Portland Housing Bureau

All Bureau Forms

Homeowner Access & Retention Team
	Form No.
	Title
	Location
	Description

	500-01
	Affidavit of Residency
	MITAS
	Borrower/grantee form to confirm residency.

	500-02
	Funding Approval Form
	MITAS
	This form replaces the “blue sheet”. This form commits and/or amends funding for loans/grants.

	500-03
	Borrowers Blanket Authorization: English
	MITAS
	Form allows use of borrowers’ signature in all forms.

	500-04
	Borrowers Blanket Authorization: Spanish
	
	Form allows use of borrowers’ signature in all forms.

	500-05
	Change Order
	MITAS
	This form is used when changes are made to a repair or lead scope of service.

	500-06
	Commitment Letter: Home Repair
	MITAS
	Notification of award of funding.

	500-07
	Commitment Letter: Lead Landlord Loan
	MITAS
	Notification of award of funding.

	500-08
	Commitment Letter: Lead Landlord Grant
	MITAS
	Notification of award of funding.

	500-09
	Commitment Letter: Lead Grant
	MITAS
	Notification of award of funding.

	500-10
	Construction Agreement
	MITAS
	Agreement between borrower and PHB for work to be done and paid for.

	500-11
	Construction Closeout Letter w/Eval
	MITAS
	Letter confirming end of construction project at a property NOT including an evaluation survey of construction staff & contractor’s performance.

	500-12
	Construction Closeout Letter w/o Eval
	MITAS
	Letter confirming end of construction project at a property including an evaluation survey of construction staff & contractor’s performance.

	500-13
	Construction Process Evaluation
	MITAS
	The evaluation survey of construction staff & contractor’s performance.

	500-14
	Contract Review Request
	MITAS
	Request memo to PHB Attorney to confirm borrower’s legal stake in a property.

	500-15
	Contractor Application
	MITAS
	Application to be added to the PHB Contractor’s list.

	500-16
	Contractor Application Cover Letter
	MITAS
	Cover letter that accompanies the application.

	500-17
	Criteria for Contractor Acceptance
	MITAS
	Criteria contractors must meet to be considered for the PHB Contractor’s list.

	500-18
	DPAL & Home Repair Promissory
	MITAS
	Promissory note for the Down Payment Assistance Loan and Home Repair programs.

	500-19
	DPAL & Home Repair Trust Deed
	MITAS
	Trust Deed for the Down Payment Assistance Loan and Home Repair programs.

	500-20
	Errors & Omissions Compliance Agreement
	MITAS
	

	500-21
	Emergency Repair Agreement
	MITAS
	Agreement allows for repairs to happen before loan funding.

	500-22
	Equal Credit Notice
	MITAS
	Federal Equal Credit Opportunity Act Notice.

	500-23
	Evaluation report
	MITAS
	Evaluation of repair/abatement project.

	500-24
	Flood Notice to Borrower
	MITAS
	The mandatory purchase of flood insurance notice

	500-25
	General Conditions
	MITAS
	General conditions agreement required for contractors.

	500-26
	GIN Notice: English
	MITAS
	Notice to resident of Landlord potential of lead abatement work in unit.

	500-27
	GIN Notice: Spanish
	MITAS
	Notice to resident of Landlord potential of lead abatement work in unit.

	500-28
	Income Evaluation
	MITAS
	Internal form used to determine income eligibility.

	500-29
	Insurance Memo
	MITAS
	Letter to homeowner to add PHB as mortgagee on policy.

	500-30
	Landlord Questionnaire
	MITAS
	Questionnaire completed by Landlord describing housing.

	500-31
	LBP Neighborhood Letter to Paint
	MITAS
	Letter to neighbor of Lead Abatement work.

	500-32
	LBP Rental Loan Agreement
	MITAS
	Agreement with landlord for loans on rental property.

	500-33
	LBP Rental Promissory
	MITAS
	Promissory with landlord for loans on rental property.

	500-34
	LBP Rental Trust Deed DPL
	MITAS
	Trust Deed with landlord for loans on rental property.

	500-35
	Lead Analysis Report
	MITAS
	Internal form used to document lead analysis.

	500-36
	Lead Bid Conference Appt Letter
	MITAS
	Letter confirming bid conference information.

	500-37
	Lead Bid Summary Cover Letter
	MITAS
	Letter outlining contractors bids received during a bid conference.

	500-38
	Lead Clearance Notification
	MITAS
	Letter stating that lead abatement work meets all HUD requirements and the area is clear of lead.

