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APPLICATION ATTACHMENT CHECKLIST

· Submit the application and attachments in the following order.  

· Separate attachments as indicated with tabbed dividers 

· Label each tab as indicated.
Label Divider Tab
Place behind tab the following information:

Section A 3.2
Copy of resolution authorizing this application. 

Copy of Articles of Incorporation and By-Laws.  

The Enabling Resolution or Charter, for public organizations

List of names of the Governing Body, Board Members and Corporate Officers

Section A 3.3
501(c)3 Status with Secretary of State Certification.  (If Applicable )
Financial Statements:  The most recent two (2) years of Income Statements and Balance Sheets

State of Hawaii Tax Clearance (within 6 mos. of application)

Section A 3.4
Additional narrative if necessary

References from 3-5 funding sources

Your Agency/Organization’s organizational chart.

Section A 3.5.
Additional narrative if necessary. *

Section B 1.3
Additional narrative if necessary.*

Section B 2.1
Additional narrative if necessary 

A map of the community if applicable.

Documentation of the targeted community’s income level

Section B 3.1
Additional objectives if necessary. *

Section B 3.2
A work Plan for each objective.

Section B 3.3
Additional Contractors if necessary. *

Section B 4.1
Additional narrative if necessary. *

Section B 4.2
Additional contributors if necessary.

A Letter of Commitment from each contributing partner dated no earlier than one (1) month prior to this application.

Section B 5.1
Additional narrative if necessary. *

Section B 6.1
Additional narrative if necessary. *

Section B 6.2
Additional budgeting information if necessary. *

Section B 7.1
A job description for each job title listed.

A resume for each staff person assigned to the program/project.

A program/project administration chart.

Section C 1.2
Additional narrative if necessary. *

If the narratives and tables are complete in the application, it is not necessary to make tabs solely for these items.

NATIVE HAWAIIAN HOUSING PLAN GOALS AND OBJECTIVES

The Department of Housing and Urban Development (HUD) requires DHHL to develop a one (1) year and a five (5) year Native Hawaiian Housing Plan (NHHP) for each appropriation.  The following outlines DHHL’s primary goals for this program year for NAHASDA funding to best serve its targeted communities.  

Goal No. 1:
Increase the affordable housing inventory on Hawaiian Home Lands to meet the increasing or unmet demand for housing by low-income native Hawaiian families.

Objective 1a: 
Increase the supply of affordable housing units through the construction of infrastructure improvements or single-family, multi-family, rent-to-own, or rental housing.

Objective 1b:
Assist in the preservation and revitalization of existing homes and communities on Hawaiian Home Lands.

Goal No. 2:
Support the development and maintenance of healthy and safe communities on Hawaiian Home Lands.

Objective 2A:
Support community-based initiatives, which encourage “healthy” communities.

Objective 2B:
Enhance public safety in the homestead communities.

Goal No. 3:
Encourage self-determination within native Hawaiian communities located on Hawaiian Home Lands in resolving housing and community development issues.

Objective:
Equip and empower community organizations and the Hui Kako’o to become active partners in resolving housing and community development issues within their communities.

Goal No. 4:
Continue educational and training programs to address the housing and community needs on Hawaiian Home Lands.

Objective:
Encourage and continue development of and access to education programs that assist native Hawaiian families with financial literacy and pre- and post-homebuyer education, especially where new subdivisions have been or will be constructed.

Goal No. 5:
Enhance the capacity to implement NAHASDA and actively seek partnership opportunities with non-profit and for-profit housing and housing related service providers.

Objective 5a:
Provide sufficient administration and organization capabilities to manage affordable housing programs, properties, and assets on Hawaiian Home Lands.

Objective 5b:
Continue collaborative partnerships to address affordable housing needs.  

