
Ownership/Management Transfer Checklist
HDC Asset Management

Current owners must provide HDC with the following information upon notification to HDC of the transfer or sale of the property: 
Potential owners and managing agents must also complete the required disclosure documentation:  https://www.nychdc.com/develop
Section 1: Transfer Description
Current Owner:
Name of Current Owner Entity: _______________________________________________________________________________________________________
Project Number: ________________________________________________________________________________________________________________________
Full Name of Primary Contact: _________________________________________________________________________________________________________
Primary Phone Number: _____________________________________ Secondary Phone Number: __________________________________________
Email Address: __________________________________________________________________________________________________________________________

Current Managing Agent:
Name of Current Managing Agent Entity:  ____________________________________________________________________________________________
Project Number: ________________________________________________________________________________________________________________________
Full Name of Primary Contact: _________________________________________________________________________________________________________
Primary Phone Number: _____________________________________ Secondary Phone Number: __________________________________________
Email Address: __________________________________________________________________________________________________________________________

												Y / N
1. Please enter the current date below.
Current Date: ____________________________________
2. Has the current owner sent in an official letter describing transaction and requesting an approval?	|_| |_|
3. Is ownership being transferred? If yes, complete this section and then proceed to section 2.		|_| |_|
4. Is management being transferred? If yes, complete this section and then proceed to section 3.		|_| |_|
5. Is this a payoff request? If yes, please fill in target date below, complete this section, and proceed  to
section 4. Payoff date must be at least 30 days from request date.        				|_| |_|
Target date for payoff: ____________________________________
6. Is the entity requesting an assignment of HDC mortgage? If yes, proceed to section 5.		|_| |_|
7. Has new ownership submitted an updated managing agreement and management plan? If no, please
be sure to submit these forms to HDC’s compliance department for review				|_| |_|
Section 2: Owner Transfer (Purchaser Information required)
												Y / N
1. Has proposed buyer done business with HDC prior to this deal?					|_| |_|
a. If the entity has done business with HDC:
i. Has the buyer submitted a disclosure form within the past 3 months?		|_| |_|
1. If disclosure has been submitted within 3 months, has the
buyer supplied HDC with the following documents:
a. Affidavit of no change					|_| |_|
b. Copy of entity disclosure form				|_| |_|
c. Copy of individual disclosure forms				|_| |_|
d. A list of current properties held with HDC			|_| |_|
2. If disclosure has NOT been submitted within 3 months, has the
buyer supplied HDC with the following documents:		
a. An original of the entity disclosure form			|_| |_|
b. An original of the individual disclosure forms			|_| |_|
c. A list of current properties held with HDC			|_| |_|
b. If entity has NOT done business with HDC:
i. Has the buyer supplied HDC with the following documents:		
1. An original of the entity disclosure form				|_| |_|
2. An original of the individual disclosure forms				|_| |_|
3. A list of all current properties under their ownership			|_| |_|

2. Does the proposed buyer self-manage? 							|_| |_|	
Prospective Owner:
Name of Prospective Owner: __________________________________________________________________________________________________________
Project Number of HDC financed projects, if applicable: ____________________________________________________________________________
Full Name of Primary Contact: _________________________________________________________________________________________________________
Primary Phone Number: _____________________________________ Secondary Phone Number: __________________________________________
Email Address: __________________________________________________________________________________________________________________________

Section 3: Management Transfer (Managing agent information required)
Any unapproved change to the Managing Agent or Sub-Agent of a Project is a violation of the Regulatory Agreement and will immediately disqualify the unapproved Managing Agent or Sub-Agent from having further involvement with the Project.  HDC will address violations of this nature by providing a written demand to the Owner to replace the unapproved Managing Agent or Sub-Agent and end all services within 30 days of the Owner’s receipt of HDC’s demand. The Owner will also be required to promptly arrange for new management of the Project and obtain the required approvals of HDC.  Failure to obtain prior written approval from HDC  for changes in management will negatively impact the Owner’s rating with HDC and will be taken into consideration when determining their ability to take on future projects with HDC.       	
												Y / N
1. Has the proposed agent done business with HDC in the past?					|_| |_|
a. If yes, has the proposed agent submitted a list of current properties held with HDC?		|_| |_|
b. If no, has the proposed agent submitted a list of all current properties under management?	|_| |_|
c. Does the proposed Agent have LIHTC or Section 8 experience?                                                             |_| |_|
If yes, please submit details with current list of properties.							
2. Has proposed agent supplied HDC with the following documents:
a. An original of the entity disclosure form	                                                                                           |_| |_|
b. An original of the individual disclosure forms	                                                                                           |_| |_|

Prospective Managing Agent:
Name of Prospective Manager:  _______________________________________________________________________________________________________
Project Number of HDC financed projects, if applicable: ____________________________________________________________________________
Full Name of Primary Contact: _________________________________________________________________________________________________________
Primary Phone Number: _____________________________________ Secondary Phone Number: __________________________________________
Email Address: __________________________________________________________________________________________________________________________
Section 4: Payoff Request
												Y / N
1. Is the payoff restricted by a lockout date? If yes, please fill out lockout date below.			|_| |_|
Lockout Date: ____________________________________
2. Please fill out the requested payoff date below.
Requested Payoff Date:  ____________________________________
Section 5: Assignment
New Lender Information:
Name of New Lender:  _                       ___________________________________________________________________________________________________
Address: _____________               __________________________________ _________________________________________________________________________
Full Name of Primary Contact: _________________________________________________________________________________________________________
Primary Phone Number: _____________________________________ Secondary Phone Number: __________________________________________
Email Address: __________________________________________________________________________________________________________________________

Section 5: Additional Comments
 ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

