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Current PDM Version Updates

Current PDM Version Updates

1.2.01_ Overview
This Chapter covers changes that have occurred since the most recent previously published version of the PDM.
The most recent previously published version is:

Version: 2016 .06.01

1.2.02__Current Update : Introduction

This version of the PDM constitutes a significant update in both format and content to the previous version. For
those who are familiar with the previous version, some reorientation with this new version will be required; this
Chapter is intended to make that re-orientation easier. Due to the extent of change, this Chapter will not go into
detail in describing everything that has changed but will outline only generally what important format and content
changes have occurred and where important changes to critical requirements have been added or modified. The
user should not assume that if a change is not listed in this Chapter that there has not been a change to the
content given in the previous version. Each applicable section of this Manual should be reengaged by repeat users
of this Manual.

1.2.03_Synopsis of Significant PDM Changes/Updates

1) The PDM is now divided in to seven (7) ‘Parts’ each containing one or more related Chapters.

2) The Appendix has been expanded.

3) Most of the Chapters have been given new yet similar titles and all have new chapter numbers.

4) Development Team requirements have been updated and expanded in Chapter 5.2.

5) The PDM now has a bonafied “Rehabilitation” component (refer to Chapter 6.2 and to
Appendix Section B).

6) CNA requirements are now located in Appendix B.1.

7) Core-Development Document (cop)* required to be included as part of Funding Applications
are now listed and described in Part 3 of the PDM. Department issued NOFAs now direct
applicants to part 3 of the PDM for Application instructions and details related to these
documents.

8) Some changes (deletions and additions) have occurred to the Development Standards for New
Construction (previously located in Chapter 5b in the previous Version of the PDM). See
Chapter 6.1 for revised New Construction Development Standards.

1.2.03 Footnotes

1. See Appendix A.1 for the definition of Core-Development and Core-Development Document (CDD).

V:2017.12.01
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Applicability

Applicability

1.3.01_ Overview

All  Housing Development Projects receiving new funding support from OHCS and all Capital
Restoration/Improvement Projects’ associated with properties that currently exist within the Department’s Asset
Management Portfolio must comply with the Standards and Processes described in this Manual. Varying degrees
of PDM Applicability have been established based on the type of new funding a project may receive from the
Department and on what Department Section’ will administer the project. This Chapter defines the degree to
which a given project must comply with the Standards and Processes contained within this Manual. The
Department, at its sole discretion, may modify the degree of PDM Applicability defined in this Chapter, as it
pertains to a specific project or property, to better suit the unique circumstances of that project.

1.0.01 Footnotes:

1. Capital Restoration/Improvement Projects: Are generally defined as projects that extend the
useful life of the asset, capital intensive restorations undertaken to return a damaged asset
to its pre-damaged (or better) condition, and/or other additions or improvements to the
property. More specifically, and for the purpose of this Manual, the Department, at its sole
discretion, may regard any asset improvement/repair/alteration, regardless of its size or
purpose, to be within the bounds of this definition.

2. Department Section: Typically, projects receiving new funding via a Department
administered program are administered by the Department’s Multifamily Finance Section.
Projects administered via the Department’s Asset Management Section may or may not be
receiving new funding from an Department administered program.

1.3.02_ Baseline Applicability

Except were modified by Section 1.3.03 or Table 1.3-1 of this Chapter, the Standards and Processes described in
this Manual apply, in their entirety, to all housing new construction, remodel, restoration, and major repair
projects connected with any Department administered funding program and/or when such projects, either with or
without new Department funding, are administered by the Department’s Asset Management Section.

1.3.03__PDM Applicability Levels

As of the Version date of this edition of the PDM, the Department has established three (3) PDM Applicability
Levels that modify the Baseline Applicability given in Section 1.3.02 of this Chapter. The three Applicability levels
are defined in Table 1.3-1 located at the end of this Chapter. The three pre-established Applicability Levels allow
the Department to administer the PDM according to the varied needs of the Department’s funding programs.
PDM Applicability Levels are subject to change from one PDM Version to the next and can also be modified via
Department published Technical Advisories. Project Owner’s and their Development Teams must be sure they are
using the appropriate PDM Applicability Levels based on the PDM Version that applies to their project (See Section
1.3.06 of this Chapter for determining the applicable PDM Version) and reviewing any subsequently published
Technical Advisories that may also apply. PDM Versions and Department published Technical Advisories are
available for review and download on the Department’s website.

1.3.04__PDM Applicability Based on the Type of New Funding from OHCS
For projects that may receive new funding from a Department administered program, the PDM Applicability Level
is determined by the program funding being sought and is given in Table 1.3-2 located at the end of this Chapter.

V:2017.12.01
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Important:
Projects Receiving New Funding from a Program Not Listed in Table 1.3-2

OHCS Funding Programs not listed in Table 1.3-2 when associated with either the New

Construction of, and/or the Rehabilitation of two (2) or more attached dwelling units has, by
default, a Level 1 PDM Applicability Level requirement (refer to Table 1.3-1 in this Chapter). It
is the responsibility of the Applicant and/or the Project Owner to confirm with the applicable
OHCS Funding Program Manager if a different level of PDM Applicability has been authorized
by the Department.

