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8. Contingency should be based on 3 
years vacancy rate, not to exceed 15% 
with 15 units or less, or 10% if more 
than 15 units, or if SWOP has been 
approved, vacancy contingency will be 
based on approved workout plan. 

9. If vacancy is  under cap-
no SWOP is needed.  If 
vacancy over cap must have 
SWOP.  Any incentive must 
have supporting 
documentation in narrative.

30.  Is cash flow positive?  A negative cash flow is permissible only 
if borrower has sufficient cash carryover and it does not appear to 
represent a trend that cannot be corrected.  

31. Estimated projected cash on hand as of end of current  budget 
year, including funds in the General Operating, Taxes & Insurance, & 
Petty Cash Accounts.  Not current cash on hand figures.

**

* 12. If partner is 
making loan to 
property,  prior RD 
approval is required.

13.  Must agree with Part III 
line 7 & Part V column 2.  
This is automatically carried 
over in MFIS & Vendor 
Software.  

22.  Must match with Loan 
Agreement/Resolution or Servicing 
Workout Plan and  automatically 
carries forward from Part III, line 2.

*
17. Actual amount 
of RD annual debt 
payment only.

*

*
25. Debt  repayment other than RD (i.e., 
Loan from General partners, 3rd Party 
Loan, etc.).  Please specify in comments.

*
26. Carries forward from 
Part III, line 7.

*

*
23. Reflect the Return 
to Owner as per the 
amount shown on the 
Loan Agreement/Loan 
Resolution.*

*

1. Rental income should be based on 
full occupancy, including rent 
increase, if applicable. Blank

SNR---

5. Only reflect projected  
interest from the 
operating and T&I 
account.  Do not include 
projected interest from 
the reserve account.*

*

Note:  If have Capital Needs 
Assessment (CNA), see Part 

VI. Comment Section for 
special guidance!

*

6.  If there is a figure 
on this line, specify 
the charges collected 
in the comments.

7.  If there is a figure shown on this line, add a comment to 
explain. You should not project  income for security 
deposits that you anticipate will be kept.
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9.  Include in this section normal unit 
turnover costs (i.e., replacement of 

carpet, appliances, etc.)  This is from 
Part V-Operating.  

*

20. Must agree with approved 
Management Certification (3560-
13).   Base these fees on 100% 
occupancy.  *Maximum Mgt. Fees 
for 2017 are $49.00 per occupied 
unit per month.  Explain in 
narrative any add-on fees, if 
applicable.

* 25. Telephone 
expense for 
property, not 
management.  27. Must be for site 

manager’s office, not 
management company.

*
28. Training expense for 
property employees, not 
management employees

*

Note:  Proposed expenses by subtotal category should not exceed 10% of last 
year’s approved budget, otherwise need explanation in the budget narrative. 

21. For 24 units or more, 
must have Financial 
Audit, 16 thru 23 units, 
need Agreed Upon 
Procedures, if less than 
16 units, need Borrower 
Certification.

*
24. Must advertise at 
least once during year 
and more if needed 
per AFHMP.  

*

18.  If utilities are included 
in rent, be sure to check with 
utility provider for any 
planned increases.  Include 
explanation with your 
budget narrative.

*

33. Administrative 
expenses exceeding 
23% of gross potential 
basic rents and 
revenues must be 
justified in narrative. 

*22.  There should be nothing 
in this box if management 
fees are being paid.  

*32.  Show any other  
administrative expenses that are 
not applicable to lines 19-31 (i.e., 
show MINC transmission charges 
or energy audit.).   Need 
explanation in narrative.

NOTE:  If you have a CNA, see 
Part VI., Comment Section, for 

exception to this rule!

Gross Rents & 
Revenues is  
Line 1 of  
Part I.
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2.  This automatically 
transfers to Part I, line 
22, and must match loan 
agreement/resolution or 
servicing workout plan.

*

*

7. This is 
automatically 
transferred to 
Part I, line 13.

• Written narrative must be submitted with the budget and must 
include the following:

• Brief description of the project and its status (i.e., it should highlight any issues 
concerning vacancies, unexpected maintenance, or other items that affect the budget).

