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Presentation Notes
Hello everyone. My name is Leighann McKenzie. I am a Program Manager on the Impact Fund team. I want to welcome you to the Impact Fund administrator training. 

We will be recording this presentation today and it will be posted on our website for you to reference if needed.

Today we will be presenting information that will familiarize you with the program documents and requirements that will help you in the administration of your award.   We know this is a lot of information and we want to encourage you to contact the Impact Fund team at any time with questions or any technical assistance needs you have. We all have a common interest, which is to have a successful outcome for the projects you have received funding for. 


There is a lot to cover so let's get started…



Our Mission: The Core Purpose

Housing is foundational to a full life and a thriving 
state, so we equitably collaborate with individuals, 
communities and partners to create, preserve and 

finance housing that is affordable.
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Presentation Notes
At Minnesota Housing we believe that Housing is foundational to a full life and a thriving state, so we equitably collaborate with individuals, communities and partners to create, preserve and finance housing that is affordable. 

We want to thank you for partnering with us to achieve this mission.



2024 Awards
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• 46 Proposals funded - $67 million

• This funding will create or preserve 
587 affordable homeownership 
opportunities

• New funding activity – School 
Direct Costs

Presentation Notes
We are thrilled that we were able to fund $67 million in projects this year. We received 78 proposals totaling $176 million in requests. 

We recommended funding for 46 proposals to create or preserve 587 affordable homeownership opportunities across the state. 26 of these awards go to administrators serving Greater MN, for a total of $32 million and 20 awards go to administrators serving the Twin Cities Metropolitan area, for a total of $35 million.

With the new legislation passed in 2023, The Impact Fund program has a new funding activity that we awarded this year. We are now able to award grant funding for costs related to a school’s construction of a qualified dwelling unit.



Agenda

1. Contracts

2. Procedural Manual

3. Forms, Disbursements, and Reporting

4. Prevailing Wage

5. Monitoring and Compliance

6. Your Role as Administrator

7. Questions

4

Presentation Notes
Here we have the agenda with the topics we will cover. 

If you have questions as we move through the presentation, please type them into the chat. We will pause to address questions between each section and will also take questions at the end. 

Now I will turn it over to Amanda who will be going over some key points about contracts.

Presentation Notes
Unmarked set by 



Contracts

Amanda Hedlund | Single Family RFP Manager

Presentation Notes
Hello everyone, my name is Amanda Hedlund and I am the Single Family RFP Manager for the Impact Fund Team.



Contract Timeline

• February - March: One-on-One onboarding meetings with Administrators

• Early March: Contracts sent to Administrators

• March: Contracts executed by Administrators and Minnesota Housing

• April 1: Anticipated effective date of new contracts

• March 2028: End of contract period for grant contracts

• September 2028: End of contract period for interim loan contracts
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Presentation Notes
This slide outlines the typical contract timeline, which will apply to most awardees.  

We are in the process of finalizing your contracts and anticipate sending them out in early March. These contracts are expected to have an effective date of April 1st and they will have a 3 year contract period. 

Please note that for Grant contracts, work on your projects cannot begin until your contract has been fully executed.

We are looking forward to having 1-1 onboarding meetings with all of you to discuss your awards. The link to schedule your meeting will be sent to you in an email following this meeting.



Types of Contracts

How your contract(s) will work:

• Two types of contracts this year

• Grant – Challenge, Workforce, Housing Infrastructure Appropriations

• Interim loan

• Multiple contract types possible per project (for example, 
grant and loan)

• Separate contract(s) for each funded project

Presentation Notes
There are two contract types that you may see with your award … 

The first is a grant contract. We have three sources of grant funds that were awarded this year: Challenge, Workforce, and Housing Infrastructure Appropriations. 

The type of grant funding allocated to your award will be noted in the Compensation section of your contract.

If you were awarded an Interim Loan, you will have a separate contract for that portion of your award. 

If you were awarded funds for multiple projects, you will have separate contracts for each funded project.



