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PHA Instructions
Converting Units from Multiple AMPs into One RAD Financing Transaction 

When combining two or more AMPs into one RAD project, PHAs must submit an application for each AMP.  One AMP is considered the “core” AMP.  All the financial information must be included in the application for the core AMP and that application must cover all AMPs in the RAD transaction.  Any other AMPs in the transaction are referred to as “supplemental” AMPs, and applications must be submitted for each supplemental AMP in order to remove that AMP from the ACC.  It is crucial that PHAs provide explanations cross-referencing the core and supplemental applications as appropriate in each separate application in the transaction.   

Step 1
· Open up applications for all AMPs in this RAD transaction 
· [image: ]Read the instructions tab 

Step 2
Complete separate applications for each supplemental AMP, per the instructions below:  

Complete Section 1 of the supplemental AMP
   
Complete Section 2 
· [image: ]In the application for the supplemental AMP, enter the units that will be converted under RAD in Line 47 (Units Converting).  If there is more than one supplemental AMP, the application for each supplemental AMP will only reflect the units converting under RAD from that particular AMP in Line 47.  In the example below, the supplemental AMP has 90 units.  

   Complete Section 3
· In Line 72 include the following explanation: “The units are being converted and are from supplemental AMP [name, PIC Dev #: XX#########].  {Provide a detailed breakdown of the number of units per bedroom type}.  The units will be combined with the core AMP [name, PIC Dev #: XX#########] in a single financing transaction.”
· [image: ]Cross-reference any additional supplemental AMPs in your explanation of this RAD transaction in Line 72.  Line 72 should also include a detailed breakdown of the number of units per bedroom type for the additional supplemental AMP.
  
[image: ]Section 4
· Leave blank 
  Complete Section 5
· [image: ]The AMP’s three year historical average vacancy and bad debt rates will auto-populate  The RAD program minimums for vacancy rate (3%) and bad debt rate (2%) will also auto-populate, though the PHA can change the fields because they are highlighted grey (see instructions tab).  If the red flag “explain reduction from historical” shows on Line 106 and/or Line 109, such as the example below, provide a detailed explanation as to why the proposed vacancy and / or bad debt rate is lower than the historical rate in Line 107 and / or 110.  It is also helpful if the PHA explains high vacancy and bad debt rates, even if the PHA enters a higher proposed rate.

Sections 6-15
· Leave these sections blank

Section 16
· Submit a separate Board Approval Form for each AMP (supplemental and core)
· The PHA may submit separate resident comments for each supplemental AMP as well as the core AMP; the PHA should clearly identify the date of the resident meetings on each set of resident comments.
· The PHA also has the option to submit one set of resident comments that incorporates every AMP in the RAD transaction (core AMP and supplemental AMP).  Please note: if the PHA elects to submit resident comments that incorporate the core and supplemental AMPs, that document must clearly list each AMP.  The PHA may submit one set of comments per resident meeting, or combine the comments from both meetings as long as the PHA clearly identifies the document represents comments from both resident meetings and provides the dates and lists the AMPs.
· See Step 4 for example


Step 3
Complete the application for the core AMP.  The application for the core AMP will reflect the entire financing transaction, and will cover every AMP in the RAD transaction.

Complete Section 1 of the core AMP

Complete Section 2
· [image: ]In Line 47 (Units Converting), enter the units that will be converting from the core AMP

· In Line 49 (Other Affordable) enter the units from the supplemental AMP that will be converted under RAD  
· In the example below, the units are various bedroom sizes from one AMP.  However, PHAs have the option to add another supplemental AMP, and those units would also be added to the Other Affordable line (Line 49).  In this instance, it is very important that the PHA utilize Line 72 in the applications for the supplemental AMPs to provide a detailed breakdown of the number of units per bedroom type for each AMP (see Step 2, Section 3 of the supplemental AMP application).
[image: ]

Complete Section 3
· Provide a detailed explanation of the RAD transaction, including a breakdown of the core and supplemental AMP(s) in Line 72

