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The Cannery at Railroad Square is a six-story building with 7 studios, 48 one-bedroom, and 74 

two-bedroom units.  The Project will include a set-aside of 25% of the units (33 units) for special 

needs households (formerly homeless families), for which we are applying for Project Based 

Vouchers.  The improvements also include management and services offices, indoor and outdoor 

resident amenity spaces, as well as bicycle parking for 50 bikes and voluntary vehicular parking 

consisting of 52 standard spaces, including 3 EV spaces and 3 accessible spaces.  Resident 

amenity spaces will include a computer lab, a community meeting room with warming kitchen 

and adjacent outdoor patio, two courtyards with different characteristics, and laundry rooms 

with access to the exterior and adjacent tot lot. 

Common outdoor space will be provided along the north and west frontages of the new building. 

The spaces will provide picnic and BBQ areas, children’s play areas and general gathering spaces. 

The Project will construct a pedestrian promenade from Sonoma-Marin Area Transit (SMART) 

Railroad Square Station, allowing residents access to high-quality transit within this Priority 

Development Area (PDA) identified in regional Plan Bay Area 2040.  The pedestrian and bicycle 

corridor will extend the 4th Street spine from the SMART site to the Prince Memorial Greenway 

along the Santa Rosa Creek trail adjacent to the west.  Several elements of the original historic 

Cannery, including the brick wall, canopy, original water tower, and loading dock facing east are 

incorporated into the design. 





8. 30 YEAR CASH FLOW

PROJECT NAME: Santa Rosa Canners

Completed Project Year
Underwriting: 

1st Year 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
Calendar Year 2023 2024 2025 2026 2027 2028 2029 2030 2031 2032 2033 2034 2035 2036 2037

INCOME Factor Trending
Residential Rental Income 100% 2.00% 1,874,244 1,874,244 1,911,729 1,949,963 1,988,963 2,028,742 2,069,317 2,110,703 2,152,917 2,195,976 2,239,895 2,284,693 2,330,387 2,376,995 2,424,534 2,473,025
Vacancy 5.00% 10.00% (93,712) (93,712) (95,586) (97,498) (99,448) (101,437) (103,466) (105,535) (107,646) (109,799) (111,995) (114,235) (116,519) (118,850) (121,227) (123,651)
Rental Subsidy - PBV & PBVASH 100% 2.00% 440,844 440,844 449,661 458,654 467,827 477,184 486,727 496,462 506,391 516,519 526,849 537,386 548,134 559,097 570,279 581,684
Vacancy 5.00% (22,042) (22,042) (22,483) (22,933) (23,391) (23,859) (24,336) (24,823) (25,320) (25,826) (26,342) (26,869) (27,407) (27,955) (28,514) (29,084)
Operating Reserve 0% 0.00% 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Laundry & Misc. 2.00% 6,708 6,708 6,842 6,979 7,119 7,261 7,406 7,554 7,705 7,859 8,017 8,177 8,341 8,507 8,678 8,851

EGI 2,206,042 2,206,042 2,250,163 2,295,166 2,341,069 2,387,891 2,435,648 2,484,361 2,534,048 2,584,729 2,636,424 2,689,152 2,742,935 2,797,794 2,853,750 2,910,826

EXPENSES
Operations 5,878 3.00% 758,245 758,245 780,992 804,422 828,555 853,411 879,014 905,384 932,546 960,522 989,338 1,019,018 1,049,588 1,081,076 1,113,508 1,146,914
RE Taxes 25 2.00% 3,200 3,200 3,264 3,329 3,396 3,464 3,533 3,604 3,676 3,749 3,824 3,901 3,979 4,058 4,140 4,222
Resident Services 887 3.00% 113,500 113,500 116,905 120,412 124,025 127,745 131,578 135,525 139,591 143,778 148,092 152,535 157,111 161,824 166,679 171,679
Replacement Reserves 500 0.00% 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500
Lease Payment 0 0.00% 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Bond Issuer Fee 91 0.00% 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700

subtotal 7,380 615 951,145 951,145 977,361 1,004,364 1,032,175 1,060,820 1,090,324 1,120,713 1,152,012 1,184,250 1,217,454 1,251,653 1,286,878 1,323,158 1,360,526 1,399,015

NOI 1,254,897 1,254,897 1,272,802 1,290,802 1,308,894 1,327,070 1,345,324 1,363,649 1,382,036 1,400,479 1,418,970 1,437,499 1,456,058 1,474,635 1,493,223 1,511,811

REQUIRED DEBT SERVICE Principal Interest Term
Permanent 1st Mortgage 23,400,000 3.54% 40 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540
Tranche B Debt 0 5.00% 15 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0

subtotal 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540

DCR 1.15 1.15 1.16 1.18 1.20 1.21 1.23 1.25 1.26 1.28 1.30 1.31 1.33 1.35 1.36 1.38

NET CASH FLOW 160,357 160,357 178,261 196,262 214,354 232,530 250,784 269,108 287,495 305,939 324,430 342,959 361,517 380,095 398,683 417,270
Percent of Gross Revenue Test 8% 6.91% 6.91% 7.53% 8.12% 8.70% 9.25% 9.78% 10.29% 10.78% 11.25% 11.69% 12.12% 12.52% 12.91% 13.27% 13.62%
Debt-Service Test 25% 14.65% 14.65% 16.29% 17.93% 19.58% 21.24% 22.91% 24.59% 26.27% 27.95% 29.64% 31.33% 33.03% 34.73% 36.42% 38.12%

REQUIRED CASH FLOW PAYMENTS
LP Asset Management Fee 5,000 3.0% 5,000 5,000 5,150 5,305 5,464 5,628 5,796 5,970 6,149 6,334 6,524 6,720 6,921 7,129 7,343 7,563
GP Partnership Mgmt. Fee 25,000 3.0% 25,000 25,000 25,750 26,523 27,318 28,138 28,982 29,851 30,747 31,669 32,619 33,598 34,606 35,644 36,713 37,815
HCD Required Compliance Fee 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816
Residual Receipts Loan 0 0% 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Deferred Developer Fee 1,300,000 100% 74,540 74,540 91,545 108,618 125,756 142,948 160,189 177,470 194,783 212,120 229,471 0 0 0 0 0

160,357 160,357 178,261 196,262 214,354 232,530 250,784 269,108 287,495 305,939 324,430 96,134 97,343 98,589 99,872 101,194

CASH FLOW AVAILABLE FOR RESIDUAL RECEIPTS (0) 0 0 0 0 0 0 0 0 0 0 246,825 264,174 281,506 298,811 316,076

RESIDUAL RECEIPTS CASH FLOW PAYMENTS Res. Rec. Share
Sponsor Distribution 50.00% (0) 0 0 0 0 (0) 0 0 (0) 0 0 123,413 132,087 140,753 149,405 158,038

Public Lender Share 50.00% (0) 0 0 0 0 0 0 0 0 0 0 123,413 132,087 140,753 149,405 158,038
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8. 30 YEAR CASH FLOW

PROJECT NAME:

Completed Project Year
Calendar Year

INCOME
Residential Rental Income
Vacancy
Rental Subsidy - PBV & PBVASH
Vacancy
Operating Reserve
Laundry & Misc.

EGI

EXPENSES
Operations 
RE Taxes
Resident Services
Replacement Reserves
Lease Payment
Bond Issuer Fee

subtotal

NOI

REQUIRED DEBT SERVICE
Permanent 1st Mortgage
Tranche B Debt

subtotal

DCR

NET CASH FLOW

REQUIRED CASH FLOW PAYMENTS
LP Asset Management Fee 
GP Partnership Mgmt. Fee
HCD Required Compliance Fee
Residual Receipts Loan
Deferred Developer Fee 

CASH FLOW AVAILABLE FOR RESIDUAL RECEIPTS

RESIDUAL RECEIPTS CASH FLOW PAYMENTS
Sponsor Distribution

Public Lender Share

16 17 18 19 20 21 22 23 24 25 26 27 28 29 30
2038 2039 2040 2041 2042 2043 2044 2045 2046 2047 2048 2049 2050 2051 2052

2,522,486 2,572,935 2,624,394 2,676,882 2,730,420 2,785,028 2,840,729 2,897,543 2,955,494 3,014,604 3,074,896 3,136,394 3,199,122 3,263,104 3,328,366
(126,124) (128,647) (131,220) (133,844) (136,521) (139,251) (142,036) (144,877) (147,775) (150,730) (153,745) (156,820) (159,956) (163,155) (166,418)
593,318 605,184 617,288 629,634 642,226 655,071 668,172 681,536 695,167 709,070 723,251 737,716 752,471 767,520 782,870
(29,666) (30,259) (30,864) (31,482) (32,111) (32,754) (33,409) (34,077) (34,758) (35,453) (36,163) (36,886) (37,624) (38,376) (39,144)

0 0 0 0 0 0
9,028 9,209 9,393 9,581 9,772 9,968 10,167 10,370 10,578 10,789 11,005 11,225 11,450 11,679 11,912

2,969,042 3,028,422 3,088,991 3,150,770 3,213,786 3,278,062 3,343,623 3,410,495 3,478,705 3,548,280 3,619,244 3,691,629 3,765,462 3,840,772 3,917,587

1,181,321 1,216,761 1,253,263 1,290,861 1,329,587 1,369,475 1,410,559 1,452,876 1,496,462 1,541,356 1,587,597 1,635,225 1,684,281 1,734,810 1,786,854
4,307 4,393 4,481 4,570 4,662 4,755 4,850 4,947 5,046 5,147 5,250 5,355 5,462 5,571 5,683

176,829 182,134 187,598 193,226 199,023 204,994 211,143 217,478 224,002 230,722 237,644 244,773 252,116 259,680 267,470
64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500 64,500

0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700 11,700

1,438,657 1,479,488 1,521,542 1,564,858 1,609,472 1,655,423 1,702,753 1,751,501 1,801,710 1,853,425 1,906,690 1,961,553 2,018,060 2,076,261 2,136,207