• A statement of project compliance.  It should indicate any outstanding monitoring 
findings and the borrower’s progress in addressing these compliance problems.

• A description of the project’s financial status and any changes that occurred during the 
past year and factors contributing to financial difficulties.

• An explanation of any changes in project expenses or cash sources that exceed the 
tolerance threshold.

• An explanation of projected capital expenditures and reserve withdrawals for the 
upcoming year and capital needs for the next 3 years beyond the budget year.  If you 
have had a Capital Needs Assessment (CNA) completed, you must address any capital 
improvements identified in this report for the proposed year.

• If applicable, a statement that the proposed budget includes a rent change and reasons 
for the change.

• Any additional documentation that may benefit the Agency in reviewing the proposed 
budget.

• IMPORTANT – If budget is submitted without this Narrative, it will be 
considered INCOMPLETE & WILL BE RETURNED!!!

4.  Annual Capital 
Budget (Part V –
Reserve).

*

This area is not
completed for a

proposed budget
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Please use this section to show the proposed Utility Allowance for the coming 
year.  You must attach documentation to either retain or change the Utility 

Allowance amount.

Note:  If the average utility costs changed less than 15% – provide information 
regarding rate changes and sampling of individual tenant utility usage.

If utility costs changed by more than 15% – need billing information or 
documentation from utility company(ies) and sampling of tenant utility usage 

from utility company.

If no changes in utility costs – document in budget narrative that no change in 
rates occurred in period being reviewed or public release from utility provider 

indicating no change in rates. 

HINT: Be sure that you have a reasonable spread between the 1 and 2 
bedroom units based on the square footage.   If you are proposing a rent 
increase, send a copy of the proposed tenant notice to the RD servicing 

office for review when you submit the budget.  

HINT: Compare the rents here with your monthly project worksheet to verify if 
rents are correct.

NOTE:  The total Basic 
Rent Potential Income 

should agree with Part I, 
line 1.
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Anything
Shown

in
this 

Column
must 

be for a
Capital

Improve-
ment

&
included 

in 
Part II, 
line 9

NOTE:
Roofing, concrete for 

parking lots, sidewalks, 
etc., are an allowable
use of reserve funds.

Unit Turnover Costs and Replacement 
items (such as carpet, appliances, and air 

Conditioners), should be planned as an operating 
expense and recorded here as well as on 

Part II, line 9.  Note:  If you have a CNA, 
see Part VI., Comment Section, for any 

exception to this rule!

Don’t forget to plan
for any capital  improvements 

that were noted on 
any inspection completed

by RD, Transition Plan Items, or 
Items from your Capital 

Needs Assessment.

Must agree with Part 
III, line 4 *

Enter the number of Units 
planned for in this column.

Anything
Shown

in
this 

Column
must 
be 

included 
in 

Part III, 
line 4

Accessibility Features:  
You must include items 
identified on your 
Transition Plan for the 
current budget year.
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Timeframes for Submitting Budget:

If no rent change  – Due 60 days prior to start of fiscal year.

For Rent change  – Due 90 days prior to start of fiscal year and be sure to 
submit a copy of the notice to the tenants for our review.

Note:  Prepare your budget according to 
approved Servicing Workout Plan, if applicable.

CAPITAL NEEDS ASSESSMENT (CNA)
If this property has had a CNA completed, the budget must reflect planned capital 
improvements per the CNA.  Replacement of items that are reflected in the CNA 
(i.e., replacement of windows, carpets, appliances, etc.) must be budgeted to be 
used from reserve funds and not O&M funds because your reserve account was 
resized to address these needs.  Please reflect these improvements in Part V 
under Column 2 (Proposed from Reserve) which should also agree with Part I, 
Line 13 and Part III, Line 4.  If for some reason these items are not planned for in 
the budget, justification must be provided as to why.  We realize that all items may 
not be completed in the years identified in the CNA, but an explanation needs to 
be provided with the planned budget so we know that the needs of this property 
are being met.

PROPOSED BUDGET MUST 
BE TRANSMITTED VIA MINC.


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6

