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TO: Multifamily External Partners
FROM: Felita &milton and Mark Cantu
DATE: December 29, 2017

SUBJECTHOMAS®/anual

This manual has been developed to assist Multifamily Progratesral partners in the
allocation process fdyoth the Low Income Housing Tax Credits and Multifaniiax Exempt
Bond Authority programs. The manual is being developed to encompass the ealiogaiion
cycles of both program activities.

The manual will updated with new informatitnrequently so applicants should look for
messages in the THOMAS d#&stard after registration has been completed.

For any questions or concerns regarding this manual and/or application submissions contact
fhamilton@thda.or@r mcantu@thda.org
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Latest Updates

February 12018 Fees, Submission Receipt, Reports, Payment
Instruction and MTBAestions added.
Documents and.IHTC Scoring Instructions
updated Other housekeeping edits made
throughout the document

February 2, 2018 Wire ABA numbeupdated in Payment Section
March 20,2018 Cure Notice Instructions

April 30, 2018 Request for Review Instructions

July 17, 2018 Preliminary Ranking Information and Reservati

Notice Information

September 21, 2018 Carryover Application Information

October 12, 2018 ExtensiorRequests
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Useful Links:
The link for THOMAS: http://resources.thda.orqg/

The link forTHDA Attachments for both programgitps://thda.org/businegsartnersfiomas

The link for Multifamily Programs informatiornttps://thda.org/businegsartners/multifamily-
developers

The link for LIHTC: https://thda.org/businegmrtners/lihtc

The link for MTBA: https://thda.org/businegmrtners/multfamily-tax-exemptbonds

The link for THDA Utility Allowances:https://thda.org/businegsartners/utilityallowances

The link for Compliancehttps://thda.org/businesspartners/housingcredit-compliance

In order to be added to the Email listing to stay abreast of Multifamily Programs Allocation
activities please ematthannen Cross
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SECTION ONE
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THOMAS Registration

The following is the link for THOMAS registration:

http://resources.thda.org/

1. Click THOMAS (Tennessee Housing Online Management Application)System

Tennessee Housing‘: THﬁA
RESOUKCES

Development Agency

Housing Credit Management System
THOMAS (Tennessee Housing’s Online Multifamily Application System)
Weatherization Assistance Program
THELMA (Tennessee Housing's Electronic Loan Management Application)
HBEI Providers
Participant Information Management System

Single Family Special Programs Portal

2. Register as a new user by clicking the register as a new user button in the lower right
hand of the screen.
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http://resources.thda.org/

Tennessee Housing Online Multifamily Application System

Please Sign-In

— Forgot your passwend?
#) Logln Register B & new Lser

THDA Tax Credit Information

Temneuses fouing | Tennessee Housing Online Multifamily Application System

Register New User

3. Complete registration information.
4. Once registration is complete it will need to be confirmed by accessing the link sent by

email. Besure to check your junk/spam folders as some registration confirmations will
be sent there.
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Tennessee Housing Online Multifamily Application System

Info

Check your email and confirm your account, you must be confirmed before you can log in.

Creating an Application

Once the Applicant has successfully completed Registration and now has a valid User Name ano
Password, the applicant can bedhe application process.

Tennessee Housing Online Multifamily Application System

THDA Messages

T asplication umber T Project Name Round T Froject s T Access Requests T

18909 November Test Test Round 5 2018 Competitive) Initial App (Editing)

& Add New Application &4 Request Access 10.2 THDA Praject

A

1./ t A0l db ' RR bS¢g ! LI AOIGA2YE AYy (KS (24
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New Project Application

Project Mame
Round

Are you a member of the ¥
ownership of this property?

221 RR 0KS tNRr2SOl blYSY w2dzy R FyagSN G§KS |t
An Application can only be created by an owner of an em@mfe¢he ownership entity,
preferably a person that appears in the Ownership Organizational structure. All other
dzZASNBR ogAftf NBOSAGS | aeé2dz NB y2aG St AIAof

3. Once the Application has been created it will show as pendingeii\plication

Number column as pictured above. All Applications mustygrovedby THDA before
work can begin on an application, this will be done in a timely manner.
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Tennessee Housing Online Multifamily Application System

Floke Y Application Number T | Praject Mame Round T Project!
Pending new progect Test Round 5 (2018 Competithe) Initial &
Crwyrear Adman, 18-908 MNovember Test Test Round 5 (2018 Competitive) Irutial &y

& Add New Application & Pequest Access 1o @ THDA Project

4. Once your application is approved you will be able to begin working the applications
starting with the general information.
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Requesting Access to a THDA Development

Any users needing access to an application that has already been approved will need to register
F2NI Iy | OO02dzyit o0& F2ff 2¢Ay 3 bivk Oncé theSacdaunthas i K
0SSy ONBIGSR dzaSNBR oAttt ySSR (2 OtAO0] 2y

lower right hand corner of their THOMAS homepage.

