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SEMI-ANNUAL PROGRESS REPORT GUIDE 

 Overview 

This user guide provides step-by-step instructions for completing and submitting a progress report task 
for a current AHP-funded project still in the construction phase.  

 

 Section 1 – Sponsors:  Getting Started 

 

Note: This is the process for sponsors.  The member review process begins on page 11. 

On the FHLBI.GIVES homepage, review My Tasks. When Semi-Annual reports are due, the request will be 

located under Disbursement Phase. Select the drop-down arrow and select Semi-Annual Progress 

Report.  
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On the next screen, you will see the projects that have Semi-Annual Progress reports due. Select the 

Progress Report task for the project you are intending to update.  

 

If you have more than one project in the construction phase, you may see multiple Progress Report tasks 

populate on this list which will each need to be prepared and submitted. 

 

 Section 2 – Sponsor:  Completing the Progress 
Report task 
Progress Report 

 

Ensure the project name and identifying information on the next screen is correct with the correct Contact 

Information selected. 

 



  

Page | 3 

Proceed to Project Construction/Rehab Status. Answer all questions to update us on the progress of 

the project toward completion.  

 

We expect updated timelines including delays and explanations thereof for projects that are unable to 

keep up with original timeline commitments, or if a project is complete. Documentation may be required 

to demonstrate progress as well. 

 

Project Completion 

Note that, if you indicate a project is complete and that all the Certificates of Occupancy, Certificates of 

Substantial Completion or equivalent have been issued, you will be able to upload those documents and 

submit the project completion report as a part of a given Progress Report. 



  

Page | 4 

 

 

Report whether income targeting commitments have changed. This can impact project eligibility and 

scoring, so income targeting is not to be changed lightly.  

Note that this typically requires any related changes be requested as a project modification after the 

Progress Report review is complete.  

 

Select SAVE before selecting Next.  

 

Construction Completion 

 

This section mirrors the Report Complete task which may still be submitted separately. This Construction 

Completion page will only populate if you indicate project completion in the Progress Report page 

including:   

• The answer to “Is the project complete?” 

 
• The Actual Construction Completion Date 
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• The Occupancy details 

 
• The answer to “Have the Certificates of Occupancy, Certificates of Substantial Completion or 

equivalent been issued?” 

 
• The answers to “Number of Certificates of Occupancy or equivalent Required” and “Number of 

Certificates of Occupancy or equivalent Issued” 

 
• The answer to “Date Last Certificates of Occupancy or equivalent Issued” 

 

Since the data fields are automatically populated from the progress report page, you will answer whether 

or not the project is complete and if the Certificates of Occupancy, Certificates of Substantial Completion 

or equivalent have been issued. 

• Additionally, you will need to upload copies of all required Cs of O (or the equivalent) in the 

Documents tab.  

 
• If you provide all the needed documentation and info, this allows you to report the project 

completion without necessarily submitting a separate task.  

• Upon approval, this will trigger the Initial Monitoring Review (IMR) task to populate, which will be 
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covered in a different User Guide.  

Targeting 

 

If you reported any income targeting changes under the Progress Report tab, you may need to submit a 

modification request for those changes after the Progress Report is completed and approved.  

 

For Rental projects, income targeting updates may necessitate corresponding updates to Rent Targeting. 

 

If there are no updates needed, select Next. 

 

Source of Funds 

 

Update funding sources related to project changes.  
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Examples of updates requiring changes include: 

• New or changed Short-Term Financing sources should be added. 
• Existing Funding Source status formerly listed as “Requested” should be updated to “Approved” if 

a requested funding source has formally been awarded.  
• New or changed Permanent Funding Sources should be added.  
• Funding sources that are being removed should be removed.  

 

Please be prepared to upload any related documentation under the “Documents” tab for the funding 

sources that have changed or been added, and provide any explanations to the changes made under 

Explain/View Variance.  

If there are no updates needed, select Next. 

 

Development Budget 

 

If development costs have increased or decreased from original projected amounts, please make any 

related updates under the Development Budget tab. 
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If there are no updates needed, select Next. 

 

Proforma 

 

Make any necessary changes to the 15-Year operating proforma on the Proforma tab to clarify changes 

from projected incomes and expenses throughout the AHP Retention Period.  

 

Typically, these changes are expected where a projected expense or income is actually bigger or smaller 

than the projection. If sources of funding were added or increased, there may be corresponding changes 

to make to figures like the Debt Service or Deferred Developer Fee Payment. Newly committed or 

increased rental assistance warrants an update as well.  

If there are no updates needed, select Next. 

 

Documents 

 

Upload any documents relevant to the progress of the project not previously provided. 
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Changes to the budget, sources of funds, etc., may all necessitate submittal of additional documentation.  

Click on the paper clip icon to upload documents by either choosing files from a file path or dragging and 

dropping them.  

 

Please be aware of the Document Requirements (see image above) in terms of file upload size, preferred 

file types, and maximum file upload limit.  

Upon receiving a successful upload notification, select Next. 

 

Follow-Up Questions 

 

The Follow-Up Questions tab will not require any response when initially submitting your Progress Report 

tasks. If FHLBI staff needs additional information or documentation, they will typically request those 

through a question on this tab which you will respond to as needed.  
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Select Next. 

 

Explain/View Variance 

 

If you made changes to project information outside of the Progress Report page, you may have to 

provide an explanation for these changes under “Variance Items” in the orange “Explain/View Variance” 

section all the way on the right of the screen. 

 

Additionally, if any changes push the project out of AHP guidelines reviewed by our system, “Validation 

Items” will appear that will require explanations to be submitted.  

Please respond to any prompts under this section.  

Don’t forget to hit “Save.” 

Add/See Comments 

 

If you feel there are any additional relevant bits of information to provide on any of these tabs, you can 

also do so on the purple “Add/See Comments” section all the way on the right below “Explain/View 

Variance.” 
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Simply select the page name and type the relevant information, then hit “Save.” 

Review & Submit 

 

If all the information has been updated, and the report is complete, select SEND TO MEMBER BANK. You 

will receive confirmation from FHLBI.GIVES that the report has been sent to the Member.  

 

However, some incomplete sections may prevent this from being submitted to the Member Bank, such as 

the “Explain/View Variance” section. Respond to any deficiencies noted, then try to send this to the 

Member Bank again.  

 Section 3 – Member:  Reviewing the Progress 
Report task 
On the FHLBI.GIVES page, review My Tasks. When semi-annual reports are submitted to you, the request 

will be located under Disbursement Phase.  
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Select the drop-down arrow and select Semi-Annual Progress Report. On the next screen, you will see 

the projects that have semi-annual progress reports that have been submitted to you. Select the project 

you wish to review. 

 

Review the information in each section submitted by the Sponsor. If any of the information needs 

corrected, you must return the progress report to the Sponsor.  

 

 

If the information is accurate, you can submit the semi-annual progress report to FHLBI.  

 

 

You will receive confirmation of your action via email and Messages on FHLBI.GIVES. 
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