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MULTIFAMILY MARKETING/LEASE UP PLAN GUIDELINES
The Marketing Plan (the “Plan”), is required for all projects that will have a capitalized marketing budget line as part of the uses in the development budget.   The Plan must demonstrate the methods and costs associated with the marketing of the development during the construction phase up through final closing. 
Capitalized Marketing Line is the line item set aside on IHDA's form sources and uses to cover marketing.  This fund ensures that money is available to launch an effective marketing program without overburdening the operating budget during the initial stage of the development.



The specific items of expense that are chargeable or reimbursable are listed below:

· Advertising agency fee 
· PR firm fee


· Interior decorator fee


· 50% of the purchase price of furniture for model apartments (100% if furniture is rented)


· Advertising media cost and advertising production cost


· Sales aids (brochures) production costs


· PR events


· Promotions and community events directly related to the marketing of the development
· Rental office display material and furnishings


· Rental office expenses including telephone, stationary and postage 

· Cleaning and repair of sales office and model area
· Signage


· Salaries and/or commissions of marketing personnel
Note: Although not expressly prohibited food/meal, travel and mileage expenses must qualify as a necessary expense of marketing to prospective residents of the project.

All reimbursement requests must be made in writing to the Authority.   This request must include an estimated budget showing the amount of marketing funds by category needed.

If the Authority rejects a request to pay any portion out of the capitalized marketing budget, or the marketing budget is depleted prior to reaching final closing, and additional marketing monies are required, the developer may pay the marketing expenses from out-of –pocket, and may request reimbursement at time of final closing.   Reimbursement may be made at the discretion of the Authority.

Please complete the following Marketing Plan providing an explanation under each header as applicable. The Owner/Sponsor should come up with a concrete, specific explanation with all crucial tasks assigned to staff or contractors, the budget for that category, detailing costs per unit, formulas to substantiate methodology and approximate timeframes. This plan should be as comprehensive as possible. 
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Projected Marketing/Lease up Plan 
Project Name:     
Project ID Number:     
Project Address: ( including city state and zip)     
Person Completing Form:     


Contact Phone Number:     
Contact Fax Number:     

Contact Email:     
Length of Marketing:      


Projected Date of Initial Occupancy:     
Total Marketing Budget Amount:      
Personnel: 
Budget Amount: $     
Methodology: (Explain in detail any formula as it relates to determining the agent fees and please provide historical data that will substantiate the costs and methodolgy)      
     
     
     
     
     
     
     
     
Administrative Cost: 
Budget Amount: $     
Methodology:      
     
     
     
     
     
     
     
     
Advertising, Brochure & Sales Material: 
Budget Amount: $     
Methodology: (discuss media schedule, name of newspapers, radio or television stations, along with frequency of advertisements. The advertisements must comply with all requirements under Affirmative Fair Housing Marketing requirements.)      
     
     
     
     
     
     
     
Project ID Number     
Pre-Opening/Grand Opening/Community Events:
Budget Amount: $     
Methodology:      
     
     
     
     
     
     
     
     
Model Unit/Rental/Marketing Office: 
Budget Amount: $     
Methodology:      
     
     
     
     
     
     
     
     
Miscellaneous: 
Budget Amount: $     
Methodology:      
     
     
     
     
     
     
     
     
______________________________     _______






Owner                                                     Date

______________________________    _______







Agent                                                       Date







  ______________________________    _______
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