Capital Improvement Bids, Change Orders, & Replacement Reserve

Disbursements
Effective Date: 08/19/2026

Purpose:
To outline the replacement reserve disbursement process and define bid and change order

requirements for capital improvements and replacement work across all developments in the
Agency’s portfolio. This framework promotes transparency, ensures competitive pricing, and
provides appropriate oversight. Additional requirements apply to Risk Share developments.

l. Bid Requirements

A. General Portfolio Developments

Estimated Project Cost Bid Requirement
$0-$19,999 No bid required
$20,000 - $49,999 One (1) bid
$50,000 and above Two (2) competitive bids

B. Risk Share Developments

Estimated Project Cost Bid Requirement

$10,000 and above Three (3) competitive bids

All bids must be reviewed and approved by the Agency prior to project initiation.

C. Required Bid Documentation
e Detailed scope of work

e Line-item cost estimate

e Contractor license and insurance verification

¢ Anticipated timeline

e Applicable labor compliance documentation (e.g., prevailing wage)

e All bids must be submitted and receive written approval from the Agency before any work

begins. Please complete the following form when submitting bids: Combined Bid Approval

Request

Il. Change Orders



https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.calhfa.ca.gov%2Fmultifamily%2Fasset%2Fforms%2Fcombined-bid%2520approval-request.pdf&data=05%7C02%7Chmoore%40CalHFA.ca.gov%7C4ad59bd254bf49dd603508defe3b0876%7C8653a9b783d843979ddf3f640428e815%7C0%7C0%7C639227726701291568%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=n1Svnwv2YtUJ78%2Fygds2v6VzGHYUM7xBouwlOsBpz%2B0%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.calhfa.ca.gov%2Fmultifamily%2Fasset%2Fforms%2Fcombined-bid%2520approval-request.pdf&data=05%7C02%7Chmoore%40CalHFA.ca.gov%7C4ad59bd254bf49dd603508defe3b0876%7C8653a9b783d843979ddf3f640428e815%7C0%7C0%7C639227726701291568%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=n1Svnwv2YtUJ78%2Fygds2v6VzGHYUM7xBouwlOsBpz%2B0%3D&reserved=0

CalHFA applies a tiered approval process to change orders:

Change Order Amount Action Required
Up to 10% Owner/Agent approval
10.01%-14.99% Owner/Agent approval; report to CalHFA within 30 days
15% and over Prior written approval from CalHFA required

All change orders requiring written approval from CalHFA must include the CalHFA Change
Order Form: CalHFA Change Order Form

D. Exceptions

Emergency Work: Work necessary to address immediate health, safety, or habitability
concerns may proceed prior to formal bid approval. The Owner/Management Agent must
notify the Agency within 48 hours and submit documentation, including bids, as soon as
feasible.

The Agency reserves the right to request additional bids, backup documentation, or further
justification regardless of project size.

Ill. Replacement Reserve reimbursement request:

Invoices must be submitted within one year of the previous fiscal year end to be eligible for
reimbursement from the Replacement Reserve.

Proof of payment is required. (Organized in the order the expense is listed on the reserve
disbursement request form)

Copies of invoices are required. (Organized in the order the expense is listed on the reserve
disbursement request form)

Please complete the following form when submitting requests:

Combined Reserve Disbursement Request

Please reference CalHFA’s replacement reserve eligible and ineligible items:

Combined Replacement Reserve Eligible vs. Ineligible Items



https://www.calhfa.ca.gov/multifamily/asset/forms/change-order-form.pdf
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.calhfa.ca.gov%2Fmultifamily%2Fasset%2Fforms%2FCombinedReserveDisbursementRequest.xlsx&data=05%7C02%7Chmoore%40CalHFA.ca.gov%7C4ad59bd254bf49dd603508defe3b0876%7C8653a9b783d843979ddf3f640428e815%7C0%7C0%7C639227726701318332%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=pXfaIQ4ZiKuUCf3vpmH5%2BeIDc0x0mhi3SgPweMFpwXs%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.calhfa.ca.gov%2Fmultifamily%2Fasset%2Fforms%2Fcombined-replacement-reserve-eligible-ineligible-items.pdf&data=05%7C02%7Chmoore%40CalHFA.ca.gov%7C4ad59bd254bf49dd603508defe3b0876%7C8653a9b783d843979ddf3f640428e815%7C0%7C0%7C639227726701336797%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=iZRc1bD18bhBD5uBhDyidYYY1fAtMoV3XAvwIL1VsZI%3D&reserved=0

