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Rental Application 
Instructions

General Information
A copy of the workbook, labeled Rental Feasibility Workbook can be found on the FHLB Des 
Moines website. Instructions on how to complete the Workbook is included on the pages to 
follow. Instructions are also included within the workbook to assist a user.

The Rental Feasibility Workbook includes six separate worksheets (Building Information, 
Cost Breakdown, Sources and Uses of Funds, Rental Project Worksheet, Residential Pro 
Forma, Commercial Pro Forma and Rental Project Checklist). You may access each of the 
worksheets by selecting the tabs at the bottom of the screen. All worksheets must be 
completed prior to submitting it to the FHLB Des Moines. Users are allowed to enter 
information in the shaded cells only. There are a number of calculations and automatically 
entered cells located throughout the workbook. These cells will be locked and not editable 
by users.

Costs that are not typical for the project’s type, size and/or location or that exceed 
feasibility guidelines may not be eligible for AHP funding. Costs, including any exceptions to 
feasibility guidelines, should be explained on the Rental Project Checklist worksheet. In 
order to justify costs that exceed the Bank’s guidelines, users must provide reasonable 
explanations to justify the unique characteristics of the project. FHLB Des Moines staff may 
request additional information, as needed, in order to justify the level of project costs.

Contact Community Investment at 515.412.2400 if you have questions or need additional 
assistance with the Workbook.
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Building Information Worksheet
This worksheet includes details of the square footage space of the building(s). Space will be 
allocated based on the number and size of units by bedroom size.

In addition, users must enter the square footage of various non-housing spaces located in 
the building. These areas may not be eligible for AHP funding and will require additional 
review by FHLB staff in order to review proposed costs.
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If included in the building, provide a description of the non-housing space and the unique 
characteristics of the property in the box provided.
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Cost Breakdown Worksheet
Users must enter cost information by category as shown on this worksheet. If the project 
includes non-housing cost, they should be separately itemized by category. The costs 
displayed must be consistent with the Scope of Work. Non-housing costs must be separately 
itemized from the housing costs of the project, which may be accomplished in one of two 
ways. First, users may assign direct costs for non-housing spaces (if easily identifiable in 
contractor estimates or billings). Second, users may allocate a proportion of the total 
estimated cost per category based on the percentage of housing/non-housing gross square 
footage. AHP funds may only be used for the direct housing costs of the property.
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Users must also collect a signed version of the Cost Breakdown from the Contractor and 
Owner to submit as separate documentation at application, disbursement and initial 
monitoring.
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Sources and Uses of Funds Worksheet
This worksheet will identify project hard costs, soft costs and the project’s funding sources. 
This worksheet will be used to determine the project’s need for AHP funds. The Total 
Sources must equal the Total Uses. Warning messages will alert the user if Sources and 
Uses of Funds are not equal. Various other warning messages will alert the user to 
inconsistent or incomplete information. Follow these warnings to correct issues before 
submitting the workbook.

Users must enter information in all columns for a respective Source of Funds (type code, 
term in years, amortization period in years, interest rate, annual debt service, fees, position 
in title and whether the funds are currently committed). Any payments made on the AHP 
funds must be returned to the FHLB Des Moines. Type Codes are found on the right side of 
the Sources table (range from A to Q). Users must select from the codes provided in a 
dropdown menu. A warning will show if the code does not match one provided. Only 
permanent sources of financing may be shown in this table. See interim financing below for 
temporary financing during construction.
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The information from the Cost Breakdown will be used to compare the Uses of Funds to 
ensure consistent cost information is presented on both worksheets. Housing and non- 
housing cost information must be consistent on the Cost Breakdown and Uses of Funds 
worksheets in order to remove warnings messages.

The Sources of Funds must equal the Uses of Funds. Enter all of the costs to develop the 
housing units in their corresponding category. Rounding errors will result in no if cents are 
included in the uses cost.

Users with LIHTC funding must complete a couple of fields to show the allocation amount 
and sales price to the purchaser.

Interim Financing represents construction or bridge loans that will be used to finance the 
construction or rehabilitation of the project. Interim Financing must not be included in the 
Sources of Funding table. Only permanent sources of funds should be included in Sources of
Funding. FHLB staff will review the information to ensure that costs are reasonable.

When completing a project, you will want to record any significant changes that occur. If a 
cost category changes more than 5% of the Total Development Cost, you will want to 
record the reason for the change to justify at your next project review.
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Rental Project Worksheet
Enter the HUD (or NAHASDA, if applicable) income guidelines for the current year in the 
spaces provided.

Enter the number of units for each income category and size by bedroom in the green 
spaces provided. Then enter the tenant’s monthly rent share and average subsidy per unit. 
Units above 80% AMI must also include the bedroom size of the units. The worksheet will 
calculate whether the proposed rent passes the 30% test by income. There should be no 
FAIL noted in the 30% Rent Test column. Monthly and Annual revenue figures will be 
calculated at the bottom of the table and will be used to populate the revenue on the 
Residential Pro Forma worksheet.
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Residential Pro Forma Worksheet
Enter the vacancy rates and escalation factors for the project. The warning messages will
disappear when issues are corrected. The escalation factors are rates of inflation that will be 
used to project the growth in revenue and expense for years 2 through 15.

If the property has existing debt, enter the appropriate information in the space provided. 
This information should match the Debt Service shown at the bottom of the pro forma.

Users will only need to enter Other Income and Reserve Draws. Gross Rent and Rental 
Assistance will be calculated based on information entered on the Rental Project Worksheet.

Users will then enter information for each expense category that corresponds with their 
project in the first year only. The expenses should be for the first year of operation following 
project completion, which may occur in the future. Pay particular attention to these figures, 
as future changes will require additional review by FHLB staff.
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Enter the appropriate debt service information in the respective column and rows. If debt 
service will change over time, use the Debt Service Payable from Cash Flow. This row allows 
values in years 2 through 15 be edited to account for such situations. You will also want to 
show Replacement and Operating Reserve activity in the spaces provided. Operating 
Reserves must be justified on the Rental Project Worksheet. It will be in the Bank’s 
determination whether to allow Operating Reserve Deposits.
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Commercial Pro Forma Worksheet
If the property includes leasable non-housing space (for retail, office, warehouse, etc.), the 
user must indicate Yes on the top of this worksheet.

If the space will be leased and revenue received accordingly, the user must complete the 
commercial pro forma to display that the revenue supports the level of projected operating 
expense and debt service. The residential housing units may not be used to support the 
operations of the leasable commercial space.
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Feasibility Checklist Worksheet
This Step has a series of questions that will be used to determine the eligibility of the 
Sponsor and other entities involved in the project. If the Sponsor answers “Yes” to any of 
the questions, additional text boxes will appear and require the user to input an 
explanation. The text boxes will expand to allow the Sponsor to input an unlimited amount 
of text. Your explanations should be complete but concise.

Enter information in the shaded cells of this worksheet as applicable. The information 
entered on earlier worksheets and on this worksheet will be used to calculate feasibility 
guidelines and whether the project falls within them. Explanation must be provided for any 
items that do not meet Bank guideline. Without justification, the project will be considered 
infeasible and will not be eligible for AHP funding. For all other items, it is useful to describe 
why the project costs are reasonable and how estimates were compiled. This may avoid 
additional questions from FHLB staff as they review the project feasibility.
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Warning alerts will appear in bright yellow shading in order to alert you that the project 
does not meet guideline. Additional warning messages will alert users to inconsistent or 
necessary information that is required to complete the worksheet.
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