
Community Investment Tax 
Credit (CITC) Program

APPLICATION AND PROJECT NARRATIVE WORKSHOP

JULY 25, 2023

Presenter Notes
Presentation Notes
Financial institutions may obtain a credit against the sum total of taxes imposed by the Franchise and Excise Tax Laws when qualified loans, qualified investments, grants, or contributions are extended to eligible housing entities for engaging in eligible low-income housing activities. The amount of the credit may be applied one time and will be based on the total amount of the loan, investment, grant, or contribution; or the credit may be applied annually for qualified loans and qualified low rate loans and will be based on the unpaid principal balance of the loan. 

Qualified loan – defined as a loan at least 2 % below the prime rate
Qualified low rate loan – defined as a loan at least 4 % below the prime rate
Qualified Long Term Investment – an investment extending for a period of more than 5 years
Grant or Contribution – funds extended to the applicant/eligible housing entity that do not have to be paid back.


The amount of the credit will be as follows:
Five percent (5%) of a qualified loan or qualified long term-term investment; OR three percent (3%) annually of the unpaid principal balance of a qualified loan as of December 31 of each year for the life of the loan, OR fifteen (15) years, whichever is earlier.
Ten percent (10%) of a qualified low rate loan, grant, or contribution; OR five percent (5%) annually of the unpaid principal balance of a qualified low rate loan as of December 31 of each year for the life of the loan, OR fifteen (15) years, whichever is earlier.

The program is administered in collaboration with The Tennessee Department of Revenue. THDA certifies  the housing entity and activity as eligible to receive the tax credits. TDoR  awards the tax credits to the financial institutions.   After certifying the eligibility of the entity and activity, THDA sends the application to the Dept. of Revenue  and sends a Notification letter to the applicant and the bank.     TDoR then reviews and sends tax credit approval letter to the bank.

During this webinar, we will provide  an over view of the process flow from submission of the application through submission of the completion report,  then go over the CITC application and the Project Narrative forms that are submitted with the application packet.
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Presenter Notes
Presentation Notes
General overview of what happens after the application is submitted
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CITC Application

Forms available on the CITC page of the THDA 
website at https://thda.org/government-
nonprofit-partners/community-investment-tax-
credit

Applications must be submitted to 
citc@thda.org

One application per loan

Accepted on a rolling basis

Must be signed by the bank and the applicant

Every application is assigned an application 
number and control number.

Presenter Notes
Presentation Notes
Forms are located on THDA’s website. Please utilize the forms on the website as they are the updated forms.
All forms should be submitted to the mailbox designated for CITC – citc@thda.org.
The THDA Application and Dept. of Revenue Control numbers are important as these are necessary to enter on the progress and completion reports – which are due by January 31 of each year. 
4.   Progress & Completion Report Notices are sent in December of each year.   Reminders will be sent periodically to applicants that have not submitted a report. 
5.   If there are questions about an application, the application and control #s help to identify the application.


https://thda.org/government-nonprofit-partners/community-investment-tax-credit
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CITC Application – Part I

Presenter Notes
Presentation Notes
Name, address and contact person of the financial institution. Ensure email address is entered as bank will be included on correspondence
Tax Year and Type of credit must be entered
Select Investment Type
*NOTE – we do not determine the type of investment. Decision is between the applicant and bank
Financial Institution must print the name and title of bank official and sign & date the application
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CITC Application – Part II

Presenter Notes
Presentation Notes
Select type of Housing Organization
Enter all contact information
*NOTE: The contact person listed will be the same person notifications are sent to for progress/completion reports and well as all correspondence.
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Eligible Activity

Presenter Notes
Presentation Notes
Select the activity and the amount of the loan allocated for each activity.  

Amount entered for each activity  should equal the total loan amount and should be the same as the amount entered on the Project Narrative Form for the amount of loan funds going toward each activity.
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Eligible Activity (cont.)