Complete Sections 4 and 5
· For these sections, fill out information for the entire RAD transaction 
· This includes all units from the core AMP and the supplemental AMP included in the conversion, as well as any other units in the transaction

· 

Go to Section 6 of the core AMP
· Enter the Gross Potential Rents for the units that will be converted from the  supplemental AMP 
· To find the Gross Potential Rents, go to the application for the supplemental  AMP – Section 9, Cell R187  
· The Gross Potential Rents can be found under Apartment Gross Potential Rent, RAD Units (Cell R187) 
· [image: ]PHAs with more than one supplemental AMP in their RAD transaction will need to add together the Gross Potential Rent amount in Cell R187 for each supplemental AMP and enter the total in Line S117
· Enter the RAD program minimums for Vacancy Loss (3%) and Bad Debt Loss (2%) for the units that will be converted from the supplemental AMP
· The PHA may choose to enter vacancy or bad debt rates other than the program minimums, however, the PHA will need to provide a detailed explanation in Line 122
· If the red flag indicating vacancy loss or bad debt is low appears in Line 117, provide a detailed explanation in Line 122 along with the information outlined below
· In Line 122 include the following explanation: “The Other affordable apartments are also RAD units connected with the conversion of the supplemental AMP [name, PIC Dev #: XX#########], which has been submitted as a separate application and is attached.  The units in the core AMP [name, PIC Dev #: XX#########] and the supplemental AMP [name] will be combined in a single financing transaction and will be included under a single HAP contract”
· Provide an explanation of the conversion
· Cross-reference any additional supplemental AMPs in your explanation of the conversion in Line 122
[image: ]
Sections 7, 8, 9, 10, 11, 12, 13, and 15
· For these sections, fill out information for the entire RAD transaction 
· This includes all units from the core AMP and the supplemental AMP included in the conversion, as well as any other units in the transaction
· Section 14 is not applicable

Section 16
· Submit a separate Board Approval Form for each AMP (supplemental and core)
· Submit any applicable attachments (e.g. Financing Letter of Interest) 
· Submit resident comments (see Step 2, Section 16 for details)

Step 4
Submit all applications for this RAD transaction –the application for the core AMP and any supplemental applications– to RADapplications@hud.gov at the same time
· [image: ]Include Core and Supp (for supplemental) in the file names for the appropriate electronic applications and Board Approval Forms
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Below, show the mix of units that you have proposed to 

convert, as well as other dwelling units at the project
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Section 3: De Minimis Reduction



     Units have already received Section 18 Demolition-Disposition approval from HUD

     Partial conversion

Units Proposed to 

be Reduced

The table below compares the current total public housing units, the number proposed for conversion, the 

number proposed to be reduced, and the applicable de minimis threshold.  Indicate the number of reductions 

by category in the rows that follow, along with an explanation in the accompanying text box.

90 



     Facilitating social service delivery

0



Units above the de 

minimis threshold

0

     Total

Skip to section 4

     Reconfiguring efficiency apartments

Current Public 

Housing Units

?

The units are being converted and are from supplemental AMP [name, PIC Dev #: XX#########].  There are 24 one-bedroom 

units, 10 two-bedroom units, 38 three-bedroom units, and 18 four-bedroom units.  The units will be combined with the core 

AMP [name, PIC Dev #: XX#########] in a single financing transaction.

Total Units 

Proposed for 

Conversion

0 5



     Units vacant for more than 24 months

90



de minimis 

threshold
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Section 4: Existing Indebtedness, Capital Needs, and Replacement Reserves

Enter below information on the project's existing indebtedness, if applicable: 

Capital Needs:

   Year 1 (Immediate)

Years 2-5 (Short-term)

Years 6-20 (Long-term)

  



Your Proposal

$0

Formula Amount

   Annual Deposit to Repl. Reserve (ADRR)



Per Unit

?