1,530,385 1,548,935 1,567,448 1,585,913 1,604,314 1,622,638 1,640,870 1,658,995 1,676,995 1,694,855 1,712,554 1,730,077 1,747,403 1,764,511 1,781,380

1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540
0 0 0 0 0 0 0 0 0 0 0 0 0 0 0

1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540 1,094,540

1.40 1.42 1.43 1.45 1.47 1.48 1.50 1.52 1.53 1.55 1.56 1.58 1.60 1.61 1.63

435,844 454,394 472,908 491,372 509,774 528,098 546,330 564,454 582,455 600,315 618,014 635,536 652,862.14   669,971 686,840
13.95% 14.26% 14.59% 14.86% 15.11% 15.35% 15.57% 15.77% 15.95% 16.12% 16.27% 16.40% 16.52% 16.62% 16.71%
39.82% 41.51% 43.21% 44.89% 46.57% 48.25% 49.91% 51.57% 53.21% 54.85% 56.46% 58.06% 59.65% 61.21% 62.75%

0
38,949 40,118 41,321 42,561 43,838
55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816

0 0 0 0 0 0 0 0 0 0 0 0 0 0 0

94,765 95,934 97,137 98,377 99,654 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816 55,816

341,079 358,460 375,771 392,995 410,120 472,282 490,514 508,638 526,638 544,498 562,197 579,720 597,046 614,155 631,024

170,539 179,230 187,885 196,498 205,060 236,141 245,257 254,319 263,319 272,249 281,099 289,860 298,523 307,077 315,512

170,539 179,230 187,885 196,498 205,060 236,141 245,257 254,319 263,319 272,249 281,099 289,860 298,523 307,077 315,512
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The Cannery at Railroad Square

Tax Credit Gross Rents by Unit Type

Unit Type 40% AMI 50% AMI 60% AMI 70% AMI 80% AMI

Studio $796 $995 $1,194 $1,393 $1,393

I BDRM $852 $1,065 $1,278 $1,491 $1,652

2 BDRM $1,023 $1,278 $1,534 $1,790 $1,919



Distance in miles Service

Supermarket 1.4 grocery

1.4 grocery

0.4 grocery (Hispanic)

1.7 grocery

Shopping District 0.6 regional shopping center

1.5 regional shopping center

1.5 regional shopping center

<1.0 retail district

Public Transportation 0.1 bus

0.1 train

Health Services 1.2 hospital, med offices

0.4 med offices

1.5 clinic

0.8 clinic

Educational Institution 10 college

1.7 junior college

1.7 high school

0.8 middle school

1.4 elementary

Significant Employers 1 City Hall

2.4 County government ctr

1.7 junior college

1.4 school district



0.5 business district

1.5 office park

see above retail centers

3.3

Other Neighborhood Services 0.15 hobbies and mentoring: 

7th-12th grades

3.4 one-stop service: 

domestic, elder abuse

0.3 homeless services, training

0.3 range of training and 

services for (formerly) 

homeless

0.6 post office

0.6 library

2.7 play space ages 0-11



Name or Description of Facility

Grocery Outlet

Trader Joe's

Lola's Market

FoodMaxx

Santa Rosa Plaza (Macy'sk, 

clothing, food court, hobbies, 

accessories, homewares, etc)

Santa Rosa Marketplace (Costco, 

Target, Best Buy, Trader Joe's, 

Marshalls, SportsBasement, Old 

Navy, BevMo, etc

Coddingtown Mall (JCPenney's, 

Whole Foods, Target, Macy's, 

Nordstrom's Rack, restaurants, 

etc

Railroad Square and downtown 

Transit stops

Rail stop

Santa Rosa Memorial Hospital

Sutter medical offices

Santa Rosa Community Health 

(Dutton)

SC Indian Health Project

Sonoma State University (SSU)

Santa Rosa Junior College (SRJC)

SRHS

Santa Rosa Middle School

Lincoln Elementary

City of Santa Rosa

County of Sonoma

SRJC

Santa Rosa City Schools (district)



Downtown Santa Rosa offices

Dutton Office Park

Retail - downtown, SR Plaza, 

Coddingtown, SRMarketplace

courts & jail

Chop's Teen Center

Family Justice Center

St. Vincent de Paul

Catholic Charities

US Post Office

Library - central branch

Children's Museum of Sonoma 

County



Question 18: 

A detailed description of the environmental status of the Land, including supporting 

documentation, included in the attached Initial Study and Mitigated Negative Declaration dated 

October 17, 2008 concluded:  

• Protected Plant and/or Animal Species – the following plant and animal species will need 

to be mitigated for at the site:  

o Nesting Raptors and Birds 

o Special Status Bat Species 

o Pacific Pond Turtle 

The Declaration incorporates the mitigation requirements for each of these identified species 
and does not create any feasibility issues for the project. 
 

• FEMA Flood Map Designation – Minimal Flood Hazard. 

• Presence of Wetlands, including vernal pools – No presence of wetlands on the Land 



 
 

 
1388 Sutter Street • 11th Floor • San Francisco, CA 94109 • Tel (415) 345-4400 • Fax (415) 614-9175 

San Francisco • Sacramento • South Bay • Los Angeles • San Diego 
  

J. NEPA ENVIRONMENTAL STUDIES 

Approval of the Project under SB-35 removed the requirement for California Environmental 

Quality Act (CEQA) analysis, but we understand that an award of CDBG-DR funds and Section 8 

Project-based Vouchers requires clearance under NEPA.  The Partnership has engaged the 

services of Cinnamon Crake, President of AEM Consulting LLC, to prepare an Environmental 

Assessment pursuant to NEPA and HUD environmental regulations.  While the environmental 

reports included here provide Cinnamon with useful background, as part of her NEPA analysis, 

Cinnamon has requested that the following reports are updated and revised to reflect federal 

standards required by NEPA: 

• Phase I ESA 

• Historic Report 

• Acoustic Report 

• Biology Report 

We have started on the process of obtaining NEPA clearance with Cinnamon and expect to have 

approval well before construction closing for the Project. 

Because of its prior use, the Land had environmental challenges requiring extensive testing and 

remediation of soil and ground water, subject to direction, oversight and approval by the 

California Regional Water Quality Control Board, with technical direction from EBA Engineering 

of Santa Rosa. 

For a history of investigations and corrective action activities for the Land up to 2008, please see 

the letter from EBA Engineering dated September 12, 2018 attached hereto under Tab J.1.  For a 

pictorial of the work described in the letter from EBA, see photos attached hereto under Tab J.2.   

“No Further Action” letters and supporting correspondence for 3 West 3rd Street (Cannery site), 

60 West 6th Street (adjacent Plant V site), and the underground storage tank formerly located at 

60 West 6th Street, are included under Tab J.3. 

A Phase I Environment Study was completed in February 2018 by EBA Engineering of Santa Rosa, 

the results of which did not necessitate a Phase II Study.  The Phase I Study is attached hereto 

under (and is currently being updated as part of the NEPA analysis) Tab J.4. 

A Geotechnical Study prepared by RGH Consultants, Inc. dated November 22, 2005 is included 

under Tab J.5. 

An Initial Study and Mitigated Negative Declaration was approved for the project on October 17, 

2018 and is included under Tab J.6 

































































































































































































































































































































































































































































































































































































































































The Cannery at Railroad Square

Itemization of Proposed Units

Unit Type

Unit Sq. Ft.      

(avg) No. of Units AMI

Proposed Gross 

Rents Comments

30%

Studio 400 3 30% of HH inc Sec PBV

I BDRM 600 22 30% of HH inc Sec PBV

2 BDRM 900 8 30% of HH inc Sec PBV

40%

Studio 400 0

I BDRM 600 0

2 BDRM 900 13 $1,023 Tax Credit

50%

Studio 400 2 $995 Tax Credit

I BDRM 600 6 $1,065 Tax Credit

2 BDRM 900 16 $1,279 Tax Credit

60%

Studio 400 0

I BDRM 600 0

2 BDRM 900 0

70%

Studio 400 2 $1,393 Tax Credit

I BDRM 600 11 $1,491 Tax Credit

2 BDRM 900 25 $1,790 Tax Credit

80%

Studio 400 0

I BDRM 600 9 $1,652 Tax Credit

2 BDRM 900 11 $1,919 Tax Credit

Total 128

* plus one 2 BDRM staff unit
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SAMPLE 
MANAGEMENT PLAN 

A General Management Operations Guideline 
 

I. THE ROLE AND RESPONSIBILITY OF THE OWNER AND ITS RELATION AND 
DELEGATION OF AUTHORITY TO THE MANAGEMENT AGENT 

 

 The Owner _______________________________________ (“Owner”) and The John 
Stewart Company, a California corporation (“Agent”), have entered into an agreement 
dated __________ (“Management Agreement”).  The Property ("Property") managed by 
Agent under the Management Agreement is a housing development identified as: 

 
 Property name: ______________________ 

 
 Location:  

 
a. City: ______ 

 
b. County: ______ 

 
c. State: ______ 

 
 General Policies. It is the responsibility of the Owner to establish the general policies 

under which the Property will operate. The Owner shall establish broad policy guidelines 
and thereafter delegate to Agent the authority and responsibility for carrying out these 
policies on a day-to-day basis. Agent will be required to consult the Owner prior to taking 
any action not generally covered by existing policies of the Owner or the Management 
Agreement. 

 
 Expenditures.  In accordance with the terms of the Management Agreement, Agent will be 

required to contact the Owner regarding expenditure for labor, materials or otherwise in 
connection with the maintenance and repair of the Property (a) not included in the 
operating budget, and (b) that are above the threshold described in the Management 
Agreement for any one instance, except in cases of emergency. In the case of an 
emergency, the Owner will be notified of the circumstances as soon as possible. 

 
 Budgets.  Budgets will be prepared annually by Agent and submitted to the Owner for 

review and approval. 
 