Note: The application must be approved by THDA In order for additional usthes than the
& h g y)®Nuest accesg o determine ithe application has been approvecheck the

G! LILX AOFGA2Y bdzYoSNE O2fdzYy® LT |y -XXXILI AOI

Tennessee Housing Online Multifamily Application System

THDA Messages

format the application has been approved.

THDA will only approve ttiEA NE G f S@St 2NJ hgySNRa | 00Saad ¢

approving all other access levels

1. Enter the application number, in the XXX format, select your role, and request
access.

Request User Access

Enter Application Mumber 15-001 v

Select Role ¥

Owner Admin
Consultant

+" Request Access @ Cancel

2. Once the request has been submitted the Owners will receitdicetion and will be
responsible to approving or denying the request.
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Levels of Access (Roles)

a. Owner/Admin access
a. This individual should be an employee of the ownership entity preferably or a
person that appears in the Ownership Organizational struetur
b. This individual will be responsible for approving the other two levels within
the organization and outside of the organization.
c. This individual will have full editing rights and can make changes in the
application.
d. THDA must approve this level of ass.
e. THDA must facilitate the change of the individual in this role.
Example of the Individual in this role: Application Contact with a linkage to the
Ownership Entity not a consultant hired by the Ownership Entity.

—

b. Consultant/Editing access

a. This indivilual may be an employee of the ownership entity preferably or a
third party individual employed by the ownership or developer entity that has
a need to make edits in the application.

b. This individual must register in THOMAS and will be approved by thvédinal
with the Owner access.

c. This individual will have full editing rights and can make changes in the
application.

d. This individual can be removed and/or changed to read access by the
Owner/Admin access individual.

e. Examples of individuals in this rolehid Party Consultants, Management
Agents, Other employees in the Organization, Accountants, etc.

c. ReadOnly access

a. This individual may be an employee of the ownership entity, developer entity
or a third party individual employed by the ownership or depeloentity and
will not have any need to make edits but only view data in the application.

b. This individual must register in THOMAS and will be approved by the individual
with the Owner access.

c. This individual will only have read only rights and cannoter@ianges in the
application.

d. This individual can be removed and/or changed to consultant access by the
Owner access individual.

e. Examples of individuals in this role: Board Members, Syndicators, Market
Study Analysts, Other employees in the Organizatitm, e
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Approving Access (For Users with Owner Access)

1. L¥ | NBljdzSad FT2NJ |
f

00Sa
02t dzYy 6 At 3% A0 NRYR G

a
¢ S&8& o

Role Y Application Number Y Project Name Round Y Project Status Y Access Requests Y
Pending Nicole Test 9% Round Initial App (Pen
Pending test 9% Round
18-001 Test App #1 (43%) TestRound 4 (2018 Nan-Competitive] Initial App (Editing) No
18-005 9 West Drive 9% Round Initial App (Editing) Yes _
18-006 TRITEST 9% Round Initial App (Editing) No
18-200 4 Buildings East 4% Round Initial App (Editing) Ne

Consultant 18-901 Test App #2 (9%) TestRound 5 (2018 Comptitive) Initial App (Editing)

4 Add New Application &4 Request Access to a THDA Project

2.CNRY GKAA aONBSy> (KS hgySNacesylevelLILINE §S >

Project Application User Access

Name Emai Role
Test Userl onsultant @ Approve @ Deny # Change Role

Test Ownerl.