? Replacement Reserve Funding

$0

   Initial Deposit to Repl. Reserve (IDRR)

$0 $0

Please explain how you have arrived at these estimates.



$0

$0 $0

$0



Per Unit

Other



$0

? Per Unit



Per Unit

What are your capital needs?

Per Unit

Per Unit



$0

Per Unit

$0

$0

Per Unit

?



Capital Fund Financing Program (CFFP)

$0

$0

$0

Per Unit

Total

Other

$0

Enter the most recent estimate of capital needs for the project, broken down by Immediate, Short-term, and 

Long-term needs. If these break-downs are not available, provide reasonable estimates. 

?

Other



Enter the Initial Deposit and Annual Deposit to replacement reserves below.

Energy Performance Contract (EPC) $0
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Section 5: Vacancy Loss and Bad Debt Loss, for Assisted Units

Enter vacancy and bad debt data for the proposed conversion.

Vacancy Rate (%)

Explain reduction from historical

Bad Debt Rate (%)

Explan reduction from historical

?

Provide detailed explanation here

?

3 Yr Historical Avg Proposed

Provide detailed explanation here

2.00%

7.03% 3.00%

31.94%
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Other Affordable

0 0 407



6-BR



Units Converting 24

Market Rate

0 43 230 110

5-BR



24



3-BR 4-BR



Total



0



0



110

1-BR 2-BR

230 43

Proposed Post-RAD-Conversion Unit Distribution. 

Below, show the mix of units that you have proposed to 

convert, as well as other dwelling units at the project



Total Units 0-BR

407


image7.png
Proposed Post-RAD-Conversion Unit Distribution. Below, show the mix of units that you have proposed to
convert, as well as other dwelling units at the project

0-BR 1-BR 2-BR 3-BR 4-BR 5-BR 6-BR__ |Total Units
Units Converting 43 230 110 24 407
Market Rate 0
Other Affordable 24 10 38 18 920
Total 0 67 240 148 42 0 0 497
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Section 9: Net Operating Income

Apartment Gross Potential Rent:

RAD Units Units per unit annual

Market Rate Units Units per unit annual

Other Affordable Units Units per unit annual

Office / Retail GPR

Vacancy and Bad Debt Loss weighted average

Other Income

5.0%

$0

($37,609)

$0

0

90

Presented below is a summary calculation of the proposed project's Net Operating Income. Before 

proceeding, review and make any necessary changes in the applicable section of the application.

$752,184 $8,358

$0

$0

0 $0

$0
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Section 6: Other Rent Potential, Vacancy Loss and Bad Debt Loss

Type of Add'l Gross Potential Rent

Market rate apartments



Other affordable apartments

VL/BD Low

Office space



Retail space



Provide an explanation of other rent potential, vacancy loss and bad debt loss

The Other affordable apartments are also RAD units connected with the conversion of the supplemental AMP [name, PIC Dev 

#: XX#########], which has been submitted as a separate application and is attached.  The units in the core AMP [name, PIC 

Dev #: XX#########] and the supplemental AMP [name] will be combined in a single financing transaction and will be 

included under a single HAP contract.  The Other affordable apartments are from the supplemental AMP [name], {provide an 

explanation of vacancy loss and bad debt loss}

1.00% $752,184



Vacancy Loss % Bad Debt Loss %



In addition to units that will be included under the HAP contract, enter other rent potential, vacancy loss, and 

bad debt loss for the proposed conversion.

3.00%



Annual GPR
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1 In order to obtain this Excel workbook, go to the RAD website (www.hud.gov/rad), and click on 'Obtain Excel 

Application for PHAs'.  Enter the project's PIC Development Number.  The web site will auto-populate certain 

cells with information on the project from HUD systems.  You can then download this Excel workbook and save 

it on your computer.

2 Fill in all items that appear in grey highlight.

3 Bright blue squares containing a white question mark offer additional guidance.               Place the mouse cursor 

over the square to read this guidance.

HOW THIS EXCEL WORKBOOK WORKS

?