Presenter Notes
Presentation Notes
Activities that Build Capacity & Other Activities  – Provide loan amount going toward each activity.    
Provide explanation on the Project Narrative as to  what the capacity building or other activities will include.    
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Applicant Signature

Presenter Notes
Presentation Notes
Application must be signed and dated by the applicant.
Submit the following along with the application:
IRS determination letter.
Certificate of Existence – no more than 12 months old.
Project Narrative.
Additional documents needed are listed in the Project Narrative.
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THDA Signature (cont.)

Presenter Notes
Presentation Notes
Part 3 – THDA signature and eligible investment amount (may not be the same amount as the loan listed in part one. i.e. market units).  If there are market units in the project, the amount of the loan eligible for tax credit will depend upon the number of income eligible units included in the development.
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Reminders

Application must be signed and dated by the financial institution and the applicant.

The contact person listed is the person all correspondence will be sent to.

Loan allocations in Part 2 must match the total loan amount in Part 1.

Activities selected on the application must correspond with the activities described in the 
project narrative.

Under Part 1 be sure to indicate type of loan and type of credit requested.

One application per loan. 
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Project Narrative

The purpose of the project narrative form is to provide information regarding the nature of the 
project and the type of loan. 
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Project Narrative (cont.)

Presenter Notes
Presentation Notes
Entity name and Tax ID (if the project involves a development owner, the name of the CITC entity and not the development owner should be entered).
Proposed activity (activity should match activity indicated on the application).
Indicate the number of units to be created or preserved.    Note – if the activity is operational support, there may not be any units created or preserved with the loan funds.
Homeownership or rental activity – question must be answered even if the activity is operational support.      If the operational support activity is not directly producing HO or rental units, explain in space provided or attach additional sheet for explanation.
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Project Narrative (cont.)

4. Loan type: (Is this a permanent loan, construction loan or line of 
credit)?___________________________

5. Is this a loan participation? ________If yes, list the lead bank and the                  
participating banks._____________________________________

Presenter Notes
Presentation Notes
Indicate if perm loan, construction loan, LOC.
If loan participation – indicate lead bank and participating banks.
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Project Narrative (cont.)
6. If this is a refinance, please answer the questions below. If this is not a refinance, proceed to Question 7.

a. What is the interest rate and term of the current loan? _________________ 

b. What is interest rate and term of the new loan? ______________________ 

c. Have you financed this loan using CITC prior to this application? ______If yes, provide the following: 

1. Prior application date: _______________________ 

2. Bank name: _______________________________ 

3. Loan amount: ______________________________ 

4. Dept. of Revenue Control number:______________ 

5. THDA application number: ___________________ 

Presenter Notes
Presentation Notes
Enter the interest rate and the term of current and new loan.
If you have financed using CITC before, provide the information requested regarding the prior application. 
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Project Narrative (cont.)

d. Please answer yes or no if the refinance will provide one or more of the following: 
1. Lower Interest Rate_____________ 

2. Longer loan term _______________ 

3. Lower interest rate and longer term_____________ 

Presenter Notes
Presentation Notes
On refinances, looking for lower rate, longer term, or both.
Indicate if the refinanced loan will provide a lower rate, longer term, or both a lower rate and a longer term.
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Project Narrative (cont.)
e. Explain how the refinance and resulting lower rate and/or interest savings be used to assist in accomplishing one or

more of the CITC eligible activities? Please describe in detail under one or more of the categories below as appropriate. 
NOTE: If there is not enough space below, please attach a separate page. 