 Decisions of the Owner.  The areas in which Agent will make decisions without consulting 
the Owner include, but are not limited to: 

 
 Personnel.  All hiring, training, supervising, directing, contracting, compensation and 

termination of on-site personnel. 
 

 Government requirements.  Such activities as may be necessary to comply promptly 
with any and all governmental requirements affecting the Property, except that in such 
cases Agent will notify the Owner after performing such activities unless the Owner 
instructs JSCo in writing not to do so. 

 
 Compliance.  Compliance with the pertinent requirements of the Regulatory 

Agreements (if any) as they pertain to management of the Property. 
 

 Regional Manager.  Agent shall designate a Regional Manager who will be the key contact 
person for the Agent. The Regional Manager will oversee all staff assigned to the Property 
and will be responsible for enforcing the proper compliance and Regulatory Agreements 
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applicable to the Property. Any instructions from the Owner will be passed to Agent’s 
Regional Manager, Regional Director or Vice President. 

 
 Management and other fees.  Agent will be paid a management fee and other fees for 

accounting, marketing and consulting as applicable and outlined in the Management 
Agreement. Agent will cover, from the fees, expenses incurred in the performance of its 
duties, such as off-site office overhead, bookkeepers, secretaries, etc. The Property will 
pay for, out of its General Operating Account, expenses incurred by the Property including 
on-site office overhead, administrative and maintenance staff, maintenance costs, etc. In 
addition, the Property will be responsible for a payroll processing fee. 

 
II. PERSONNEL POLICIES AND STAFFING ARRANGEMENTS 

 
 JSCo is an equal opportunity employer.  The Company prohibits unlawful discrimination 

against employees, applicants for employment, individuals providing services in the 
workplace pursuant to a contract, unpaid interns and volunteers based on race, color, 
religion, creed, sex (including gender, gender identity, gender expression, pregnancy, 
perceived pregnancy, childbirth, and other related medical conditions including medical 
conditions related to lactation), sexual orientation and identity, national origin/ancestry, 
age, disability, marital/familial status (including domestic partnership), military or veteran 
status, citizenship status, political activities or affiliations, physical or mental disability, 
medical condition (including cancer), genetic information, persons with AIDS or AIDS 
related condition or any other consideration made unlawful by federal, state, or local laws. 
It also prohibits unlawful discrimination based on the perception that anyone has any of 
those characteristics, or is associated with a person who has or is perceived as having any 
of those characteristics. For purposes of this policy, discrimination on the basis of “national 
origin” also includes discrimination against an individual because that person holds or 
presents a California driver’s license issued to those who cannot document their lawful 
presence in the United States.  Further, the Company prohibits discrimination against 
employees for filing a claim or civil action alleging a violation of the Labor Code that arose 
while the individual was a minor.  Additionally, an applicant’s or employee’s immigration 
status will not be considered for any Company employment purpose except as necessary 
to comply with federal, state or local laws.. 

 
 Agent will follow an employment policy at the Property that will afford residents 

opportunities for employment at the Property if applicable and when possible. 
 

 Specific personnel policies.  Specific personnel policies include: 
  

 Training and promotion opportunities 
 

a. Specific training in policies and procedures of the Regulatory Agencies and 
Lender(s) and/or Investor (if applicable) will be provided to the Property Manager 
to ensure Property conformity to program requirements. 

 
b. The Property Manager becomes knowledgeable through training and ongoing 

property management. As the budget permits, the Property Manager will 
participate in relevant training conducted by professional agencies and 
organizations to assure understanding of the occupancy requirements of the 
Property. Agent holds periodic training sessions of a general nature for all 
employees off-site as well as specific on-site sessions tailored to the needs of 
individual properties. In addition to such site-specific training, additional monthly, 
quarterly and annual training includes, but is not necessarily limited to, Fair 
Housing and Anti-Harassment. 
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c. The Property Manager is provided access to Agent’s intranet, which includes 
detailed policy requirements and procedures of Agent. The Regional Manager 
assigned to the Property reviews with the Property Manager this intranet 
information and provides necessary on-the-job training. 

 
d. It is Agent’s policy to promote from within when possible. Employees are reviewed 

for potential promotion when positions become available.  Agent’s job opportunities 
are posted on its website. 

 
 Employee benefits. Employees who regularly work at least 30 hours per week will 

receive benefits required by statute including vacation time pay, 10 paid holidays per 
year, at least 6.5 sick leave days per year (non-entitlement) and eligibility for medical, 
dental, long-term disability and life insurance coverage. Employees who regularly work 
less than thirty hours per week are not covered by Agent's health plan, life insurance 
or long-term disability insurance, nor are they eligible for paid vacations. Pursuant to 
local ordinances, employees working in specific localities (e.g. San Francisco) may 
receive additional benefits. Full-time employees may also participate in a 401(k) 
savings program that includes an employer match as a Property expense.  Employee 
benefits may change from time-to-time at the sole discretion of Agent. 

 
 Employee complaint procedures. Employees must follow Agent’s policy regarding 

complaints.  This policy many change from time-to-time at the sole discretion of Agent 
but shall ensure employees have the opportunity to speak with their supervisor, their 
supervisor’s supervisor and Human Resources staff about grievances. 

 
 Employee termination procedures. Demotion, layoff, or termination shall be 

determined on a non-discriminatory basis consistent with Agent’s policies. When an 
employee's performance is substandard, the employee shall be notified in an 
appropriate manner according to the Employee Handbook. Every effort will be made to 
work closely with an employee to provide additional guidance and/or training as 
deemed appropriate. Unacceptable performance may lead to the termination of 
employment. 

 
 Property Manager.  The Property Manager is responsible for the day-to-day operation of 

the Property. He/she is directly accountable to the Regional Manager who, in turn, is 
accountable to a Regional Director and/or Vice President of Agent. 

 
 Additional Personnel.  Agent may provide substitute personnel in the absence (i.e., 

vacation, illness) of the Property Manager or other site staff. Such substitute personnel 
costs (if any) shall be Property expenses. 

 
 Employee Handbook.  Employees receive Agent’s Employee Handbook, which is 

periodically updated as procedures and laws require. 
 
III. PLAN FOR MAINTAINING ADEQUATE ACCOUNTING RECORDS AND HANDLING 

NECESSARY FORMS AND VOUCHERS 
 

 Accounting Policies and Practices.  Agent uses accrual accounting in accordance with 
Generally Accepted Accounting Principles (GAAP).  . 

 
 Collections.  Agent will collect all rent charges, miscellaneous charges and other amounts 

receivable for the Property's General Operating Account in connection with the 
management and operation of the Property. Such receipts will be deposited in an account, 
separate from all other accounts and funds, with a bank whose deposits are insured by the 
Federal Deposit Insurance Corporation (FDIC). This account will be placed in the 
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Property’s name, and Agent’s name and fiduciary relationship with the Property will be 
identified on the account using the designation “For Benefit Of” or “As Agent For”. 

 
 Disbursements.  From the funds collected and deposited to the General Operating 

Account, Agent will make the following disbursements promptly when payable: 
 

 Reimbursement to Agent.  Reimbursement to Agent for compensation payable to on-
site employees of the Property and for insurance premiums, Social Security payments, 
other payroll taxes and assessments payable to local, State and Federal governments 
in connection with employment of such personnel. 

 
 General Payments and Accounts.  Payments required for utilities, real estate taxes 

and assessments, general liability and fire or other hazard insurance premiums, 
Security Deposit Account, Replacement Reserve Account, and the Operating Reserve 
Account. Separate interest-bearing FDIC accounts will be set up, as appropriate, for 
Security Deposit and reserve accounts.  

 
 Loan Payments.  All payments of required principal, interest, impounds, fees and 

charges, if any, on loans that are secured by liens on the Property as approved by 
Owner and Lender(s) and/or Investor. 

 
 All amounts otherwise due and payable as expenses of the Property authorized to be 

incurred by Agent under the terms of the Management Contract. 
 

 Other disbursements required by the Owner and Lender(s) and/or Investor in writing. 
 

 In no event will Agent be required to use its own funds to pay such disbursements. 
Agent will advise the Owner immediately of any deficiency.  The Regional Manager 
will immediately apprise the Owner in the event the balance in the General Operating 
Account is projected to be insufficient to meet accounts payable.  Recommendations 
will be made for cutting costs, increasing revenues and/or taking other actions to 
alleviate the cash flow shortage. The Owner will make the final decision to resolve the 
shortage. It is anticipated that any insufficiency will be forecast in advance. 

 
 Checks/Payments.  Checks/payments will be issued by Agent manually or by using its 
automated payments system. All checks/payments will be initiated and approved in 
accordance with Agent’s system of internal control.  Checks in the amount of $1,000.00 
or less may be issued with one signature by an authorized representative of Agent. Checks in 
excess of $1,000.00 require two signatures by authorized representatives of Agent (or one 
authorized Agent representative and one authorized owner/client representative). Checks 
requiring the signature of an owner or client representative must also be signed by an 
authorized Agent representative.  
 

 Monthly Financial Report.  A Monthly Financial Report will be provided to the Owner which 
includes a statement of receipts and disbursements, a schedule of accounts payable, an 
income/profit and loss statement with current month and year-to-date budget comparisons, 
a balance sheet, a trial balance, copies of monthly bank statements and reconciliations, 
rent roll, and a list of balances in all Property bank accounts as of the last day of the 
previous account period. The report shall set forth the applicable data for the prior month 
and year-to-date. Cash flow will be closely monitored. These monthly accounting reports 
will be provided on the 20th day of the following month on an ongoing basis.  To the extent 
possible, Agent will submit all reports electronically to the Owner and Agencies. 
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 Repairs.  
 

