
Part B

PROGRAM APPLICATION

Applicant Name ________________________________________ 

Section I.  Program Activity  

Complete a separate application form for each different proposed activity.  
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	Select activity you are applying for:

	[  ] Tenant Based Rental Assistance (TBRA)

[  ] Owner Occupied Rehabilitation

[  ] Rental Rehabilitation and/or Acquisition


	[  ] First-Time Homebuyer Program

[  ] Homebuyer Assistance

[  ] Infill New Construction

[  ] American Dream Homebuyer Program (PJ and Consortia only)




Section II.  Program Description 

A. Provide a brief narrative below describing the proposed activity and how the funds will be used, (location, use of funds, units proposed, income levels, funding sources, type of loan). 
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	Activity 1: 

	

	

	


B. Prepare a Marketing Plan and attach as Exhibit B1:

For PJ/Consortium applicants only, requesting only the $200,000: 

Prepare an American Dream Action/Marketing Plan that includes the following
· Description of the planned use of American Dream funds

· Plan for targeted outreach to residents and tenants of public and manufactured housing

· Description of actions taken to ensure suitability of families receiving American Dream assistance to undertake and maintain homeownership.

For regular State HOME eligible applicants, provide: 

· Plan for targeted outreach to residents and tenants of public and manufactured housing

Section III. Program Team

A. Identify all program development/implementation team members and their roles and responsibilities to implement the proposed program. Members include, but are not limited to, the applicant, administrative subcontractor, rehabilitation specialist, loan underwriters, and program service instructors. Include the person’s phone number and e-mail address. Check the box in the last column if that person is acting as an administrative subcontractor.
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	Name(s)

	Roles/responsibilities
	Phone Number 
	Email Address    


	Administrative Subcontractor

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


B. CHDOs Role (CHDOs Only) - Check the appropriate box below and attach a narrative explaining how, in the administration of the proposed program activity, the CHDO will fulfill requirement of being the sole owner, sole general partner, or sole project developer. Provide any supporting documentation as Exhibit B2. This information will be used to assist the Department in ensuring that the CHDO meets the eligibility requirements specified in section 8204(a)(2)(D) of the State Regulations.

[   ] Sole Owner

[   ] Sole General Partner

[   ] Sole Project Developer

 Section IV.  Program Service Area 

Enter the eligible jurisdiction in which your activity is proposed to be completed. See Appendix A of the Application Training Manual for a list of State HOME-eligible jurisdictions. See Appendix A-1 for a list of Participating Jurisdictions and Consortia eligible for the American Dream Program. CHDOs that intend to operate a State HOME program in multiple jurisdictions should identify each jurisdiction separately. CHDOs are only eligible to operate a First-Time Homebuyer Infill New Construction Program.
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	Program Service Area

	Jurisdiction # 1
	

	Jurisdiction # 2
	

	Jurisdiction # 3
	

	Jurisdiction # 4
	


Section V.  Program Performance 

The Department has compiled the Program Performance data for this section. You do not need to submit any data for this Section. See the Part B, Program Application Instructions for more details.
Section VI.
Prior Experience with Programs 
Submit a Prior Experience summary using the Exhibits B3 and B4.

Section VII.  Program Community Need

The Department has compiled the Community Need Data for this section. You do not need to submit any data for this Section. See the Part B, Program Application Instructions for more details.  

Section VIII. Program Feasibility

A. Program Guidelines - Complete the Program Guidelines Checklist in Exhibit B5. Attach program guidelines and/or operating procedures to Exhibit B5. Indicate on the Checklist the page number where the required items for your proposed activity can be found. One set of guidelines may be submitted for two separate program activities as long as all of the required items are included.

B. Owner-Occupied and Rental Rehabilitation Programs – The Department will obtain Census data on the number of overcrowded households by tenure and the age of the housing stock by tenure in the city or county.

C. Tenant-Based Rental Assistance – overpayment by lower-income renter households as reflected in U.S. Census data. Note: although this factor is specified in the State HOME regulations, this data is not available from the U.S. Census. Therefore, all TBRA program applications will receive full points for this factor. 