al yIF3Ay3 'adSNnRa w2t Sa

1. Alist of allusersfor the current developmentan be found from the Owners homepage.
Click on the application number.

Role cation Nurnber Y | Project Name Round Y| Access Request: b 4
Nicole Test 9% Round
Pending test 9% Round
18:001 Test App #1 (4%) Test Round 4 (2018 Non-Comptitive) Initial App (Editing) No
18-005 9 West Drive 9% Round Initial App (Eiting)
18-006 TRITEST 9% Round Initial App (Editing) No
18-200 4 buildings East 4% Round Initisl App (Editing) No
Itant 18-901 Test App #2 (3%) Test Round 5 (2018 Competitive) Initial App (Editing)

2.CNRY GKS DSYSNIf LYF2NX¥IGA2Y &AONBSy Of A0

Project Application User Access

corner.
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3.¢2 OKFIy3aS I dzaSNDRa NRfS OtAO| G/ KEy3as w2
I dzaSNDna | 00Saa Of A0l awSYz20Séo
Project Application User Access
= g oo
e —
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Multifamily Programs Acronyms

ADA Americans with Disabilities Act

AFHMP | Affirmative Fair ldusing Marketing Plan

AFFM Affirmatively Furthering Fair Housing

AGMI Area Gross Median Income

ARRA | American Recovery and Reinvestment Act of 2009
AUR Available Unit Rule

BIN Building Identification Number

CFR Code of Federal Regulations

CNA Capitd Needs Assessment (aka PNA)

CNI Choice Neighborhoods Initiative
Cco Certificate of Occupancy

CRC Continuing Residency Certification
CRP Community Revitalization Plan

DDA Difficult Development Area
DOB Date of Birth
EER Energy Efficiency Ratio

EGC Enterprise Green Community
EH&S Exigent Health and Safety
EPA Environmental Protection Agency

EUA Extended Use Agreement

FHA Fair Housing Act

FMR Fair Market Rent

GP General Partner

HCMS  Housing Credit Management System (being replaced with TAR)M
HERA Housing and Economic Recovery Act of 2008

HIC Household Income Certification
HMFA HUD Metro FMR Areas

HUD Housing and Urban Development
HVAC Heating, Ventilation and Air Condition
IBC International Building Codes

IEEC International Energ¥fficient Code
IRC Internal Revenue Code

IRS Internal Revenue Service

LED Light Emitting Diode

LIHTC | Lowlncome Housing Tax Credit

LURA Land Use Restrictive Agreement (same document as LURC) )(official name)
LURC Land Use Restrictive Covenant (satbeument as LURA)

MTEBA = Multifamily TaxExempt Bond Authority (aka TEB, TEMBABA)

MTSP Multifamily Tax Subsidy Program

MP Multifamily Programs

NFM No Further Monitoring

NNMGI = National Nonmetropolitan Median Gross Income

OAC hgySNDa !ifigafiael f / S NI

PD Program Description (Guiding document for MTBA Program)
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PHA Public Housing Authority

PILOT | Payment In Lieu of Taxes

PIS Placed in Service

PNA Physical Needs Assessment (aka CNA)

PTAC Packaged Terminal Air Conditioner

QAP QualifiedAllocation Plan

QCP Qualified Contract Process

QCT Qualified Census Tract

RAD Rental Assistance Demonstration

RD Rural Development

TEFRA | Tax Equity and Fiscal Responsibility Act

TEMBA | Multifamily TaxExempt Bond Authority (aka MTBA or TEB)
S8 Setion 8

SEER Seasonal Energy Efficiency Ratio

SRO Single Room Occupancy

SSN Social Security Number

TCAP Tax Credit Assistance Program

THDA Tennessee Housing Development Agency

THOMAS Tennessee Housing Online Management Application System
TIC Tenant hcome Certification (known at THDA as a HIC)
UA Utility Allowance

UPCS Uniform Physical Condition Standards

USDA U.S. Department of Agriculture

UVR Unit Vacancy Rule
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Software Overview

THOMAS will replace the HCMS and ADMS systemstutpport all aspects of the Multifamily
Programs activities beginning in 2018.

V All 9% Competitive and MTBA with 4% Noncompetitive Applications will be supported
by the THOMAS system.

V While the applicant has the ability to jump from page to page, theiagpbn is easiest
to complete if the applicant begins at the General Information page and work their way
through the application, one page at a time.

V If this is not done, keep in mind that there may be areas within certain pages that rely
upon previous pges being completed which may or may notgogulated either
completely or correctly

V As you complete the application there are a few items to keep in mind to make
completion easier.