 Routine Repairs.  For routine or emergency repairs, Agent will establish (subject to 
any limitations imposed by the Owner) designated contractors, e.g., plumbers, 
electricians and other vendors and contractors, as may be required. In addition, Agent 
will similarly establish a list of approved vendors for office supplies and repair 
materials. The Property will use a Purchase Order System for supplies and services. 
Invoices will be reviewed by Agent’s accounting department and paid from the 
Property’s General Operating Account subject to the approval of the Property 
Manager, Regional Manager, Regional Director or Vice President. If outside contract 
services or repairs are required in excess of amount authorized by Owner in the 
Management Agreement, written bids will be obtained in accordance with the 
Management Agreement. 

 
 Major Repairs.  When possible, major repairs will be budgeted. Where items are not 

budgeted but are deemed essential to the physical and long-term financial viability of 
the Property, Agent will present proposals for those items to the Owner and these 
items will be paid as appropriate from the Property’s General Operating Account 
and/or Replacement Reserve Account. In the event of an emergency, the Regional 
Manager will make a reasonable decision to make repairs or provide services as 
necessary. In the case of such an emergency, the Owner will be notified of the 
circumstances as soon as possible. 

 
 Budget Monitoring.  The Property Manager, Regional Manager and Owner will monitor the 

Property's budget on a monthly basis to determine that any outstanding requirements of 
the Lender(s) and/or Investor are met. 

 
 Compliance with Regulatory or Lender’s Requirements.  

 
 The Property Manager, under the direction of the Regional Manager, will ensure that 

applicable residents (if any) meet income eligibility requirements for purposes of 
meeting all Regulatory Agreement and Lender(s) and/or Investor requirements. 
Agent’s Accounting Manager and Regional Manager will be responsible for ensuring 
the coordination of all financial reporting and accounting requirements of the Property. 

 

 Agent will comply with all reporting requirements of the Regulatory Agreements. Agent 
will assist the Auditors selected and the Owner in the preparation of the Property’s 
annual audited financial statements. The Auditor will be required to make his/her 
arrangements for schedules and reconciliations at the expense of the Project. Agent 
will also provide certifications and other information required in connection with 
payment of capital contributions. 

 

 Budgets. Agent will comply with all reporting requirements for the Owner, Lender(s) and/or 
Investor. Agent will prepare a recommended operating budget for each fiscal year that 
begins during the term of the Management Contract and submit the draft budget to the 
Owner at least 60 days before the beginning of each fiscal year. The Owner will promptly 
inform the Regional Manager of changes to be incorporated in the approved budget and 
the Regional Manager will incorporate such changes and forward the final budget to the 
Owner for approval.  

 
 Audits. With respect to each fiscal year, Agent will assist the Owner's accountants and/or 

auditors in their preparation of any required annual audited financial report, which will be 
prepared by a Certified Public Accountant. This report will be based upon the preparer's 
examination of books and records at Agent office and at the Property. The report will be 
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prepared in accordance with the directives of the Owner. Compensation for the preparer's 
services will be paid out of the General Operating Account as an expense to the Property.  

 
 Periodic Reports. Periodic reports will be provided as directed by the Owner and Lender(s) 

and/or Investor. Vacancy and rent losses will be recorded monthly in both the rent rolls 
and the monthly financial report. Any amounts recovered will also be credited on the 
monthly rent rolls and the monthly financial statements. 

 
 Security Deposit Account. The Security Deposit Account may be a separate interest 

bearing account (at the Owner's direction), which is FDIC insured. The interest on the 
security deposits will be distributed according to the Owner's directives and applicable law, 
if any. At the time a resident vacates the unit, a move-out inspection will be conducted with 
the resident, where possible. All items needing cleaning or repair plus the charges or 
estimated charges for each will be determined at the time of inspection. Both the Property 
Manager and the vacating resident will sign the inspection form. The final closing 
statement and refund of security deposit, less any itemized charges for rent, fees, 
damage, etc. (excluding normal wear and tear) will be prepared for each vacating resident 
and forwarded to same within 21 calendar days of their vacating their unit. 

 

IV. PROVISIONS FOR PERIODIC UPDATE OF MANAGEMENT PLAN 
 

As the needs of the Property, Owner, Lender(s) and/or Investor or other conditions dictate, this 
Plan may be modified in whole or in part. Agent will review the Plan periodically and make 
recommendations to the Owner concerning any necessary changes. Any such change, once 
approved by the Owner, will be forwarded to the Lender(s) and/or Investor. 

 
V. INSURANCE 

 
The Owner will inform Agent of insurance to be carried with respect to the Property and its 
operations, and if directed Agent will cause such insurance to be placed and kept in effect at all 
times. Agent may periodically obtain three (3) bids from brokers for the Property's insurance. 
The Owner will approve the insurance coverage. Agent will pay premiums out of the General 
Operating Account (or mortgagee impound) and premiums will be treated as Property expenses. 
All insurance will be placed with such companies, on such conditions, in such amounts, and with 
such beneficial interest appearing thereon as shall be acceptable to the Owner and approved by 
Lender(s) and/or Investor.  Such insurance will include general liability coverage, with Agent 
designated as an insured party, in amounts acceptable to Agent and the Owner. Agent will 
investigate and furnish the Owner with full reports of all accidents, claims, and potential claims 
relating to the Property and will cooperate with the Owner and Lender(s) and/or Investor’ 
insurers in connection therewith. 

 
VI. PLANS AND PROCEDURES FOR PUBLICIZING AND ACHIEVING EARLY AND 

CONTINUED OCCUPANCY 
 

 Initial Marketing.  Agent shall be responsible for all marketing efforts before and after initial 
occupancy in accordance with the Resident Selection Criteria/Tenant Selection Plan, 
Marketing Contract (if applicable), Marketing Plan and Marketing Budget. Such activities 
will commence at time acceptable to Owner and Agent. In consultation with the Owner, 
Agent may amend criteria and procedures for the selection of residents. These criteria will 
conform to requirements set forth by the Lender(s) and/or Investor (if applicable). 
Residents will be selected according to all Federal, State and Local laws prohibiting 
discrimination in housing on the basis of race, color, creed, ancestry, age, religion, 
national origin, sex, sexual orientation, marital status, pregnancy, children, disability, 
handicap, Acquired Immune Deficiency Syndrome (AIDS), AIDS-Related Conditions 
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(ARC), receipt of or eligibility for housing assistance under any government housing 
assistance program, or other arbitrary factors. 

 
 Equal Access in Marketing.  Consistent with the resident population the Property was 

designed to serve, the marketing of the Property will ensure equal access to units for all 
persons in any category protected by Federal, State, and Local laws governing 
discrimination. 

 
 Advertising and Media Contacts.  Marketing may include the use of newspapers, 

periodicals and internet websites of general circulation in the local area. With the approval 
of the Owner and Lender(s) and/or Investor, the Agent will develop Leases or Rental 
Agreements, House Rules, application forms and such documentation as may be 
necessary to facilitate the selection and admission of residents into the Property according 
to the Marketing Plan and in accordance with applicable regulatory requirements. Agent 
will place notices in newspapers, specialized publications and newsletters to reach 
potential residents. With the Owner's approval, Agent will be responsible for the design 
and printing of brochures, fliers, and other materials to be used to make potential residents 
in the area aware of vacancies at the Property. Applications, notices and all publications 
will include Fair Housing, Equal Opportunity and Handicapped Accessibility logos (when 
applicable). 

 
 Marketing to the Local Community.  In addition to general outreach activities, Agent will 

contact local civic and community organizations in the area in order to disseminate 
information about the Property. 

 
 Role of the Property Manager in Marketing.  The Property Manager will be hired and will 

serve as coordinator for the marketing of the Property as well as oversee the selection and 
admission of residents. The Property Manager will keep the Owner apprised of the 
occupancy process through monthly marketing reports which will include the number of 
applicants to the Property, unit preference, number of actual occupants, ineligible 
applicants, cancellations and any other data requested by the Owner. 

 
 Notifying Applicants of their Status.  Applicants will be notified of their eligibility and 

advised of their status. Ineligible applicants will be allowed to appeal this determination. 
 

 Initial Waiting List.  The Property’s initial waiting list will be determined by date and time of 
application and/or a lottery, as directed by Owner. Those households selected from the 
waiting list will undergo a comprehensive screening procedure to reflect the Owner's 
Resident Selection Criteria/Tenant Selection Plan. Factors to be considered in the 
screening are housekeeping habits, tenant history, rent payment history, credit reports and 
criminal records. 

 
 Preparation of Rental Documents.  Agent will prepare and use Lease or Rental 

Agreement, House Rules, parking permits, and other documents relating to residency as 
approved by the Owner. 

 
 Notifying Approved Applicants. Each approved applicant will be informed when their unit 

will be available for occupancy. Application procedures will have been completed for the 
applicant and, provided it is still eligible, the applicant will be shown the unit. If the 
applicant declines the unit, it will be shown to the next appropriate applicant on the waiting 
list. The name of the applicant declining the unit offered will remain on the waiting list. If a 
second offer is declined, the applicant's name will be removed from the list. 

 
 Waiting Lists. Agent will maintain and update the Property’s waiting list in accordance with 

regulatory requirements. The targeted number of applicants on the waiting list for each 
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category shall be no less than twice the average turnover rate for units in each category in 
the Property. When the number of applicants falls below one year of applications based on 
the average turn-over rate for the applicable unit size, Agent will initiate marketing 
procedures as described in this Plan to reestablish the minimum level of applicants. Agent 
will update the waiting lists periodically to determine if applicants are still interested in the 
Property. If an applicant does not wish to remain on the waiting list or fails to respond to 
Agent in writing, the applicant will be removed from the waiting list. Applicants on the 
waiting list will be notified that it is their responsibility to advise the Property of any address 
changes and that if they cannot be contacted by mail, either for vacant units or in the 
course of a waiting list update, they will be dropped from the waiting list. 