Understanding Contracts

The following documents govern, in this order: 
• Impact Fund contracts

• Impact Fund Program Procedural Manual

• Implementation documents (forms)

Contracts contain key details: 
• Award number: Use in all communications with Minnesota Housing

• Grant/Loan Period: Project to be completed and funds expended within 36 months

• Expiration date: Deadline to complete required reporting on the contract

• Administrator’s duties: Defines what is permissible and required under the contract

• Minnesota Housing’s duties: What you can expect from us
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Presentation Notes
Your 2024 RFP application, Grant or loan Contract, and the Impact Fund Procedural Manual are all linked together, and you are required to adhere to all three. 

You will want to take note of the different dates listed in your contracts. 

The Grant or Loan Period indicates the date when the work on your projects should be completed, and the funds should be expended by. We cannot disburse funds past the end of the grant or loan period without an approved extension request. 

The expiration date listed in your contract is the deadline to complete the required reporting for your award.



Key Contract Terms

Expected Use of Funds
• Activity funded and project details

• Number of units to be completed

• Target area

• Maximum household income

• Sources and types of funds available

• Administration fee

• Contingencies on accessing funds
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Presentation Notes
The contract explains the expected use of funds, such as, the number of units to be completed, the maximum household income, and the sources and types of funds available.

It is important to follow the specifics of your contract terms. If there is something that you would like to do with your award that doesn’t align with the terms of your contract, please reach out to us. In some cases, we can provide a waiver or make an amendment to the contract. We want your projects to work, and we want you to be successful, so please consider us your partners as you are implementing your work.



Procedural Manual

Presentation Notes
Next we will briefly go over the Procedural Manual.



Procedural Manual Overview

• Partner Responsibilities/Warranties

• Fraud, Misuse of Funds, Conflict of Interest, Suspension, and 
Disclosure and Reporting

• Household eligibility requirements

• Property eligibility

• Eligible activities

• General administration of Impact Fund award

• Specific requirements by award type

• Records retention and reporting

• Required forms and documentation

Available on 
the Partner 

Portal

Presentation Notes
The procedural Manual is located in the Partner Portal of the MN Housing website. I encourage you to become familiar with the manual and review it thoroughly. Many times, the answers to your questions will be found in the manual. Noncompliance with the manual or your contract could mean a project or household is ineligible and won’t be funded. 

While all aspects of the procedural manual are important, I am going to highlight a few key components for you. 
 
Household eligibility requirements – covers key considerations such as affordability gap eligibility, eligible income, compensation, and more.

In limited cases we can provide a waiver on some requirements, such as the housing ratio, but you must reach out to us to request the waiver before the project or loan closes. 

Property eligibility – walks you through cost estimates, building code compliance requirements, community land trusts, and title. 

There are additional specific requirements by award type for grants and interim loans. Please review applicable chapters carefully.

The Records retention and reporting section and Required forms and documentation appendices give direction on the minimum documents your files need to contain and what forms you need to use to be in compliance with your award.  

Next Tiffany will show you how to navigate the website and review some key forms for the program.

https://partners.mnhousing.gov/content/published/api/v1.1/assets/CONT9600787B98C0471ABF5F18F97CFF5632/native?cb=_cache_d47d&channelToken=bcf6a77f7bcb4d02a3f8b15441a0c2bf&download=false
https://partners.mnhousing.gov/content/published/api/v1.1/assets/CONT9600787B98C0471ABF5F18F97CFF5632/native?cb=_cache_d47d&channelToken=bcf6a77f7bcb4d02a3f8b15441a0c2bf&download=false
https://partners.mnhousing.gov/content/published/api/v1.1/assets/CONT9600787B98C0471ABF5F18F97CFF5632/native?cb=_cache_d47d&channelToken=bcf6a77f7bcb4d02a3f8b15441a0c2bf&download=false
https://partners.mnhousing.gov/content/published/api/v1.1/assets/CONT9600787B98C0471ABF5F18F97CFF5632/native?cb=_cache_d47d&channelToken=bcf6a77f7bcb4d02a3f8b15441a0c2bf&download=false


Forms, Disbursements, and Reporting

Tiffany Kibwota | Homeownership Programs Manager

Presentation Notes
Good morning everyone, my name is Tiffany Kibwota. I am a Homeownership Programs Manager on the Impact Fund Team. In this next section I will walk you through navigating the Impact Fund webpage and review the program forms, disbursements and reporting requirements.
-----Go to Minnesota Housing’s website.   www.mnhousing.gov 

When you go to the Minnesota Housing website, you will want to click on the Partner Login on the top right hand side of the screen. On this next page you will come down to the Partner Portal and enter the password partner, all lower case.  Once inside the partner portal, you will click on the link that says Impact Fund under the Community Initiatives Programs. 