D.
First-Time Homebuyer Programs – Complete the Homebuyer Feasibility Worksheet, Exhibit B6 (Excel Document) 

Exhibit B1
AMERICAN DREAM PROGRAM ACTION/MARKETING PLAN

For PJ/Consortium applicants only, requesting only the $200,000: 

Prepare an American Dream Action/Marketing Plan that includes the following, and attach behind this page:

· Description of the planned use of American Dream funds

· Plan for targeted outreach to residents and tenants of public and manufactured housing

· Description of actions taken to ensure suitability of families receiving American Dream assistance to undertake and maintain homeownership.

For regular State HOME eligible applicants, provide: 

· Plan for targeted outreach to residents and tenants of public and manufactured housing

Exhibit B2
CHDO ROLE AS SOLE DEVELOPER, SOLE OWNER, OR SOLE MANAGING GENERAL PARTNER

Insert required description and supporting documentation behind this page.

Exhibit B3
Prior Experience with Programs 
A.
List awards for affordable housing and community development programs administered by the applicant from HOME, local, State and other Federal funding sources in the last seven (7) years (1999 through 2005) for programs providing the same activity as is proposed in the application. Do not list awards received in 2006. List no more than 10 awards.

	Award

Year


	Funding Sources

HOME, Federal, State, Local (Provide name of funds)
	Activity/Program Name

(e.g. “rental rehab. or First- time homebuyer program”)
	Location

(City/County)
	Total Units
	Assisted Units

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Exhibit B4
Prior Experience with Programs 

B.
List awards for affordable housing and community development programs administered by the applicant from HOME, local, State and other Federal funding sources in the last seven (7) years (1999 through 2005) for programs different from the activity proposed in the application. Do not list awards received in 2006. List no more than 10 awards.
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	Award

Year


	Funding Sources

HOME, Federal, State, Local (Provide name of funds)
	Activity/Program Name

(e.g. “rental rehab. or First- time homebuyer program”)
	Location

(City/County)
	Total Units
	Assisted Units

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Exhibit B5

 INSTRUCTIONS FOR PROGRAM GUIDELINES CHECKLISTS 

Applicants for HOME Programs must submit their proposed Program Guidelines for the activity or activities identified in the HOME Application. 

Please note:

· One set of guidelines may be submitted for two separate program activities as long as all of the required items are included. 

· Please update your guidelines to address all elements required by this year’s Application (see below). 
· For First Time Homebuyer (HOMEBUYER) Program applications, applicants may use the Homebuyer Program Sample Guidelines and Checklist, found on the State HOME Program website: http://www.hcd.ca.gov/ca/Intro2SmplHmByr.doc. 

· Indicate the page number where the Guideline requirements, below, are found and write the Guideline Number (e.g. A1) in the margin of the guidelines themselves. 

· It is not necessary to highlight the text in the Guidelines..

The required Program Guidelines for programs, which formerly were in individual program attachments, have been consolidated into one set of Program Guidelines. Please use the following chart to identify which sections apply to which activities.

	Section:
	HOMEBUYER Program
	OOR Program
	Rental Rehabilitation Program
	TBRA Program

	A
	X
	X
	X
	X

	B
	X
	X
	X
	

	C
	X (if rehab will be done with Acquisition)
	X
	X
	

	D
	
	X
	
	

	E
	
	
	X
	

	F
	
	
	
	X


· Section A: Common Program Guidelines (required for all program applicants)

· Section B: All Programs making loans (excludes TBRA activities)

· Section C: All Programs involved with Rehabilitation

· Section D: Owner-Occupied Rehabilitation

· Section E: Rental Rehabilitation

· Section F: Tenant Based Rental Assistance. Note: A streamlined set of TBRA guidelines will be available, at the latest, at the training workshops. 
For example, a homebuyer program with no plans to rehabilitate homes would complete Section A and B. If a homebuyer program wanted the flexibility to be able to also rehabilitate homes, also complete Section C. 


Section A: Common Program Guidelines (required of all applicants)

	Number
	Provision in Guidelines
	Instruction
	Page Number(s)

	A1
	Income limits by household size (or reference an attachment containing these limits).
	Attach the most current Income limit from the Application Training Manual. You don’t need to re-submit to HCD if you swap Income limits when the new ones are published annually. 
	

	A2
	Either a statement that properties constructed prior to 1978 will not be eligible for assistance or lead-based paint requirements for properties constructed prior to 1978 will be addressed prior to purchase. These requirements include:

a) Requirement that lead-based paint notification is given to purchasers; that this will be done by giving the purchaser “Protect Your Family From Lead In Your Home" pamphlet. Requirement that the purchase’s file will have evidence that the pamphlet was given. 

b) Procedures that will ensure that the FTHB Checklist (see the Contract Management Manual) is complete and placed in the purchaser’s file. 
c) Requirement that properties be inspected for defective paint surfaces; guideline will name the position that will be responsible for completing the Visual Assessment; and 

If defective paint surfaces are found, requirement that they will be properly stabilized. 
	
