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DRAFT December 21, 2010

I.           NSP2 investment strategy

A. Production Budget

	
	Production
	Administration
	Total
	20% Expenditure

	City Allocation
	
	
	
	

	Land Bank Allocation
	
	
	
	

	TOTAL
	
	
	
	


B. Summary of Market conditions
	Task
	Responsible Party / Person(s)
	Deadline / Date Completed
	Status & Notes

	Collect and Analyze Price Ranges
	
	
	

	Summarize Housing Products and Amenities to meet or move Market forward
	
	
	


C. Target Areas
	Task
	Responsible Party / Person(s)
	Deadline / Date Completed
	Status & Notes

	Identify Target Areas: Tipping Point and Redevelopment Areas that will receive investment
	
	
	

	Parcel Map of Target Areas
	
	
	

	Parcel-by-Parcel Survey of Existing Conditions: Condition, Ownership and Occupancy
	
	
	

	Enter Survey Information in Database
	
	
	

	Develop Existing Conditions Map 
	
	
	

	Identify Anchors and Amenities on Existing Conditions Map
	
	
	

	Print Existing Conditions Map on Foam Core Poster for City
	
	
	


D. Identify Target Properties
	Task
	Responsible Party / Person(s)
	Deadline / Date Completed
	Status & Notes

	List of Properties for Acquisition and Strategy to Acquire
	
	
	

	List of Properties for Demolition and Strategy to Demolish
	
	
	

	List of Properties for LISA and Strategy for LISA
	
	
	

	Update Existing Conditions Map and Database as Progress on Acquisition, Demo & LISA
	
	
	


E. Schedule of Projects
	Task
	Responsible Party / Person(s)
	Deadline / Date Completed
	Status & Notes

	Calculate Units of Production for Demolition, Acquisition and LISA
	
	
	

	Conduct Due Diligence on Per Unit Costs of Production
	
	
	

	Complete Budget based on Project Type, Units of Production and Cost Estimates
	
	
	

	Compare Schedule of Projects with Budget in OPAL
	
	
	

	Complete Budget Workbook (coming soon!)
	
	
	

	Submit Budget Amendment in OPAL
	
	
	


F. Schedule of Expenditures

Total Award Amount: ______


20% Expenditure Amount by March 31, 2011:  ______
How many units will the City and Land Bank acquire by?

	
	January 31, 2011
	February 28, 2011
	March 31, 2011
	TOTAL

	Planning Amount (Projects in Due Diligence):
	
	
	
	

	Obligation Amount (Projects Set-up in OPAL or Under Contract):
	
	
	
	

	Expenditure Amount:
	
	
	
	


II.      Get Your Team in Place
G. pROCUREMENT AND CONTRACTING
1. Joint and Sharing Procurement

	Task
	Responsible Party / Person(s)
	Deadline / Date Completed
	Status & Notes

	Schedule of what City and partner Land Bank have procured. What can they share and jointly procure?
	
	
	

	Schedule of what Professional Service Providers the City and Land Bank can share and jointly procure
	
	
	

	City and Land Bank enter into Agreement to jointly procure and share professional service providers (coming soon!)
	
	
	


2. Acquisition and Demolition

Include the Date Completed / Deadline and Responsible Party / Person for each of the following Professional Service Providers that apply to your NSP2 Program
	Service Provider
	RFP Drafted, Reviewed and Published
	Scoring and Evaluation Criteria Developed
	Complete Cost Analysis (as applicable)
	RFPs from Professional Service Provider due and collected
	Score and Evaluate Submissions
	Notify Professional Service Providers of Selection
	Contracts and Agreement Developed, including Legal Review
	Filed

	Real Estate and Contract Attorney
	
	
	
	
	
	
	
	

	Appraiser
	
	
	
	
	
	
	
	

	Lead-based Inspector
	
	
	
	
	
	
	
	

	Asbestos Inspector
	
	
	
	
	
	
	
	

	Specification Writer
	
	
	
	
	
	
	
	

	Architect
	
	
	
	
	
	
	
	

	Real Estate Agent
	
	
	
	
	
	
	
	

	Demolition Facilitator
	
	
	
	
	
	
	
	

	Lead Abatement Contractors
	
	
	
	
	
	
	
	

	Asbestos Abatement Contractors
	
	
	
	
	
	
	
	

	Demolition Contractors
	
	
	
	
	
	
	
	


