Appendix I-J-1


REQUIRED RECORD KEEPING AND FILES

SUMMARY OF KEY 

HOMEBUYER RULES 

AND HOW TO DOCUMENT

	Subject
	Eligible Participants
	Documentation

	Income Eligibility
	□  Annual gross income ≤ 80% of area median income.

□  Eligibility is based on anticipated income 

     during the next 12 months.

□  Income is defined by Section 8 annual income recertification standards.
	□ Completed application in project file.

□ Calculation sheet computing annual income and assets.

□  Source documentation, (wage 

     statements, interest statements, etc.) 

     in project file.



	Occupancy
	□  Applicant must purchase property and 

    maintain it as his/her principal residence.
	□  Client must sign a clause on the 

     application form certifying that the  

     property is the principal residence. Include Date of Transfer.



	Ownership of Property
	□  Applicant must obtain ownership of the 

    property through:

>   fee simple title;

>   99-year leasehold interest. 
	□  Title search documentation

     in project file.

□  Copy of deed or other ownership 

     document in the project file.


	Subject
	Eligible Property
	Documentation

	Property Type
	□  Eligible property types 

     include:

>   one- to four-unit property;

>   condominium unit; and

>   manufactured or mobile home on a permanent foundation.
	□  If property has 2-4 units, indicate status of  non-owner-occupied units in the 

    application.

□  If non-owner units were assisted with 

    HOME funds, provide agreement with 

      homeowner regarding rental requirements and reference to the property’s rental monitoring file.

	Property Location
	□  Property must be located within geographic area of the State Recipient.  If county is applicant, property must be located in unincorporated area of county.
	□  Application should show address.

	HOME Minimum and Maximum Investment
	□  A minimum of $1,000 in HOME funds must be invested in each assisted unit.

□  The maximum HOME assistance per unit is the 221(d)(3) subsidy limits, published by HUD.   

   
	□  Maintain records in project file demonstrating that the per-unit HOME investment is at least $1,000.

□  Maintain project records indicating total 

    HOME subsidy did not exceed 221(d)(3) limits. 

	Property Value
	□  Acquisition only:  Property sales price must  not exceed 95% of the area median purchase price for  that type of housing.

□ Acquisition & Rehabilitation: Value of property after rehabilitation may not exceed 95% of the area median purchase price for that type of housing.

To determine the area median purchase price:

>   Use 203(b) limits       or

>   Establish local limits and obtain

     HUD approval.
	□  If using local purchase price limits, document data used to determine limits, as well  as evidence of HUD approval in program files.

□    Acquisition & Rehabilitation: Document method for determining after-rehabilitation value in the project file.  Acceptable methods include:  

    1)  an appraisal performed by a licensed fee appraiser;   or 

    2) a tax assessment of a comparable, standard property, if current and computed for 100% of the after-rehabilitation value.

□  Copy of sales price or value estimate in

    project file.

	Property Standards
	□  If acquisition only, property must meet 

    local codes/standards.

□  If acquisition and rehabilitation, property must be free of safety and health hazards prior to occupancy or within 6 months of property transfer, whichever is sooner.

 □ If rehabilitation, property must meet 

    applicable codes (local codes / standards or one of 3 nationally accepted codes) within 2 years of transfer.

□  New construction must meet local codes/ 

    Standards, or one of the nationally accepted codes, and the Model Energy Code.
	□  Document local code or model code used in program files.

□  Maintain written rehabilitation standards in program files.

□  Include inspection report or certification by inspector in project file.

□  Keep inspection checklist and work write- up in project file.

□  Checklist indicating compliance with 

    Model Energy Code requirements for new construction projects in project file.

	Eligible Activities
	□  Acquisition, new construction, and 

    acquisition and rehabilitation
	□  Document all expenditures.


REQUIRED RECORD KEEPING AND FILES

SUMMARY OF KEY 

HOMEOWNER REHABILITATION RULES 

AND HOW TO DOCUMENT

	Subject
	Eligible Participants
	Documentation

	Income Eligibility
	□  Annual gross income ≤80% of area 

     Median. 

□  Eligibility is based on anticipated  

    income during the next 12 months.

□  Income is defined by Section 8 

     annual income recertification standards.


	□  Completed application in project file.

□ Calculation sheet computing annual income and assets.

□  Source documentation, (wage statements, interest statements, etc.) in project file.

	Occupancy
	□  Applicant must occupy unit as 

     his/her principal residence.
	□  Applicant must sign a clause on the 

    application form certifying that the 

    property is the principal residence. Include Date of Transfer.



	Ownership of Property
	□  Applicant must have ownership of 

     the property through:

>   fee simple title;

>   99-year leasehold interest


	□  Title search documentation in project file.

□  Copy of deed or other ownership 

    document in the project file.


	Subject
	Eligible Property
	Documentation

	Property Type
	□  Eligible property types include:

>   one-to-four-unit property;

>   condominium unit; and

>   manufactured or mobile home on a permanent foundation.
	□  If property is 2-4 units, indicate status

     of non-owner-occupied units in the 

     application.

□  If non-owner units were assisted with 

    HOME funds, provide agreement with 

    homeowner regarding rental requirements and reference to the property’s rental monitoring file.



	Property Location
	□  Property must be located within geographic area of the State Recipient.  If county is  applicant, property must be in unincorporated area of county.


	□  Application should show address.

	HOME Minimum and Maximum Thresholds
	□  A minimum of $1,000 in HOME

     funds must be invested in each 

     assisted unit.

□  The maximum HOME assistance per unit is the  221(d) (3) subsidy limits, published by HUD.  
	□  Maintain records in project file 

    demonstrating that the per-unit HOME 

    investment was at least $1,000.

□  Maintain records in the project file 

    indicating total HOME subsidy did not 

    exceed the 221(d)(3) limits.

	Property Value
	□ Value of property  after rehabilitation may not exceed 95% of the area median purchase price for that type of  housing.

To determine the area median purchase price:

>   Use 203(b) limits       or

>   Establish local limits and obtain

     HUD approval.
	□  If using local value limits, document data used to determine limits as well as evidence of HUD approval in program files.

□  Document method for determining after- rehabilitation value in the project file.  

Acceptable methods include:  

    1)  an appraisal performed by a   licensed fee appraiser;   or 

    2)   a tax assessment of a comparable, standard property, if current and computed for 100% of the after-rehabilitation value.

□  Copy of value estimate in project file.

	Property Standards
	□  Property must meet applicable codes:

      ►local codes, rehabilitation standards,  

          ordinances, and zoning ordinances

    or, in absence of a local code-

      ►one of 3 nationally accepted codes/

         standards:

         1)  Uniform Building Code

         2)  National Building Code

         3)  Standard Building Code
	□  Document local code or model code used in program files.

□  Maintain written rehabilitation standards in program files.

□  Include inspection report or certification

     by inspector in project file.

□  Keep inspection checklist and work write- up in project file.



	Eligible Activities
	□  Rehabilitation, 

    Reconstruction
	□   Document all expenditures. General Property Improvements must be justified in Program Guidelines, and documented on work write-up.
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