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HOME Program

Monitoring Homeownership Projects
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Policies and Procedures

U Is there a copy of the Policies and Procedures for the
operation of the homeownership program in the file?

U Is there a resolution by the governing body adopting the
Policies and Procedures?

U Were the Policies and Procedures approved by THDA?
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Grievance Procedure

U Is therean established procedure for handling
complaints?
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Selection Process

U Is there a selection process prioritizing the
nomebuyers?

U Is there documentation demonstrating that
the selection process is being followed?
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Preapproval of homebuyers

U Were the homebuyers identified and papproved
prior to the construction or acquisition of the HOME
unit?

What's the Best Option for
a Serious Homebuyer?
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Environmental Review

U Is the EAnvironmeAntaI Review Reco[d INn each
K2YS0dze SNXRa FTAf SK

U Is the release of HOME funds In the file?
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Legal Documents

U Is there a copy of the recorded Restrictive
Covenant and Deed of Trust between THDA at
the Grantee securing the HOME funds during
the construction or rehabilitation of the HOME
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Homeowner file
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Application for assistance

U Is there a complete application in the file?

U Hasthe application been signed addted by
the homebuyer?
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Income verification

U Is there income verification for all persons living in the unit

U Is the source of the income documentation acceptable?

Ui.e. a copy of the homebuyer(s) current social
security statement; a copy of the curressi
statement; a minimum of two months current
bank statements; a minimum of 4 pay check stubs; etc.

U If a household member has zero income, there must be a
complete individual income calculation sheet in the file.
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Reverification of income

U If more than six months occurs between the time of
the Initial income verification and the executing of the
rehabilitation or construction contract, the
K2YS0dz2 SNXQA A yeiked (Sior 0 daa (
rehabilitation or construction to verify that the

homebuyer still meets the HOME income
requirements.
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HOME Income limits
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annual iIncome does not exceed the HOME Iincome
limits.

U The HOME income limits are determined by the
number of people living in the home and the county
where the home Is located.
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Income Limits

iU HOME fundsanonly be used to assist:

U Households with a gross annual income at or
below 80% of the area median income,
adjusted for family size

U HOME income limits are updated annually by
HUD
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Fair Housing
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ne Grantee must maintain documentation in their file
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nowing that each applicant received a copy of the

pamphlet.
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Lead based paint pamphlet

U Each applicant

ourchasing a home that was built befol

1978 must be given a copy of tReotect Your Family

from Leadhamp

nlet.

U TheGranteemust maintain documentatiom their file
showing that each applicardgceived a copy dhe

pamphlet.
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Work writeup

U Work writeups or plans and specification
must beapproved by THDA prior to any
project being put out to bid.

U Each page of the work wrig or plans
and specifications must be initialed by th
homebuyer and the contractor.
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Work writeup

U The Grantee must maintain a copy of the
approved and initialed work writeip In each
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Pre1978 units

U If a unit was built prior to 1978, a lebdsed paint risk
assessment must be completed to determine if #baded
paint hazards exist prior to putting the project out
to bid.

U Each homebuyer must be given a copy of the-lessd paint
risk assessment.

U The Granteenust maintairdocumentation that the homebuyer
receiveda copy of thdeadbased paint risk assessment.
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Pre1978 units

U The Grantee must maintaicopy of the&k 2 Y S 0 dzé
receipt of the leaebasedpaint risk assessmeand
the leadbased paint risk assessmentheir file.

U If leadbased paint hazards exist, there musiea
signed and dated rehabilitation contract addendiom
reduction of LBH (H@D2) ineaclK 2 Y S 0 dzke.S N
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Pre1978 units

U If leadbased paint
test must be comp
mustbe given a co
clearance test.

nazards exist, a clearance
eted. Each homebuyer

oy of the leduhsed paint
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Pre1978 units

U The Grantee must maintain documentation tha
the homebuyer received a copy of the lead
based paint clearance test.

U The Grantee must and maintain a copy of the

receipt and a copy of the ledmhsed paint
clearance test in their files.
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Contractor Qualifications
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Contractor Selection

U Is there a procedure for selecting
OZ2Yy UNJ OU2NRaK

U Is the process being followed?
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Bid tabulation

U9 OK K2YSo0dz2 SNXa TFTAL S
bid tabulation.