1.0.05__PDM Applicability to Projects Associated with the Department’s Asset Management Section

By default, all projects undertaken on properties within the Department’s Asset management portfolio have an
Applicability Level 2 (refer to Table 1.3-1). This default Applicability Level may be modified by the OHCS Asset
Manager who will determine, on a case by case basis, if and how the PDM will be administered with projects that
are managed by the Department’s Asset Management Section. Due to the wide variety of project types that are
administered through the Department’s Asset Management Section, a customized application of the PDM
(different from the pre-defined PDM Applicability Levels given in Table 1.3-1) may be developed to fit the specific
needs of a given project.

Important:
Modifications to Properties Already Within the Department’s Asset Management Portfolio

(AMP)

Property Owner’s and/or their property management entity must contact the Department’s

Asset Management Section well in advance of undertaking any planning or design of
modifications to properties that exist within the Department’s AMP so that the appropriate
level of Department guidance can be determined and implemented.

1.0.06__PDM ‘Versions’ and Determining What Version Applies
The PDM Version that is applicable to a specific project is determined as follows:

1) PDM Version Applicability According to Notice Of Funding Availability (NOFA)
PDM Versions are indicated on the cover of the Manual and on each page above the page number
(e.g. V: XXXX.XX.XX). The PDM version that applies to a given project is determined by the specific
NOFA under which the project has been awarded funding. Refer to the NOFA of interest where the
corresponding applicable PDM version is identified for that NOFA. The PDM Version that applies at
the time of funding award will apply to the funded project through to the completion of construction
even if/when subsequent revised versions of the PDM are published during that period of time.

2) PDM Version Applicability for Projects Not Associated with a Notice Of Funding Availability (NOFA).
Projects not associated with a specific NOFA must use the most recent PDM Version that has been
published on the Department’s website at the date that an Application for funding assistance is made
to the Department or as may otherwise be approved in writing by the Department. The PDM Version
that applies at the time of funding award will apply to the funded project through to the completion
of construction even if/when subsequent revised versions of the PDM are published during that
period of time.

Project Development Manual (PDM) : Housing Development & Preservation Standards : Oregon Housing & Community Services
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1.3.07__Universal Applicability of PDM Chapter 5.1 : Development Codes & Regulations

Many of the Baseline Project Requirements (BPR)s listed in Chapter 5.1 are promulgated and enforced by
regulatory bodies outside of OHCS and are made Department requirements by extension only. Any
communication by Department staff regarding the Applicability of elements of Chapter 5.1 to any given project
regardless of the accuracy of such communication will not limit the Project Owner’s and their Development Team'’s
responsibility to fully understand the legal obligations of the project as required by regulatory entities outside the
Department and to fully comply with those obligations.

Table 1.3-1
PDM Applicability Levels
PDM Chapter/Section Exceptions

(Non-Applicable Chapters & Sections of the PDM)
See Important Note 1 at the end of this Table

Applicability
Level

e No Exceptions

o Chapter4.1
e Chapter 4.2
e Chapter 6.0, Section 6.0.13

e All Chapters/Sections listed in Level 2
o Chapter7.1.

Important Notes:

1. Table 1.3-1 defines only those parts of the PDM that do not apply (are exceptions) within each
Applicability Level. In other words, all Sections of the PDM that are not listed remain applicable.

V:2017.12.01
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Table 1.3-2
Applicability Level Requirement Based on Funding Program

Applicability

Level OHCS Funding Program

o HOME Investment Partnership Program

o National Housing Trust Fund (HTF)

e Any Program Not Specifically Named Elsewhere in this Table
(For Programs not named this is a default level of Applicability;
Be sure to confirm this Applicability Level Requirement with the
OHCS Program Manager)

9% Low Income Housing Tax Credit (LIHTC)

General Housing Account Program (GHAP)

Housing Development Grant Program (HDGP)

Oregon Affordable Housing Tax Credit (OAHTC)

Low Income Weatherization Program (LIWP)

Projects Administered through the Department’s Asset
Management Section

e 4% Low Income Housing Tax Credit (LIHTC) & Conduit Bonds
e Local Innovation & Fast Track (LIFT)

Important Notes:
1. Refer to Table 1.3-1 for PDM Applicability Level definitions.

2. In cases where a project is receiving funding via multiple Programs, the Program with the higher
PDM Applicability Level will determine how the PDM is administered with that project.

V:2017.12.01
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Quick-Start Guide

1.4.01_ Overview

This Chapter provides an outline describing the basic steps needed to comply with the requirements of this
Manual. The intent of this Chapter is to give the user a rapid, high level understanding of the anticipated manner
in which this Manual will be deployed in their project development process. In addition to the Quick-Start Steps
outlined in Table 1.4 below, a thorough review of all parts of the PDM is highly recommended.

Table 1.4
Quick-Start Guide

Steps Description

Review the currently applicable version of the PDM as soon as possible in
the planning/pre-development phase of the project. The currently
applicable PDM version is published on the Department’s website. The
PDM review should be made in the context of the funding that the Project
Owner intends to pursue at the time of Application for funding.

Understand how the PDM applies to the proposed project (see Chapter 1.3,
Applicability). Contact the Department with any Applicability related
questions.

