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Overview

The purpose of this guide is to provide assistance to those who are participating in the Initial Monitoring
Phase of FHLB Cincinnati’s Affordable Housing Program (AHP). The guide will detail steps to ensure
both the Owner and Member understand the process for submitting a successful Certification and
Occupancy Report.

Initial Monitoring of completed projects is a twvo-phase process. The first phase will be completed
during the disbursement process and it will satisfy the Initial Monitoring requirement for all
ownership projects and part one for rental Projects. The second phase of Initial Monitoring is
solely for rental projects and begins nine months after the latter of project completion or final
disbursement. At that time, the FHLB will request that the Owner and Member submit a
completed Initial Monitoring Owner’s/Member’s Certificate of Program Compliance or Initial
Certification. The Owner is also required to submit an FHLB occupancy report with the Initial
Certification. This guide will specifically describe the second phase of the process for Rental
Projects.

Email for Submission of Certification

The Owner and Member will receive the email below requesting submission of the Initial
Monitoring Certification. Reports will not be delivered or accepted via email, fax or mail.

Dear AHP Participant:

The Affordable Housing Program (AHP) regulation requires the FHLB Cincinnati (FHLB) to complete Initial Monitoring after project completion for all projects receiving
AHP subsidies. For rental projects. Owners and Members must certify that the project is operating in compliance with the approved AHP application and governing regulation.
and that satisfactory progress is being made toward occupancy. An Owner's/Member's Certificate of Program Compliance is now due for AHP Project#

L, located in Hamilton. Butler County, OH.

The required form can be found at FHLB Cincinnati Online Application System (OASYS). To access the form, registered users of the FHLB Online Application System
(OASYS) with permission to view projects must log into the system. click on the Project Name for the aforementioned project number in the Projects and ( .
table, and then click the highlighted link in the Project Monitoring Document Queue. Administrators for registered organizations can add users and change permissions to
enable completion of the form.

To complete the Initial Certification:

e Log into) OASYS to complete and sign the form.

® Download and complete the FHLB Occupancy report. Upload the completed form as an Excel file in OASYS. The report must show all houscholds occupying the
property from December 1, 2022 through January 7, 2024.

e Upon notification, the Member contact will sign into OASYS. review the information. and then sign the form.

Member submits the form no later than March 19, 2024.

Failure to submit required reports by the given deadline constitutes an issue of regulatory non-compliance. In the case of such non-compliance, the FHLB may deny
new AHP applications for funding, withhold the disbursement of funds for active projects, and de-obligate any undisbursed funds for active projects in which the
Sponsor is involved.

If you have any questions, please contact the Compliance and Outreach team at (888) 345- 2246.

Regards,
The Compliance and Outreach Team
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Accessing the Report

Use the link and instructions provided in the email to log into the FHLB Online Application
System (OASYS), which will take you directly to the report. If you are unable to access the report
through the provided link, please log in at https://oasys.fhlbcin.com/Account/Login to access the
report.

FHLB

CINCINNAT
ONLINE APPLICATION SYSTEM

Log In Housing & Community Investment Online Application System (OASYS)

User Email  testahp2@fhlbcin.com|

Password ~— tesessssssssse

LOG IN Forgot password? (only for non-

members)

New Sponsor? Register

Need New Activation Email? Activate

FHLB Member? Enter Members Only Credentials above or access OASYS through the Members Only
Website

Once you have entered the OASY'S application, you will be able to see all projects in which your
organization is involved. Click on the project name for the Certification you need to submit.

On the project’s homepage, please ensure all information pertains to the project for the
Certification you are submitting. If any contact information is incorrect, please email us at
AHPMonitoring@thlbcin.com.
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Scroll down to the Project Monitoring section. When a Certification is due, a highlighted report
will be shown. Click on the highlighted report to continue.
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Certification Questions

After clicking on highlighted report, the certification questions will appear. The questions allow
FHLB to verify that the project is operating in compliance with approved Affordable Housing
Program application and governing regulation. All questions will need to be answered. If any
questions are answered “No”, an explanation must be entered to submit. Be sure to save often
while completing the report, as OASY'S will time out.

Initial Rental Certification
Please be sure to save often as this form may take some time to complete

1) The tenant incomes are in compliance with 1he income targeting commitments approved at application or as modified.