-Manual – At the top of the page you will find the Impact Fund procedural manual. 

The manual and the forms listed on this page may be updated throughout the year. So, to ensure that you are using the current version of the manual and the program forms, we recommend that you access them from the website rather than saving these documents to your computer. 

-Income Forms – The first section under forms contains the Income eligibility documents. This includes the income limits, which are generally updated once a year in the summer. You are required to use our Eligibility Income Worksheet when determining a household's income for the program. There are a couple of other income forms here that you would use if applicable to the household. 

-Tennessen Warning – This next section contains the Tennessen Warning forms. Depending on the activity type for your award, you will need to select the appropriate document. Please note that this form should be signed and dated by your homebuyers or homeowners at the front end of your project when they are applying for your programs.

-Disbursements – Under this section for disbursements you will find the newly updated request for funds form. We have provided a brief tutorial video on how to complete this form as there have been some substantial updates from the previous version.

-Deferred Loan documents – The deferred loan section contains the loan documents that should be utilized for loans that are assigned to Minnesota Housing.  

-Lead Based Paint – Coming down here to the Lead Based Paint section, For Acquisition, Rehab, Resale and Owner-Occupied Rehab projects, the lead-based paint guidebook is found here, You will also need to complete this summary form for each project. 

-OOR Projects – For owner-occupied rehab projects, a completion certificate should be filled out and kept in each property file.

-Procurement- Under the Procurement section you will find the Single/Sole Source Justification Form. Your contracting and bidding requirements are outlined in your contracts. If there is a circumstance where a single/sole source bid is used, you will need to include this justification form in your files along with any supporting bidding documentation. 

-Reporting – Under the reporting section we have the Household Demographic Form and the Annual report –Close Out Form. We will go over these forms a little later in the presentation.

-Green Communities –And lastly for new construction and acquisition, rehab, resale projects, you will need to ensure compliance with the 2020 Green Communities Criteria. You will want to review and follow the MN Overlay & Guide, the 2020 Green Communiteis Criteria, and complete the intend methods worksheet for each property. If there is a component of the mandatory criteria that you will not be able to meet, please make sure to submit a waiver request form before work begins. 

Coming back to the presentation, we will now go over some disbursement information and review the reporting documents.




Funds Disbursement

Disbursement by Funding Type

• Grant Funds

• Value Gap: 1/3 of award following contract execution, additional disbursements based on 
progress

• Loans: Unit-by-unit or Loan-by-loan

• School Direct Costs

• Interim Loan Funds: By request

Note: We reserve discretion and may employ a more conservative disbursement process.
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Presentation Notes
Funds disbursement varies depending on the type of funds you were awarded.

If requesting Grant Funds for value gap– we may disburse up to one-third of the total award per disbursement upon Administrator’s request.

If you are requesting deferred forgivable loan funds, these requests are disbursed on a loan-by-loan basis and not before a specified closing date is set.

For School Direct Cost disbursements, we will provide guidance on how these disbursements will be made in your onboarding meeting. 

And Interim loan funds are disbursed by request.

In ALL cases, when the Administrator has demonstrated significant progress, Minnesota Housing will make further disbursements upon receipt of additional Request for Funds forms.

Minnesota Housing does reserve the right to disburse funds more conservatively and may withhold disbursements until any Monitoring findings have been cleared by Minnesota Housing. 

Please refer to the Manual for more detailed information on Disbursements.




Household Demographic/Project Information Form

Documents progress in 
completing award
Household 
Demographic Form 

Always access the 
Impact Fund webpage 
for the latest version. 

Current Version dated 
5.27.21

Presentation Notes
As projects are completed, we recommend that you submit your Household Demographic form as soon as possible. This informs Minnesota Housing that you are making progress on your award.

Please ensure that calculations for things such as housing ratio or affordability gap are based off the final numbers at closing.

For administrators with more than one Impact Fund award it is very important that you include the correct award number when filling out this form.  All forms are to be submitted via a secure file upload following the directions on the form itself.