 
 Re-occupancy Procedures.  When notice is given that an occupied unit will be vacated, re-

occupancy procedures will begin. A review will be made of applications from the waiting 
list. The first three or more applicants on the list will be contacted and informed that a unit 
will be available. Certification procedures (review of criminal, credit, landlord, and income 
and asset information) will be completed for the applicant and, provided the applicant is 
still eligible, shown the unit. If the first applicant declines the unit, it will be shown to the 
next eligible applicant on the waiting list. An applicant may decline a unit once and if they 
decline a unit a second time, their name will be removed from the waiting list. 

 

 Selection Criteria.  Selection will be based on information included in the application, credit 
report, criminal background check, landlord references, income/asset verifications and/or 
as required by Regulatory Agreements or programs. The Property Manager is not allowed 
to discriminate or give preferential treatment to any applicant or resident. 

 

 Pre-Occupancy Orientation Session.  A pre-occupancy meeting will be conducted with 
newly approved applicants to review documents including Lease, House Rules and other 
pertinent regulations. In addition, the Property Manager will review with applicants’ 
maintenance policies, recreational policies and grievance and appeal procedures. All 
members of the applicant household over the age of eighteen must be present at this 
meeting. 

 

VII. PROCEDURES FOR DETERMINING RESIDENT ELIGIBILITY AND FOR CERTIFYING 
AND ANNUALLY RECERTIFYING INCOME (where applicable) 

 

 Resident Selection. The Property Manager will be charged with the responsibility for 
selecting residents. Agent will be responsible for ensuring that the Property Manager is 
properly trained in resident eligibility requirements. In compliance with the Regulatory 
Agreements, only income eligible households will be selected to occupy units restricted by 
such Restrictions at the Property. Residents will be recertified annually, where household 
income will be verified to determine continued eligibility according to the Property's 
Regulatory Agreements (where applicable). Any applicable income limits or restrictions will 
be made available to the public upon request and/or in accordance with any and all 
Regulatory guidelines.  Applications and other records pertinent to a resident's continued 
eligibility will be kept on file in accordance with any and all Regulatory guidelines. 

 

 Initial Income Eligibility.  The Property Manager will be responsible for determining income 
eligibility of each applicable household in the Property via third-party verification of all 
income and assets as programmatically required.  Households whose gross annual 
income exceeds programmatically required income limits will be considered “over-income” 
and will not be considered income eligible for units subject to any Regulatory restrictions 
and/or guidelines.   

 
 Recertification. The Property Manager will maintain a tracking system for any applicable 

annual re-certifications to ensure that processing is completed in a timely manner. If, upon 
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recertification, the resident's household income exceeds the project's applicable income 
limits as programmatically determined, rent will be adjusted accordingly and a lease 
addendum executed. 

 
 Occupancy Guidelines. The Property has adopted standards for the number of persons 

initially permitted to occupy units. These standards conform to Lender’s, Owner's and/or 
Regulatory guidelines. These standards shall be used at initial occupancy. Following are 
the unit size assignment standards subject to the clarifications and considerations 
indicated below: 

 

Unit Size Minimum # of Persons Maximum # of Persons 
Studio 1 1 
1-Bedroom 1 3 
2-Bedroom 2 5 
3-Bedroom 3 7 
4-Bedroom 4 9 
5--Bedroom 5 11 

 
If and when a household becomes “over-housed”, i.e. consists of too few people for the 
unit, the household will be required to move to the next-available appropriate sized unit.   If 
the household is “under-housed” (over-crowded), i.e. consists of too many people for the 
unit, the household will be required to move to the next available appropriate-sized unit.  In 
extreme circumstances (e.g. 1 person in a 3-bedroom unit with no 1 or 2-bedroom units in 
the project; or 9 people in a 2-bedroom unit with no 3-bedroom units in the project), the 
household may be required to leave the Property. Management will work with the residents 
in these cases to help them find appropriate housing. 

 
 Pet Policy.  Pets are only allowed on the premises as approved by the Owner or required 

by applicable regulations, and must be approved by Agent in advance.  Accommodation 
animals are permitted under Federal Law and are subject to Accommodation Animal 
Agreements. 

 
 Live-In Attendant.  In the event that a resident requires the services of a live-in attendant, 

the above occupancy standards shall still apply. Prior to the attendant moving in, the 
resident's qualified health professional shall document the need for a live-in attendant. Any 
income received by the attendant shall not be considered in evaluating the rent to be 
charged to the household. The attendant shall not be considered a resident of the 
Property, but rather a guest of the resident household, and the head of household shall be 
required to ensure that the attendant abides by all terms and conditions of the Lease. The 
live-in attendant will undergo criminal/landlord checks and must sign both House Rules 
and a Live-in-Attendant agreement. 

 
 Orientation Session. The Property Manager will organize and conduct orientation sessions 

for new residents at time of move-in. Residents will be briefed on the Lease the House 
Rules and all other documents associated with residency at the Property. 

 
VIII. RENT COLLECTION POLICIES AND PROCEDURES 

 
 Collection of Rent and Other Charges.  The Property Manager will collect rent from 

residents in the Property. Rent payments will be dropped off at/or mailed to the office on-
site.  After hours, it will be possible for residents to drop rent payments into the Property's 
mail slot or box. No cash or blank money orders will be accepted under any 
circumstances.  Rent and other charges shall be paid by check, money order or cashier’s 
check only. 
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 Pre-payment of Rent. Pre-payments for rent are encouraged and partial payments 
discouraged. Partial payments will be accepted only in the case of hardship where prior 
arrangements have been made with the Property Manager and approved by the Regional 
Manager. 

 
 Late Fees.  If rent is not received by the end of the fifth day of the month or other date as 

may be required by Owner or other regulatory agency and as stated in the lease, a late 
charge will be assessed.  The amount of the late charge will be in accordance with the 
lease. 

 
 Non-Payment.  Any resident not paying rent by the requisite date will be contacted. Unless 

prior arrangements have been made, a Notice to Pay or Quit will be issued. In extreme 
cases, a resident may make an agreement with the Property Manager (as approved by the 
Property’s Regional Manager) to pay back rent by paying the equivalent of one month's 
rent plus a payment on the outstanding amount each month by a given date. If the workout 
arrangement is not complied with, eviction procedures will begin immediately. No evictions 
for non-payment of rent will be initiated if resident pays all rent and other charges when 
due. 

 
 Non-payment of Rent and Evictions.  Before evicting a resident for reasons other than 

non-payment, the Property Manager will meet with the resident to discuss the problem and 
prepare written documentation. If possible, the resident will be given an opportunity to 
correct the problem. If the problem persists, an unlawful detainer action will be initiated. 

 
 Records, Accounts and Deposits.  An electronic rent collection and accounting system will 

be maintained in the Property office for recording of rent payments. All expenses required 
to establish and maintain the accounting system and other computer software licenses are 
Property expenses. Timely bank deposits will be made into the Property’s General 
Operating Account. 

 
 Negative Cash Flow.  When cash flow indicates that Property income will not cover 

Property expenses, Agent will contact the Owner immediately and submit 
recommendations to resolve the problem. This may include increasing the residents' rental 
charges in accordance with the approved operating budget, the Regulatory Agreements 
and the lease. Residents will be given at least thirty days’ notice prior to any change in the 
rent charges at the Property or as otherwise required by regulatory agencies and/or local 
ordinances. 

 
 Security Deposits.  Each resident shall pay in advance of occupying a unit a security 

deposit in an amount approved by the Owner within regulatory and statutory guidelines. 
After the resident vacates the unit, the Property Manager may apply the deposit towards 
any losses or repairs of damage caused by the resident or their guests to the unit or the 
Property (other than normal wear and tear). The deposit may also be applied to the 
payment of rent charges due and owing from the resident. Within twenty-one (21) calendar 
days of the resident vacating the unit, the security deposit will be repaid to the resident 
(less any amounts deducted in accordance with California Civil Code 1950.5) by regular 
mail to their forwarding address or such other address as may be designated. At that time, 
an itemized list will be provided to the resident describing the reason and cost for any 
deductions from the deposit. 

 
 Damage to the Unit.  If the resident's security deposit is not sufficient to cover back rent or 

the cost of damages to the unit, Agent will contact the vacating resident to demand full 
payment of the excess costs. Agent may offer a payment plan acceptable to both parties if 
the circumstances warrant such action. If the demand is not met or if payment 
arrangement is not executed, Agent shall pursue collections, which may include reporting 
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resident history to credit bureaus and national tenant networks as well as court remedies, 
collection agencies and legal action as feasible. 

 
IX. PLAN FOR RESIDENT/MANAGEMENT RELATIONS 

 

 House Rules.  House Rules are an attachment to the Lease or Rental Agreement, wherein 
the rights and responsibilities of residency are described. 

 
 Informational pages and brochures.  Information pages and brochures about local services 

and amenities will be made available to the residents. 
 

 Fire/Life Safety.  At the time of move-in, residents of the Property will be shown applicable 
fire/life safety devices built into the Property. The resident will be reminded of the use of 
the 3-1-1 and 9-1-1 emergency services. The Property and Agent shall each maintain a 
24-hour "live" answering service for urgent calls from residents. An Emergency Response 
Plan will be prepared for the Property and appropriate emergency evacuation procedure 
signs will be posted at different locations in the Property (when applicable). Residents will 
be shown the location of the emergency evacuation signs. 

 
 Pre-Occupancy Conference. A pre-occupancy conference will be held with all residents to 

review documents including the Lease, House Rules and other residency documents. In 
addition, the Property Manager will review maintenance policies, recreational policies, etc. 
All members of the household will be strongly urged to be present at this interview; all 
adult members of the household must be present. 

 
 Grievance Procedure.  Should a resident have a complaint of any nature concerning 

her/his dwelling unit, other residents or other housing-related issues, the resident's 
grievance should be handled first by the Property Manager. If this is unsatisfactory to the 
resident, the Regional Manager will then become involved in handling the problem. If this 
handling is not satisfactory to the resident, higher-level staff of the Regional Director or 
Assistant Vice President will become involved in handling the problem. As a last resort, an 
Officer in Agent’s local office may get involved (if warranted). 