3. Low-income Set-aside

	Service Provider
	Outreach
	RFP/RFQ Drafted, Reviewed and Published
	Scoring and Evaluation Criteria Developed
	Complete Cost Analysis (if applicable)
	RFPs from Professional Service Provider due and collected
	Score and Evaluate Submission(s)
	Notify Professional Service Providers of Selection
	Contracts and Agreement Developed, including Legal Review
	Filed

	Housing Counselor
	
	
	
	
	
	
	
	
	

	Rental and Homebuyer Intake Specialist and Income Certification
	
	
	
	
	
	
	
	
	

	Specification Writer/Architect
	
	
	
	
	
	
	
	
	

	Developers
	
	
	
	
	
	
	
	
	

	Construction Manager
	
	
	
	
	
	
	
	
	

	Marketing & Sales
	
	
	
	
	
	
	
	
	


4. Land Banking for Future Redevelopment

	Service Provider
	Outreach
	RFP/RFQ Drafted, Reviewed and Published
	Scoring and Evaluation Criteria Developed
	Complete Cost Analysis (if applicable)
	RFPs from Professional Service Provider due and collected
	Score and Evaluate Submission(s)
	Notify Professional Service Providers of Selection
	Contracts and Agreement Developed and Finalized
	Filed

	Property Manager
	
	
	
	
	
	
	
	
	

	Property Maintenance
	
	
	
	
	
	
	
	
	


III.      Compliance systems

H. Procurement and Contract Templates

	Task
	Responsible Party / Person(s)
	Deadline / Date Completed
	Status & Notes

	Schedule of Procurement and Contract Templates needed
	
	
	

	Schedule of Construction Mortgage and Liens needed
	
	
	


I. Section 3 plan
	Task
	Responsible Party / Person(s)
	Deadline / Date Completed
	Status & Notes

	Develop Section 3 Plan
	
	
	


J. ENVIRONMENTAL REVIEW

	Task
	Responsible Party / Person(s)
	Deadline / Date Completed
	Status & Notes

	Overlay of Cleared SHPO Target Areas on Existing Conditions Map
	
	
	

	Contact MSHDA on Receiving Technical Assistance for List of Target Properties outside of Cleared Areas
	
	
	


IV.          Production systems

K. Acquisition

How many units will the City and Land Bank acquire by?

	January 31, 2011
	February 28, 2011
	March 31, 2011
	TOTAL

	
	
	
	


	Task
	Responsible Party / Person(s)
	Deadline / Date Completed
	Status & Notes

	Prioritize List of Target Properties
	
	
	

	Conduct Due Diligence based on NSP2 Property Type and Complete Acquisition Analysis Tool
	
	
	

	Develop System and Schedule Regular Meetings to receive Acquisition “Go/No Go” from Decision Makers
	
	
	

	Negotiations for Purchase
	
	
	

	Prepare and Attend Closings
	
	
	

	Stabilize Structure for Immediate Rehabilitation
	
	
	

	Record Liens (as applicable)
	
	
	


L. Demolition

How many units will the City and Land Bank demolish by?

	January 31, 2011
	February 28, 2011
	March 31, 2011
	TOTAL

	
	
	
	


	Task
	Responsible Party / Person(s)
	Deadline / Date Completed
	Status & Notes

	Prioritize List of Target Properties
	
	
	

	Conduct Due Diligence based on NSP2 Property Type, Existing Ownership and Demolition Type (e.g. stand alone, privately-owned, land banking, new construction) 
	
	
	

	Develop System and Schedule Regular Meetings to receive approval for Demolitions
	
	
	

	Complete Pre-demolition Due Diligence (permits, utility shut-off, etc.)
	
	
	

	Enter Agreement with Demolition Contractor
	
	
	

	Demolition Oversight
	
	
	

	Demolition Close-out and Record Liens
	
	
	


V. Funds Management Systems
M. File and documentation management

	Task
	Responsible Party / Person(s)
	Deadline / Date Completed
	Status & Notes

	Develop File System based on Required Document Checklists (and Community Central when available) for:

·  Procurement and Contracting

· Property Files 
	
	
	

	Manage Files and Collect Documents 
	
	
	


N. OPAL Set-up and Draw request

	Task
	Responsible Party / Person(s)
	Deadline / Date Completed
	Status & Notes

	City & Land Bank Chart of Accounts within Local Financial Management System
	
	
	

	Develop Systems of Checks and Balances for City to review NSP2 Project Manager Work 
	
	
	

	Input Projects into OPAL 
	
	
	

	Request Draw into OPAL
	
	
	

	Distribute Funds to Vendor
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