For new administrators or anyone who needs assistance, please contract us and we will walk you through filling out this form. The information included on this form is vital for our reporting on where the Impact Fund dollars are going and what the funds are being used for.

https://partners.mnhousing.gov/content/published/api/v1.1/assets/CONT995D0FE442D74650B991B1E261125D07/native?cb=_cache_c16d&download=false&channelToken=bcf6a77f7bcb4d02a3f8b15441a0c2bf
https://partners.mnhousing.gov/content/published/api/v1.1/assets/CONT995D0FE442D74650B991B1E261125D07/native?cb=_cache_c16d&download=false&channelToken=bcf6a77f7bcb4d02a3f8b15441a0c2bf


Annual Report/Close Out Report

Presentation Notes
The Annual Report/ Close Out Report  is due by the end of January every year.  We will send you a notice to remind you when the annual report needs to be submitted.  

Another circumstance when you would need to submit this form is when you have completed an award. You would submit this report to us and indicate that you are closing out the award. We would then review the report and request any missing documentation.

The report is broken down into 4 sections
Section 1: Is where you enter basic Award Information such as the name of your organization (known in Impact Fund lingo as the “Administrator”), Award #, Funding Amount, Project Name, and a brief Project Description
Section 2: List All completed Projects where work has been completed and a closing has occurred.  If you list a Project in this section, we should have the corresponding household demographic form on file as well.



Annual Report/Close Out Form

Section 4: Fill out this section when an award is complete and submit the form 
to the Impact Fund email at Impact.fund.mhfa@state.mn.us 

Presentation Notes
Section 3: List All projects in progress.  In progress means, for new construction or acquisition-rehab projects, that the site has been purchased and rehabilitation or construction work has started or has been completed. You might have a purchase lined up with an eligible homebuyer, but the closing has not occurred. For owner-occupied rehab activity, a project is “Pending” until the rehabilitation work is complete.
Finally Section 4 of this form is the closeout report.  
Except for the signature section of section 4, this section does not need to be filled out until the award is complete.   
You’ll send the form to us, and we will reconcile it with our files.  Every Administrator will ultimately need to submit this document for each and every award.  
Feel free to use this form as an ongoing checklist to keep tract of units.

mailto:Impact.fund.mhfa@state.mn.us


Prevailing Wage

Katie Seipel-Anderson | Homeownership Programs Manager

Presentation Notes
Now I will turn it over to Katie who will go over Prevailing Wage requirements with you. 

Thank you Tiffany.  Hello everyone, my name is Katie Seipel-Anderson, and I’m a Programs Manager with the Impact Fund Team.  As Tiffany mentioned, in this next section we will cover some key aspects of Prevailing Wage requirements.



Prevailing Wage Overview & Applicability

• The Department of Labor and Industry is the enforcing agency and will make 
all determinations about the applicability of Prevailing Wage.

• Applicable Prevailing Wage statute: 116J.871

• Prevailing Wage Information Department of Labor Prevailing Wage website

• Prevailing Wage only applies to certain new construction projects receiving 
Agency funds that meet the minimum financial assistance thresholds, and 
where no exemption applies:

• Grant: $200,000 or more

• Loan: $500,000 or more

Presentation Notes
The Department of Labor and Industry is the enforcing agency for prevailing wage requirements.  They are responsible for determining whether prevailing wage applies to a particular project.  

In this slide, we have provided links to the prevailing wage statute and the Department of Labor’s prevailing wage website.  This website provides more detailed information and guidance on how to comply with these requirements.  We encourage you explore these resources as you move forward with your projects.

Prevailing wage applies only to certain new construction projects that meet the minimum financial assistance thresholds, which are listed on this slide. 

It is also important to note that there are some exemptions which may apply to your project, which we will cover next.

https://www.revisor.mn.gov/statutes/cite/116J.871
https://www.dli.mn.gov/business/employment-practices/prevailing-wage-information


Prevailing Wage Exemptions

Certain projects are exempt from Prevailing Wage:
• New construction projects that meet prevailing wage exemptions

• Building 10 or fewer fully detached single-family homes, or

• Projects for which financial assistance to a single project site is less than 
$100,000

Prevailing Wage does not apply to these projects:
• Acquisition, rehabilitation and resale projects

• Owner-occupied rehabilitation projects

• New construction projects with financial assistance below the minimum 
thresholds

Presentation Notes
Exemptions for New Construction projects include:
Projects that are building 10 or fewer fully detached single family homes; or
Projects where the financial assistance to a single project site is less than $100,000. 