Once a funding award has been offered by the Department, review any
Core-Development’ related conditions that may be contained in the
Department’s Reservation Letter to be sure that there are not any obvious
conflicts between the Reservation Letter requirements and the PDM
requirements.  Notify the Department immediately if conflicts are
discovered or for any other needed clarifications.

If compliance with all or portions of Part 4 of the PDM, Development
Process Portal (DPP), applies to the project, review PDM Part 4 in detail to
understand the DPP submittal process. For projects receiving new funding
from the Department, required compliance with Part 4 is determined

based on the type of funding the project is receiving. See Chapter 1.3 for ;
determining if PDM part 4 applies to a given project. ~
(|
~
. i
Table 1.4 continued on next page. o
(o]
R
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Table 1.4 Continued:

Review Part 5, Baseline Project Requirements (BPR)s . This Part of the PDM
applies to all projects receiving funding via Department administered
programs. A few of the BPRs may not apply to all projects — these
variables, when they exist, are noted in the applicable Sections of Part 5 of
the PDM.

Review Part 6, Development Standards Overlay (DSO). This Part of the
PDM applies to all projects receiving funding via Department administered
programs.

Exception:

Per Chapter 1.3, some projects may be exempt from completing and
submitting the checklists associated with PDM Part 6. Even when this
exemption applies, all projects are still required to meet the Department’s
Development Standards as defined in the Departments DSO.

Review Part 7, Sustainable Development Standards (SDS). This Part of the
PDM applies to all projects receiving funding via Department administered
programs.

Exception:
Per Chapter 1.3, some projects may be exempt from compliance with Part
7.

Important Notes:
1. Refer to Table 1.3-1 in Chapter 1.3 for PDM Applicability Level definitions.

Table 1.4 Footnotes
1. See Appendix A.1 for the definition of Core-Development and Core-Development Documents (CDD)s.

:2017.12.01
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Application Requirements Overviev
Application Requirements Overview

3.0.01__ Overviewof Part 3of the PDM

Part 3 of the PDMs comprised of Chapters 3.0 through 3PDM Part 3 defines and describdse Core
Development Documest(CDR)" that are requiredas part ofan Applicationfor funding assistance made to the
Department The Departmentformally refeis Applicans via a NOFA or other form&8lepartmentcommunication

to Part 3 of the PDM for guidance arhat CCDsire required and any content and format requirements that apply.

3.0.01Footnotes

1. SeeAppendix A.Tor the definitionof CoreDevelopment Document (CDD)

Important:
The requirements of Part 8f the PDMare applicable toProgram funding Applicantsnly

when a Department Program notice, such as a NOFA, or othermal funding related
communication has specifically directed them to the PDM for CDD related submittal
requirementsthat must be included with their Application

3.0.02__ TheCDD Checkilist

Chapter 3.1 which follows this Chaptedjsts the CDO+ SZ Sredlired as part of theFunding Application
process Chapter 3.1 has been developed in a checklist foramat as suchit is referred to & the CDD Checklist
When Applicants have been referred to part 3 of the PDM for @picationrequirements, the Applicant must
comply with all requirements given in the CDD Checklist for the funding Application to be considered complete.
Additional instructios for completing the CDD checklist are provided in the checklist itself.

3.0.03__ CDD Format and Content Requirements

Chayter 3.2 contains specific content and format requirements for the A3Ezsl in the CDD Checklist. Applicants
must comply with all format and content requirements given in Chapter 3.2 for the Funding Application to be
consideredcomplete

Important:
Chapters 3.1 and 3.2 that follow this Chaptesntain funding Application Submittal

Requirements thatconstitute only aportion of the overall Applicationrequirements The
applicableNOFA or otheDepartmentissual funding relatedcommunicationwill haveother
critical application requirements listed therein. Aplicants must address all application
requirements including those that argpecified inDepartment Application materialghat
exist outside theCD[3 listed inPart 3 of the PDM

V:2017.12.01
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CDD Checklis

CDD Checklist
CoreDevelopment Documerd (CDD)dRequired at Application

Project Name Date

Instructions:

1. Before completing this Checklist, review Chapter 3.0tlfier purpose and use of this formThe termCore
Development Documen(CDD)s defined inAppendixA.1of this Manual

2. Enter theProject Nameand Datewhere requested at the top of this form.

3. Assemble the required CDBs listed in this formuse this checklist to ensure that yare providing all of the

necessary CDDwith your Application.Refer to item 9 in these instructions for CDD content and format

requirements.

All projectsmustsubmit the CDDs listed under (G) General Requirements.

5. In addition todocuments required undeitem 4 of these instructionsprojects mustalso submit all CDDs
required undereither (N) New Constructionr (R) Rehabilitation as appropriate for the at type. Projects
containing both NewConstruction andrehabilitationmust submitCDDgequired under all three parts dhe
CDD Checklist; Pai® N, and R.

6. To complete this form, lace a checkmarkn the ~~box associated with each item list€dffirms that the
required itemhas been includein the Applicatior).