V The application has a timer in the right top sofe30 minutes

A The timer will restart after every time applicant utilizes the save feature.

A Very important to save.

A In the event that the applicant tries to leave a page without saving, a
message will appear that will ask the applicant to eitsi@ry on the page
and saveor leave the page and not save.

A Use the Tab key to go from field to field or place the cursor over the field
needing completion.

V The Software will have fields with required fields that are indicated by bold fields
o0 These fields are required to be answerer application wilhot be able to be
submitted.

o Each page will always show the bolded fields tegardless if all the fields are
completed.

o TheValidate for Submissiofeature is intended to validate the entire
application to ensure all requiredelfds are answered.

V Upon a clearance of the Validate for Submission page, the applicant may choose to
submit theapplication

0 A customer receipt will be generated with a confirmation number.
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o Applicant will utilize a Wire Transfer to submit all applicafees.

o Once application is submitted, the applicant does not have the ability to do any
editing.
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Software Overview

The 2018nitial Application will have the following pages/sens that will apply to both programs

Screen LIHTC 9% MTBA with 4% LIHTC
General Information Yes Yes
Site Information Yes Yes
Contacts Yes Yes
Organizational Breakdown Yes Yes
Identity of Interest Yes Yes
Set Asides Yes No
Utility Allowances Yes Yes
Tax Credifddendum Yes Yes
Buildings& Units Yes Yes
Development Schedule Yes Yes
Proposed Funding Sources Yes Yes
Other Income Yes Yes
Annual Operating Expense Budget Yes Yes
Total Development Costs Yes Yes
Subsides or Regulatory Requirements Yes Yes
Documents Yes Yes
Applicant Self Scorir(gIHI'C) Yes Yes
Validate For Submission Yes Yes
Printable Initial Application Summary Repq

(actually a drogdown) Yes Yes
MTBA No Yes
MTBA Scoring No Yes

If you have questions while completing the Online Application, feel free to contact:

Felita Familton, Multifamily Programs Allocation Manager
fhamilton@thda.org
6158152145

Mark Cantu, Multifamily Programs Coordinator
mcantu@thda.org
6158152212
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SECTION TWO
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General Information

The General Information Screen will allow applicants to enter information such as:

Address

Project Rental Structure

Census Tract

Type of Occupancy

Type of Jurisdictio€ity, County, or dual jurisdiction for IRS 42 notificatiarppses
Amenities

Previous Award of LIHTC or MTBA

= =2 4 4 4 -2 2

21| Page Updated by FH/MC 040/12/2018 1:17 PM




General Information

Tennessee Housing Online Multifamily Application System

Project ®:16-605 Project Name: THDA Apartments  Round: Test Rounc § @018 Competitve) QAP Year 201 Cumment Status:Intal Agp.

Bokd Gekd rmest be completed in orer §o Suberit an applicaion

General Information

1. THDA Application Number: Will automatically default using THDA numbering
system.

2. Development Name: Applicant should indicate the prior development name in
parenthesis.

3. Address: This shddibe the address of thproperty.

a. If the project has more than one building (site), enter the address of the
leasing office or management office if there is one. If not, enter just one of
the addresses.

b. Applicants should progie nearest cross street.

c. For projects that are new construction that might not have an address
assigned yet, enter the most accurate description possible.

4. Phone and fax of the management or leasing office if known. Most applicable to
rehabilitation propeties.
a. New Projectglease use 999999999. At PIS, applicant should update the
field with the proper phone number at the property.

5. County: Applicant must select county in order to claim points for Development
Location
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6. Basis Boost: Applicant should seléhe determining factoif applicablefor the
basis boost as described in the applicable QAP.

7. Site Location: Applicant will select if property is in a City, County, and/or Dual
Jurisdiction. THDA will send notification to the local government official
Applicants should ensure that accurate information is supplied.

8. Development Activities Planned: Applicant will sele& type of construction
activity that is being proposed.
a. Acquisition/Rehabilitation and/or Rehabilitation must enter the current
occupancy rate.
b. This question must be answered in order to claim points for Development
Characteristics

9. Planned Occupancies: Applicant can choose more than one type of planned
occupancy.

10.Rental Structure: Applicant can choose more than one type of rentaltateic
11. Amenities: Applicant can choose multiple amenities that will be offered at the
property.
a. Applicants that indicate certain amenities in scoring should reflect those
amenities in this section as well as any other amenities that will be offered.