	

	A3
	Conflict of Interest Provision. Provide your own conflict of interest policy that is consistent with HOME Reg 24 CFR 92.356. 
	
	

	A4
	Description of type of HOME assistance to be provided (for loan programs: type of loan, interest rate, term, etc; for TBRA: security deposit, rental assistance, utility payments). 
	Ensure that HOME assistance is provided in a manner consistent with the State HOME Regulations at Section 8205(b)(1) and (2), including but not limited to: loans except for grants for certain specified situations; deferred, no amortized payments; interest rate of zero to three percent; interest may be waived.

For TBRA, indicate whether HOME funds will be used for ongoing rental assistance only, security deposit only, or utility payments in conjunction with either rental assistance or security deposit programs. 
	

	A5
	A description of marketing and participant selection process, including income verification procedures. Describe how the program will be marketed. Describe how eligibility and income verification will be done for borrower and tenant applicants. For Rental Rehabilitation programs: describe method for ensuring that rental property owners have the capacity to manage rental property. 
	For all programs, describe proposed preferences/targeting, if any. Indicate whether unborn children will be counted in family size determination (local decision). Describe method of verifying income and procedures to ensure that verification is current at the time HOME assistance is provided.

For TBRA, annual recertification isn’t required for security deposit programs. 
	

	A6
	Description of inspection procedures and persons responsible for performing them. For Rehabilitation programs, provide procedures for initial, interim, and final inspections. Identify the staff assigned to these specific roles. 
	FHA inspections are no longer allowed; City staff or consultants must conduct all inspections for both HOMEBUYER and rehabilitation programs. The Notice of Completion for rehabilitation programs must be signed by the homeowner, not the city/county staff nor the consultant.
	

	A7
	List the maximum amount of HOME assistance per unit (or reference an attachment containing these limits). 

	
	

	A8
	Description of how Fair Housing and Affirmative Marketing requirements will be met. 
	Include the revisions made in the 2006 HOME Contract Manual, i.e. cities/counties are still required to gather race/ethnicity data but are no longer required to analyze it annually. 
	

	A9
	Subject to the exemptions allowed in “Income Determination book” statement that all persons in residence are considered household members for purposes of income eligibility.
	
	


S


Section B: All Activities Making Loan (required for all applicants for First Time Homebuyer (Homebuyer), Owner-
Occupied Rehabilitation (OOR), and Rental Rehabilitation and/or Acquisition activities) 

	Number
	Provision in Guidelines
	Instruction
	Page Number(s)

	B1
	Description of how properties will meet health and safety code and local code requirements. 

a. For Homebuyer acquisition-only, properties must meet health and safety code requirements at the time of occupancy and no later than six months after transfer of ownership. 

b. Homebuyer homes must also meet written standards for rehabilitation no later than two years from transfer of ownership. 

c. Written standards for rehabilitation include local codes, ordinances, and zoning requirements. 

d. For Rehabilitation, properties must meet health and safety requirements and written standards for rehabilitation by project completion. 

e. Identify the specific local codes which will be used. 

The HOME program requires that ALL health and safety and code deficiencies be corrected. This means that the following types of activities are not allowed if health and safety or code violations still exist: disabled access improvements, emergency repairs, weatherization
	The Guidelines must also state that for the home to be eligible for the State HOME Program, there must be at least one code violation. The home is not eligible if it only requires disabled access improvements, or weatherization. 

Weatherization, emergency repairs and disabled access can only be paid with HOME funds if these funds are incorporated in a program that meets all rehabilitation standards. 


	

	B2
	Either a statement that tenant-occupied properties will not be eligible or a statement that in those cases federal relocation requirements must be met. A unit being acquired is considered tenant-occupied unless the unit has been vacant for 3 months prior to the purchase agreement date. Note: HOME funds may be used as grants to pay for relocation costs when a unit is tenant occupied; submitting a relocation plan is required. 
	
	

	B3
	Flood insurance is required for homes in 100 year flood zone. 
	Guidelines must require that each file have documentation of flood zone status. Require an endorsement naming city/county as additional insured. 
	