1. Create or preserve affordable housing 

__________________________________________________________ 

2. Help low income households obtain housing

__________________________________________________________ 

3. Build capacity of a non-profit providing housing

___________________________________________________________ 

4. Other activities as approved by the THDA Executive Director and Commissioner of the Department of Revenue 

___________________________________________________________ 

Presenter Notes
Presentation Notes
Explain in detail how the refinance along w lower rate & interest savings will achieve any items listed in 1 through 4.      This is not a “yes” or “no” answer.   
Example – If the refinance will help to create or preserve affordable housing – explain how the refinance will help the agency  to create or preserve housing.   In many cases, the refinance helps to increase  cash flow which  in turn helps with property maintenance  - or -  it could be that more cash flow will provide funds to help rehab or construct more units.    
Attach an additional sheet if more room is needed due to limited space.
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Project Narrative (cont.)
7. Property address or addresses of the activity including the county where the activity will take place: 

Address: ________________________________________________________ 

City: ___________________________________________________________ 

County: _________________________________________________________ 

*Note: If the address has not been identified, the Eligible Entity must notify THDA within 30 days of
identifying an address. For applicants utilizing a line of credit, the property must be identified prior to
application approval. 

8. If serving multiple counties, how many units in each county? Enter the County name and the number of units
in each county in the table below. 

County Name # of Units in Each County
Davidson 5
Shelby 5

Knox 5

Presenter Notes
Presentation Notes
Question # 7 - Enter property address – if there are multiple addresses, enter all addresses.
Question # 8 – Only applicable if the activity will be conducted in multiple counties.
In this example there will be 5 units in Davidson, 5 units in Shelby, and 5 units in Knox County.
Note – if the loan is a LOC, we will not be able to move forward with the application until property is identified.   
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Project Narrative (cont.)
9.  In the table below, enter the county name and the amount of the loan, grant, or 

contribution going  toward each activity in each county. Fill in the activity type in the space
provided. Please use an additional sheet if necessary.

Activity Activity Activity

County Name Acquisition Rehab New Construction

Davidson $100,000 $100,000

Shelby $100,000

Knox $100,000

Presenter Notes
Presentation Notes
Question # 9 - Enter the county name in the column of cells under County Name on the left.    Enter the type of activity on the top row. 
Enter the amount of the loan going toward each activity in each county in the body of the table. 
Example – Total  loan amount is $400,000.  Loan amount toward Acq in Davidson is $100,000.    Amount toward Rehab in Davidson is $100,000.
When the amounts for all of the cells are added up, should equal the total loan amount – in this case – total loan amount is $400,000.
The numbers in this table should match the numbers entered on the application for the amount of the loan going toward each activity.      The Application should say - $100,000 – Acquisition,     $200,0000 – Rehab,     $100,000 – New Construction.




19

Project Narrative (cont.)
10.  In the table below, enter the county name, each activity, and the number of households expected to benefit from

each activity.

◦ Activity Activity Activity

County Name Acquisition New Construction Rehab

Davidson 5

Shelby 5

Knox 5

Presenter Notes
Presentation Notes
Enter number of households that will benefit from each activity in each county
Number of HHs in Davidson getting rehab is 5
Number getting Rehab in Shelby is 5
Number getting New Construction in Knox is 5
In this example there are 15 units being created or preserved for the benefit of  15 households 
If the project is a group home or shared living where more than one household will occupy a single unit, please provide an explanation
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Project Narrative (cont.)
11. Income level of population served (all must be at or below 80 % of area median): _______________ 

12. Are there any market rate units? ________ If so, how many? ______ 

13. Expected time frame for completion: ___________________________________ 

14. Additional sources and amounts of funding not including the CITC loan: 

(Please include source(s) and amount from each source) 

_______________________________________________________________ 

_______________________________________________________________ 

_______________________________________________________________ 

15. Attach a copy of the Warranty Deed showing ownership of the property. If the application is for acquisition, attach a
copy of the warranty deed showing the seller’s ownership of the property and an executed copy of the purchase and sale
agreement. 