	500-39
	Lead Contractor Bid Request
	MITAS
	An open notice of Scope of Work available for bidding.

	500-40
	Lead Eligibility Checklist
	MITAS
	Internal checklist used by staff to determine participant eligibility.

	500-41
	Lead Funding Checklist
	MITAS
	Internal checklist used by staff to determine financial eligibility.

	500-42
	Lead General Information Notices (GIN)
	MITAS
	General Information Notice for Federal Compliance.

	500-43
	Lead General Information Notices (GIN)
	MITAS
	Federally required Notice of Nondisplacement

	500-44
	Lead General Information Notices (GIN)
	MITAS
	Federally required Disclosure of Temp Relocation Benefits

	500-45
	Lead General Information Notices (GIN)
	MITAS
	Federally required Notice of Disapproval for Funding

	500-46
	Lead Grant Agreement: Cover Letter
	MITAS
	Cover Letter for notice of Funding paperwork for grant

	500-47
	Lead Grant Agreement
	MITAS
	

	500-48
	Lead Grant Application
	MITAS
	

	500-49
	Lead Grant Application: Cover Letter
	MITAS
	Cover Letter that accompanies the lead grant application.

	500-50
	Lead Hazard Acknowledgment: English
	MITAS
	Notice of lead hazards.

	500-51
	Lead Hazard Acknowledgment: Spanish
	MITAS
	Notice of lead hazards.

	500-52
	Lead Inspection Order Form
	MITAS
	

	500-53
	Lead Notice of Evaluation
	MITAS
	Notice of risk assessment ordered.

	500-54
	Lead Resident Questionnaire: Spanish
	MITAS
	Questionnaire for renters to complete regarding residence.

	500-55
	Lead Tenant Information Sheet
	MITAS
	Notification to renters to complete regarding lead abatement at their residence.

	500-56
	Lead Tenants Resident Questionnaire
	MITAS
	Questionnaire for resident to complete regarding residence.

	500-57
	Lead Tracking Form
	MITAS
	Checklist for lead grants.

	500-58
	Loan Disbursement
	MITAS
	Grantor loan disbursement request form.

	500-59
	Loan Submission Data Report
	MITAS
	Loan to be granted submission form.

	500-60
	Loan Tracking Form
	MITAS
	Checklist for loans.

	500-61
	MCC Closing Instructions
	MITAS
	

	500-62
	MCC Closing Transmittal Summary
	MITAS
	

	500-63
	MCC Commitment 2010
	MITAS
	

	500-64
	MCC Cover Letter Lender
	MITAS
	

	500-65
	MCC Cover Letter
	MITAS
	

	500-66
	MCC Decline Letter
	MITAS
	

	500-67
	MCC Form 2
	MITAS
	Transmittal Form

	500-68
	MCC Form 3
	MITAS
	Application Affidavit

	500-69
	MCC Form 4
	MITAS
	Income Tax Affidavit

	500-70
	MCC Form 5
	MITAS
	Notice of Potential Recapture

	500-71
	MCC Form 6
	MITAS
	MCC Commitment

	500-72
	MCC Form 7
	MITAS
	Seller Affidavit

	500-73
	MCC Form 8
	MITAS
	Borrowers Closing Affidavit

	500-74
	MCC Form 9
	MITAS
	Lenders Closing Certificate

	500-75
	MCC Form 9a
	MITAS
	Addendum to Lender’s Closing Certificate

	500-76
	MCC Form 10
	MITAS
	Notice of Method to Compute Recapture

	500-77
	MCC Form Final
	MITAS
	Mortgage Credit Certificate

	500-78
	MCC Invoice Form
	MITAS
	

	500-79
	MCC Participating Lender Agreement
	MITAS
	

	500-80
	Notice of Right to Cancel
	MITAS
	

	500-81
	NSP Promissory Note
	MITAS
	Promissory note for the NSP program.

	500-82
	NSP Trust Deed
	MITAS
	Trust deed for the NSP program.

	500-83
	Owner’s Cost Summary CA021
	MITAS
	List of all costs associated with repair work.

	500-84
	PHB Privacy Disclosure
	MITAS
	

	500-85
	Proceed Letter DPL
	MITAS
	Notification that paperwork is complete on loan.

	500-86
	Proceed Letter Lead Grant
	MITAS
	Notification that paperwork is complete on loan.

	500-87
	Progress Letter Future Repairs
	MITAS
	Reminder that there are funds still available on a loan.

