OHIO HOUSING Office of Multifamily Housing

FINANCE AGENCY Electronic Signature Policy

OVERVIEW

An electronic signature ("e-signature”) is an electronic process that indicates acceptance of and intent to sign an agreement or form.
The federal Electronic Signatures in Global and National Commerce Act (“ESIGN") and the Ohio Uniform Electronic Transaction Act
set forth in Ohio Revised Code Sections 1306.01 to 1306.23 (“UETA") establish requirements for the permissible use of e- signatures.
Compliance with ESIGN and UETA is designed to ensure the validity and enforceability of a transaction involving records signed
electronically with an e-signature, notwithstanding that the signature is provided in electronic format.

POLICY

In connection with the programs administered by the Office of Multifamily Housing, the Ohio Housing Finance Agency (“OHFA") will
accept e-signatures on the Eligible Program Documents listed below, subject to all requirements set forth by UETA, ESIGN, and, as
applicable, Fannie Mae, Freddie Mac, FHA, VA and USDA-Rural Development. The use by Project Sponsors and Partners of e-signatures
for Eligible Program Documents is, at this time, voluntary.

ELIGIBLE PROGRAM DOCUMENTS
DEVELOPMENT FORMS

Funding Documents

Binding Reservation Agreement and amendments
Carryover Allocation Agreement and amendments
42m Letter

Funding Agreement and amendments

Funding Documents
Request for Payment form
HDAP Final Performance Report
Owner's Cost Certification
Contractor's Cost Certification

ASSET MANAGEMENT FORMS

All of the below documents can be found on the OHFA Asset Management and Project Changes web page.
Ownership Transfer Form
HDAP Recipient Change Form
Management Company Change Form
Notification of Employee Unit (PC-E28)
Notification of Unit Offline (PC-E58)
Restrictive Covenant Modification Questionnaire (PC-E41)
Qualified Contract Request Form (PC-E47)
Qualified Contract Price Worksheet (PC-E48)

REQUIRED COMPLIANCE FORMS

All of the below documents can be found on the OHFA Compliance Forms web page.

Tenant File
LIHTC Addendum - for use at non-federally subsidized projects (PC-E05)
Student Status Certification (PC-E42)
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Supporting Document from PHA - required form if used (PC-E04)
Tenant Sworn Income and Asset Statement (PC-E01)

Under $5,000 Asset Certification - required form if used (PC-E03)
Tenant Income Certification

Other Required
HOME Rent Approval Form (PC-E50)
Affirmative Fair Housing Marketing Information and Forms
Management Questionnaire (PC1225F)
Violence Against Women Act (VAWA) Information and Forms

SUGGESTED COMPLIANCE FORMS

Income Verifications
Alimony and/or Informal Child Support Affidavit (PC-E34)
Child Support Verification (PC-E10)
Employment Verification (PC-E02)
Financial Aid Verification (PC-E12)
Informal Support Verification (PC-E14)
Military Pay Verification (PC-E09)
Pension Verification (PC-E13)
Public Assistance Verification (PC-E13)
Social Security/Supplemental Security Income Verification (PC-EQT)
Unemployment Verification (PC-E11)
Zero Income Verification (PC-E15)

Asset Verifications
Annuity Verification (PC-E18)
Bank Account Verification (PC-E16)
Life Insurance Verification (PC-E17)
Real Estate Worksheet (PC-E17)
Retirement Savings Plan Verification (PC-E35)
Stock Verification (PC-E36)
Trust Account Verification (PC-E29)

Certification Tools
Clarification Record (PC-E20)
Income and Asset Sources Contact Information (PC-E21)

Additional Forms
Caregiver Affidavit (PC-E24)
External Link to Lead-Based Paint Disclosure Rule and Forms
Live-in Care/Aide Verification of Need (PC-E32)
Marital Separation Certification (PC-E22)
Move In/Move Out Inspections
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PROJECT SPONSORS AND PARTNERS APPROVAL PROCESS

To submit Eligible Program Documents with an e-signature, Project Sponsors and Partners must receive initial approval from OHFA,
and recertification on an annual basis thereafter.

Initial approval:

Complete and submit the Partner Certification for Use of Electronic Signatures (Appendix A) of this document to the OHFA e-signature
mailbox at mfesignature@ohiohome.org. Please also complete the List of Projects for which these forms will be submitted. This is
contained on page 6 of this Policy. OHFA will notify the Participating Sponsor and Partner of its approval by email.