SAMPLE RESOLUTION

THE GOVERNING BOARD OF

___________________________

HEREBY AUTHORIZES THE SUBMITTAL OF A GRANT APPLICATION, THE INCURRING OF AN OBLIGATION, THE EXECUTION OF A GRANT AGREEMENT AND ANY AMENDMENTS THERETO, AND ANY OTHER DOCUMENTS NECESSARY TO SECURE A NAHASDA SUB-RECIPIENT GRANT FROM THE DEPARTMENT OF HAWAIIAN HOME LANDS.

WHEREAS

A.









 (name of applicant) (hereinafter referred to as “Corporation”) is a corporate entity established under the laws of XXX and empowered to enter into an obligation to receive NAHASDA funds.

B.
The Department of Hawaiian Homelands (hereinafter referred to as the “DHHL”) is authorized to make grants.

C.
The Corporation wishes to obtain from the DHHL a technical assistance grant for assisting self-help housing activities.

IT IS NOW RESOLVED THAT:

1.
The Corporation may submit to the DHHL an application for a NAHASDA Sub-Recipient Program Grant for use in the County of 


 .

2.
If the application is approved, the Corporation is hereby authorized to incur an obligation in any amount not exceeding the amount approved by the DHHL and to enter into a grant agreement with the DHHL for the purposes set forth in the application and approved by the DHHL.  It also may execute security and other instruments necessary or required by the DHHL to govern and secure the obligation.

3.
The Corporation is further authorized to request amendments, including increases in amounts up to amounts approved by the DHHL, and to execute any and all documents required by the DHHL to govern and secure these amendments.

4.
The Corporation authorizes 






 (title(s) of officer(s) authorized) to execute in the name of the Corporation, the application and the agreement, and other instruments necessary or required by the State of Hawaii for the making and securing of the grants, and any amendments thereto.

PASSED AND ADOPTED THIS                   DAY OF                           , 20           ,

BY THE FOLLOWING VOTE:

AYES:                    NAYS:                    ABSTAIN:                  ABSENT:                 

CERTIFICATION:

The undersigned 





 Secretary of the Corporation here before named does hereby attest and certify that the foregoing is a true and full copy of a resolution of the Board of Directors adopted at a duly convened meeting on the date above-mentioned, which has not been altered, amended, or repealed.

Secretary







Date

NOTES:

1.
This is intended to be a model for resolutions authorizing grant applications.  Applicants may use their own format if it contains substantially all the authorizations in the model.

2.
This model uses language appropriate to a nonprofit corporation of cooperative.  A government agency may want to substitute more appropriate terminology for terms such as "Governing Board" and "Corporation".

3. The person attesting to the vote and certifying the resolution may not be a person authorized by the resolution to execute documents.

SAMPLE PROGRAM/PROJECT GOAL AND OBJECTIVES

PROJECT GOAL: To have all public access buildings on Hawaiian Home Lands on the Big Island physically accessible for disabled persons by the end of an eighteen-month period.


OBJECTIVE

1
A thorough and accurate assessment report of the current accessibility status of all relevant buildings, including an inventory of necessary improvements to be accessible for disabled persons to be completed by the end of the first month

2
A database of diversified trades persons appropriately skilled and agreeable to providing a minimum of 5 days of volunteer work over an eighteen-month period to be completed by the end of the second month

3
A project management plan for completing all necessary improvements including timeframes, critical paths, assigned construction co-coordinators and resources, to be completed by the end of the third month.

4
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SAMPLE WORK PLAN

WORK PLAN 

Program/

 Project Name:
Environmental Code Project

Program/

  Project Year:
Year 1.

Program/

  Project Goal:
Meet environmental standards and project deadline. 

Objective:
By the end of the 2nd month, the agency will have officially approved and delegated specific responsibilities to a five-member Environmental Code Committee in accordance with criteria established in the attached proposal

Outcome: The agency will have become more aware of the need for the environmental regulation.  A unit will have been created to develop project environmental codes.  The unit will have authority to accomplish certain responsibilities assigned to it by the agency.