	500-88
	Public Body Certification CL059
	MITAS
	

	500-89
	Rehabilitation Loan Agreement CL018
	MITAS
	Agreement with borrower to set up an account to hold loan funds with PHB until time of disbursement.

	500-90
	Release of Blood Lead Results: English
	MITAS
	

	500-91
	Release of Blood Lead Results: Spanish
	MITAS
	

	500-92
	RESPA Servicing Disclosure DPL
	MITAS
	Real Estate disclosure form for the DPAL program.

	500-93
	SHPO Section 106 Documentation CA038
	MITAS
	State of Oregon required Form

	500-94
	Site Specific Environmental Review CA040
	MITAS
	

	500-95
	Statement of Credit Denial, Termination or Change
	MITAS
	Notification of denial, termination or change on a loan.

	500-96
	Tenant Survey Form
	MITAS
	Demographic and unit  information

	500-97
	TIL Calculation for 3% OP053
	MITAS
	Truth in Lending calculation form.

	500-98
	Waiver of Lien
	MITAS
	Waiver of liens in conjunction with construction work.


Housing Development Forms

	Form No.
	Title
	Location
	Description

	400-01
	Completion Notice 
	K:\Program Delivery\Housing Development Finance\HDF\Indexes - Checklists- Notices
	Form to indicate completion of a project stage.

	400-02
	Construction Index 
	K:\Program Delivery\Housing Development Finance\HDF\Indexes - Checklists- Notices
	File checklist for construction projects.

	400-03
	Federal Compliance Index
	K:\Program Delivery\Housing Development Finance\HDF\Indexes - Checklists- Notices
	Federal compliance checklist for construction Files.

	400-04
	Finance Index
	K:\Program Delivery\Housing Development Finance\HDF\Indexes - Checklists- Notices
	Finance compliance checklist for construction project files.

	400-05
	HDF Financial Assistance Application
	K:\Program Delivery\Housing Development Finance\HDF\Indexes - Checklists- Notices
	Application for financial assistance for construction development.

	400-06
	Housing Intake Form
	K:\Program Delivery\Housing Development Finance\HDF\Indexes - Checklists- Notices
	Form requesting a Closer for assistance.

	400-07
	Combined Loan Application
	K:\Program Delivery\Housing Development Finance\HDF\Indexes - Checklists- Notices
	

	400-08
	Borrowers Checklist
	K:\Program Delivery\Housing Development Finance\HDF\Indexes - Checklists- Notices
	

	400-09
	Notice to proceed for sale
	K:\Program Delivery\Housing Development Finance\HDF\Indexes - Checklists- Notices
	

	400-10
	Multifamily notice to proceed
	K:\Program Delivery\Housing Development Finance\HDF\Indexes - Checklists- Notices
	

	400-11
	Borrower Loan Disbursement
	K:\Program Delivery\Housing Development Finance\HDF\Indexes - Checklists- Notices
	Form completed by borrowers when requesting a draw on a loan.

	400-12
	Investment Committee Proposal
	K:\Program Delivery\Investment Committee\PHB Investment Committee\Investment Committee Doc Templates
	Form used to present proposals to the Investment committee.


General Office Forms

	Form No.
	Title
	Location
	Description

	100-01
	Leave Request
	Coming Soon
	Form for requesting vacation/no-pay/sick leave 

	100-02
	Online Purchase Approval
	http://www.portlandonline.com/phb/index.cfm?c=51509
	Coming

	100-03
	Letterhead
	http://www.portlandonline.com/phb/index.cfm?c=49647
	

	100-04
	PHB Fax 
	http://www.portlandonline.com/phb/index.cfm?c=49647
	

	100-05
	
	http://www.portlandonline.com/phb/index.cfm?c=49647
	

	100-06
	City Translation Services
	http://www.portlandonline.com/phb/index.cfm?c=49647
	

	100-07
	PHB MITAS & IT Requests
	http://www.portlandonline.com/phb/index.cfm?c=52973
	

	100-08
	Multnomah County Recording
	http://www.portlandonline.com/phb/index.cfm?c=49647
	


Fiscal Forms

	Form No.
	Title
	Location
	Description

	200-01
	Petty Cash
	http://www.portlandonline.com/phb/index.cfm?c=49647
	

	200-02
	Wire Transfer Form
	
	

	200-03
	Contract Budget Amendment
	http://www.portlandonline.com/phb/index.cfm?c=49647
	

	200-04
	Loan Recommendation & Approval
	
	