7. Include this completedDD Checkliswith the other required CDDdisted in this formto create a neatly
organized CDD packetUse the completed CDD Checklist as the CDD packet covershmeetporate the
other CDDs listed in this Checkligtio the packet inthe same order as they are listedtime CDD Checklisbo
not bindthe CDD packeiocuments together.

8. Incorporate the completed CDPacket into the Applicationsubmittal package as instructed by the NOFA
Application.

9. All CDDdisted in this form must follow the gecific format and content requirementddentified in the
following Sectiors of Chapter3.2:

A

Important:
This Chapter containenly a portion of theApplication SubmittalRequirements

needed to successfully complete the Application process. Other criéiqairements

are givenin the applicable NOFA or otherDepartment issued funding related
communications. It is critical that applicants address all application requirements
including those that are specified iDepartment Application materials that exist
outside the bounds of Part 3 of the PDM.

. Content & Format —
Item —  (G) :General Requirements Requirements o
co1 Completed Copy of this CDD Checklist o
G02 GreenBuilding Worksheet 3.2.02G02 ~
NA Check the NA box to the left if thiproject is not receiving any ;
OHCS funding assistance other than LIFT and/or 4% LIHTC ( N
the Z | } A& Fcolumn unchecked). >

CDD ChecklisTontinued onNext Page Page

3-3
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CDDChecklist
CDD Checklist Continued
Item —  (N) : New Construction Requirements Conten_t & Format
Requirements
NQO New Construction Not Applicable -

Check this box only if New Constructiaa not part of the subject project
and leave boxes N1 througN11 unchecked.

NO1 Conceptual Site Plan 3.2.02N01
NO2 New Construction Cost Estimate 3.2.02N02
Important:

To satisfythis requirement, the cost estimator will require from the Proje
KAv E[+d u <]Pv } pu vse A]SZ u}@E $ ]o
than what is required by item 0L of this Table.

NO3 Unit Size Variance Requests 3.2.02N03
NO4 Visitability Variance Requests 3.2.02N04
ltem —  (R) : Rehabilitation Requirements Conten_t SR

Requirements
R® Rehabilitation Not Applicable

Check this box only iRehabilitationis not part of the subject project and
leave boxesR1 throughN2 unchecked.

RO1 Capital Needs Assessment 3.2.02R01
R02 RehabilitationProposed Scope of Work and Construction Cost Estimate 3.2.02R02

V:2017.12.01
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Design Phase

4.1.01_Chapter Overview

Chapterd.1 covers the Design Phassjuirementsof the Department] DPP FourDPPsubmittals (1 through 4) are
E «pl]E ME]JVP S8Z % E}i defimedin iR O2MHErough4.1.02-4 of thisChapter Asillustratedin
the DPP Diagramhapter 4.0Sectiond.0.11) the Design Phase of tHeepartment[»+ \Wagins at the point when
a Reservation and Conditions Letter (RCL) is issued to the Project Ownertamsittons to the Construction
Phase of the DPRhen construction commences.

4.1.02-1_Submittall: Priority Response

TheCDL tisted beloware considered critical for determining the viability and scope of a project and are therefore
referred toas "W E]}E]SC Z *%}ve _ ]35 ue J&Hocympnis atesnsviewed by theepartmentearly
in the Design Phas# the DPP

1) Required Documents
Submit documents listed below:

_____a) Schematic Design Drawings
Schematic Drawings are typically at a level of approximately-Z®% complete. Drawings should
include general site plan information, schematic floor plan layouts, unit types and layextirior
building elevations, basic building code and zoning code information.

Note:

Depending on the level of Site Plan development that existed at the tifn&pplication for funding
assistance the same Site Plan without additional development will likely satisfy the Site Plan
requirement for this submittal.

b) | Fully Executed Owner/Architect Contract
Important:

1) Prior to signingany contract related to their project, the Project Owner must contact
the OHCS Loan Officer assigned their project to confirm appropriate timing c
executing (signing) the contract. Some funding programs sud¢tiQddEhave strict
timing requirements relatedd contracts that if not carefully followed can jeopardize
funding eligibility.

2) Special Note for Projects witHOMEFunding The Contract must refer to the HOME
Contract Provisions as being made a part of the Contract and they must k
incorporated intothe Contract as an exhibit. The HOME Contract Provisions can t
obtained from the OHCS Loan Officer assigned to the project. Submittal of th

—
Owner/Architect Contract may be delayed with approval of such request being mad o
on a caseby-case basis by thBepartment ~
—
~
—
o
(qV]
>
Page
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Design Phase

¢) Current/UpdatedProject Schedule
The Current Project Schedutenot$Z e« u ¢« §Z ~"WE}%}s W @atiwas rdquested by
OHCS in the NOFA. T@arrent Project Scheduhould, at a minimum, show the full project timeline

from the time of Application for funding through to Construction Completion and should be submitted in
'vs Z E&S (}E&u §X v 18]1}v 8} ] vS](C]JvP §Z (E]S] 0 %Z * + v u]o
has identified for the project, the Project Scheduaiast clearly identify the following:

i) Projected placement within the projecscheduleof DPP Submittals 1 through.

ii) Projected placement within the projectschedule of a Stormwater Management Plan(SMP)
Submittal to OHC$®When new Stormwater Mitigation is part of the project Scope of Work)

Noteregarding the SMP

Because Stormwater Management Plans can vary in scope and complexity based on site and other
project related dynamics, the SMP has not been specifically identified as a requirgragnof

either DPP Submittal 1 or Zn SMP shouldhowever,be included a part of Submittals 1 and 2 if its
development has been started by those proposed submittal datésa minimum, th KAv E|[
schedule must show a 90% complete (minimum) SMP being submitted to OHCS no later than 120
days prior to Finance Closing or Conetion Start. The completed SMP must ineorporated into

the Construction Drawing Set and must therefore be included by default as part of Submittals 4, 5,
and?.

