Checklist of Required Items for a Budget Based Rent Adjustment
Property Name:  ​​​​​​​​
_________________________________

Contract Number:
_________________________________

The following required information for submission is based on the HUD 4350.1, 

Chapter 7, Section 7-22. Please reference this Handbook for more detailed explanations for the required items identified below. 
· Cover Letter – The cover letter briefly summarizes the reasons why a rent increase is needed and the date the increase should be effective (this will be impacted by the date of submission). The letter must also describe the project’s physical condition and any improvements that have been incorporated into the budget. The main reasons outlined in the letter must correspond to the Notice to the Tenants. Any proposed changes to services and/or equipment must be approved by HUD prior to making any change.

· HUD Budget Worksheet (HUD-92457-A). Please be sure to use the most current version available from the HUDClips website. This worksheet should provide income and expenses for the 12 months following the anticipated effective date of the proposed rent increase. 
· A brief statement explaining the basis for any increase in the expense line items on the budget worksheet. Generally, if an increase amounts to 5% or more, it must be documented. If the income or expense was estimated at the prior annual periods actual, or the increase is less than $500, no explanation is required. 

· Copy of the 30-day Notice to Tenants annotated to show where and how the notice was distributed.  [Please reference the CFR 245.310 for details]
· Executed copy of the Owner’s Certification Regarding Purchasing Practices and Reasonableness of Expenses (Appendix 3 – HUD 4350.1). 

· Section 236 & BMIR Projects Only. Copy of Energy Conservation Plan along with the status of the project’s implementation of the Plan. 
· Signed request for an increase in the Reserve for Replacement deposit amount if such an increase is part of the budget. (HUD 9250 Form).
· Projects with Utility Allowance Only.  A recommendation for the appropriate utility allowance along with the analysis used to make this determination. NTHDC requires a minimum sample size of 10% (with minimum sample of 5) for each type of unit represented at the property. 
· Projects with Service Coordinator Position. Site must submit a signed One-Year Service Coordinator Budget (HUD Form 91186-A). Please note the cost increase for this position is limited to 3% per year. 
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