Housing Developer Meeting Notes
All project details may not be available during early meetings with the developer.

Project Name: _________________________________________________ 
Developer Name/Company: _____________________________________ 
Meeting Date: ________________________________________________ 
Municipal Representatives: _____________________________________
1. Project Overview
What is the developer proposing?
Notes:

Why does the developer believe this project is a good fit for the municipality? 
Notes:

2. Housing Details
What types of homes will be built?
Number of homes: ____________________
Type of housing (check all that apply):
· Single-family 
· Apartments 
· Townhomes 
· Mixed-use
Notes:

Will any units be affordable?   ☐  Yes   ☐  No   ☐  Not sure
If yes, describe:

Who are the homes meant for? (ex: families, seniors, workers, mixed income) 
Notes:



3. Infrastructure Needs
What infrastructure improvements are needed for the project?
☐  Roads	☐ Parking	☐  Pedestrian features		☐  Public transit stop	☐  Power
☐  Drinking Water	☐  Sewer	☐  Stormwater		☐  Telecommunications	☐  Energy
☐ Other: _____________________________________________________________________
Notes:

Why are these improvements necessary? 
Notes:

4. CHIP Financing Request
What CHIP funding amount is the developer expecting to request?  $_________________________
Notes:

Why can’t the project move forward without CHIP financing? 
Notes:

Has the developer explored other funding options?  (List sources and amounts (if known)
· Bank loan 		$________________________
· Developer equity	$________________________
· Grants 			$________________________
· Other public funding	$________________________
Notes:

5. Financial and Tax Information
What new property value will the project create?
Notes:

How will the project affect future tax revenue? 
Notes:



6. Community Impacts
How will the project affect municipal services? (Examples: schools, traffic, water/sewer use, emergency services)
Notes:

What long‑term benefits does the developer expect for the community?
Notes:

7. Project Readiness
What stage is the project in?
· Early idea
· Sketch plans complete
· Engineering underway
· Permits submitted/approved
Does the developer control the land?   ☐ Yes   ☐ No
Notes:

What is the expected timeline for planning and construction?  (Enter any that the developer mentions)
Sketch plan: ________________________
Design: _____________________________
Permitting: __________________________
Construction start: ____________________________
Project completion: ____________________________
Notes:

What risks or challenges did the developer identify that could delay or change the project?
Notes:

Are there any concerns from the municipality?
Notes:



8. Developer Experience
Has the developer completed similar projects? 
Notes:

Have they worked with public financing before?
Notes:

9. Communication Plan
How will the developer keep the municipal updated? 
☐ Regular meetings	☐ Written reports	☐ As needed
Notes:

Who is the developer’s main contact person for the project?
Name: ______________________________________
Email: ______________________________________
Phone: ______________________________________
10. Follow‑Up Items
What information does the municipality need next? 
· Updated plans 
· Cost estimates 
· Infrastructure details 
· Financial gap explanation 
· Other: _______________________________________
Notes:

Does the developer need information from the municipality?  (check or circle all that apply; if available on the municipality’s website, provide the developer with the webpage address(es))
· Municipal CHIP contact name, phone number, and email address
· Policies or goals (ex. Housing goals, CHIP participation policy, road standards)
· Municipal incentives toolbox (Ex. Local fee waivers, permit fast-tracking, tax abatements, infrastructure grants the municipality is willing to pursue and their timelines, brownfield programs that can be accessed)
· Water or wastewater capacity, including gallons available, line condition, etc.
· Municipality’s risk tolerance
· Any financial parameters or modeling assumptions used by the municipality for the increment structure, term and timing, financial participation limits, and assumptions used
· The municipality’s:
· housing requirements (Ex. affordability targets, affordability covenants, income verification requirements, reporting and monitoring obligations)
· design standards (Ex. zoning compliance, design guidelines, sustainability standards)
· construction and labor standards (if using federal funds – prevailing wage, local hiring, socio-economic business goals, project labor agreements)
· Legal and contractual structure:
· A sample Housing Infrastructure Agreement
· A sample reimbursement agreement
· Community and municipal considerations:
· Community engagement expectations
· Meeting requirements
· Known/common community concerns
· Competing projects in the pipeline
· How the municipality will participate in the community education and engagement process. (Ex. will the municipality identify and/or engage community stakeholders, work to build consensus throughout the community, or leverage its communication tools on behalf of the housing development or infrastructure project?)
Quick Impressions (for municipal team use)
Strengths of the proposal:

Concerns or open questions:

Overall readiness: (circle one)
Low  Medium  High
Notes:


