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INTRODUCTION
This guide has been created to assist organizations in accessing funds awarded through the Capital
Funding to End Homelessness Initiative (CFEHI). The process for accessing funds for development
projects is not identical to the process for repair projects. You are encouraged to read this document
carefully. A full understanding of how funds are disbursed will ensure timely receipt. The process for
development projects will be the same when CFEHI is awarded to organizations whose projects also
receive an allocation of tax exempt bonds and housing tax credits.
Organizations that receive funding are referred to as recipients. Recipients must review both the
application submitted for the funding as well as the funding agreement itself. Both of these will be used in
reviewing the Request for Payment and Status of Funds Report (Draw Request).

Basic Policies
1. The procedures in this manual are applicable only to funding agreements issued by the Ohio
Housing Finance Agency (OHFA). In no event shall a request for payment be submitted to obtain
funds for activities until the applicable closing conditions and funding conditions in the funding
agreement have been satisfied. Failure to comply with this provision and the procedures as outlined
may result in suspension or revocation of the award. If funding is suspended, it will be activated only
upon satisfactory proof that the conditions and procedures have been satisfied.
2. OHFA processes requests for payment of eligible expenses only if the expense has been incurred
and must now be paid or if the expense has been paid and OHFA is reimbursing the recipient.
Copies of invoices and cancelled checks from the recipient will be accepted.
3. Development project recipients may only draw funds as evidenced on the Development Budget
detailed in the application and summarized in the executed Funding Agreement further described
in Attachment A. This budget must be consistent with the Construction Contract and the Schedule
of Values in that contract. Applicants will be required to provide evidence the appropriate party has
been reimbursed for expenses incurred or completed, including pre-development costs and soft
costs.
4. OHFA will not advance funds for materials stored off-site unless arrangements are made prior to
and during the closing process.
5. An organization drawing funds for a repair project may request an advance of funds if they can
provide third party evidence there are no funding sources available to pay for initial expenses
not yet incurred. Advances will be determined on a case-by-case basis by OHFA and the Ohio
Development Services Agency (ODSA). Organizations who require an advance of funds must
contact OHFA prior to executing the funding agreement.
a. Evidence that funds are not available may include signed letters from other funding sources
affirming funds are not yet available, why they are not available, and when they will be
available.
b. The draw request for the advance must detail the uses of the funds and must be consistent
with the application and Funding Agreement.
6. OHFA will advance up to 20% of the total award to pay for eligible expenses, which will be
incurred during the first 45 days of the grant period, in a lump sum, upon execution of the Funding
Agreement and completion of a Request for Payment and Status of Funds Report. The balance of
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the funds shall be payable to the recipient on a reimbursement basis with a completed and accurate
Request for Payment and Status of Funds Report. Funds will not be disbursed until the OHFA has
received and approved paid invoices and cancelled checks showing the entire advance has been
spent per the approved draw request.
7. In extreme cases only and at the sole discretion of OHFA and ODSA, a recipient may receive up
to 25% of the grant funds as described above and subsequent advances of the same amount until
all funds have been expended. Recipients must submit documentation that the previous advance
has been paid out prior to receiving the next advance. This documentation must be attached to a
completed draw request (which includes paid invoices and copies of cancelled checks).
In these cases, OHFA and the recipient will agree upon a strict construction schedule that coincides
with the disbursements. Recipients will be expected to meet certain milestones in the construction
schedule in order to receive payment. Recipients will be required to provide documentation that
milestones are being met which may include the AIA G703/704, a third party inspection reports, or
other documents approved by OHFA. Failure to meet these milestones or failure to show evidence
that an advance has been expended in accordance with the executed Funding Agreement shall
require all funds to be returned to OHFA.
8. Recipients of an advance are required to and must provide a detailed accounting of the funds.
Once the project is complete, the recipient will be required to provide a certification from their
Executive Director or his/her designee, confirming funds were expended in accordance with the
Funding Agreement and the application.
9. Organizations requesting an advance of funds will be required to participate in a meeting with OHFA
that may be accomplished by telephone, in person or on-line, after the award is approved and at
least 30 days prior to closing.
10. Recipients will be required to have a pre-construction meeting and OHFA must be invited to attend
that meeting. All members of the development team should be present including the owner,
architect and contractor.
11. Developer fee paid with CFEHI funds will be released on a prorated basis consistent with
construction progress, unless otherwise stipulated in any closing documents, partnership
documents or developer agreement.
12. All recipients must receive funds through Automated Clearing House (ACH).
13. If the recipient draws more funds than can be used to reimburse current obligations, then the
recipient must refund excess funds to OHFA. Contact OHFA for instructions regarding refunds.
14. OHFA will hold back 10% of the CFEHI award amount until the recipient has completed construction
and submitted a complete and accurate Final Performance Report to OHFA.
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DRAWING FUNDS
OHFA is committed to ensuring recipients receive funds expeditiously. By adhering to the draw process
outlined below, and by working together, OHFA and funding recipients can ensure that projects receive
funds in a timely manner.