 
X. MAINTENANCE 

 
 Inventory of Property Equipment.  When Agent assumes management of the Property, an 

inventory will be taken of all Property equipment. A record of this equipment, including 
serial numbers, will be kept in the Property office. A preventative maintenance program 
will include proper servicing and maintenance of the Property and its equipment. 

 
 Unit Inspections.  At initial move-in, a move-in inspection will be conducted by the Property 

Manager and the resident to note the initial condition of the unit. Annually, an inspection 
will be done in each unit and the condition compared to the condition of the unit at the time 
of the resident's original move-in inspection. This annual inspection will also include review 
of any maintenance problems plus general housekeeping conditions and any changes in 
Lease, House Rules, etc. When the resident vacates, a move-out inspection will be 
completed with the resident present, if possible, which will be compared with the move-in 
inspection. The resident will be charged for required repairs (beyond normal wear and 
tear). 

 

 Work Orders and Repairs.  Residents will be advised to report to the Property office any 
items requiring repair. A work order will be written and assigned to site personnel. It is 
Agent's goal to complete work orders within forty-eight hours whenever possible. Upon 
completion of a work order, the Property Manager will sign off on the work and copies of 
the work order will be filed by the month and by the unit. 
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 Additional Work Order Procedures.   Work orders will be written for all maintenance items 
including vacant units. The Maintenance Personnel, or applicable vendor, will use a 
checklist to ensure that units are properly painted, cleaned and repaired prior to move-ins. 
The Property Manager will inspect the work to be sure Maintenance Personnel and/or 
vendors have completed all work properly. If a resident has damaged his/her unit beyond 
normal wear and tear, he/she will be charged for the cost of repair/replacement and labor. 

 
 Garbage, Trash and Recycling.  Garbage and trash removal will be handled through a 

contractor. The quantity, size of containers and frequency of pickup will be based on the 
number of residents and location and size of dumpsters used within the Property.  The 
Property will comply with any recycling and/or composting programs as required by 
regulatory and statutory guidelines.  

 
 Common Areas.  All common areas will be cleaned regularly. These areas will be cleaned, 

vacuumed, hosed down, etc. as applicable on a scheduled basis. 
 

 Metering.  Sub-metered utilities will be read and invoiced by vendors. 
 

 Major Repairs and Capital Improvements.  Whenever possible, major repairs (including 
capital improvements) will be budgeted items. It is anticipated that Maintenance Personnel 
and/or vendors will resolve most routine repairs. If outside contractors are required, bids 
will be solicited from contractors and a minimum of three bids as outlined in the 
Management Agreement. Work anticipated to cost over $20,000 may be referred to the 
Owner, Agent’s Construction Manager or technical contractor for design specifications. 

 
 Preventative Maintenance/Site Inspections. Inspections will be made on the exterior and 

common areas for security and preventative maintenance purposes. In general, Property 
components will be inspected as follows: 

 
 On-site physical inspections conducted three times a week by the Property Manager. 

This would be augmented as needed by inspections by the Regional Manager; 
 

 Mechanical equipment inspection semi-annually or as needed; 
 

 Walk-through with contract services quarterly and as needed; 
 

 Roof inspections in the fall of each year and as needed; 
 

 Internal components inspected by Property Manager or Regional Manager semi-
annually or as needed; 

 
 Exterior components such as lighting, building siding, asphalt, sidewalks, roof, etc. are 

inspected routinely (daily, weekly or monthly) as applicable by the Property Manager 
and Maintenance staff or vendor and periodically by the Regional Manager -typically in 
the spring and fall; 

 
 Lighting and security inspections are conducted routinely by on-site personnel and off-

site personnel (as indicated in 6 above). 
 

Local government and/or lender/investor staff may be present at (or initiate) site and unit 
inspections. 

XI. SOCIAL SERVICES PROGRAM 
 

 Working with Local Agencies.  Working relationships will be established between the 
Property Manager and local service agencies.  Referral services are provided between 
the agencies and the Property and between the Property and the agencies.  
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 Resident Service Programs.  Agent will cooperate with the Owner in the implementation 
of any resident service programs. 

 
XII. EMERGENCIES 

 
 Emergency Alarm Systems.  All residents, at time of occupancy, will be trained in the use 

of the emergency alarm system.  The residents will also be informed that the alarm 
system will not necessarily be monitored 24 hours a day. Residents will be informed that 
when an alarm sounds and no staff member responds, they are to call the appropriate 
party, i.e. Fire Department, Police, or the answering service.    

 
 Notification to Next-Of-Kin.  Should an emergency arise with a resident, the person who is 

listed as “next-of-kin” on the resident’s emergency contact information sheet  In the event 
of a resident’s death, every effort will be made to have the resident’s next-of-kin take 
immediate possession of the contents of the apartment or to take an immediate inventory 
with the Coroner’s Office. 

 
 Safety Training Program.  Staff training will be ongoing in areas of building security and 

emergency preparedness, medical emergencies, proper use of life safety equipment, 
proper use of hazardous chemicals, maintenance equipment, etc.    

 
 Safety and Security Plan.  Agent will work with the Owner in the preparation and 

implementation of comprehensive Safety/Security and Emergency Response Plans.   
 

 Fire/Life Safety System.  Agent will assure compliance with all local and state 
requirements regarding servicing inspections and certification of the Property’s fire/life 
safety system.   

 
XIII. SECTION 504 AND REASONABLE ACCOMMODATIONS 
 

Section 504 and Reasonable Accommodations. The Owner and Agent will seek to identify and 
eliminate situations or procedures which create a barrier to equal housing opportunity for all.  In 
accordance with Section 504 of The Rehabilitation Act of 1973, the Owner and Agent will make 
reasonable accommodation for individuals with disabilities (applicants or residents).  Such 
accommodations may include changes in the method of administering policies, procedures, or 
services.  

 
XIV. VIOLENCE AGAINST WOMEN ACT 

 

 Background. The Violence Against Women Act (VAWA) protects applicants and residents 
who are victims of domestic violence, dating violence, stalking or sexual assault from 
being denied housing, evicted or terminated from housing assistance when the Adverse 
Factors leading to such denial, eviction or termination are the direct result of the domestic 
violence, dating violence, stalking or sexual assault they have suffered. 

 
 Notices of Occupancy Rights and Responsibilities Under VAWA: The O/A will provide the 

Notice of Occupancy Rights under VAWA to [MODIFY AS APPLICABLE TO THE 
PROPERTY AND ITS SUBSIDY PROGRAM(S)] Section 202, Section 811, HOPWA, 
HOME, McKinney-Vento Homeless Assistance Act, Section 221(d)(3), Section 236, the 
Housing Trust Fund and Section 8, and/or (b) 9% or 4% Low Income Housing Tax Credits 
(“Tax Credits”), which outlines their rights and obligations under VAWA, at the following 
points in time:  

• When an individual is denied residency. 
• When an individual is admitted to a dwelling unit. 
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• With any notification of eviction (not including Notices to Pay or Quit) or 
termination of assistance. 

 
 Certification of Domestic Violence, Dating Violence, Sexual Assault or Stalking (form 

HUD-5382) and Alternate Documentation.   
 

 Form HUD-5382. An applicant who certifies they are eligible for VAWA status by 
completing form HUD-5382, Certification of Domestic Violence, may be admitted if they 
can demonstrate that the Adverse Factors that might otherwise prevent their admission 
are a direct result of the circumstances that led to their VAWA status.  Adverse Factors 
include poor rental history, poor credit history, negative criminal background and 
nonpayment of rent.  It is the applicant’s responsibility to adequately document that 
their Adverse Factors are the direct result of their VAWA circumstances.  Typical 
documentation includes, but is not limited to, police records, medical records, and 
communications with creditors or landlords. The documentation must be relevant to the 
time frame(s) in question. 

 
 Alternate Documentation. Alternately, in lieu of the certification form or in addition to it, 

JSCo will accept: 
• A federal, state, tribal, territorial, or local police record or court record, or  
• Documentation signed by an employee, agent, volunteer of a victim service 

provider, an attorney, or medical professional from whom the victim has 
sought assistance in addressing domestic violence, dating violence, or 
stalking or, the effects of the abuse in which the professional attests under 
penalty of perjury under 28 U.S.C 1746 to the professional’s belief that the 
incident or incidents are bona fide incidents of abuse, and the victim of 
domestic violence, dating violence or stalking has signed or attested to the 
documentation. 

 
 Confidentiality of Information. The identity of the applicant and all information provided 

to owners relating to the incident(s) of domestic violence, dating violence or stalking 
must be retained in confidence by the O/A and must not be entered into any shared 
database or provided to a related entity, except to the extent that the disclosure is: 

• Requested or consented to by the individual in writing 
• Required for use in an eviction proceeding; or 
• Otherwise required by applicable law. 

 
The HUD-approved certification form provides notice to the applicant of the 
confidentiality of the form and the limits thereof. 

 
 

XV. CONFLICTS  
 

In the event of any conflicts between the provisions of this Management Plan and the 
Management Agreement, the provisions of the Management Agreement shall prevail. 
 

Initials: Owner:  Date:    Agent:  Date:       
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 <FOR USE WITH MHP-HCD PROPERTIES ONLY!> 

 

MANAGEMENT PLAN CHECKLIST 

 

Property Name: _________________________________________ HCD Loan #________________________ 

Sponsor: ________________________________________________________________________________ 

Contact: ________________________________________  Phone #:___________________________ 

Email Address: _____________________ 

Agent: _______________________________________________________________________ 

Contact: ________________________________________  Phone #: ___________________________ 

Email Address: _____________________ 

 

This section of the checklist is included to assist sponsors in clarifying and implementing policies and 

procedures for routine and special situations.  It also functions to assist HCD in determining whether 

your management plan is sufficient.  As you complete the project’s management plan, please identify in 

the space provided, the page number where each topic is addressed in the management plan.  Upon 

completion of the original/revised plan, submit it along with the checklist, to the Department's (HCD) 

Asset Management and Compliance section for review and approval. 