Activities
Position Responsible
Time Period
Non-Salary Personnel Hours



Begin Month
End Month


1. Hire a project director and office manager
Agency Admin. /Board
1
1
8 in-kind

2. Establish office (equipment; procedures; planning, reporting and accounting systems
Project Director/Office Manager
1
2


3. Review process used by local governments and other organizations in establishing codes
Project Director
1
1


4. Present need for environmental codes and committee at council meeting.  Make recommendations for members
Project Director /Environmental Staff from county, city and two nearby organizations.
2
2


5. Obtain Council commitment to committee and obtain a letter of invitation from the council
Project Director
2
2


6. Secure commitment from committee members.
Project Director
2
2


Criteria for Evaluating Outcomes:  The Board will have passed a resolution to establish a committee consisting of the director and a staff member to the agency’s environmental department, a state registered water quality expert, a lawyer and a Board member.  The resolution will provide specific authorities and detail specific responsibilities of the committee.  It will also establish a time frame for the committee’s accomplishment of its charges.

WORK PLAN 

Program/Project Name:

Program/Project Year:

Program/Project Goal:

Objective #

Outcome:

Activities
Position Responsible
Time Period
Non-Salary Personnel Hours



Begin Month
End Month


1.





2.





3.





4.





5.





6.





7.





8.





9.





10.





11.





12.





13.





14.





15.





Criteria for Evaluating Outcomes



SAMPLE BUDGET NARRATIVE

PERSONNEL

This project will require 2.1 FTE to complete.  They are as follows:

· Executive Director will dedicate 10% of his position to supervising the project.  The Executive Director salary is an in-kind contribution to the project.

· Project Director will dedicate 100% of her time to administering the project.  DHHL funds are requested for the Project Director position.

· Project Coordinator will dedicate 100% of his time to the project.  DHHL funds are requested for the Project Coordinator position.

EMPLOYEE BENEFITS

Benefits are calculated at 30% of wage.  The executive Director benefit costs are an in-kind contribution to the project.  The Project Director and Project Coordinator benefit costs are DHHL fund request.

Non-Personnel costs are a combination of DHHL requested funds and In Kind donations from the Organization.  The greatest cost – space rental and utilities are a donation in-kind.

SAMPLE LINE ITEM BUDGET


Grant Funds
Other Funds
In Kind
Total

PERSONNEL SERVICES
     
     
     
     

1.   Salaries
65,000
     
5,000
70,000

2.   Employee benefits
19,500
     
     
19,500

SUB-TOTAL PERSONNEL
84,500
     
5,000
89,500

NON-PERSONNEL
     
     
     
     

3.   Space rent
     
     
6,000
6,000

4.   Utilities
     
     
400
400

5.   Telephone
1,200
     

1,200

6.   Equipment (leasing)
     
     
500
     

7.   Office materials
1,200
     
600
1,800

8.   Contract and Professional Services
     
     
     
     

9.  Other costs (detail):
     
     
     
     

a.
     
     
     
     

b.
     
     
     
     

c.
     
     
     
     

SUB-TOTAL NON-PERSONNEL
2,400
     
7,400
9,800

TOTAL BUDGET
86,900
     
12,400
99,300

Notes:  Space rent /Utilities– In Kind  The organization will donate 2 offices (1600sq ft) for one year including the utilities.

Telephone  The estimated cost of 1 telephone line plus service, local and long distance for one year.

Equipment – one computer will be donated to the project by XXX.

Office Supplies  Costs include printing of letterhead and postage.  In Kind donation represents residual office supplies from the now defunct XZXX project.

SAMPLE ORGANIZATIONAL CHART


[image: image1]
SAMPLE: PROGRAM/PROJECT ADMINISTRATION CHART


[image: image2]
PROGRAM/PROJECT CONCEPT AND DEVELOPMENT


[image: image3]
PROCESS FLOW CHART


[image: image4]
DEFINITIONS

COST/SHARE
Total project costs shared between federal and non-federal funding sources.  

MATCHING FUNDS
Non-federal portions commonly referred to as matching funds.