	B4
	Description of verification plan that funded homeowners will remain owner-occupants. 
	Guidelines must require documentation of ongoing owner-occupant status, i.e. property tax statements showing homeownership exemption, insurance policies, or site visits.
	

	B5
	Include a statement that the acquisition price doesn’t exceed amount published in the Application Training Manual or as approved by HUD.  The Guidelines may also reference an attachment which provides this information. 
	If your program is restricted to individual homes or condominiums, use only the “one family” column in the Maximum Purchase Price/After-Rehabilitation Value Limit attachment of the Training Manual


	

	B6
	Requirement that an acquisition notice containing the items listed below be provided to seller prior to making the purchase offer:


a.
The purchaser has no power of eminent domain and, therefore, will not acquire the property if negotiations fail to result in an amicable agreement;


b.
An estimate of the fair market value of the property; and


c.
If an acquisition notice will not be provided prior to the purchase offer, a provision that the seller may withdraw from the agreement after this information is provided. 
	
	

	B7
	Resale or recapture restrictions including:


a.
All HOME loans must use the recapture method, unless the property is in a Community Land Trust or in a co-operative ownership form.

b.
Local government loans may use resale control, provided that the HOME loan is structured according to the terms of HOME Management Memo 04-01 - Can’t require resale to another low income borrower unless have an acceptable resale restriction program. 


	
	

	B8
	For Homebuyer Programs, a description of method of determining amount of HOME assistance provided to a household. Explain the process for determining the minimum amount of HOME funds necessary to ensure:

a. affordability based on the specific circumstances of the borrower;
b.  the proposed permanent financing; and 
c. the proposed unit to be acquired.
	Complete First-Time Homebuyer Feasibility Analysis spreadsheet.
	

	B9
	For Homebuyer and RR activities:

a) a description of the required period of affordability per Section 8208 of the State HOME Regulations.

b)  a statement that no additional HOME assistance may be provided during the period starting one year following the filing of the Project Completion Report through end of the affordability period.
	
	


S
Section C:  For Programs Involving Rehabilitation:

	Number
	Provision in Guidelines
	Instruction
	Page Number(s)

	C1
	Description of process for developing work write-ups and written cost estimates and persons responsible for developing and/or reviewing them.
	
	

	C2
	Description of method of determining cost reasonableness. 
	The Guidelines must identify who will develop the work write-up and the in-house estimate of costs What are this person’s qualifications to prepare the write-up and cost estimate?  The work write-up cost estimate must be compared to the bids.   Bids should be accepted only if the price is within 10% of the amount of the cost estimate, or the inspector provides a written explanation of the difference.  
	

	C3
	Contractor selection process including bidding, contractor selection, determination of contractor eligibility (federal and state), and contractor award. 
	To document debarment status, cities/counties are required to get debarment certifications and required to print out/file the internet page used for verifying that the contractor is not on the debarment list.
	

	C4
	Description of eligible and ineligible items. 
	Note: “Incipient” repair items are eligible. Incipient means that the fixture or system is functional now, but is likely to fail in a few years, i.e. a functioning but 30 year old water heater. Removable household appliances (stoves, dishwashers, refrigerators, wall air conditioners, etc.) are eligible only if the file contains documentation that the item needs to be replaced because of incipient failure and the item being replaced will be of moderate quality only. Owner may have medical conditions which warrant new or replacement appliances as listed above.
	

	C5
	Whether or not general property improvements (GPI) will be allowed and, if so, what types and how much of the rehabilitation costs are allowed for GPI. 
	Note: the federal HOME regulations prohibit luxury items (e.g. pool refurbishment, hot-tubs, etc.).
	

	C6
	Description of method for estimating after-rehabilitation value prior to loan commitment. This value must not be higher than the Sales/Value Limits published in the Training Manual or as otherwise approved by HUD.  State those limits or reference an attachment. 
	Guidelines must include one of three following methods: 

1. Estimates of value by the SR may be used.  The project files must contain the estimate of value and document the basis for the value estimates. 

2. Appraisals can be licensed fee or staff appraisers.  The project files must document the appraised value and the appraisal approach used. 

3. Tax assessments for a comparable property located in the same neighborhood may be used to establish after-rehab value if the assessment is current and accurately reflects market value after rehab. 


