
BALTIMORE AFFORDABLE 
HOUSING TIF GRANT 
ADMINISTRATION
Understanding Effective Requisition 
Processes and Procedures



INTRODUCTIONS



MUNICAP’S
ROLE AS 

VERIFICATION 
AGENT

 Verify compliance with all 
bond document 
requirements including grant 
agreements

 Verify sufficient 
documentation is present to 
support funds used on 
approved costs

 Protect tax-exempt status of 
bonds



AGENDA

1 Grant Agreement 
Requirements

2 Requisition Submission 
Requirements

3
Requisition Preparation 
and Submission 
Procedures

4 Budget Reallocation 
Procedures



GRANT 
AGREEMENT 

REQUIREMENTS



GRANT 
REQUIREMENTS -
SECTION E2
All items from Section E2 (i) to 
(v) must be submitted to the 
City prior to or concurrent 
with the Initial Program Grant 
Requisition (E.2. (vi)) 
submission.



SECTION E.2.

 Grant Recipient’s deed of title
 Construction schedule
 Certificate of Insurance meeting City’s stated 

requirements
 Proof of sufficient financing
 Grant Recipient’s Contractor’s Performance & 

Payment Bonds (if applicable)
 Declaration of Restrictive Covenants executed 

and recorded in City’s land records



GRANT 
REQUIREMENTS 

–THIRD-PARTY 
INSPECTOR

 Third-party inspector will 
need to inspect property 
and review EACH Payment 
Requests to approve and 
sign certificate.

 Executed Certificate and 
Approval of Third-Party 
Inspector is required prior to 
reimbursement.  

 This Certificate can be 
found in Attachment 1 of 
Exhibit C of the Grant 
Agreement.



INITIAL 
REIMBURSEMENT

 Up to 2 reimbursements 
allowable per property 
for up to a total of 90% of 
grant award for that 
property

 All items in E.2. (i) to (v) 
have been submitted to 
City.

 Executed Certificate of 
Third-Party Inspector

 Sections E.2. and E.3. and 
Exhibit C of Grant 
Agreement (requisition 
form)



SECOND 
REIMBURSEMENT

 Next 5% of funding 
(total of 95% of grant 
award per property)

 With or before second 
reimbursement, submit 
approved Certificate 
of Occupancy.

 Section E.4. of Grant 
Agreement



FINAL 
REIMBURSEMENT

 With or before final 
reimbursement, submit:
 Sale of property: Executed 

HUD-1 settlement statement
OR

 Lease of property: 
executed lease

 AND: Executed Occupancy 
and Income Certification 
and Agreement (Exhibit E)

 See section E.5. and E.6. of 
Grant Agreement



REQUIREMENTS 
FOR 

REQUISITION 
SUBMISSION



REQUIREMENTS 
FOR 
REQUISITION 
SUBMISSION
Before submitting a 
requisition, please 
verify that all 
documentation is 
complete

1 All Grant requirements are 
met per Grant Agreement

2
Excel requisition summary 
schedules (I, II, and II-A) 
completed

3
Detailed invoices or AIA 
forms (for third-party 
construction contracts)

4 Third-party proof of payment



REQUISITION 
PREPARATION



REQUISITION 
PREPARATION

1. Invoices/AIA forms
2. Prepare Excel schedules
3. Proof of payment
4. Inspector’s certificate (if 

necessary)
5. Execute program grant requisition 

(Attachment 1 of Exhibit C)
6. Current W9 for payee
7. Submit all documents to the 

Neighborly application portal.



ACCEPTABLE INVOICES

Detailed Invoice AIA Form (Pay App)



UNACCEPTABLE INVOICES

No details Construction Contract-no AIA



EXCEL 
SCHEDULES

 Schedule I  - Payment details 
and instructions to trustee; 
payee must be same as 
grantee

 Schedule II – Budget v. 
actual; any budget changes 
must be pre-approved

 Schedule II-A  - Invoices by 
budget category; must match 
invoice



SCHEDULE I –
PAYMENT 
INSTRUCTIONS



SCHEDULE II – BUDGET V. ACTUAL



SCHEDULE II-A 
– SUMMARY 
DETAIL



THIRD-PARTY 
PROOF OF 
PAYMENT 
REQUIRED 

FOR ALL 
REIMBURSEMENTS

 Cancelled check (front and 
back)

 Bills paid affidavit executed 
by sub-contractor and 
notarized

 Copy of check and bank 
statement showing check 
cleared



CERTIFICATE OF 
THIRD-PARTY 
INSPECTOR
(ATT 1 EXH C)



PROGRAM 
GRANT 
REQUISITION 
(ATT 1 EXH C)



SUBMIT ALL 
DOCUMENTATION 

TO THE 
NEIGHBORLY 
APPLICATION 

PORTAL

 Completed Excel schedules I, II 
and II-A

 Invoices/AIA forms
 Proof of payment for all costs
 Executed Certificate of Third-

Party Inspector
 Executed Program Grant 

Requisition 
 Current form W9 for entity to be 

paid



BUDGET 
REALLOCATIONS



BUDGET 
REALLOCATION

1. Prepare budget reallocation form
a) Fill in property information

b) List reasons for budget reallocation

c) Complete budget tables

d) Sign and submit form

2. DHCD will review and approve
3. No requisitions will be processed 
with the new budget until DHCD has 
reviewed and approved



BUDGET 
REALLOCATION 
FORM



REVIEW 
SAMPLE

REQUISITION



MUNICAP 
OFFICE HOURS

COLUMBIA, MD

MuniCap is available 
Wednesdays from 10am to 
4pm to assist in person with 
your requisition submission.

To make an appointment, 
contact Trace Hall
Trace.hall@municap.com

Your E2 documentation must 
be COMPLETE and SUBMITTED 
before your appointment.

mailto:Trace.hall@municap.com


QUESTIONS
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