Also, prevailing wage does not apply to:
Acquisition, rehabilitation, resale projects, 
Owner-Occupied rehabilitation projects;
Or new construction projects with financial assistance below the minimum thresholds which were listed on the previous slide



Prevailing Wage Requirements

For projects subject to prevailing wage:

• Submit certification to the Department of Labor and Industry and to 
Minnesota Housing

• Submit payroll records to Minnesota Housing

• Details and requirements will be included in your contract

• We will discuss applicability during your onboarding meeting

• All questions regarding state prevailing wages and compliance requirements 
should be directed to the Department of Labor and Industry at 
dli.prevwage@state.mn.us 

Presentation Notes
If Prevailing Wage applies to your project, there will be some additional reporting requirements. 

You will need to submit certification to the Department of Labor and Industry and to Minnesota Housing.  We will send you the certification form, which includes submission instructions.  

Once construction begins, you will also need to submit payroll records to Minnesota Housing every two weeks.  A copy of the certification and any payroll records should be submitted to Minnesota Housing through LeapFile, which is our secure file exchange system.

Minnesota Housing may withhold disbursements if payroll forms are not submitted.

If your project is exempt from Prevailing Wage, you will not have to submit the certification or payroll records. 

Please reach out directly to the Department of Labor and Industry with questions related to prevailing wage.

mailto:dli.prevwage@state.mn.us


Monitoring and Compliance

Presentation Notes
Next we will go over monitoring and compliance



Audits & Monitoring

Who conducts the review?

Audit Monitoring

Minnesota Housing’s Quality Control team Minnesota Housing’s Monitoring & 
Compliance team

What is reviewed?

Audit Monitoring
An individual Impact Fund Deferred 

Loan file An Impact Fund grant award

Monitoring engagements are required per Office of Grants Management Policy 08-10: 
Grant Monitoring. Whether an award is monitored and how often depends on the 
total grant award per contract.

Presentation Notes
Monitoring engagements are required by the Office of Grants Management Policy 08-10: Grant Monitoring. Whether an award is monitored and how often depends on the total grant award amount per contract.

Lets talk about the difference between an audit and monitoring event.

An audit is conducted by the Quality Control team and a Monitoring event is conducted by the Monitoring and Compliance team. The type of funding you receive determines whether your award is reviewed by the Quality Control team or the Monitoring team.

The Quality Control team looks at deferred loans assigned to Minnesota Housing. During an audit, they review individual deferred loan files.

The Monitoring team looks at grant awards and they conduct a broader review to ensure overall compliance with the award contract. This includes financial reconciliation to verify eligible costs. 

Grants structured as deferred loans could be reviewed by both Monitoring and Quality Control teams.

https://mn.gov/admin/assets/grants_policy_08-10_tcm36-207117.pdf
https://mn.gov/admin/assets/grants_policy_08-10_tcm36-207117.pdf


Audits & Monitoring

What are we looking for?
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Audit Monitoring
Complete loan file to ensure

program compliance of a specific 
transaction

Required program documentation to ensure 
overall compliance and identify gaps

Where does the review take place?

Audit Monitoring

Remotely

Remotely or on-site

Minnesota Housing may request 
documentation be submitted 

electronically

Presentation Notes
When completing an audit, the Quality Control team will look at a complete loan file to ensure compliance for that specific transaction and the audit will take place remotely.

Monitoring will review the required program documentation to ensure overall compliance and identify gaps. The monitoring event can take place either remotely or on-site.



Audits & Monitoring

 How are loan files and awards selected?
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Audit Monitoring

Periodic random sampling Based on total dollar amount of contract and 
risk assessment

Presentation Notes
How are loan files and awards selected?

Audits files are selected through periodic random sampling.

Monitoring is based on the total dollar amount of the contract and risk assessment.



Required Documents List

• Located in the back of the 
Impact Fund Procedural 
Manual 

• Minimum list of items to  be 
reviewed when monitoring 
and/or audited

• Documents can be paper or 
electronic but need to be 
easily-accessible

Presentation Notes
In Appendix C of the Manual, you will find the minimum required documents list. It is important to review this list when you are collecting the documentation for your files.  

