors 

 
11. Documentation of satisfactory Pre-Drywall Inspection by certified HERS Rater and 

documentation that any identified deficiencies were corrected (New Construction) 
 

12. Sworn Statements (could be incorporated into payment request form from contractor) 
 

13. Partial and Final Unconditional Lien Waivers  
 

14. Lead Clearance Report (R) 
 

15. Lead Based Paint Inspection/Compliance Certification Form (R) 
 

16. Certificate of Occupancy  
 

17. Final Inspection Report by grantee 
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18. Final Inspection Report and Blower Door Testing Report by certified HERS Rater (New 

Construction) 
 

19. Energy Star Rating Certificate (New Construction) 
 

20. Final Payment Request/Authorization (again, could be a combined or separate forms, but should 
clearly show signature of contractor and approval by grantee) 

 
21. Itemized summary listing of all project costs including acquisition, closing costs, construction 

costs, LBP testing costs, LBP remediation activities, and soft costs/developer fee 
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STEP 4: Applicant Eligibility.  While the specific buyer is typically not identified at the time a project is 
setup, marketing efforts should be underway once the property has been purchased and construction 
begins.  The next step is to identify the specific buyer for the completed unit and determine that buyer’s 
eligibility for the program.  Please note: Income eligibility is not the same thing as program eligibility; 
not everyone who is income eligible is qualified to purchase an ADR home. 
 

1. Application 
 
2. Income Verification package, to include: 

 
a. Income Computation Worksheet  

 
b. Third Party Verification Monitoring 

 
c. Family Composition  

 
d. Authorization for Release of Information and Privacy Act Notice 

 
e. Declaration of Section 214 Status 

 
f. Checklist(s) of income and assets 

 
g. Verifications of income, assets, assistance, etc. 

 
3. Pre-qualification from Lender: Most grantees require that an applicant be pre-qualified or pre-

approved for a loan prior to designating an application as “complete.”  While not fundamentally 
required, including a pre-qualification in your application process can help avoid “reserving” a 
house for a potential buyer who is not, in fact, able to obtain acceptable first mortgage financing.  

 
4. Credit Report:  While some grantees do not work with prospective buyers in advance of receiving 

a purchase offer, most do.  Pulling a credit report as a part of the initial intake/application 
process can quickly identify prospective buyers who are not ready to purchase a home or are not 
yet eligible to participate in a MSHDA Homebuyer project.  Additionally, having the credit report 
in advance allows grantees to better direct clients to appropriate and competitive mortgage loan 
products and lenders. 

 
5. Homeownership Counseling Certificate 

 
6. Documentation of First Time Homebuyer Status: Many programs prefer to track what percentage 

of homebuyers qualified as first-time homebuyers.   
 

7. Lead Based Paint Statement (including Protect Your Family from Lead in the Home pamphlet) 
(R) 

 
8. Applicant receipt of Fair Housing: It’s Your Right pamphlet 

 
9. Upon completion of the above, the Pre-Closing Proforma should be submitted on OPAL. 

 
 

S:\CD\Publications\Required Documents\Required Documents and Submissions, ADR, 09.24.07.doc 
 
 7 



ADR - REQUIRED DOCUMENTS CHECKLIST

2. BIDDING AND CONTRACTOR SELECTION N/A Date Complete Initials Comments

1 Prepared Bid Package

2 List of Contractors invited to Bid

3 Copies of bids received

4 Bid Comparison Summary

5 Record of Bid Selection

6 Verification selected contractor(s) is not debarred

7 Notice to unsuccessful bidders
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ADR - REQUIRED DOCUMENTS CHECKLIST

3. CONSTRUCTION MANAGEMENT N/A Date Complete Initials Comments

1 Contractor(s) License

2 Contractor(s) Insurance

3 Contractor(s) Lead Training/Certification

4 Contract between Contractor(s) and Grantee, including

4a Lead Work Contractor attachment Rehab

4b Equal Opportunity Clause (EO 11246)

4c Visitability Contract Rider New Construction

5 Contract Proforma OPAL

6 Recorded Notice of Commencment

7 Notice to Proceed

8 Change Orders

9 Interim Payment / Authorizations / Inspection Requests

10 Copy of Inspection Reports by local building inspectors

11 Pre-Drywall Inspection by HERS Rater New Construction

12 Sworn Statements

13 Partial and Final Unconditional Lien Waivers

14 Lead Clearance Report Rehab

15 Lead Based Paint Inspection / Compliance Certification Form Rehab

16 Certificate of Occupancy

17 Final Inspection Report by grantee

18 Final Inspection Report/Blower Door Test Results New Construction

19 Energy Star Rating Certificate New Construction

20 Final Payment Request / Authorization

21 Itemized summary listing all project costs
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ADR - REQUIRED DOCUMENTS CHECKLIST

4. APPLICANT ELIGIBILITY N/A Date Complete Initials Comments

1 Application

2a Income Computation Worksheet Potential Submission

2b Third Party Verification (TPV) Monitoring Potential Submission

2c Family Composition Potential Submission

2d Authorization for Release of Information and Privacy Act Notice

2e Declaration of Section 214 Status Potential Submission

2f Checklist (for each person 18 and over) Potential Submission

2g Verifications (income, asset, school, etc.) Potential Submission

3 Prequalification from Lender Recommended

4 Credit Report Recommended

5 Homeownership Counseling Certificate

6 First Time Homebuyer Status Recommended

7 Lead Based Paint Statement (incl Protect Your Family …) Rehab

8 Applicant receipt of "Fair Housing: It's Your Right" Recommended

9 Pre-Closing Proforma OPAL
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ADR - REQUIRED DOCUMENTS CHECKLIST

5. SALE / LIEN DOCUMENTS N/A Date Complete Initials Comments

1 Purchase Agreement between grantee and homebuyer

2 Good Faith Estimate from lender Submit

3 Request Release of Mortgage from MSHDA 

4 Settlement Statement(s) for both buyer and seller Submit

5 HB Subsidy Second Mortgage documents Submit/OPAL

6 Copies of all closing documents

7 Final Proforma OPAL
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ADR - REQUIRED DOCUMENTS CHECKLIST

6. PROJECT CLOSEOUT AND ONGOING MONITORING N/A Date Complete Initials Comments

1 Client Satisfaction Survey Recommended

2 Pre-Warranty Expiration Follow-up Recommended
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