


HTCC – NEW REPORTING FORMS

HOUSING DEVELOPMENT



Effective Date

• The new Quarterly Report forms will be 
required for use commencing with the 
2022 awards (Q1 2023 report which is 
due April 15, 2023)

• The new Closeout Forms will be 
required for ALL closeouts that occur 
April 15, 2023 or later



Submission

• Submit through the HTCC Drop Box
• https://www.chfa.org/sharefile-htcc-

reporting/
• Please note that the following fields are 

required for submission: HTCC Project 
Number & HTCC Project Name. If possible, 
please upload one (1) PDF document with 
all required documentation and title the 
document “HTCC Project Number, Project 
Name”. If uploading multiple documents, 
please specify in the name of the upload 
what is included in the document.

https://www.chfa.org/sharefile-htcc-reporting/


Quarterly Due Dates

• The first quarterly report is due April 
15th (for quarter ending March 31st) of 
the year following the award.

• Subsequent due dates are July 15th, 
October 15th, and January 15th for the 
quarters ending June 30th, September 
30th, and December 31st, respectively. 



Closeout Forms

• All required closeout documents shall 
be submitted no later than three (3) 
years and ninety (90) days from the 
Date of Approval.

• Date of Approval means date on the 
reservation letter or in the case of 
revolving loan funds, the date of the 
fund’s inception.



CHFA Contact

Colette Slover
HTCC Program Manager
Colette.slover@chfa.org

mailto:Colette.slover@chfa.org


2023 HTCC- NEW FORMS OVERVIEW

-

1.Housing Development Quarterly Report Form

2.HTCC Final Closeout Checklist Form- New

3.Housing Development Certificate of Completion Form



Purpose

• Improved communication b/w 
Nonprofit and CHFA

• Housing Program Changes- improved 
reporting and tracking

• HTCC Budget – improved reporting and 
tracking functionality

• Increase oversight of items that the 
Nonprofit committed to at the time of 
application (Points Items)



Housing Development Quarterly 
Report Form



• Nonprofit Contact Person: Who do you want us to contact if we 
have questions about the report?

• Required Closeout Date 3 years and 90 days from Date of 
Approval (ie: Reservation Letter- 1/5/2026 for 2022 Awards)



• Percentage Complete: means the estimated percent of the Housing 
Program that is completed (not % of HTCC funds expended to date).

• Non-Threshold Items from ConApp (currently only Phase III)
• Narrative- How’s it going? Any issues or delays we should be aware of? 
• PROGRAM CHANGES! Must be reviewed/approved by CHFA to stay 

incompliance. This is not a new requirement. 



• List of Commitments/Building Permits not supplied 
with application must be submitted with Quarterly 
when available.

• These are not new requirements, just better tracking. 



• Must follow approved HTCC Budget. This is not a new 
requirement.

• This form does a better job of tracking and reporting the HTCC 
budget. 

• Changes to budget must be requested separately, and approved 
by CHFA



• Signature (no changes)



Housing Development  
Closeout Checklist Form

(DELIVERABLES)



• Provide this information about segregated bank 
account and expenditures ONLY if it was not previously 
provided as part of your quarterly reports



• Homeownership- Evidence that the units have 
sold/transferred (Deeds) NEW

• Evidence of Low Income Service Period NEW – only 
required if you received points for this item



• Increased oversight for Projects that were funded under the 
Workforce Housing Set-Aside

• Rental/Homeownership Data- NEW (Nonprofit now must 
provide data that supports commitments made in the 
application)



• Rental/Homeownership Data- No specific form is 
provided; we are requesting the data points above. 



Certificate of Completion



• Added a new column for HTCC Budget
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