	


S
Section D: For Owner Occupied Rehabilitation Only

	Number
	Provision in Guidelines
	Page Number(s)

	D1
	A statement that the housing unit must be principal residence of the owner.
	


S
Section E: For Rental Rehabilitation Only

	Numb  Number
	Provision in Guidelines
	Instruction
	Page Number(s)

	E1
	Descriptive determination of the number of HOME-assisted units in each project and a high and low HOME rents schedule.
	
	

	E2
	High and low HOME rents by bedroom size
	
	

	E3
	Income eligibility levels by household size:    
a.
90% of units at 60% of area median income or below initial occupancy; and

b
If more than 5 units, 20% of units at 50% of area median or below for period of affordability
	
	

	E4
	Descriptive determination of the amount of HOME assistance provided including standards for developer fees and owner’s return on investment. 
	This description also must address how the applicant will ensure that projects meet the Department’s Uniform Multifamily Regulations. Describe the process for determining whether the subsidy layering analysis process supports the need for a deferred payment loan per Section 8205(b)(1)(C)(ii) of the State HOME Regulations.
	

	E5
	Description of city’s or county’s affirmative marketing requirements (N/A for CHDOs since they must follow the State’s requirements).
	
	

	E6
	Description of how Relocation requirements will be met.
	
	

	E7
	Description of long-term monitoring to ensure that properties continue to meet income, rent, and local code standards for the period of affordability. 
	
	


S
Section F:  For Tenant Based Rental Assistance Programs

	Number
	Provision in Guidelines
	Instruction
	Page Number(s)

	F1
	Tenant selection policies and criteria. 
	Describe preferences (if any), marketing plan, and screening and selection process. It is OK to establish preferences for a population with specific characteristics but not limit the program to residents of a specific project. Preferences may not violate fair housing laws.
	

	F2
	The area in which the TBRA can be used. 
	You may allow units to be assisted outside of your geographic area, in the same county, provided that the area is eligible for State HOME funds.
	

	F3
	Define whether the assistance will be provided to the owner that leases a unit to an assisted family or directly to the family 
	For security and utility deposit programs, describe who gets the deposit back.
	

	F4
	The term of the rental assistance. 
	The property owner must offer a one year lease, but it is acceptable to receive a letter from the tenant agreeing to a month to month rental agreement, or a lease term of less than a year. 
	

	F5
	Statement that the rent must be reasonable based on rents that are charged for comparable unassisted rental units in order for the lease to be approved. 
	Program operators must evaluate each assisted unit to make sure that the rent is reasonable in comparison to comparable to comparable units. This evaluation must also occur if the rent increases during the term of the rental assistance.
	

	F6
	The minimum tenant contribution. 
	10% of Gross monthly Income or 30% of Adjusted monthly income is recommended.
	

	F7
	The jurisdiction’s rent standard for each unit size. Include the utility allowance to be used. 
	Provide as an attachment the rent standard to be used. Please see the HUD TBRA Model Guide book (available from your rep) for the allowed alternatives. If the rent standard is an exception rent allowed by the Housing Authority, provide documentation from the Housing Authority of these rents. 

Using your own survey methodology to determine the rent standard is very time consuming and expensive, and is not recommended. 
	

	F8
	Statement that maximum subsidy cannot exceed the difference between the rent standard and 30 percent of the family’s monthly adjusted income, or if an alternative method.
	In the Certificate method, HOME pays the difference between the tenant’s share and the payment standard. The Voucher method is not limited by the payment standard and offers the tenant flexibility in the percentage of income it contributes to housing costs and the cost of the unit.
	

	F9
	Income limits by household size and statement that at least 90 percent of assisted families must have annual incomes which do not exceed 60 percent of median.
	
	

	F10
	Statement that family income, rent, unit condition, and family size will be reexamined at least annually and identification of the responsible individual(s). 
	
	

	F11

	Requirement that termination’s of tenancy or failure to renew tenants’ leases will only be permitted for the following reasons:

a. Tenants have serious or repeated violations of the terms and conditions of the lease;

b. Tenants violated applicable federal, state or local law;

c. Tenants were part of a transitional housing program and completed their transitional housing period; and 

d.  There is other "good cause" for terminating tenancy.

Attach a sample Tenant Lease or Addendum to the Property Owner’s regular lease.
	
	

	F12
	Statement that unit has been inspected for LBP, and meets HQS and local code. 
	
	

	F13
	Description of inspection procedures and individuals responsible for inspections.
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