Detailed subphasing of theconstruction period is not necessary as part of the CurrenjgetdSchedule
submitted with Submittall however more detailed Construction Phase scheduling will be required as
part of Submittal4.

d) Current/UpdatedProjectScope & ost Report

Thereare no specific formaing requiremens for this item at this time. The intendf this itemis to
provide the Department with a document thaummarizeswhere and describes the extent of any
project scope and/or cost impacts.

e) Other Documents (as may be specifically requested by Brepartment).

2) Submittal Timing
Requireddocuments must be submitted to thalepartment within 45 days of the date of issuance of the
RCL. Contact the Loan Officer assigned to the project if more time is needed to submit one or more of the
required docurnents.

4) Transmittal Instructions
All documents listed for this Submittal must be submitted per the instructions dgiveChapter 4.0, Section
4.0.07. Additionally, special hardopy document submission requirements apply to this submittal per em

— of this Section

o

2 5) Hard Copy Document Submission Requirements
. Nonefor this Submittal

i

g 6) DepartmentResponse to Submittdl

- TheDepartmentwill promptly acknowledge receipt of the submittal. Information provided in the documents

> submitted may have a bearing on the scope of the project and may require additional assessment and
Page
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DesignPhase

documentation requirementsDepartmentstaff will work closely vth the Owner and their team to determine
if and how the information provided in Submittdlmay influence the project.

4.1.02-2_Submittal2: 50% Complet®eview
This is aDepartmentProgressReviewrelated submittal

1) Required Documents

_____a) 50% Complete Design Drawings & Specifications
At a minimum, drawings should show the information that was shown in the drawings at the time of
Submittatl with the following additional information: Building geometries fully developed, exterior
finish materials identified, basic apartment unit plans provided with basic hypothetical furnishings
shown, unit and common area square foot sizes indicated. All major site features with vehicle and
pedestrian circulation paths should be shown. An outlinectfication should also be provided.

2) Submittal Timing
May be submitted any time prior to, or in conjunction with, but no later than the Notice of 60 Days to
Finance ClosingSge Submittal)

3) Transmittal Instructions
All documents listed for this Submittal must be submitted per the instructions given in Chapter 4.0, Section
4.0.07. Additionally, special hardopy document submission requirements apply to this submittal per dem
of this Section

4) Hard Copybocument Submission Requirements
None for this Submittal.

5) DepartmentResponse to Submitt&l
TheDepartmentwill promptly acknowledge receipt of the submittal. Thepartmentmay issue questions or
Juu v8e 8§} 3Z KAv B[« WE}i §d u EP E ]JvP §Z Jv(}EuU 38]}v %o E}A] X
diligently with theDepartmentto resolve any issues or concerns that may be expressed bpdpartmentas
a result of the Subittal-2 review.

I
4.1.02-3_Submittal3: Notice of 60 Days to Finance Closing (and/or Construction Htart

A minimal but important submittal consisting only of a brief message issued via email from the Project Owner or

§Z KAV E[* Z % E + v3 3]A 8§} 8Z K, "~ >} v K((] & v 8Z K, €& Z]58 & ]v]
projected to be approximately 60agsout (but no fewer than 60 daf/}sfrom the date the notice is received by the
Department This notice serves to give tiepartmenttime to schedule for and prepare adequate resources to

complete review of Submittad. Once this submittal is made td¢ Departmentit can be amended to add

additional time but it cannot be amended to shorten the timeframe. ;
1) Required Documents :',
o ~

a) Email Notification ;

(qV]

b) Any FinalDevelopmentStandardsvVariance Requestdf Applicable) .
Page
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Important Note:
This is the last opportunity to subnitevelopmentStandardg/ariance Request{See Chapter 6.0,

Section 6.0.130r more information on the timing of Variance Requésts

4.1.02-3 Footnotes
1. Once the 60 Notice is issued by the Owner, it is criticat the owner keep the OHCS Loan
Officer apprised of anticipated changes in the projected Finance Closing date. Once the 60 Day

Notice is received by thBepartment preparations for the Submitta review will commence.

If Finance Closing occurs too long after tBbepartment has completed the Submittzd
documents review, a reeview may be necessary which could delay Finance Closing and/or
Construction Start anddalitional Departmentreview fees may be assessed.

2) Submittal Timing
60 Days prior to Finance Closing or Construction Stdnichever is the latter.

3) Transmittal Instructions
The 60 day notice can be larief email sent tothe OHCS Loan Officer atile OHCS Architect If the
Departmenthasspecificallyrequestedother documentsas part of this Submittathey must be submittedper
the instructions given in Chapter 4.0, Sectib.07,

4) Hard Copy Document Submission Requirements
(Not Applicable unlesspecificallyrequested by theDepartmen)

5) DepartmentResponse to Submitt&
TheDepartmentwill promptly acknowledge receipt of the submittal.

