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ACQUISITION-HOMEBUYER PROGRAMS


	Name of Grantee:  

     
	Grant #(s): 

     

	Description of Acquisition/Homebuyer Activity(ies):       

	Name(s) of HCD Reviewer(s):

     
	Review Date: 

     
	 FORMCHECKBOX 
 Limited Review
 FORMCHECKBOX 
 In-Depth Review


Instructions:  Not all sections may be applicable.  If an area or question is not examined, make a note to this effect in the “Describe Basis for Conclusion” section.  
A.
PARTICIPANT ELIGIBILITY

	1.
	
	Are procedures in place to ensure that income eligibility is determined in accordance with the appropriate Income Eligibility requirements for the Program?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:  


	2.
	
	Are the appropriate income limits used for all applicants?
(120% AMI limit for NSP funds, 80 % AMI limit for CDBG, 2008 DRI allowed up to 120% AMI provided that this was included in their guidelines)
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	3.
	
	Is the same definition of income used for all applicants?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	4.
	
	Is income calculated consistently for all applicants?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	5.
	
	Does the grantee have written procedures that it has implemented to ensure that assisted households qualify as low-income pursuant to program regulations?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	6.
	
	Does the grantee have written procedures that it has implemented to ensure that income determinations are based upon third-party with source documentation?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	7.
	
	Does the grantee have written procedures that it has implemented to ensure that the assisted homebuyers will occupy properties as a principal residence (e.g., written agreements)?   (for NSP, this requirement is for the entire period of affordability)
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	8.
	
	Does the grantee take appropriate actions when a homebuyer is found in noncompliance with the principal residency requirement?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	9.
	
	Do the files show that Program funds are used for acceptable forms of ownership?  
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	10.
	
	Do the files document that each buyer received and completed at least 8 hours of homebuyer counseling from a HUD-approved housing counseling agency before purchase?  (Required for NSP)
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


B.
PROPERTY ELIGIBILITY
	11.
	
	Does the grantee have written procedures that it has implemented to confirm that each housing unit qualifies as an eligible property under the program?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	12.
	
	Is there sufficient documentation to determine that the property was vacant for at least 3 months?  (Required for NSP when purchases are from a bank or similar)
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	13.
	a.
	For the purchase of the property, did the grantee conduct an appraisal to determine fair market value?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       

	
	b.
	For NSP, did the appraisal conform with NSP Appraisal requirements, such as:

· 5 year sales history; and,
· Communication with a third-party from one of the comparable sales transactions to ensure that it was an Arm’s Length Transaction and that there were no sales inducements involved?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	14.
	
	Does the file contain evidence that the grantee sent a Notice of Voluntary Sale/Arm’s Length Transaction to the owner of the property, and it was signed by the owner?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       



	15.
	a.
	Does the file contain an executed purchase agreement and all subsequent addendums?  (signed by all parties)
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       

	
	b.
	Does the purchase agreement contain contingency language for the 1% discount from current market value?  (Required for NSP)
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       

	
	c.
	If NO to “b”, is there evidence that the sales price was at a cost equal to or greater than a 1% discount from current appraised value?  (Required for NSP)
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       

	
	d.
	Does the purchase agreement contain contingency language for environmental compliance?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       

	
	e.
	If NO to “b”, is there evidence that environmental compliance occurred prior to closing?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


C.
ASSISTANCE

	16.
	
	Was the amount of assistance provided to the homebuyer reasonable (i.e, did not provide a subsidy in excess of what was needed to purchase the unit, based on a review of individual financial circumstances)?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	

	
	
	Describe Basis for Conclusion:       


	17.
	
	Does the amount of assistance comply with the grantee’s approved program guidelines?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	

	
	
	Describe Basis for Conclusion:       


	18.
	
	If down payment assistance was provided, was the amount capped at 50% of what was required by the private lender?  (Note:  Closing cost assistance is not capped.)
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


C.
PROPERTY STANDARDS

	19.
	
	Has the grantee adopted written rehabilitation standards for all forms of rehabilitation work?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	20.
	
	Where funds are used for acquisition only, are there inspection procedures in place to ensure that all properties purchased meet property standards?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	21.
	a.
	If housing rehabilitation was also done, was the property constructed before 1978?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       

	
	b.
	If Yes, did the grantee comply with lead-safe housing requirements?

[24 CFR Part 35]
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	22.
	
	If the property involved rehabilitation or new construction of a unit, does the final inspection confirm that the property met all applicable property standards at completion?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	23.
	
	Where funds are used for acquisition and rehabilitation:

	
	a.
	Is there a system in place to ensure that all properties meet the necessary standards?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	b.
	Do work write-ups include enough detail to enable contractors to provide a reliable bid (if applicable)?  
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	c.
	Were routine inspections performed for each housing unit?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	d.
	Do final inspections confirm that all contract work has been completed?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	e.
	Do on-site visits show that properties met applicable property standards?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	24.
	
	If projects involve rehabilitation that will occur after purchase, are there procedures to ensure that the property is free of health and safety defects before occupancy?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	25.
	