U All of the bids must be maintained Iin each
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Bid Tabulation

U The lowest bidder should be awarded the bidhdf
lowest bidder is not awarded the bid, there mustdne
explanation inth& 2 Y' S 0 dike Statigavhythe
lowest bidder was not awarded the bid.

U There must be documentation in the file reflecting that
THDA approvethe request for not selecting the
lowestbidder
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Building Permit

U There must be a copy of all building permit(s)
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Rehabilitation or Construction contract

U The rehabilitation or construction contract must be
signed and dated by the homebuyer and the
contractor.

U There must be a copy of the fully executed
rehabili;ation or gonstruction contract In each
K2YS0dze SNXQRa FTAf SO
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Rehabilitation or Construction Contract

u If the Grantee was the developer of the HOME unit, Is
there copies of all subcontracts, invoices and/or bills
for the development cost of the unit?
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Change Order(s)

U If there are any change order(s), there must be a sign
YR RFUSR O2L¥E AY SIF OK K

U If the change order exceeds 10% of the Initial
rehabllitation or construction contract amounit, the
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construction specialist.

U There must be documentation of approval of the chan
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Rehabilitation or Construction Documents

U The following fully executed rehabilitation or
OZ2yaluNHzOUAZY R20dzYSyua Y
file:

U Notice to Proceed H®D5

U Non-kickback Certification HZ1L

U Inspection Reports
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Rehabilitation or Construction Documents

U Certification of completion and Final Inspection
U. dZAf RAYy3 hFFAOAIf Qa OSNI

U Final Invoice, Release of Liens and Warranty
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Payment to the contractor

U There must be a copy of all payments to the
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Payment to sulgontractors

U There must be copies of all payment to the sub
O2YUNI OU2NA FFYRKk2N] OSYR?2




N’I
Tennessee Housing
Development Agency

Appraisal

U Is there an appraisal for the completed unit in each
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Closing Disclosure
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U Does the permanent financing have a fixed rate?

U Is thepermanent financing THDAmMortgage?

U If not, does the interesiate exceed more thaone (1%)
percentagepoink 60 2 39S ¢ 1 5! Qa thEtnie bfpre- /| K 2
approval?
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Sales Contract

U Is there a sales contract between the Grantee and the
homebuyer?
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Needs Assessment

ULad OKSNB | ySSRa laasSaa
file?
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Sales Price Limits

U The purchase pricamustbe less than or equal the
appraised value.

U Thepurchase price limits for homeownersipimpgrams
are established by HUD for existing aealy
constructed homes.

U TheProperty Value Limits and Sales Price guidetimes
be foundat: www.thda.org-> Business Partners
Grant Administrators> HOME Prograr» Resource
Links at the bottom of the page.
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Home Buyer Education

U All homebuyers must complete a homebuyer
education program from a THDA qualified
homebuyer education trainer prior to

purchase. /\
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Legal Documents

U Is there a fully executed Grant Note and recorded
Deed of Trust between the Grantee and the
nomebuyer securing the soft second mortgage in the
file?

U Is there a recorded Warranty Deed showing the
homebuyer as the owner of the HOME unit in the file?

U Is there a copy of the recorded release of laddrihe
rehabllitationor construction Restrictiv€ovenant and
Deed of Trustis I OK K2 Y SO0 dze SNXa
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Affordability Period

U Homeownership Programs

U Five year affordability period secured by soft
second mortgage
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Affordability Period

iLd GKSNB R20dzYSyal dAazy A
showing that the Grantee Is verifying annually that the
homebuyers are still occupying the HOME units as
their principle residence during the affordability
period?
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Affirmative Marketing

U Homeownershiprogramsassisting fiv@r moreunits
must affirmatively market the availability of the HOMI
units.

U Grantees must adopt procedures to provide
information and otherwise attract eligible persons in
the housing market to the available housing without
regard to race, color, religion, sex, familial status,
national origin odisability.
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Affirmative Marketing

U Is there documentation in the file showing that
the Grantee followed their affirmative
marketing plan?