4.1.02-4_Submittat4: Substantially Complete (95%-+) Construction Document Review
Substantially Complete DesigriPermit Readypocuments

1) Required Documents

___a) 95+% Complete Drawings
Fully developed documents of sufficient detail and completeness to receive a Building Peramtings
should be complete with all drawing sheets present and should include exterior enyeatuyerial
interface andenveloppenetration details.

b) 95+% Complet®roject Manual

¢) CompletedDevelopmentStandards Overlay (DS@hecklist
SeePart 60of this Manual.

Page
4-12

Project Development Manual (PDM) : Housing Development & Preservation Standd@degon Housing & Community Services



Project Development Manual (PDM)

Development Process rortDPP 4.1
DesignPhase

d)| Current Draft of the Construction Contract (Should be fully prepared with the exception of signatures)
Important:

1) Prior to signingany contract related to their project, the Project Owner must
contact the OHCS Loan Officer assigned their project to confirm appropriate timin
of executing (signing) the contract. Some funding programs su¢tiCadEhave
strict timing requirements relatedot contracts that if not carefully followed can
jeopardize funding eligibility.

2) Special Note for Projects witHOMEFunding The Contract must refer to the
HOME Contract Provisions as being made a part of the Contract and they must
incorporated intothe Contract as an exhibit. The HOME Contract Provisions can k
obtained from the OHCS Loan Officer assigned to the project. Submittal of th
Owner/Architect Contract may be delayed with approval of such request being
made on a casby-case basis by thBepartment

@ Current/UpdatedProject Schedule
Showing Major Construction Tasks and Sequencing

) Current/UpdatedProjectScope & ost Report
There are no specific formatting requirements for this item at this time. The intent of this item is to
provide the Department with a document that summarizes where and describes the extent of any
project scope and/or cost impacts.

g) Complete listof any Contractor Designed and/or any Deferred Permit Submittal related components
of the project design(as applicablé.

2) Submittal Timing
Submit all of the required documents to OHCS at the same time an identical sétthe drawings and
specificatilms are submitted to the building permit issuing authority having jurisdictiofApplication for
Building Permit)but no later than 30 days prior to Finance Closing.

3) Transmittal Instructions
All documents listed for this Submittal must be submitted per the instructions given in Chapter 4.0, Section
4.0.07. Additionally, special hardopy document submission requirements apply to this submittal per item 4
of this Section

4) Hard Copy DocuméiSubmission Requirements
None for this Submittal.

5) DepartmentResponse to Submittal
TheDepartmentwill promptly acknowledge receipt of the submittal. TBepartmentmay issue questions or
Juu v8e 8§} 8Z KAv E[* WE}i §d u EP E JvP §Z Jv(}EuU é]t})wvc%kCE}ﬁﬂ
diligently with theDepartmentto resolve any issues or concerns that may be expressed hpdpartmentas
a result of the Subittal-4 review.

—
o
[V}
—
N~
—
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4.2.01__Chapter Overview

Chapter4.2 covers the Construction Phase requirements of Brepartment[ « PP. The Construction Phase of the
DPP requires the Owner and their Development Teaite theDepartmenta view into and access the project
in two fundamental ways:

1) Documents and Communicatign
Byprovidingaccess taertain criticalconstruction administration relatedocuments and incluidg
the Departmentin high levelproject managementcommunicationsand;

2) Construction Sitéccess
By providing physical access to the construction site such thaDigartmentcan periodically
observe construction activity and progress.

The Department[ « Aiew _into the project via item 1), above (access to documents and communications) is
achieved viccompliance withDPP Construction Phase Submitighnd Submittab which aredetailed in Sections

4.2.021 and 4.2.02 of this Chapteand compliance with Section 4.2.03 of this Chapter

TheDepartment[+¥#i A_ Jv3} §Z % E}i & A] ]38 u i-U }A -~ ee §} §Z }veSEN S]}v °]
4.2.04 of this Chapter.

Asillustratedin the DPP iagram(Chapter 4.0, Section 4.@)lthe Construction Phase of the project begimsen

construction activity commences and transitions to the Completion Phase of the DPP when the project Architect
issues a Certificate of SubstaitCompletion.

4.2.02-1_Submittal5: 100%CompleteConstruction Documents

Submittat5 serves to fully update thBepartmenton any design and/o€DDmodifications that have occurred
since Submittall.

1) Required Documents

___a) 100% Complet&onstruction Drawings
Updated complete set of drawings including all design disciplines. Drawings should contain all changes
made in response to building permit authority review, other funding sowgtty related comments,
OHCS comments, and all othéranges/updates made since Submittbas applicable.

b) 100% Complete Project Manual w/Technical Specifications

c) Copy of the Building Permit issued by the Permit Issuing Authority having Jurisdiction ;
N

—

Important: P~
Though copies of Permits areot required to be submitted to the Agency until after Construction —
Start, the Agency requires that all Fire/L#8afety and Planning/Zoning related approvals have bee 2
obtained from the permit issuing authority prior to commencing construction. >
Page
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d) Updated OHCS Design Standards Checfdisly if modified from Submittai4)

e) Fully Executed Construction Contract

f)  Current/UpdatedProjectSchedule

g) Current/Project Scope & Cost Report

2)

3)

4)

5)

There are no specific formatting requirements for this item at this time. The intent of this item is to
provide the Department with a document that summarizes where and describes the extent of any
project scope and/or cost impacts.