Annual recertification:

Participating Project Sponsors and Partners must comply with annual recertification requirements of OHFA to continue submitting
Eligible Program Documents with an e-signature. The Partner Recertification Form (Appendix B) must be completed and submitted to
the OHFA e-signature mailbox at mfesignature@ohiohome.org no later than February 15 of each year.
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APPENDIX A
PARTNER CERTIFICATION FOR USE OF ELECTRONIC SIGNATURES

The Ohio Housing Finance Agency (“OHFA") permits Project Sponsors and Partners to submit certain eligible
documents (“Program Documents”) signed by electronic signature (“e-signature”) to OHFA in connection with
OHFA's Office of Multifamily Housing programs. To be eligible to submit Program Documents with e-signatures, the
undersigned Project Sponsor and Partner (“Partner”) agrees to comply with the Electronic Signatures in Global and
National Commerce Act (“ESIGN") and the Uniform Electronic Transactions Act ("UETA") as adopted by Ohio, together
with the requirements set forth below.

By its acknowledgment below, the Partner hereby certifies and agrees as follows:

Partner has a process in place to assure that parties executing Program Documents by e-signatures intend to
sign as such in all sections of the Program Documents requiring a signature.

Partner has a process in place to assure that parties to the transaction consented to do business with Partner
electronically, have not withdrawn such consent, and such parties have received all necessary disclosures
under federal and Ohio state law.

All e-signatures associated with the Program Documents submitted by Partner will be properly attributed,
authenticated and authorized as required by federal and Ohio state law.

Partner has established a records retention policy to ensure Program Documents signed with e-signatures are
capable of retention and accurate reproduction for reference by all parties, including OHFA, or persons entitled
to retain such Program Documents.

Partner has established prudent, sound and responsible business practices, operating policies and procedures
regarding the use of e-signatures in connection with the submission of the forms required, including limiting
access to e-signature programs and delivery systems to only specified authorized persons.

OHFA is entitled to rely on any transmission, transfer, or communication from Partner to be an authorized act of
Partner.

Partner uses the third party e-signature vendor (“Vendor") identified below in connection with the use of
e-signatures and Partner’s delivery of Program Documents to OHFA. Partner has verified that the Vendor uses
reliable, commercially established and validated ESIGN-compliant technology.

Software Vendor used by Partner:
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With respect to the submission of Program Documents signed with e-signatures, Partner represents and
warrants (which representation and warranty shall apply to each individual submission of a Program Document
at the time of such submission) to OHFA that all such e-signatures are enforceable and comply with all
applicable laws and requirements, including, without limitation, the requirements of ESIGN and UETA.

Partner intends that all e-signatures of its employees, agents, and/or representatives are the legally binding
equivalent of traditional hand-written signatures.

Partner has established internal quality procedures to ensure compliance with ESIGN and UETA requirements.

Partner Name:

Authorized Signature: Date:

Name and Title:
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LIST OF PROJECTS

OHFA Project Number Project Name Project Address

Page 6 of 7 Electronic Signature Policy 05/01/2020



OHIO HOUSING Office of Multifamily Housing

FINANCE AGENCY Electronic Signature Policy

APPENDIX B
PARTNER RECERTIFICATION FOR USE OF ELECTRONIC SIGNATURES

In connection with OHFA's Electronic Signature ("e-signature”) Policy, all Sponsors and Partners must certify that
they meet the following criteria no later than February 15 of each year following the year of initial approval in order to
continue the use of e-signatures on Eligible Program Documents.

1. Partneris currently in good standing with OHFA.
O Yes 0O No

2. There has been no change with the third party e-signature software vendor.

Software Vendor Name:

3. Partner maintains prudent, sound and responsible business practices, operating policies and procedures
regarding the use of e-signatures in connection with the origination of residential mortgage loans, including
limiting access to e-signature software and delivery systems to only specified authorized persons.

O Yes [ No

If a change has occurred with the third party e-signature software vendor, Partner is required to immediately notify
OHFA or at least within thirty (30) days of such change in order to continue the use of e-signatures.

Partner Name:

Authorized Signature: Date:

Name and Title:
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