Prior to Drawing Funds
The initial draw will not be released until the OHFA legal staff has confirmed (1) the project has closed
on the loan (all closing conditions have been met), and (2) funds may be released. In addition, all
development project owners must have received confirmation from OHFA that the Environmental Review
Process has been completed. Recipients are required to provide the following documentation prior to
drawing any funds:
• Signature Card
• Signature Certificate
• Automated Clearinghouse (ACH) Set-up Form
• W-9 Form
OHFA will send the necessary forms to the recipient along with their Funding Agreement. Recipients will
be required to return all documents to OHFA promptly. A description of each of these documents as well
as completion instructions is included in this guide. There are several policies and features of the draw
process that a recipient should keep in mind when drawing funds.

Documentation
All documents provided in connection with a draw request must contain original signatures. OHFA will
not accept copies or stamps of signatures.
OHFA will require the following documentation for each draw request:
Draw requests must be submitted on the appropriate OHFA form. The request must have original
signatures.
Draws will only be funded for work completed and must now be paid, or for work completed and paid
and OHFA is providing funds for reimbursement. Draws will be processed for work completed on eligible
activities. Three exceptions for this include:
i. The recipient has requested that funds be advanced on a repair project.
ii. The first draw, which may include eligible activities completed prior to application.
iii. The final draw, which will include the 10 percent hold back amount.
CFEHI recipients who have contracted with an architect for construction oversight must provide a
current AIA G702 (Application and Certificate for Payment) and G703 (Continuation Sheet) or other form
approved by OHFA. The form must be signed by the owner, general contractor and the architect, and
should have the architect’s seal either embossed or stamped. OHFA requires an AIA G702 and G703
with original signatures from each party.
OHFA may request to see all change orders (AIA G701) approved for a project.
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Recipients with a construction lender must submit a date-down title endorsement current through the
previous draw period. Recipient will be required to provide another date-down endorsement within 30
days. Recipients who are not using a construction lender must send OHFA proof of payment (such as a
cancelled check) before another draw will be approved.
OHFA may request to review copies of draw requests submitted to all other funding sources for the
project. This includes draw requests submitted to local government, commercial lenders, or any other
provider of funds. If the recipient cannot produce these within a reasonable period, OHFA may elect to
place a hold on future draws until OHFA can review draws to other funders. If all of the funds have been
drawn, OHFA will consider another course of action (such as limiting access to OHFA funds in future
projects).
Recipients should provide the most recent Draw Inspection Report provided by the construction lender, if
available.
The final draw request submitted to OHFA must include an AIA G704 Certificate of Substantial
Completion. Repair projects that are not using an architect must include a certification with the Final
Performance Report to confirm project completion.
All repair projects will be subject to physical inspection by a representative of ODSA upon completion. A
representative of ODSA will schedule the inspection.
All development projects will be subject to physical inspection by a representative of OHFA upon
completion. A representative of OHFA will schedule the inspection.

TIMING
OHFA will process draw requests within five business days of receipt.

Delays:
Often, draw requests are delayed because the recipient has failed to submit required documentation or
forms. This may include supporting documentation for the draw request or other documents required
periodically throughout the construction phase (e.g. status reports, proof of payment from prior draw
requests). Therefore, prompt responses to OHFA’s requests are necessary to ensure that draws are
processed promptly. Recipients should download the CFEHI Request for Payment and Status of Funds
Report (Draw Request) from the OHFA website or contact Sylvia Accountius, the OHFA Analyst for the
CFEHI program, with any questions about the drawing funds.
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FORMS AND INSTRUCTIONS
Request for Payment and Status Funds Report
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Instructions for Completing the Request for Payment and Status of Funds Report (Draw Request)
Request for Payment a.k.a. Draw Request – Instructions:
1. Enter the name of the project as it appears on the Funding Agreement.
2. Enter the OHFA Tracking Number.
3. Enter the type of project: development or repair.
Itemization of Expenses
4. Enter the Activity Name for which the CFEHI funds have been awarded. This must agree with the
activities detailed in the Funding Agreement, Attachment A, and CFEHI Program Budget.
5. Enter the amount of CFEHI awarded for each activity as detailed in the Funding Agreement,
Attachment A, and CFEHI Program Budget.
6. Enter the amount being requested, by activity, rounded to the nearest dollar.
7. Enter the total amount drawn to date, including the amount in current draw form, rounded to the
nearest dollar.
8. Enter the undrawn, remaining balance for each activity. If using the form through Excel, this field
will automatically calculate.
9. Enter the total amount being requested in the current draw request. If using the form through Excel,
this field will automatically calculate.
10. Enter the total amount requested to date, including the current draw request. If using the form
through Excel, this field will automatically calculate.
11. Enter the total yet to be drawn on the award. If using the form through Excel, this field will
automatically calculate.
General Information
12. Enter the name and address of the CFEHI recipient as it appears in the Funding Agreement.
13. Enter the contact information for the CFEHI Recipient.
14. Enter the date the CFEHI award closed with OHFA legal.
IMPORTANT: This is the date that all of the OHFA closing documents were fully executed. OHFA
will send an email affirming this date.
15. Enter the FTI number of the CFEHI recipient. This must agree with the Funding Agreement and all
other supporting documents (W-9 Form, ACH Form, etc.).
16. Enter the total number of draws submitted for the project, including the current draw.
Certification
17. The draw form must be signed and countersigned by authorized staff. The signatories must be
among those identified in the Signature Card.
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Sample Signature Certification
57 East Main Street, Columbus, Ohio 43215		