If you are working with contractors and subcontractors, it is your responsibility as the administrator of the award to make sure all the documentation is in your files. They can be paper or electronic and should be easily accessible. 

In the upcoming months, we will provide a separate checklist outlining the minimum required program documents that administrators will be monitored to.



Questions on Monitoring

Questions about award monitoring? Contact the Compliance team at 
MNHousing.SFCompliance@state.mn.us.

Questions about loan-level audits? Contact the Quality Control team at 
MNHousing.QC@state.mn.us

General questions about monitoring? Contact the Impact Fund team at 
Impact.Fund.MHFA@state.mn.us 
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Presentation Notes
Questions about award monitoring should be directed to the Monitoring and Compliance team. Questions about loan level audits should be directed to the Quality Control team.  And of course, you can always contact the Impact Fund team with any questions!

mailto:MNHousing.SFCompliance@state.mn.us
mailto:MNHousing.QC@state.mn.us
mailto:Impact.Fund.MHFA@state.mn.us


Your Role as Administrator

Leighann McKenzie | Program Manager                 

Presentation Notes
I will turn it back over Leighann to wrap things up with some key notes about your role as an administrator.



Administrator Responsibilities

1. Comply with the terms laid out in your contract

2. Adhere to the requirements in the procedural manual

3. Complete the number and type of projects in your award

4. Request any waivers before the project or loan closes

5. Keep copies of all invoices, receipts and agreements

6. Request disbursements and complete reports in a timely fashion

7. Request extensions as needed before contract expiration

Presentation Notes
We want to highlight a few responsibilities to keep in mind as you are administering your award.
1&2: Noncompliance with the manual or contract could mean a project or homeowner or homebuyer is ineligible and won't be funded. 
3:  It is important to make sure that you are tracking the funds you have remaining for your award and the number of units completed to ensure you are meeting the targets outlined in your contract.

4: Waivers As mentioned earlier, please be sure to contact us if you are working with a homeowner or property that meets your program criteria but doesn’t necessarily fit within Impact Fund guidelines. We may be able to provide a waiver and are always happy to have those conversations with you. Waivers or changes can be provided for things like the housing ratio, some visitability standards, or the target area, but it’s important to reach out to us in writing and receive the waiver approval before the project or loan closes. Some changes may require amendments to your contracts. If you receive a waiver or change, it needs to be documented in your project file and available for review if that documentation is requested. 

5: Receipts If you are working with partners, you must also have copies of their documents in your files, or their documents should be readily available if requested.
6: Disbursements requests should be completed in a timely fashion. Household Demographic forms need to be reported promptly after project completion or closings. 
7: Extension requests should be submitted prior to the contract expiration date.



A Few More Responsibilities

• Pay careful attention to eligible expenses and uses of funds

• Note that an appraisal is required to establish value gap 

• Establish buyer eligibility using our income calculation form, which may differ 
from the calculation used to determine the first mortgage amount

• Maintain accurate and complete files, including all required documents as laid 
out in the new minimum required program documents checklist

• Come to the Impact Fund team with your questions as they arise

   Impact.Fund.MHFA@state.mn.us 

Presentation Notes
We have a few more responsibilities to highlight.
- Pay careful attention to eligible expenses and uses of funds
-Please note that an appraisal is required to establish the value gap grant amount
- You must establish buyer eligibility using our income calculation form. Our income calculation requirements may differ from the calculation used to determine the first mortgage amount
- Maintain accurate and complete files, including all required documents as laid out in the new minimum required program documents checklist.
- And lastly, we would ask that as questions arise, please email the Impact Fund email address rather than individual staff. That way, if a team member is out, others can respond. Please also be sure to always include your award number when you email us.

mailto:Impact.Fund.mhfa@state.mn.us


Questions?

Email: impact.fund.mhfa@state.mn.us

www.mnhousing.gov

Presentation Notes
Alright, now we will open it up to questions. To ask a question please raise your hand or type it in the chat and we will answer questions in the order they are received.



Thank You!

Impact Fund Team
impact.fund.mhfa@state.mn.us

Presentation Notes
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