Submittal Timing
Submit the documents to OHCS after Finance Closing but no later than 10 business days following Finance
Closing or Construction Start, whichever is the latter.

Transmittallnstructions

All documents listed for this Submittal must be submitted per ith&ructions given in Chapter 4.0, Section
4.0.07. Additionally, special hardopy document submission requirements apply to this submittal per item 4
of this Section.

Hard Copy Document Submission Requirements

a) One (1) completéssize setof the Construction Drawings [réfem 1) a) of this Sectior} and;
b) One (1) complete copy of the Project Manual [rigdm 1); b) of this Section]
Submit the requirechumber ofhard-copy documentslirectlyto eachof the following parties:

X OHCSArchitect
Transmit documents to the address giverGhapter 4.0, Sectiof.0.07;3).

X OHCS GRonsultant
Contact the OHCS Architect if thessigned CAConsultant[s % ZCe*] o0 E eontact |} E
information is not known.

4.2.02-1; 4);b) Footnotes

1) CAConsultant®E ( e+ 8} K, *[* }veSEpM S]}v u]v]*SE S§]}v }vepos vsX

DepartmentResponse to Submitt&l

TheDepartmentwill promptly acknowledge receipt of the submittal. TBepartmentmay issue questions or
Juu vie 8} 8Z KAv E[* WE}i §d u EP E JvP §Z Jv(}EuU 3]}V % E}A]

diligently with theDepartmentto resolve any issues or concerns that may be expressed bpdpartmentas

a result of the Subittal-5 review.
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4.2.02-2_Submittat6: Construction AdministratiorRelatedDocuments& Communications

Submittat6 refers as a wholeto the Construction AdministratiofCA)related documentsand communications

that arerequired to besent to theDepartment}A G $Z JUE+ }( 83Z % E}i 5[k gpuerslBhe $]1}v WZ -
required documents are the same as those that are routinely transmittekkep u u @Ee+ }( $3Z KAv E|[-
Development Team as meansmaéintaining basic project managemeprotocols.

1) Required Document& Communications
The list of documents given below may be modifieith written approval given by th®epartmenton a case
by-case basis Adequate rationalfor the modification must %o E } A] C 3Z KAv E[+ A 0}%u v3
TheDepartmentmay also, on a case by case basis, request submission of documents that are not listed here.

a) }vSE& $Sp@ifation for Payment: Forms AIA G702must be signed by the ProjecArchitect)
and AIAG703(a nonAlA G703 equivalent with similar formatting is acceptable)

b) Construction Site Meeting Minutes
00 WE} 8§ & Z]8 3[* }VveSEpU 3]}V.K »« EA 3]}V Z %} ES-
d) Observation Reportprepared by SubConsultants to the Project Architect

e) Special Inspection Repor{gs applicable)
f) Project Schedule Updates
g) Change Order Log

h) All Change Order Reques(€OR)$CORs mst beissued to the Department por to ProjectOwner
Approval). Also seeSection 4.2.03L of this Chapter.

Note Regarding Change Orders
The Department must be notified prior to Owner approval of the COR. Though Department
approval of CORs is not required, the Department has the authority to disa@pCOR line items
when the Department deems the request to be outside of its expectations for the project. Any
% ESu VS ]* %% E}A 0o }( KZe AJoo Jeenw Jv AE]8]vP 8} 8Z KAv E

i) Owner and/or Development TeamkKnowledge of, or Communications Regarding, aSgnificant
UnforeseenProject Development orlssue Also seeSection 4.2.03L of this Chapter.

j) Other documents as deemed necessary or prudent by Bepartment(as requested)

2) Submittal Timing
Except for documentsand communicationsthat fall under item 1); i) and j) above, sibmit Required
Documents and Communications listed under item 1) above to fhepartmentat the same time they are
E}us]v 0oC % E}A] §} }18Z & | C u u el@mdrit Beam.Kypicallig, [montiAy submittals
of project staus monitoring typedocuments/reports are sufficientunless substantive changes @vents
require more frequentcommunicationas a means of keeping thBepartmentapprisedof important project
related developments

3) Important Submittal6 Transmittal Instructions

:2017.12.01

a) How DepartmentAccesgo Documentsis Achieved: The method of transmittabf Submittal6 required
documents to theDepartmentwill be determined by the OHCS Architect prior ¢w at the start of

\%
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construction. Typically, all such transmittals are made via email to the OHCS ArchitecEZ % &}i §[-
OHCS Loan Officdrowever project specifics may require a different approackthsas using the
Department[s % E}i § <% ]J(] A . tallowing®epartmérEaccess toa document

Zy 3 0]z C 83Z KAv [+ A 0}%u v3 d uX

Note Regarding Use of Document Hubs

In cases where documents atploaded tothe Department[s } pu v$ Zmadg@vailable via
} U v8 Zu u v P C 3Z KAv E[+ A oDépantmehtrdquived tiaZ an email be

sent to the OHCS Architeapprising the Department that a new Submittab document or set of

documents has beesubmitted.