	If projects involve rehabilitation that will occur after purchase, are there procedures to ensure that all property standards are met within 24 months of occupancy?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


D.
ELIGIBLE/REASONABLE COSTS

	26.
	
	Are there procedures in place to ensure that all costs paid with Program funds are eligible under eligible costs rules and regulations?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	27.
	
	Are procedures in place to ensure that assisted homebuyers do not receive excessive subsidy?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	28.
	
	Does the grantee (or sub-recipient) conduct a subsidy layering review when NSP is combined with other public subsidies (HOME or otherwise)?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


E.
CONTRACTOR SELECTION (if applicable)

	29.
	
	If the grantee selects contractors, is a competitive bidding process used (i.e., public invitation for bids; multiple bids solicited; cost reasonableness test applied)? 
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	30.
	
	Does the grantee ensure that its contractors (even if selected by homeowner) are not excluded, disqualified or otherwise ineligible (e.g., suspension, debarment, or limited denial of participation) for Federal procurement and non-procurement programs at the time of contract execution or during the period of project work?

(EPLS printout of company name and all principal agents)
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


F.
CONSTRUCTION MANAGEMENT (if applicable)

	31.
	
	Are there regular inspections of projects to assess rehabilitation progress?  


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	32.
	
	Prior to processing payment requests, does program staff inspect projects to confirm that the contractor has adequately performed all the work specified in the request?  
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	33.
	
	Is there an adequate system for reviewing and approving requests for change orders?  
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	34.
	
	Are there adequate procedures for resolving disputes between the contractor and the grantee (or homebuyer if applicable)?  
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	35.
	
	Is there a contract administration system that ensures that contractors perform in accordance with the terms of their contracts?  
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	36.
	
	If the program involves new construction, does the grantee (or subrecipient) have procedures for reviewing cost estimates and evaluating whether they are cost reasonable?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	37.
	
	Are cost estimates reviewed by a person other than the person performing the initial inspection?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	38.
	
	Are the actual costs of the work documented? 


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


G.
WRITTEN AGREEMENTS

	39.
	a.
	Do project files include written agreements between the grantee and homebuyer?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       

	
	b.
	Does the written agreement clearly specify that the homebuyer must use the property as a principal residence throughout the period of affordability?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       

	
	c.
	Does the written agreement clearly specify remedies or actions the Grantee must take if the principal residence requirement is not met for the affordability period?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


H.
RECORDKEEPING

	40.
	
	Based upon a review of project files, is the documentation being maintained sufficient to demonstrate compliance in the following areas:

	
	a.
	Income eligibility?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	b.
	Written agreement?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	c.
	Principal residency? 


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	d.
	Approved form of ownership?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	e.
	Property type/property eligibility?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	f.
	Property value?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	g.
	Resale/Recapture requirement?  
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	h.
	Property standards (including lead-based paint)?  
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	i.
	Eligible costs?  
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	j.
	Subsidy layering (if applicable)?  
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	41.
	
	Are records maintained for five years after project completion?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	42.
	
	Are documents imposing resale/recapture provisions maintained for five years after the termination of the affordability period? 
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	43.
	
	For Family Information, is the following documentation in the file:

	
	a.
	Completed and signed loan/grant application?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	b.
	Credit Report (for amortized loans)?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	c.
	Documentation of any special circumstances that were considered when approving a loan/grant that does not comply with program guidelines or grant agreement?  If allowable.
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	d.
	Documentation of principal residency?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	e.
	Income determination and approvals?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	f.
	Approval notification/documents?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Notes:       


	44.
	
	Regarding Legal Documents, is the following documentation in the file:

	
	a.
	Copy of Deed?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	b.
	Title Search and/or Preliminary Title Opinion?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	c.
	Floodplain insurance (if in floodplain)?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	d.
	Hazard insurance binder with grantee listed as loss payee?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	e.
	Promissory Note?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	f.
	Truth in lending disclosure statement?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	g.
	Notice of right to rescind transaction?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	h.
	Loan Agreement?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	i.
	Fair Lending Notice?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	j.
	Affordability provisions or Rent Limitation Agreement (if applicable)?
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	k.
	Request for Notice /Notice of Default for all primary loans?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	l.
	Closing Documents? 

[Final HUD-1]
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       


	45.
	
	Regarding Property Information, is the following documentation in the file:

	
	a.
	Environmental screening checklist?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	b.
	Appraisal/Value estimate?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	c.
	Work write-up/Cost estimate? 


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	d.
	Rehabilitation contract with the following clauses/provisions?  

· Equal opportunity provisions; and,
· Cancellation clause for nonperformance; and,
· Payment schedule, OR,
Instead of all the above, the following may be substituted which covers all areas:

"The contractor hereby agrees to abide by the requirements of executive order 11246 and all implementing regulations of the Department of Labor."
	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Deficiencies:       

	
	e.
	Change orders (if applicable)?  


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	f.
	Initial inspection report?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	g.
	Progress inspection reports?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	h.
	Final inspection report?


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	i.
	Notification of lead-based paint?  


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	 FORMCHECKBOX 

N/A

	
	
	Describe Basis for Conclusion:       
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