Department of Housing and Community Development

Community Development Block Grant Program (CDBG)

GRANTEE MONITORING:

5.  Housing Acquisition Program Checklist
	Grantee:
	  

	Contract #:
	  


	CDBG Rep.:
	  

	Monitoring Date(s):
	  



A.
Loan Applications:


	1.
	How many housing acquisition applications have been Received?

	a.
	Of this total, how many were/are:

	Denied or withdrawn


	Approved
	Completed
	Currently In Process


B.
Affirmative Fair Housing Marketing of Program:

	1.
	How did the grantee ensure that information about the program was provided to potential beneficiaries?


	
	
	


	a.
	If the grantee’s population has 25% or more non-English speaking persons, did they have bilingual flyers and information in the appropriate language(s)?
	Yes
	No
	N/A


	2.
	Were any very low-income families assisted?

If so, how many?  

	Yes
	No
	


	3.
	Were participants properly informed of all contract language and loan document clauses in their primary language?

If yes, how was this accomplished?  (i.e., professional interpreters, contracts/loan documents in the primary language, etc.)


	Yes
	No
	


C.
Program Guidelines:

	1.
	Are the guidelines being used consistent with those submitted to satisfy the special conditions?

If not, explain:

[Note throughout your monitoring that when the grantee's program implementation is inconsistent with its approved program guidelines, you'll usually have a monitoring finding.]

	Yes
	No
	


	2.
	Have the guidelines been amended?

If yes, has the state staff reviewed and approved the changes?

[Obtain a copy if we don't have the amended version.]
	Yes 

Yes
	No
No
	


D.
File Review:
	1.
	Review a minimum of four randomly selected homebuyer loan files.  Use the following matrix form to summarize the basic information and make additional notes as needed.
	
	
	


NOTE:
For programs that include housing rehabilitation as part of project development, use the housing rehabilitation and lead-based paint checklists to ensure program compliance with construction requirements.
     Review each loan/grant file for the following items:

	CDBG Findings are Bolded and Italicized
CDBG Concerns are Normal Text  (unless in violation of grantees guidelines)
List Four Selected Loan Applicants by 
Name and Address:
	1
	2
	3
	4

	
	Yes
	No
	Yes
	No
	Yes
	No
	Yes
	No

	PARTICIPANT ELIGIBILITY
	
	
	
	
	
	
	
	

	1. Completed and signed loan application
	
	
	
	
	
	
	
	

	2. Documentation of Participant Income Eligibility
	
	
	
	
	
	
	
	

	3. Documentation of homebuyer eligibility (currently owns no property)
	
	
	
	
	
	
	
	

	4. Documentation of Approval for First Mortgage
	
	
	
	
	
	
	
	

	5. Documentation of Down Payment and Closing Cost Funds
	
	
	
	
	
	
	
	

	6. Certification of homebuyer or credit education (optional)
	
	
	
	
	
	
	
	

	PROPERTY ELIGIBILITY
	
	
	
	
	
	
	
	

	1. Document Property In Jurisdiction or Target Area
	
	
	
	
	
	
	
	

	2. Document Proper Zoning of Property 
	
	
	
	
	
	
	
	

	3. Verification that Unit is:

· Vacant; or
· owner- occupied; or
· tenant is purchasing their existing unit (no relocation invoked).
	
	
	
	
	
	
	
	

	4. Documentation of unit inspection for any health and safety repairs with termite report and lead-based paint report (pre-1978)
a. Before loan approval

b. After loan approval when all negative findings are cleared
	
	
	
	
	
	
	
	

	LOAN UNDERWRITING
	
	
	
	
	
	
	
	

	1. Credit report and Rent verification
	
	
	
	
	
	
	
	

	2. Calculation of gap in financing and Subsidy amount
	
	
	
	
	
	
	
	

	3. Sales contract with seller disclosures executed and title report
	
	
	
	
	
	
	
	

	4. Property Appraisal and debt-to-value test for loan to value check against the limits in the guidelines
	
	
	
	
	
	
	
	

	5. Loan committee loan approval signed by all members
	
	
	
	
	
	
	
	

	CLOSE OF ESCROW
	
	
	
	
	
	
	
	

	1. Original Escrow Instructions
	
	
	
	
	
	
	
	

	2. Title insurance policy
	
	
	
	
	
	
	
	

	3. Certificate of insurance (with floodplain insurance if in floodplain) showing grantee listed as loss payee
	
	
	
	
	
	
	
	

	4. Deed of Trust (recorded)
	
	
	
	
	
	
	
	

	5. Promissory Note
	
	
	
	
	
	
	
	

	6. Truth in lending disclosure statement (in applicant’s primary language)
	
	
	
	
	
	
	
	

	7. Request for Notice of Default (recorded)
	
	
	
	
	
	
	
	

	8. Loan Agreement (in applicant’s primary language)
	
	
	
	
	
	
	
	

	9. Fair Lending Notice (in applicant’s primary language)
	
	
	
	
	
	
	
	

	10. Certified Escrow Closing Cost Statement
	
	
	
	
	
	
	
	

	CONSTRUCTION AS PART OF TRANSACTION
	
	
	
	
	
	
	
	

	For programs that include CDBG funds for any housing rehabilitation as part of the purchase the following additional monitoring checklists must be completed and attached.
	
	
	
	
	
	
	
	

	1. Complete and attach lead-based paint monitoring checklist.
	
	
	
	
	
	
	
	

	2. Complete and attach rehabilitation monitoring checklist and check all construction items (contact language, debarred)
	
	
	
	
	
	
	
	


E.
Participant Income Eligibility:

	1.
	Are the income requirements consistent with the appropriate CDBG TIG Income Limits (at the time of loan approval)? 

If not, describe problems:


	Yes
	No
	


	2.
	Is the method of documenting income consistent with federal regulations and adopted guidelines?
If not, describe problems:


	Yes
	No
	


F.
Use of Funds:

	1.
	Are the loans/grants underwritten and used for the proper subsidies as per the current program guidelines?
If not, describe problems:


	Yes
	No
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