7 No

} Special needs and/or homeless occupancy targeting is in compliance with the commitments approved a1 application or as modified

ease (if applicable), for each ho

harged for income-targeted units meet the affordability commitments made in the approved AHP application (rents do not exceed 30% of AMI as adjusted for unit and family size). Projects that de not charge rent

ces and activities commitied to in the approved AHP application have been provided in connection with the project

6) Each building in the project is and has been suitable for occupancy, 12king into account local health, safety, and building codes {or other habitability standards)

tice 10 the FHLB if the project is in material and unresolved noncompliance with the LIHTC income targeting or rent requirements at any time during the AHP 15

Occupancy Report Submission

Once the Certification questions are answered, scroll down to the Files section of the page and upload
the Occupancy Report. The report must provide the move-in and move-out dates for every household
occupying the project during the entire Certification period, as stated on the original email. Any vacant
units should also be noted. The report must to be submitted as an excel file, using the FHLB’s
Initial Monitoring Occupancy Report form to be considered complete. Owners can access the
FHLB occupancy report on our website at https://www.thlbcin.com/housing-programs/affordable-
housing-program/ahp-compliance-information/. This step will need to be completed prior to signing

and submitting the report.
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Sign and Submit

A signature box will be below the files section. Owners or managers will need to sign and
submit the report. For signature, enter your name and click “Sign”. Click on “Save and Submit
and the report will be forwarded to the Member. This action will return you back to the main
dashboard page. If you are unable to sign, review the form to make sure all questions are
answered and the occupancy report is uploaded.

Cassandra Larcarte

| certify that the Information provided herein is true, accurate and in compliance with the approved AHP application and regulation 12 CFR 1291 as amended.

2

EXITWITHOUTSAVING = SAVEAND EXiT

Owner Status Check

When you log back into OASY'S after the document has been forwarded to the Member, the document
will remain in the ‘Documents Queue’. To check the status of report, click on the completed report. At
the top of the page, the report will have the most updated status. Example: “This form needs to be
reviewed by the Member”.
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Member Review and Approval

Once the Sponsor has submitted the Certification, the member will receive an email notifying them that a
document requires attention.

Housing and Community Investment
NOTIFICATION
AHP Online Application
A Compliance Certification for AHP Project #202001-0001 requires your attention. Please review
and provide your signature as required. To view the information, log in to the online application

system (OASYS).

Contact AHP at AHPmonitoring@fhlbcin.com or the project Sponsor if you have any questions.

Log into OASYS, there you will be able to see all projects you are involved. Filter the projects with the
project number or name by using the icon at the top of the column. You can also click on the column to put
the projects in alphabetical or numerical order.

Click on the project name to go to the main page for the project. Review the Certification answers submitted
by the Owner. If you agree, sign, and submit the report. This will forward the report to FHLB. If for any
reason you do not agree with the submitted answers, hit “Reject” and a box will appear to enter a reject
reason. Once the reason is entered, scroll to the bottom and click on “Reject”. This will return the
Certification back to the Owner for edits/additional information. The sponsor will be notified by email that
the report has been forwarded back to them for correction.

Housing and Community nvestment

NOTIFICATION

AHP Online Application

The Compliance Certification for AHP Project #202201-0034 has been returned to you by The
Huntington Mational Bank. The certification has been returned for the following reason:

Income targeting seems incorrect

Log in to the online application system (DASYS) to make the necessary changes. Please discuss
with your Member organization the reason(s) for the Certification being returned if the
aforementioned explanation is not clear. For general compliance guestions, you may email
AHPmonitoring@fhlbcin.com.
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The Sponsor will need to review the report for the reject reason to make any edits and/or submit any
additional information. Sponsor will then sign and resubmit the report to the Member for review and
signature. If in agreement, the Member will then sign the form by typing in their name into the “Sign
here” box, click on the “Sign” button. After the signature appears, click the “Submit” button to forward
the report to FHLB. This will take you back to the main screen. The report will drop down into the
‘Documents Pending Evaluation Queue’. The status on the top of the completed form will show “This
Form was submitted to FHLB”.

FHLB Review

Once you have completed the Certification, it will be submitted to FHLB staff for review. During this
review process, FHLB staff may contact you with any questions about the information that was provided
on the Certification and/or occupancy report. These questions will be sent as emails to the
Owner/Manager contacts. Any additional information requested will be submitted via email, not through
OASYS. Once the Certification has been approved by FHLB staff, the Member, Manager and Owner will
be notified by email of the project’s compliance status. If no audit is required, this is the end of the Initial
Monitoring process.