Important Note Regarding Inclusion of OHCS Loan Offic€Eommunications

In addition todirecting all DPP documents and communicationsh® OHCS Architect, th@HCS
Loan Officer assigned to the projectust beincluded either & SoC{} & all Submittat6
document transmittals and communicatiaons

b) OHCS CEonsultant: TheDepartmentmay want theOHCSCAConsultant to be automatically included in
some or all Submitta document submissions. How this wik managedfor each project willbe
determinedby the OHCS Architegtior to, or early in the construction phase of the projetipically, the
CAConsultant is included in élubmittaté document relatedemails and is given the samDacceswia
aproject documentubthat has beergranted to theDepartment

c) Development Team Initiative Requiredd Z K A vD&¢lopmentTeam must take initiativerior to, or
early in the Construction Phagse making contact with the OHCS Architect to estabtistv Submittalé
documents will be managed with tHeepartmentfor their specific project.Further, once the Submittz
protocol is establishedor the project it is the responsibility of the Ownend their DevelopmeniTeam
to automatically include théepartmentas an interested party in all cases where the documents listed in
4.2.022; 1) of this Chapter are submitted to other project stakeholdarsd/or when important
communications pertaining ta project development or issue occurs.

d) Highlighting tmportant /e« Related Information: Submittat6 documentsor communicationshat
contain informationregarding importanproject developmerd/issues/concerns must be accompanied by
an email sent to theOHCS Architect v S$Z % EQHCS [lecoan Officespecifically apprising the
Departmentof the development.

4) DepartmentResponse to Submittl Document Submissions
Unless specifically called out as an issue needing attemtiocconspicuously identifying or suggesting that a
reply is expectedthe Department will typically not formally respond to routine, periodic Submittab
} HU vE ep u]l88 0 Jeep (Elu §Z KAv @EdtheDeparttent v3 d u

4.2.03_Emergent Issue and Project Change Related Communication

4.2.03-1_Special Handling of Important Change and/or Emergent Issue Related Communications
The Department requires the Development Team to promptly and directly notify both the OHCS Architect and the
OHC#$g oan Officer via email when the following occur:
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1) Change Order Requests (COWhere the proposed cost of a single item or the sum of all items listed in a
single COR equal or exceed $10,008e Department must be notified prior to Owner approvalted COR.

2) Significant Emergent Issu@ghen the issue can reasonably be considered substantive to a primary project
stakeholder such as OHC®BY s Z « «U 3Z KAv E[+ A 0}% u viepartmenAdmpaséd % 37
]v S]lu oC u vv E }¢ déZelopment and the process by which it is being resolved by the
Development Team.W &E]} ] V SJu oC E %}ES]VP }v §8Z 3 Spue }( §Z Jeep C sz
team to the Department will continue until the issue is fully resolved.

4.2.04 _OHCS Construction Observation

4.2.04-1_OHCS Construction Site Accesrgl Construction Observation
This Section defirethe Department[ Construction Site Access related actions and expectations.

1) OHC<Eonstruction Observatio8ite Visits
At itsdiscretion, he Departmentmay conductone or moreConstruction Observation visits to the project site
during the construction period to determine if the project is being executed in accordance with funding
program requirements anepartment[« /A % $géiénally.The frequency of site visits and the degree
of related Development Team contact is based on a number project characteristics including, but not limited
to, project complexity and applicable funding program requirements.

2) OHCS ConstructicAdministration Consultant (@Bonsultant)
At its discretion, theDepartmentmay engage a C8onsultantto assist withCDDreviews, with Construction
Phase project site visits to observe the construction work, and proprdgect progress reporting to the
Department The CA Consultant may be asked by Bepartmentto have direct communications with the
KAv E[+ d u uE]vP §Z IVeSEWM S]}v % E]} X dZ % E}i S <% (] tuupy
between theDepartment Own E [+ d and the CA Consultant will be established prior to, or early in the
Construction Phase.

3) Responding t®epartmentRequests
Based on observations mad#uring site visitsby Department personnel or aDepartment engaged CA
Consultant, theDepartmentmay suggest or require clarifications or revisions to the construction documents
The Project Owner and theRroject Team are obligated by their acceptance of funding from one or more
Departmentadministered Programs to energetically engagehwhe Departmentin reaching satisfactory
resolution toanyissues or concernthat may beexpressed by th®epartment Failure to reach satisfactory
resolution of Department identified issues or concerns may lead to project schedule delays, and may
jeopardize project funding from thBepartment

:2017.12.01

\%

Page
4-19
Project Development Manual (PDM) : Housing Development & Preservation Standa@degon Housing & Community Services



(PDM) Project Development Manual

4.2 DPP Development Process Portal
ConstructionPhase

This Page Intentionally Blank

V:2017.12.01

Page
4-20 - . - . . -
Project Development Manual (PDM) : Housing Development & Preservation Standa@idegon Housing & Community Services