SELF HELP


CFR
The Code of Federal Regulations

KUPUNA
Grandparent, ancestor, relative or close friend of grandparents generation

GOALS
A general statement that represents a desired outcome such as “to reduce the unemployment rate.”

OBJECTIVES
A specific statement that represents a desired Outcome.  A good objective should answer questions such as WHO, WHAT, WHEN, & HOW.  The objective must also be measurable, attainable and clearly stated.

OUTCOMES
Expected results or impacts your organization will gain from successful implementation of your project.

ACTIVITIES
A specific effort that your plan to implement to meet your objective.

FEDERAL REGISTER

The Code of Federal Regulations (CFR) is a set of publications that establish policies for everything from Agriculture to Wildlife and Fisheries. Defined by the Office of the Federal Register, the Code of Federal Regulations is "a codification of the general and permanent rules published in the Federal Register by the Executive Departments and agencies of the Federal Government.  As such, these regulations are the definitive source of information for this program. 

Attached is a copy of the Federal Register (24 CFR Parts 1006 and 1007) outlining the procedures and requirements of the NAHASDA program.  

HUD INCOME LIMITS

STATE:  HAWAII
----------------------------------------------------------------------INCOME LIMITS------------------------------------------------------------


PROGRAM
1 PERSON
2 PERSON
3 PERSON
4 PERSON
5 PERSON
6 PERSON
7 PERSON
8 PERSON

Honolulu, HI MSA

    FY 2006 MFI:  71300
30% OF MEDIAN
15000
17100
19250
21400
23100
24800
26550
28250


VERY LOW INCOME
24950
28500
32100
35650
38500
41350
44200
47050


LOW-INCOME
39950
45650
51350
57050
61600
66200
70750
75300

Hawaii County

    FY 2006 MFI:553000
30% OF MEDIAN
12550
14350
16150
17950
19400
20800
22250
23700


VERY LOW INCOME
20950
23950
26950
29950
32350
34750
37150
39550


LOW-INCOME
33550
38300
43100
47900
51750
55550
59400
63250

Kauai County

    FY 2006 MFI: 60900
30% OF MEDIAN
13600
15500
17450
19400
20950
22500
24050
25600


VERY LOW INCOME
22600
25850
29050
32300
34900
37450
40050
42650


LOW-INCOME
36200
41350
46500
51700
55800
59950
64100
68200

Maui County

    FY 2006 MFI:  65700
30% OF MEDIAN
14550
16600
18700
20750
22400
24050
25750
27400


VERY LOW INCOME
24200
27700
31150
34600
37350
40150
42900
45650


LOW-INCOME
38750
44300
49800
55350
59800
64200
68650
73050

TAX CLEARANCE APPLICATION

Information on the State of Hawaii, Department of Taxation, Tax Clearance Form can be found at:  http://www.state.hi.us/tax/brochures/clr_bro.pdf

To obtain an application form:  

Ask for your form and CD-ROM by mail by dialing toll-free:  1-800-222-7572

Ask for your form by fax by dialing:

On Oahu (Forms by mail or fax)

(808) 587-7572

Outside Oahu (Forms by fax)

(808) 678-0522 from your fax machine

INTERNET ADDRESS

Tax information and tax forms also are available on the Internet at: http://www.state.hi.us/tax/tax.html
CERTIFICATE OF GOOD STANDING

Information on the State of Hawaii, Department of Commerce and Consumer Affairs can be found at:  http://www.ehawaiigov.org/dcca/cogs/exe/cog.cgi
You can also call (808) 586-2727

CERTIFICATE OF COMPLIANCE WITH SECTION 3-122-112, HAR

Applications can be downloaded from the Department of Labor and Industrial Relations website (www.hawaii.gov/labor/forms/DCD-LIR27.pdf).

SUBMIT (mail, fax or deliver) completed application only to the Department of Labor and Industrial Relations, ADMINISTRATIVE SERVICES OFFICE (830 Punchbowl Street, Room 309, Honolulu, Hawaii 96813).  Allow 7 business days for processing.
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