DISBURSEMENT INSTRUCTIONS
Each Disbursement Request Package should include the following items:


(a)
Request for Payment (attached hereto as Exhibit A).  The Request for Payment is the cover sheet to your Disbursement Request Package and must be executed by the Executive Director or another authorized individual as set forth in the Borrowing Resolution.  The total amount requested, any budget reallocations requested and a draw summary listing each line item being currently requested are specified on this Request for Payment.



Section 3 of the Request for Payment has an outline of the proposed budget reallocations.  If you need to request a budget reallocation (i.e. Change Orders and/or line items that do not have sufficient funds to pay for current costs), you will first need to discuss the proposed changes with the Project Manager.  Include the proposed budget reallocations in the current Request for Payment.  Upon review and approval by all necessary parties, the Project Manager will then execute the Request for Payment.  We will discuss MOH”s approval process with regard to Change Orders at the Pre-construction meeting.



Section 4 of the Request for Payment is a draw summary. In the current Request for Payment, you will need to indicate (A) the specific line item from which you are requesting funds, (B) the vendor name, (C) the invoice amount, (D) the amount requested, and (E) the funding sources.  Draw requests against specific line items on the Draw Summary must represent costs incurred for the improvement as described by said line item.


Section 5 of the Request for payment describes the documents to be included in the disbursement package.  This section also includes who is authorizing the disbursement.


(b)
Disbursement Spreadsheet (attached hereto as Exhibit B).  All budget line items from the Table of Sources and Uses of Funds (Exhibit B of the [Grant/Loan] Agreement), approved budget changes, amounts drawn to date, undisbursed proceeds or remaining balance, current disbursement and fundings from all other sources will be posted to the Disbursement Spreadsheet upon MOH’s approval, pursuant to your Request for Payment and all backup provided to MOH.   


(c)
Contractor’s Application and Certificate of Payment (AIA Document G702) (“Application”).  The Contractor must prepare and execute the Application detailing construction (hard cost) progress and payments requested to date.  Although the Contractor prepares this Application, the Borrower, by including the Application in the Disbursement Request Package, acknowledges its review and approval of the Application.



Hard Costs are disbursed on a percentage of completion basis only.  In addition, no disbursement for Hard Costs will be made until the MOH’s Construction Supervisor has completed a site inspection and the Project Manager has approved the funding request.  We will disburse 90% of construction costs approved for payment during the course of construction, 10% will be retained until the final conditions to release retention have been met.



An Application and Certificate for Payment from Borrower must be submitted with each Disbursement Request Package when Hard Cost dollars are being requested.  The payment application must be completed and signed by the Borrower/Sponsor, or its authorized representative, the Architect and MOH’s Construction Supervisor.  The Conditional Waiver and Release Upon Progress Payment should be completed and signed by the Contractor.  The remaining portion of the form will be completed by MOH staff.


(d)
Back-up invoices for Soft Costs substantiating each request.  Please group together all invoices for each line item.  Please advise your vendors that all invoices must reflect a description of the project (i.e. project name or location). 



If your Disbursement Request Package is for Soft Costs only, MOH’s Loan Administrator  will review your request based upon back-up invoices, however the Project Manager will ultimately be responsible for approving the funding request.    MOH will disburse 100% of the Soft Costs approved for payment.

When your Disbursement Request Package has been approved by the MOH Project Manager, we will request funds from the Controller’s Office. 

If I can be of any help in explaining or helping you organize the required documentation, please feel free to contact me at (415) 701-5535.

PRIVATE 


REQUEST FOR PAYMENT


REQUEST NO. _________

(Exhibit A)

Borrower:  [Borrowing Entity Name]
Project Address: _______________________

1.
This Request for Payment is being delivered pursuant to the [Loan/Grant] Agreement dated _______,          ("Agreement"), between Borrower and Mayor’s Office of Housing (“MOH”).  


This Request for Payment is requested to pay for various expenses incurred in connection with the above Improvements, as summarized on the Draw Summary below and detailed in the invoices submitted herewith.  Borrower hereby certifies that the amounts shown below and the accompanying invoices represent costs of designing, developing, constructing and leasing the Improvements which are eligible for reimbursement at this time in accordance with the provisions of the Loan/Grant Agreement.

2.
Borrower acknowledges that any increased costs of construction arising out of change orders, or otherwise, which are not included or provided for in the Table of Sources and Uses of Funds as set forth in the Agreement, cannot be invoiced on this Request for Payment unless and until such change orders and/or increase in costs have been approved in writing by MOH in accordance with the Agreement.

3.
Borrower hereby requests the following budget reallocations to Exhibit B of the Grant/Loan Agreement:

(the following is an example of the format to be used.  Please delete all information in red)

	Transfer from:

(Line Item)
	Amount of Transfer:

(from)
	Transfer to:

(Line Item)
	Amount of Transfer:

(to)

	1. Hard Cost Contingency
	$100,000.00
	1. Construction Costs of Improvements
	$100,000.00

	2. Soft Cost Contingency
	$  40,000.00
	2. Taxes
	$  10,000.00

	
	
	    Insurance
	$    5,000.00

	
	
	    A & E
	$  25,000.00

	3. Government Fees
	$    5,000.00
	3. Inspection Fees
	$    5,000.00

	Total Transfer from:
	$145,000.00
	Total Transfer to:
	$145,000.00



Reason for Transfer:

1.
                                                                                                                                                      

2.
                                                                                                                                                      

3.
                                                                                                                                                      

4.
                                                                                                                                                      

5.
                                                                                                                                                      

6.
                                                                                                                                                      

4.
Below is the Draw Summary for the current Request for Payment with backup attached:

	(A)     Line Item
	(B)    Vendor
	(C)     Invoice Amount/Date
	(D) Amount Requested 
	(E)     Funding Source

	
	
	$


	$
	

	
	
	$


	$
	

	
	
	$
	
	

	
	
	$

$

$
	$

$

$
	

	
	 
	$

$

$
	$

$
	

	
	
	$

$

$
	$

$

$
	

	
	                   Grand Total:
	$


	$
	$

	
	
	
	(E) FundingSources:

1. Loan

2. Grant

3. Bank

4.Equity 

5. AHP

Total Funding Sources:


	$

$ 

$  

$ 

$


5.
The following items are attached hereto and form a part of the disbursement package:  Contractor's APPLICATION AND CERTIFICATE FOR PAYMENT (AIA Document G702), Application and Certificate for Payment, copies of Soft Cost invoices.

Date:                                    
BORROWER:

Executive Director

Project Manager

_______________________________________________________________________________________________

REVIEWED BY:

Mayor’s Office of Housing 

By: ___________________________________


Loan Administrator

APPROVED BY:

Mayor’s Office of Housing 

By: ___________________________________


Project Manager

Disbinst