Presenter Notes
Presentation Notes
Enter the income level of the population served.
Enter the # of market units – if there are any.     Market units above 80% AMI will impact the amount of loan approval.
Additional sources – enter additional sources of funding. If there are no additional sources of funding enter ‘none’.    Do not include the CITC loan under Additional Sources of Funds.
Attach a copy of the warranty deed (all applicants). If the application is for acquisition – attach warranty deed for the seller and executed purchase and sale agreement.
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Project Narrative (cont.)
For projects utilizing LIHC funds only: 

16. Development Name? __________________________________________________ 

a) Have tax credits already been awarded? _______ If yes, what is the award amount and what is the TN #?
____________ 

b) Structure of the ownership entity 

Development Owner _________________________________________________ 

*Attach a copy of the Certificate of Existence for the Development Owner 

Sole General Partner or Sole Managing Member ____________________________ 

Relationship of CITC Eligible Entity to GP or MM___________________________ 

c) If the ownership entity is a limited partnership, does the CITC eligible entity own and completely control 100% of 
the sole

general partner? _________________________ 

d) Is the general partner, the sole general partner? _____________________________ 

Presenter Notes
Presentation Notes
LIHC:
Enter the development name and TN# if tax credits have been awarded.
Enter the development owner (we will need the Certificate of Existence for the development owner).
Answer 16c and 16d  with a ‘yes’ or ‘no’ if the ownership entity is a limited partnership.
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Project Narrative (cont.)
e) If the ownership entity is a limited liability company, does CITC eligible entity own and completely control

100% of the sole managing member? __________________

f) Is the managing member, the sole managing member? _______________________

g) Submit a copy of the organizational chart from the LIHC application.

h) Submit documentation (at least one of the following) confirming the relationship between the non-profit or
other eligible entity and the development owner.

________   most recent Attorney Opinion Letter from LIHC application (if applicable)  

________   LIHC Attachment 16 A (Limited Partnership, or General Partnership, or Registered Limited

Liability Partnership), Attachment B, (Corporation), or C (LLC)

Presenter Notes
Presentation Notes
Answer 16e and 16f with a ‘yes’ or ‘no’  if the ownership entity is a limited liability company.
16 g - Provide a copy of the organizational chart for the development owner.
16 h - Provide either Attachment 16A, B or C  depending on the type of ownership entity.
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Project Narrative (cont.)
**** NOTE **** After the loan closes or the grant or contribution is made please send to THDA a 
copy of the Promissory Note (or other documentation from the bank confirming that the grant or 
contribution was made). 

Contact Person: ____________________________________ 

Title: ____________________________________________ 

E-mail Address: ___________________________________ 

Phone Number: ____________________________________ 

Date: ____________________________________________

Presenter Notes
Presentation Notes
Enter contact information for the applicant.
Send a copy of the promissory note to THDA after the loan closes.
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Project Narrative
What are we looking for?

 Is the form completed in its entirety?
 Does the activity reported match the 

activity on the application?
 Is the project activity address entered?
 Does the loan involve a LOC?
 If the loan is a refinance, is there a lower 

rate or longer term or both?
 How does the activity create/preserve 

affordable housing?
 Does the project involve LIHC?

Presenter Notes
Presentation Notes
If the property has not been identified and the loan is a line of credit, we will not be able to proceed with the application.  
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Common Errors

 Incomplete forms.
 Activity on the project narrative does not 

match the application.
 Additional funding sources were not 

listed.
 Loan amount on application does not 

match loan amount on project narrative.
 Loan amount going toward each activity 

in each county is not allocated. 
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After the Review
After the application has been reviewed:

 Notification letter is sent to the applicant. 

Application is sent to the Tennessee Department of Revenue. 

Tennessee Department of Revenue issues an approval letter to the bank. 

Applicant must send THDA a copy of the promissory note once the loan closes.

Progress and Completion reports are due no later than January 31st of each year.

Presenter Notes
Presentation Notes
The notification letter will include the application number.
The approval letter is issued to the bank and not to the applicant.
The Dept. of Revenue approval letter will include the control number.




27

Contact Information

Toni Shaw Nekishia Potter

tshaw@thda.org npotter@thda.org

615-815-2034 615-815-2224

mailto:tshaw@thda.org
mailto:npotter@thda.org
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Questions
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