 

I.  MANAGEMENT 

A. Role and responsibility of the sponsor and/or delegation of authority to the managing agent: 

[  ] Describe the scope of responsibilities of the sponsor and agent.  Any change  

 in Agent must be approved by HCD. 

Page # 1, “Section I” 

 

B. Personnel policy and staffing arrangements: 

[  ] Give the job title and responsibility of all personnel involved in project management. 

Page # 1, “Section I.F”, Page # 3, “Section II.D”, Page # 7, “Section VI.E” 

 

C. Plan for maintaining adequate accounting records and handling necessary forms and 

vouchers:  (HCD requires generally accepted accounting procedures.) 

 

[  ] 1. List procedures for compliance with reporting requirements of HCD documents, 

e.g., budget, periodic reports, audit, and sponsor certified annual report. 

Page #_3, “Section III” 

 

[  ] 2. Identify separate accounts required by the project's Regulatory Agreement, such 

as Replacement and Operating Reserves, Security Deposit Account and any 

additional accounts required by other financing agencies. 

Page #_3, “Section III” 

 

D. Provisions for periodic update of Management Plan: 

[  ] Describe procedure for periodic update of Management Plan.  Any change must be 

approved by HCD. 

Page # 6, “Section IV” 

 

II.  OCCUPANCY 

 

A. Plans and procedures for publicizing and achieving early and continued occupancy: 
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[  ] Describe the affirmative marketing and tenant selection plan for initial and on-going 

occupancy. 

Page #_6, “Section VI” and attached “Marketing Plan” and “Tenant Selection Plan” and Page 

# 8, “Section VII” 

 

[  ] (a) Detail actions to be taken by Borrower to affirmatively market all Units in a 

manner that ensures equal access to all persons in any category protected by federal, state 

or local laws governing discrimination, and without regard to any arbitrary factor; 

Page #_6, “Section VI” 

 

[  ] (b) Specify reasonable criteria for determination of tenant eligibility, including 

household size; 

Page #_8, “Section VII” 

 

[  ] (c) Require that eligible tenants be selected based on order of application, lottery, 

or other reasonable method approved by the Department. 

Page #_7, “Section VI.I” 

 

[  ] (d) Require eligible applicants to be notified of eligibility and, based on 

 turnover history, when a unit may be available. 

Page #_7, “Section VI.I” and Page # 8, “Section VI.K” 

 

[  ] (e) Require ineligible applicants to be notified of the reason for their 

ineligibility. 

Page #_7, “Section VI.F” 

 

[  ] (f) Specify procedures through which applicants deemed to be ineligible 

may appeal this determination; 

Page #_7, “Section VI.F” and attached “Grounds for Denial” 

[  ] (g) Require maintenance of a waiting list of eligible applicants; attach copy of  

 sample waiting list;  

Page #_7, “Section VI.J” and attached “Sample Waiting List” _ 

[  ] (h) Specify procedures for obtaining information regarding prospective 

tenants’ incomes as necessary to certify that such income does not exceed 

the income limit limitations; and 

Page # 8, “Section VII” 

[  ] (i) Be made available to prospective tenants upon request. 

Page # _8, “Section VII.A” 

 

B. Procedures for determining tenant eligibility and for certifying and annually recertifying 

household income and size 

 

[  ] 1. Describe steps to determine initial eligibility when filling a vacancy and  

describe the annual tenant recertification procedure 

Page #_8, “Section VII” 
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[  ] 2. Describe action that will be taken if household's income exceeds program limits or if 

household's size changes and is no longer appropriate for unit occupied. 

Page #_ 8, VII.B”Section VII.B” 

 

[  ] 3. Describe procedures for implementation of the HCD tenant occupancy standards found 

in the Program Regulations.  Include any special occupancy policies. 

Page #_8, "Section VII” 

 

C. Rent collection policies and procedures 

 

[  ] Describe rent collection policies and procedures and plans for collections for tenant-

caused damages, processing evictions and terminations. 

Page # 9, “Section VIII” 

 

D. Procedures for Appeal and Grievance 

 

[  ] Attach a copy of the project’s grievance and appeal procedures (See HCD 

sample). 

Page #_11, “Section IX.E” and attached 

 

E. Plans for enhancing resident management relations 

 

[  ] Attach a copy of the house rules and other documents that will be attached to the lease. 

Page # 11, “Sections IXIX.D”, “Section IX.E” and attached 

 

F. Auxiliary Programs Indicate any special programs or Special Needs Populations services 

provided for tenants in the complex.  For each program provide a supportive services plan: 

 

[  ]  identify need 

[  ]  identify target group(s) 

[  ]  indicate source of any additional management funds to administer programs 

[  ]  describe service to be provided 

[  ]  provide a preliminary services budget 

[  ]  identify the organizations(s) that will provide services 

[  ]  identify a preliminary staffing plan 

[  ]  identify location of any service to be provided off site 

[  ]  identify any special eligibility requirements for the services 

Page # 13, “Section XI.B” and attached “Supportive Services Plan” <AS APPLICABLE> 

 

III.  MAINTENANCE/SECURITY 

Describe your plans for carrying out an effective maintenance and repair program 

 

[  ] A. Attach the Preventive Maintenance Schedule.  Include policies for                         service, 

or repair of: <LINK – DELETE ALL LINKS BEFORE DISTRIBUTING> 

 

[  ] unit appliances 

[  ] roofs and gutters 

[  ] unit heater and air conditioner  

[  ] common area mechanical equipment and structural elements 

[  ] common area heater and air conditioner  
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[  ] tools and service equipment 

[  ] fire prevention equipment, including fire alarms and extinguisher 

[  ] security hardware, including doors, locks, and lights 

[  ] fences and building exteriors 

[  ] windows and screens 

[  ] exterior lighting, and landscape maintenance, including: 

[  ] pest control 

[  ] lawn sprinklers 

[  ] tree/shrub/lawn care 

 

[  ] B. Attach a schedule of anticipated useful life and replacement needs for major items, such 

as: <LINK – DELETE ALL LINKS BEFORE DISTRIBUTING> 

 

[  ] roof 

[  ] parking lot paving 

[  ] carpeting and flooring 

[  ] workshop 

[  ] kitchen appliances 

[  ] landscaping 

[  ] common area appliances 

[  ] solar systems and machinery 

[  ] other (identify) (e.g., HVAC system) 

 

PROJECT FORMS AND DOCUMENTS 

 

Attach to the plan a copy of each form proposed for HCD review and approval. 

 

[  ] Waiting List <LINK> 

[  ] Application for Occupancy/Recertification <LINK> 

[  ] Landlord reference letter 

[  ] Notification letters to applicants regarding (in)eligibility 

[  ] Verification forms/letters <LINK> 

[  ] Residential Lease 

[  ] MHP Lease Addendum (Not Required for HUD 811’s) 

[  ] Grievance and Appeal Procedure <LINK> 

[  ] Replacement/useful life schedule (Reserve Study or Physical Needs Assessment) <LINK> 

[  ] House Rules <LINK> 

[  ] Special policies 

[  ] Unit Inspection Report - move-in/out & annual inspection <LINK> 

[  ] Work order <LINK> 

[  ] Preventive maintenance schedule <LINK> 

http://intranet.jsco.net/safety/Maintenance/Preventive%20Maintenance/Life%20Expectancy%20of%20Building%20Components.pdf
http://intranet.jsco.net/propertyops/Applicants/HUD%20Applicants/HUD%20Section%208%20Waiting%20List%20Template%20(PM).xls
http://intranet.jsco.net/propertyops/Applicants/Forms/AllItems.aspx
http://intranet.jsco.net/housingprograms/HUD/Forms/JSCO.aspx
http://intranet.jsco.net/housingprograms/HCD%20%20MHP/HCD-MHP%20Required%20Grievance%20Procedure.doc
http://intranet.jsco.net/safety/Maintenance/Preventive%20Maintenance/Life%20Expectancy%20of%20Building%20Components.pdf
http://intranet.jsco.net/propertyops/Lease%20Agreements%20and%20Handouts/House%20Rules%20Template%20(RM).doc
http://intranet.jsco.net/safety/Inspections/Forms/AllItems.aspx?RootFolder=%2fsafety%2fInspections%2fJSCo%20Inspections&FolderCTID=&View=%7bFAFE099A%2d0B88%2d4BAD%2dB9AF%2dA8A5594A5E67%7d
http://intranet.jsco.net/safety/Maintenance/Forms/AllItems.aspx?RootFolder=%2fsafety%2fMaintenance%2fWork%20Orders&FolderCTID=&View=%7bEB97BFFA%2d7BE4%2d41D4%2d94A6%2d882AEF1683CA%7d
http://intranet.jsco.net/safety/Maintenance/Forms/AllItems.aspx?RootFolder=%2fsafety%2fMaintenance%2fPreventive%20Maintenance&FolderCTID=&View=%7bEB97BFFA%2d7BE4%2d41D4%2d94A6%2d882AEF1683CA%7d
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G. Management Company Information and References 

The John Stewart Company 

 

Comprehensive housing management is the foundation of JSCo’s diversified housing services. As 

the largest manager of affordable housing in California, JSCo has a statewide portfolio that 

contains 430 properties and approximately 33,400 residential units, which house over 65,000 

Californians. Included in Appendix D is a select list of representative properties that JSCo 

manages in the Bay Area, including the North Bay. JSCo has experience in affordable and market-

rate family housing, special needs housing, veterans housing, senior housing, cooperatives, 

marketing and lease up, specialized program development, and common interest developments. 