	200-05
	Investment Committee Funding Approval 
	K:\Program Delivery\Investment Committee\PHB Investment Committee\Investment Committee Doc Templates
	

	200-06
	Contract Review Template
	
	

	200-07
	Ordinance/Report/Resolution Forms
	Auditor Website
	

	200-08
	Mileage Reimbursement
	http://www.portlandonline.com/phb/index.cfm?c=49647
	


LTE/SDC Forms

	Form No.
	Title
	Location
	Description

	700-01
	Application for Determination of Eligibility
	K:\Program Delivery\Neighborhood Housing & Indirect Programs\Limited Tax Abatement Programs\SF LTA (3.102)\New Construction\FORMS\APPLICATION FORMS
	Questionnaire to determine eligibility for single family new construction LTE.

	700-02
	Homebuyer Verification Form SDC/LTE
	K:\Program Delivery\Neighborhood Housing & Indirect Programs\Limited Tax Abatement Programs\SF LTA (3.102)\New Construction\FORMS\APPLICATION FORMS
	Application for LTE or SDC.

	700-03
	Initial Contact Buyer
	K:\Program Delivery\Neighborhood Housing & Indirect Programs\Limited Tax Abatement Programs\SF LTA (3.102)\New Construction\FORMS\APPLICATION FORMS
	Notification of home with activated LTE.

	700-04
	LTE Expiring
	K:\Program Delivery\Neighborhood Housing & Indirect Programs\Limited Tax Abatement Programs\SF LTA (3.102)\New Construction\FORMS
	Notification letter of impending LTE expiration.

	700-05
	Final Approval Letter 
	K:\Program Delivery\Neighborhood Housing & Indirect Programs\Limited Tax Abatement Programs\SF LTA (3.102)\New Construction\FORMS\Approval Letters
	Notification letter of LTE approval.

	700-06
	RO Homebuyer Verification Form
	K:\Program Delivery\Neighborhood Housing & Indirect Programs\Limited Tax Abatement Programs\SF LTA (3.102)\New Construction\FORMS
	Application for Certificate of Qualification for LTE.

	700-07
	SDC Regulatory Agreement
	K:\Program Delivery\Neighborhood Housing & Indirect Programs\SDC Exemption Program\Forms\Regulatory Agreement
	Agreement with participant of the SDC program.

	700-08
	SDC Release Agreement
	
	

	700-09
	SDC Partial Release Agreement
	
	

	700-10
	Assignment and Assumption Agreement
	
	


Agreement Templates

	Form No.
	Title
	Location
	Description

	300-01
	Subrecipient
	K:\Operations\Finance\Contracts
	Agreement with a subrecipient of PHB received funds.

	300-02
	PTE
	http://www.portlandonline.com/omf/index.cfm?c=27573&
	City standard for profession, technical & expertise provided to PHB.

	300-03
	LTE
	K:\Program Delivery\Neighborhood Housing & Indirect Programs\Limited Tax Abatement Programs\SF LTA (3.102)\New Construction\FORMS\SubsequentHomebuyerNotice Forms and Cover Letters\
	Specifics to come.

	300-04
	SDC
	K:\Program Delivery\Neighborhood Housing & Indirect Programs\SDC Exemption Program\Forms\Regulatory Agreement\
	Specifics to come.

	300-05
	Loan Deferral
	K:\Program Delivery\Neighborhood Housing & Indirect Programs\Limited Tax Abatement Programs
	Specifics to come.

	300-06
	Reservation of Funds
	In development
	Specifics to come.

	300-07
	MOU
	In development
	Specifics to come.

	300-08
	Goods & Services
	http://www.portlandonline.com/omf/index.cfm?c=27573&
	City standard for goods & services provided to PHB.

	300-09
	Omnibus
	K:\Operations\Finance\Contracts
	Multiple agreements with one agency.

	300-10
	IGA
	K:\Operations\Finance\Contracts
	Agreement between government entities.

	300-12
	I/A
	K:\Operations\Finance\Contracts
	Agreement between City Bureaus.

	300-13
	Boilerplates
	K:\Operations\Finance\Contracts\Boilerplates
	General Contract Provision boilerplates organized by funding source.


RFP/RFQ Templates

	Form No.
	Title
	Location
	Description

	600-01
	Grant RFP
	In development
	

	600-02
	Construction RFP
	In development
	

	600-03
	Development RFP
	In development
	


Asset Management
	Form No.
	Title
	Location
	Description

	800-01
	Documents
	http://www.portlandonline.com/phb/assetmanagement
	Specifics to come.
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