Phone: 614.466.0400		

Fax: 614.455.0606

Signature Certification
											
1
Signature of Authorizing Official
This is to certify that the above is the signature of
						
2
(Typed Name)						

					
3
(Title)

Of 												
4
(Name of the CFEHI Recipient)
Subscribed and duly sworn before me according to law, by the above mentioned individual

5

this day of 				 of 				, 20		
County of 					
State of 					.
Signature of Notary
										

Instructions for Completing the Signature Certification
This certification letter must be completed by the official of the recipient of the award who has the
authority to identify individuals within their organization to sign the Request for Payment and Status of
Funds Report. This authorized official must also sign the bottom of the Signature Certification.
1. Signature of the official within the recipient’s organization who has authority to designate staff to
sign the Request for Payment and Status of Funds Report on behalf of the recipient.
2. Type the name of the official signing the document on behalf of the recipient.
3. Enter the title of the official signing the document on behalf of the recipient.
4. Enter the legal name of the recipient of the award as it appears on the funding agreement.
5. The section to be filled out by the notary.
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Sample Automated Clearinghouse Set Up Form
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Instructions for Completing the Authorization Agreement:
Direct Deposit - Automated Clearing House Form
Section I
A. Place a check-mark to indicate the type of transaction.
“Add” indicates a new authorization.
“Change” indicates a change to an exisiting authorization.
“Delete” indicates a request for termination of direct deposit.
B. Enter the complete name and address of the company participating in the direct deposit.
C. Enter the copmany’s Federal Tax Identification number as it appeared on the Funding Agreement,
W-9 Form or other document submitted during the approval process.
Section II
A. Enter the name and address of the financial institution authorized to conduct the transaction.
B. Place a check-mark to indicate the type of account to which the funds are being deposited. Enter
the financial institution’s Transit Routing/ABA number in the spaces provided. This is typically
a nine digit number shown on the check. It may also be obtained by contacting the financial
institution and requesting the Transit/ABA number.
C. Enter the account number to which the direct deposit is to be accredited. If less than 15 characters
are needed, begin at the furthest to the left and leave any unused spaces blank.
Forward the signed authorization form and a copy of a voided check from that account to:
					Slyvia Accountius
					
Office of Planning, Preservation and Development
					Ohio Housing Finance Agency
					57 East Main Street
					Columbus, Ohio 43215
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CFEHI Draw Checklist
57 East Main Street, Columbus, Ohio 43215		

Phone: 614.466.0400		

Fax: 614.455.0606

OHFA Request for Repayment and Status of Funds Checklist
Repair Projects Only
1. Completed OHFA Request for Payment and Status of Funds for the appropriate
funding source with original signatures identified on the Signature Card.
2. For second and subsequent draws, evidence of paid invoices from prior draw.
3. Narrative signed by the owner and general contractor describing the nature and
reason for a change order. Supporting documentation (invoices, etc.) will not be
required unless requested in advance. However, OHFA may request this at a
later date.
4. Final Draw: Final Performance Report and Certification from owner that all work
is completed.

Page 12

www.ohiohome.org | 888.362.6432

CAPITAL FUNDING TO END HOMELESSNESS INITIATIVE
A GUIDE TO DRAWING CFEHI FUNDS

57 East Main Street, Columbus, Ohio 43215		

Phone: 614.466.0400		

Fax: 614.455.0606

OHFA Request for Repayment and Status of Funds Checklist
Development Projects Only
1. Completed OHFA Request for Payment and Status of Funds for the appropriate
funding source with original signatures identified on the Signature Card.
2. Detailed AIA G702/703 with original signatures
a. Agrees with the AIA Construction Contract
b. Reflects CFEHI funds being drawn in the current period.
3. The most recent Mortgagee’s Title Insurance Endorsement (Date-Down
Endorsement) but within 30 days of the current period.
a. Check for any matters affecting the status of the title to the real estate.
4. Copy of the lender’s/HUD/Local Municipality draw inspection report, if available.
5. Narrative signed by the owner describing the nature and reason for the change
order and the AIA G701 signed by the owner, architect and general contractor.
Supporting documentation (invoices, etc.) will not be required unless stated in
advance. However, OHFA may request this at a later date.
6. Most recent Field Inspection Report from the Syndicator, if applicable.
7. FOLLOW UP: If CFEHI was used to pay construction related activities, 30 days
following draw, an updated date-down endorsement.
8. Final Draw: Final Performance Report and AIA G704
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