Our goal is to provide secure, service-oriented, well-maintained, and professionally managed 

housing that serves the interests of residents and owners alike. Reaching beyond the traditional 

management services of maintenance and budgeting, we strive to create community 

environments that foster high levels of physical, social, and emotional well-being among 

residents. At the same time, we also provide owners and sponsors with financial efficiency, 

accountability, and value-added benefits. Additionally, with internal compliance staff, we are 

fully equipped to ensure that we are meeting all of the regulatory and financing requirements 

that are tied to the complicated affordable housing projects that we manage.  

JSCo’s approach to marketing and lease up utilizes a range of targeted advertising and 

promotional activities designed to effectively reach qualified applicants. We also establish 

community outreach and community building programs to attract qualified potential residents. 

Our screening procedures are careful and thorough. We perform background checks, call 

references, and conduct family interviews. We verify income and assure compliance with 

housing assistance programs, when applicable. 

Our familiarity with the requirements of the many federal and state housing program and 

occupancy guidelines, such as HUD, CalHFA, HCD and the Low-Income Housing Tax Credit 

program, assures full compliance with Regulatory Agreements and Fair Housing requirements.  

JSCo has an asset management team that oversees the firm’s portfolio of owned assets. The 

asset managers work closely with property management, development, and construction 

services staff to ensure that each project is meeting its original social, community, and financial 

goals and that it is maintained in the highest quality manner possible.  
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John Stewart Company Property Management References: 

4. Susan Johnson EVP & COO, BRIDGE Housing Corporation 

600 California Street, Suite 900, San Francisco, CA 94108 

Telephone:  415-989-1111 

Email: sjohnson@bridgehousing.com 

 

5. Helen Hale, Director of Residential and Community Services 

San Francisco Mayor’s Office of Housing and Community Development 

One South Van Ness, San Francisco, CA 94103 

Telephone:  415-701-5566 

Email:  helen.hale@sfgvo.org 

 

6. Anna Kaydanovskaya, Oakland Housing Authority 

935 Union Street, Oakland, CA 94607 

Telephone:  510-587-5120 

Email:  akaydanovskaya@oakha.org 

 

 

 

mailto:sjohnson@bridgehousing.com
mailto:helen.hale@sfgvo.org
mailto:akaydanovskaya@oakha.org


Property Address City State Zip 

Code

Units County Program Population 

Served

AMI Levels Manage‐

ment Start 

Date

Almond 

Gardens

709 Almond St 

Apt A

Suisun City CA 94585 52 Solano City, Local RDA Multifamily 30/50/60 08/01/97

Bay Vista at 

Meadow Park

5 Hutchins Way 

Ste 100

Novato CA 94949 220 Marin Bond, CDLAC, 

TCAC, RDA

Multifamily 30/50/60 12/29/10

Bethlehem 

Tower

801 Tupper St Santa Rosa CA 95404 159 Sonoma HUD Section 8, 

Senior, TCAC

Senior, Special 

Needs

50/60 05/01/18

Burgess Point 91 Riverview 

Ter

Benicia CA 94510 56 Solano CDLAC, PHA, 

TCAC

Multifamily 50/60 09/01/04

Carolina Heights 135 Carolina St Vallejo CA 94590 152 Solano CDLAC, HUD 

236, HUD 

Section 8, TCAC

Multifamily 30/50/60/8

0

12/21/16

Creekside at 

Meadow Park

46 Edwards Ct Novato CA 94949 77 Marin Bond, CDLAC, 

PHA, TCAC

Multifamily 35/40/45/5

5/60

12/29/10

Heritage 

Commons

191 Heritage Ln Dixon CA 95620 60 Solano AHP, Bond, 

CalHFA, CDLAC, 

HCD, HOME, 

MHSA TCAC 

Senior

HOME, Mental 

Disorder, Senior, 

Special Needs, 

Supportive 

Housing

30/40/50/6

0

05/01/13

Heritage 

Commons Phase 

II

193 Heritage Ln Dixon CA 95620 54 Solano AHP, Bond, 

CalHFA, HCD, 

HOME, HUD 

811 PRAC, TCAC

Senior, Special 

Needs, 

Supportive 

Housing

30/40/50/6

0

03/01/16

Humphrey Place 1450 Humphrey 

Dr

Suisun City CA 94585 28 Solano HOME, RDA Multifamily 50/80 08/01/97

Lakeside 

Apartments

1897 Oakmead 

Dr

Concord CA 94520 124 Contra 

Costa

CalHFA, CDLAC, 

Formerly 

Homelesss, 

HOME AHP, 

HOPWA, Local 

RDA,   MHP, 

PHA, S+C, TCAC

Formerly 

Homelesss, HIV+, 

Mental Disorder, 

Permanent 

Supportive 

Housing, Special 

Needs

20/30/50/5

5/60

11/05/03

Laurel Gardens 210 E Alaska 

Ave

Fairfield CA 94533 30 Solano CDLAC, HOME, 

MHP, PBV, TCAC

Formerly 

Homeless, 

Multifamily, 

Permanent 

Supportive 

Housing, Special 

Needs

20/30/35/5

0/60

01/01/13

Longshore Cove 

(previously 

Marina Vista I & 

II)

201 Maine St Vallejo CA 94590 234 Solano CDLAC, HUD 

Section 8, TCAC

Multifamily 30/50/70 01/23/20

Current JSCo Portfolio for All Properties in Marin, Solano, and Sonoma Counties, and Properties in Contra Costa County with 100 or More Units
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Marina Tower 601 Sacramento 

St

Vallejo CA 94590 155 Solano BOND, CDLAC, 

Commercial, 

HUD Section 8, 

TCAC

Senior, Special 

Needs, 

Supportive 

Housing

30/50/60 08/01/98

Marina Tower 

Annex

575 Sacramento 

St

Vallejo CA 94590 57 Solano CDLAC, City, 

HUD Section 8, 

TCAC

Mental Disorder, 

Physical 

Disability, Senior, 

Special Needs, 

Supportive 

Housing

34/44/49/5

0/60/80

08/01/98

Monument 

Arms

261 E Alaska 

Ave

Fairfield CA 94533 92 Solano CDLAC, HUD 

Section 8, TCAC

Multifamily 30/50/60/8

0

01/01/14

Napa Creek 

Manor

1300 Jefferson 

St

Napa CA 94559 84 Napa HUD 202/8 Senior, Special 

Needs, 

Supportive 

Housing

30/50 09/01/86

Pilgrim Park 

Apartments

33 Merrydale 

Rd

San Rafael CA 94903 61 Marin HUD Section 8, 

Market Rate

Multifamily 30/50/80 01/01/09

Ponderosa 

Estates

1001 Drake Ave Sausalito CA 94965 56 Marin HUD Section 8 Multifamily 30/50 04/01/80

Pullman Point 2989 Pullman 

Ave

Richmond CA 94804 199 Contra 

Costa

HUD Section 8, 

TCAC

Multifamily 30/35/50/6

0

02/27/04

Richmond 

Village 

Apartments

700 S 26th St Richmond CA 94804 117 Contra 

Costa

PHA PBV, TCAC Multifamily 30/35/40/5

0/60/80

05/01/19

Richmond 

Village II

700 S 26th St Richmond CA 94804 121 Contra 

Costa

PHA PBV, TCAC Multifamily 30/35/40/5

0/60

05/01/19

Senior Manor 1101 Union Ave Fairfield CA 94533 84 Solano AHA, Bond, City, 

TCAC Senior

Senior, Special 

Needs

50/60 02/20/09

St. Vincent De 

Paul Commons

2400 

Mendocino Ave

Santa Rosa CA 95403 50 Sonoma AHP, HOPWA, 

MHSA, Owner 

Program, TCAC 

(Pending)

Formerly 

Homeless, HIV+, 

Permanent 

Supportive 

Housing

08/01/20

Union Square I 1401 Union Ave 

Ste E

Fairfield CA 94533 32 Solano TCAC, HOME Multifamily 50 10/01/07

Union Square II 1401 Union Ave 

Ste E

Fairfield CA 94533 24 Solano CDLAC, HCD, 

TCAC

Multifamily 25/35/40/5

0/60/80

10/01/07

Victory Village 2626 Sir Francis 

Drake Blvd

Fairfax CA 94930 54 Marin AHP, CDBG, 

HOME, HUD 

Section 8 PBV, 

MHSA, TCAC

Senior 30/40/50/6

0

09/01/20
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Village II 

Apartments

506 Civic Center 

Blvd

Suisun City CA 94585 106 Solano CDLAC, HUD 

Section 8, TCAC

Multifamily 30/50/60/8

0

12/16/10

Village Office 

(Village Apts. 

Office)

506 Civic Center 

Blvd

Suisun City CA 94585 2 Solano Commercial (1 

unit), 

Conventional (2 

units)

Commercial N/A; 

Commercia

l Rental

08/01/07

Windham 

Village

1101 Prospect 

Ave

Santa Rosa CA 95409 50 Sonoma Bond, CalHFA, 

HUD Section 8

Multifamily 50/60 05/01/18

3 of 3



1. PROJECT SUMMARY

PROJECT NAME:

PROJECT ADDRESS:
PROJECT COUNTY:

RESIDENTIAL USES Total
Total Acquisition Costs 1,917,000
Total Hard Costs 64,590,178
Total Design Costs 2,300,000
Total Fees & Permits 648,000
Total Financing Costs 3,909,647
Total Developer Fee 10,512,383
Total Reserves 898,353
Total Other Soft Costs 1,160,319

Total Development Cost 85,935,879

PERMANENT SOURCES Total
Permanent 1st Mortgage 23,400,000
HCD CDBG Disaster Relief Funds 13,289,577
Residual Receipts Loan 0
City of Santa Rosa  450,000

AHP 700,000 
City of Santa Rosa - Perm. Public Easement 0
HCD IIG 2,000,000
Developer Fee Re-contribution 6,722,383
Deferred Developer Fee 1,300,000
State Tax Credits 7,121,709
Tax Credit Equity 30,952,210

Total Sources 85,935,879

Surplus/(Gap) (0)

Sonoma

Santa Rosa Canners

3 West Third Street
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