1 All questions that are boldedwill require an answer. The application will not be able
to be submitteduntil all Required Fields that are boldedlave an entry.
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Site Information

The Site Information screen will allow applicants to enter information such as:

Site Acreage

Map/Parcel

Purchase Price

Seller/Lessor information (contact information)

Multiple seller/lessor can be entered.

I NY¥Qa [SYy3idK ¢NIyalOGA2y AYF2N¥IGAZ2Y

Zoning

Other Information like unusual site conditions, potential hazards

o THDA will ask forpplicant upload an Environmental Phase 2 if @pplicant

discloses that onbas been prior to the application date as part of the
application submission.

= =4 4 -4 A8 8 -5 9
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Ste Information

D
Tennessee Housing

Teonessesousing Tennessee Housing Online Multifamily Application System

Project #:16-805 _ Project Name: Round: Test Round QAPYear 2018 Current Status: intal App

Bk ks munt be completedin order o Subirsit an appistion

Site Information
Level One Form of Site Contro

Level Two Form of Site Control =

t site zaned o allow for the type of development that is being
paset (e, smghe family, residentia?

Wil the project receive any form of tax abatement?

v pe
this site? I yes, please attach a.copy

Save

1. Level One: Applicant will select the type of property control beuigrstted in
conjunction with the application.

a. The document should be in effect no more than 6 months of the application due date.
b. ! LILX AOFIy(d aKz2dzZ R SyadaNBE GKIFIG GKS 0dz2 SNI A
c. Applicant should also ensure that legal description(s) matdevel one and in level

two.

2. Level Two Applicant will select the Title Insurance as the level two property control that
has been uploaded.

a. The document should be in effect no more than 6 months of the application due date.
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b. Applicant should ensure #t the selleris the same that appears in level one and in the
preceding questions related to the seller on this page.

c. Applicant should also ensure that legal description(s) match in level one and in level
two.

3. Purchase PriceApplicant will enter theplicable purchase price referenced in the
documentation uploaded to THDA.

4. Total Site Area Purchased/Leas@gplicant will enter the applicable site acreage
referenced in the documentation uploaded to THDA.

5. Site Area Proposed DevelopmeApplicant willenter the applicable site acreage being
utilized for the development in the event that the entire site area is not being utilized.

6. Previous PhaseApplicant will indicate if the proposed property is part of a previous
phase of prior LIHTC and/or MTE&Kcations.

a. Applicantwill also indicate if any of the common space amenities will be shared
amongst the phased properties.

b. Applicant will the abilityo indicate the specific amenities

c. Applicant must also indicate if the land cost calculation for thappsed development
was taken into account in the previous allocation. This will be critical in the THDA
financial feasibility review.

7. Map/Parcei Applicantwill indicate one or more map/parcel numbers
8. ContiguousApplicantwill indicate if the map/parels are contiguous or necontiguous
9. Seller/LessoName:Applicantwill provide the sdér or lessor name and address.

a. Space has been provided for additional sellers as well

10. Years land ownedApplicantwill provide how many years the seller or lessos bavned
the land

11.1 NX¥ Qa [ Sy 3 Kpplicantinusth y @G 02yiS AT GKS GNIyal O
a. A es response requires a response.

12. Current ZoningApplicant must indicate if the site is currently zoned.
a. This question should be consistent witietzoning item on the Scoring page.

13. Tax abatementApplicant must indicate if there is any tax abatement associated with the

property.
a. A Yes response requires a response
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b. The response should be consistent with the PILOT question on the Operating Expense
page.

14. Unusual site conditionsApplicant can indicate any unusual site conditions.
a. Examples may include: rock removal, wet lands, erosion, removal of soil/rock etc.