Audit

Apart from LIHTC, HUD 202, HUD 811, and USDA 514 projects (or others as identified by the FHFA),
rental projects will also require an Initial Monitoring Audit. Please note that FHLB reserves the right to
conduct audits on any Rental project deemed necessary. For example, in cases where an exempt project,
listed above, is deemed noncompliant during the review of the Certification and occupancy report, an
audit may be required. If an audit is required, an email will be forwarded notifying you that an audit is due
and the date the audit documents must be submitted to FHLB through OASYS.

Dear AHP Participant:

The Affordable Housing Program (AHP) regulation and FHLB Cincinnati (FHLB) policy require an Initial Audit of certifications made and documentation
maintained by rental proiect Owners to verifv compliance with the approved AHP application and governing regulation.

AHP Project#2  1(1901-0000, AB Place 1, located in Hamilton, Butler County, OH, is now due for an Initial Audit in accordance with this
requirement.

The randomly selected units for your project are shown in OASYS. Upload the requested tenant information for each of the selected units. Each block must have
tenant documentation attached prior to hitting the “submit™ button. Below is a list of the required documentation for each unit:

Tenant rental application and tenant income certification (if applicable) or Intake Form obtained prior to initial move-in:

Third-party income documentation or zero income certification for each income source listed on the rental application obtained and verified prior to initial
move-in:

Third-party verification of special needs, elderly and/or homeless household status obtained prior to initial move-in (if applicable);

Initial lease agreement: and,

Current lease agreement, lease addendum, or other verification of current rent amount.

Please submit the requested information via OASYS no later than March 19, 2024.
If you have any questions, please contact the Compliance and Outreach team at (888) 345- 2246 or via email at ahpmonitoring@fhlbein.com.

Regards,
The Compliance and Outreach Team|
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Click on the link in the provided email or login to OASYS via the portal. Once in n OASYS, click on the
highlighted line for “Initial In-house Audit” under Project Monitoring document queue. Clicking on this
page will bring you to the page with sections for each of the units to be audited.

@ Project Monitoring

Document Queue *highlighted rows require attention*
Document FHLB Sent Date Due Date Effective Date Status

Initial In-nouse Auod

N/A

Upload the requested documents for each of the units. The required documents are outlined in the audit request
email. Documents must be uploaded for each unit before hitting ‘submit’.

Initial In-house Audit

Please review the following. .. Each unit nesds at least one documeaent uploadad

REMOVWE SELECTED FILES

Fila MName Upload Date

Mo records available

When complete, hit “Submit”. To view the submitted documents, click on the eye on the main project
dashboard. It will then state that the documents have been submitted to FHLB. All parties (excluding the
Member) will also receive an email confirming the documents were submitted.

FHLB will review all documents submitted for compliance. If there are no concerns, the project will be
deemed compliant. If FHLB staff has questions regarding the audit documents or if the project has any
noncompliance issues, it will be handled via email outside of OASY'S. Upon approval, the Owner will
receive an email stating the project is compliant.

Noncompliance

Projects can be deemed noncompliant for the following reasons: 1) Failure to submit Certification,
occupancy report or initial request of audit documentation and 2) Certification and tenant documentation fail
to verify compliance with AHP commitments.

If the Owner fails to submit the certification, a delinquency notice will be issued allowing 15 additional days
to submit the information. If the Certification is not submitted within the delinquency notice deadline, a
Notice of Noncompliance will be forwarded with the new deadline.
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If FHLB staff finds issues of noncompliance during the audit, a notice of noncompliance will be issued to
project Owner, Manager, and Member with options to cure the noncompliance. For projects deemed
noncompliant, no pending or future disbursement requests will be considered, any application in which the
Owner is involved may be denied, repayment of disbursed funds may be required, and the FHLB may also
withdraw the funding commitment for any other project in which the Owner is involved and deny any future
AHP applications.

Contact Us

If you have any questions during this process, please contact us at AHPMonitoring@thlbcin.com, or by
phone at (888) 345-2246.

To access all housing resources, webinars, manuals, etc. visit our website www.thlbcin.com under Housing
Programs. If you have OASY'S registration questions or issues, contact the service desk at 1-800-781-3090.

Connect with us!
Get the latest news, events, and updates at FHLB Cincinnati by connecting with us on social media.

@ @FHLBCin - www.twitter.com/fhlbcin

@ www.facebook.com/thlbcincinnati

@ www.linkedin.com/company/federal-home-loan-bank-of-cincinnati

@FHLBCin — www.instagram.com/fhlbcin
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