15. Costs Applicant should indicate the cost of mitigation of the existing sire or
environmerial conditions

16. EnvironmentalStudy Applicant will indicate if a Phase Two (2) study has Ipeeformed.
a. If Yes, then applicant will need to upload a copy of the Phase Two report

17. Hazards Applicant: Applicantan indicate any potential hazards to the tigrsouth, east,
and west of the property.

18. Census Tract#pplicantmust indicate the census tract(s) that the property is designated
for.
a. Multiple Census Tracts may be added.
b. / Syadzza ¢NIOG [221dzldJ tAy] KIFAd 0SSy LINROGAR

1 Allquestions that are bolded will require an answer. The application will not be able to be
submitted until all Required Fields that are bolded have an entry.
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Contacts

The Contacts screen will allow applicants to enter informatior asc

1 Name, email, phone and address for third parties

1 Applicants will disclose Primary and Alternate contact for the submission.
1 The following five are required:
o Construction Contractor
o Management
o Consultant if applicable
o Accountant
0 Architect
91 Other thrd party contactghat may be disclosed:
o Title Company
o Surveyor
o Physical Needs Firm
0 Appraiser
0 Market Study Vendor from THDA Approved Listing
o Environmental Firm
o0 Attorney
1 Government Contacts

(0]

This is where THDA will collect government information so thatpg of the
application is sent to the proper jurisdiction(s) per IRS 42 requirements.
i. County Mayor/Executive
ii. City Mayor/Executive
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Contacts

Tennessee Housing Online Multifamily Application System

Projecte:15.905  ProjctName THDAAgEMENt  Round TesiRowid (2015 Competive)  QAPYEanZOlS Curmemd StawsiniaAse

Contacts

1. Add all contacts to populate the selection in Section 2 on this page. Only enter a contact once, no matter how many roles they may hold.

+ Add new recard

3, Make a selection for the proposed Management Company and Market Study Flrm

1. Applicants will indicate the individual contact(s) for multiple roles associated with
the property.

2. The following contacts are required:

a. Construction Contractor, Management, Accountant, Architect, Market Study
3.¢2 0S3IAYS GKS I LILIX AOI yi ¢ ABoldfiellssateS Ol G K
required.

Company Name —

First Name

Email Address

Not RequiredHelds st

Address

City

State B

Zip Code

Phone Em A

~T@meaooTy

R © Cancel
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4. Once theapplicablefields have beerntered, the applicant should select the blue
G! LIRIF 0S¢ Gl o

1. Add all contacts to populate the selection in Section 2 on this page. Only enter a contact ence, no matter how many roles they may hold.

5. The Contadgs)will now appear in thehart above
6. Applicant can edit or delete any applicable record.

7. All cortacts mustbe enteredbefore the contacts can be merged with the
applicable roles.

8. In order to merge individual contacts to a role simply, identify the applerole
and select from a dropdowapplicable contact.

2. Make a selection for all required Contacts.

Application Primary Contact Felita Hamilton L
Application Secondary Contact
-
- -
v -
- |
- -

9. The system will allow the same indival to serve in multiple roles.

10. Save.
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Organizational Breakdown

The Organizational Breakdown screen will allow applicants to enter information such as

1 Ownership and Developer Entity information will be collected on this screens.
o Applicants wilheed to have dunctional organizational chart that clearly
illustrates the top of organization to the relevant individuals of the organization.
1 Both organizational charts must be uploaded as part of the application submission.
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Organizational Breakdown

Tennessee Housing Online Multifamily Application System

Projeci #:18-505 _Project Name: T Roune Test Round § QAP Year 2018 Cument Status:Inita App

Organizational Breakdown - Add all Entities involved in the project

Y| Mame T | Parent entity T Organizational Type Y| TaxiDsssN T

1. Applicant will need to enter all ettiies associated with the development.
a. Itis recommended to work from an organizational chart teme all entities are
included (sample on page 30).

2. To begin, the applicant will seleitK S ab ! RR 9y dadAdGeé¢ Gl o

3. Based on the type of entity the applicant will need to enter the Tax ID #, SSN (if entity is
an individual), Temporary #, or select that tNemberhas not been assigned.

4. All bold fields are required.

a. For entities with a panet organization, make =~
sure the parent entity is entered first. Then
select the parent organization in the parent
entity drop down.

A

5. Click update and repeat the process until all
entities are included.

6. The Entity(s) will now appear in the white aredlu screen.
7. Applicant can edit or delete any applicable record.

8. Clicksave.
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Sample OrgChart

Sample Holding4.P

To be formed Tennessee LP

Affordable ApartmentsLLC
/] (Parent is Sample HoldingsP N

Member Member
Parent is Parent is

Affordable Affordable
AparmentsLLC AparmentsLLC

Joe Johnson James Smith

Affordable
AparmentsLLC

Sally Brown

Member
. Parentis
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