COMMUNITY FRAMEWORKS 
SHOP AFFILIATE 
PROJECT APPLICATION

PLEASE READ THE FOLLOWING IMPORTANT INFORMATION BEFORE 

COMPLETING THIS APPLICATION

(all bolded and underlined links to more information)
[image: image1.emf]                                       Whether for Acquisition or Infrastructure activity

App Due Date Occupancy must take place PRIOR TO these dates Costs incurred by your agency for the SHOP request must take place AFTER these dates

SHOP07       July 1, 2010                   January 1, 2012                   March 13, 2007

SHOP08      August 1, 2011                    February 1, 2013               May 12, 2008

SHOP09      August 25, 2012                       February 25, 2014               July 13, 2009


ONLY COMPETE PROJECT APPLICATIONS will be accepted.  A complete application is defined as: all questions answered, data provided ties together well throughout the application, all budget forms completed, the Environmental Assessment (EA) is completed or the Responsible Entity has been determined and all required requests to EA agencies have been mailed.  Section 3 requirements met (if applicable) and URA requirements met.

HUD approval of the EA (NEPA) MUST be obtained prior to beginning any ON-SITE WORK

New SHOP use is NOT ELIGIBLE if lots have already been sold to homebuyers 

When the total cost to acquire and or develop a lot, including all sources of funding, exceeds the market value of the build ready lot, your application must support that this was a result of market forces; please review Section VI,  Property Value Documentation below for guidance




If your SHOP request is for land development/infrastructure AND meets or exceeds $200,000 a Section 3 Plan MUST be a part of the Project Application and be (or have been) implemented prior to any land development/infrastructure taking place.

Application for your earmark is a two part process.  Prior to submitting your Project Application your Re-Certification Application MUST be approved and the approval letter from us must be included in the Project Application.

All remaining Site Visit compliance issues and any quarterly reports due must be cleared prior to our accepting your application.

Community Frameworks reserves the right to interview any and all sources of project funding and to share your application with those funders.

Date App received – CF completes

Intake person – CF completes

Underwriter – CF completes

Is App complete – CF completes (if app is complete please indicate so, if not please indicate date application returned to affiliate)

INSTRUCTIONS

1. Please insert text to answer questions.  Remember to check off each box or bullet or mark as N/A as you complete the application.  You are welcome to include scanned attachments and submit this application electronically or you may submit a hard copy by mail.  All boxes and bullets should be checked or marked N/A prior to submitting your application. 

2.  Project budgets by model type are provided on our website, please go to the website to select the appropriate budgets and complete each tab within the applicable budget.  

3. Provide application (if you plan to mail in your application)  in a three ring binder and please:
a. Label the Spine of the binder with your acronym & Project Name

b. Tab and provide pages by sections provided in the application, please name each section.
c. Add the following tabs

i. Notes to the file (1st tab)  (for CF use only)

ii. Instructions -  (2nd tab) (for CF use only)

iii. Project Overview -Section I (3rd tab) and the Section I part of this application

iv. Agency Overview - Section II (4th tab) and the Section II part of this application

v. Market Place – Section III (5th tab)

vi. Buyer Financing – Sec IV (6th tab)

vii. Sweat Eq Model – Sec V (7th tab)

viii. Acquisition – Sec VI (8th tab)

ix. Project Cost – Sec VII (9th tab)

x. Compliance & Legal – Sec VIII (10th tab)

xi. USDA RD – Sec IX (11th tab)

xii. Additional tabs if you need to add something that does not fit above 

SECTION I:  Project Overview

SHOP Yr /  Amount / Units:

/

/ 
   (if you do not know your year that is ok) 
SHOP Yr / Amount / Units:

/

/


SHOP Yr / Amount / Units:

/

/

Anticipated SHOP Closing Date: 

Name of Project:

Location of Project:


Anticipated date first dwelling construction is to begin:

Anticipated date last dwelling is to be occupied:

Please check mark and answer each of the applicable below

· Site is was acquired or will be acquired (anticipated closing date) on:

· Site acquired as Build Ready lots 

· Site acquired as needing to be fully developed

· Have you developed single family lots before:

· Will you contract a private land developer or act as developer:

· Site acquired as partially developed

· Have you developed single family lots before:

· Will you contract to a private land developer or act as developer:

· Site acquired prior to pre-platting or preliminary jurisdictional approval

· No jurisdictional approval is required for site development

· Site is purchased as Acquisition Rehab

· SHOP is for Acquisition

· SHOP is for Acquisition Reimbursement                        
· SHOP is for Infrastructure

· SHOP is for Infrastructure Reimbursement

· Date Infrastructure Began:

· New SHOP will revolve into

· Our Revolving Funds Account

· Down Payment Assistance

· Will stay in the land with no repayment required from buyer

Narrative: What is the status of your project at time of application; please include timelines and  difficulties you envision with easements, offsite improvements, and or jurisdiction(s) you are working with; if this is a PUD project what experience do you have developing a PUD and potential delays that might take place: 

SECTION II:  Agency Overview
Organization 

· Name:

· Type:

· State or Fed ID #:

· Address:

Contact Person’s Name:


Phone #:


E-ddress:


Fax #:

Additional Contact Information:

Environmental Assessment (EA) Lead and contact information:

Environmental Assessment Responsible Entity and contact information: 


Escrow Company Name:

                                  Contact Person:



Phone #:



E-address:



Fax #:



Address:
Organizational and Program 

· A copy of our Annual Re-Certification acknowledgment is attached

· Do you certify that no significant organizational or program changes have taken place (ie 523 status, management, staff, or board changes, good standing status, etc) since Recertification approval:   

· If changes have taken place, please discuss those changes here and how they will impact your organization, program, and project: 

· Provide program financials thru most recent quarter ended.

· Generally what is the average monthly cost to operate your Single Family program:  

Program Staffing  

· Staff by title, name, and FTE

SECTION III:  Market Place
· Narrative: Tell us about the project’s area and who will be served; proximity to services, topography, typical work commute, typical applicants’ employment, average wages,  group diversity, income mix including any above 80% AMI:

· Number of potentially qualified applicants on your waitlist: 

· Number of applicants that have been pre-qualified: 

· Who did the pre-qualifications:

(your agency, a bank, RD, other)
· Narrative:.  Please discuss what steps you have already taken to ensure that there are enough qualified applicants to close loans within your timeline:

· Real Estate affordability 

· Average sales price for this build group is:
· Please attaché two or three listings of homes for sale within 5 miles of your project that are within 5% of the sale price of the average home price expressed above and share those numbers here (if CLT provide listings within 5% of the fee simple value of the average home.)
· Listing # 1:

· Listing # 2:

· Listing # 3:       

· Narrative: Do you believe that there might be preexisting homes that could be purchased by low income families if they had access to the loans and subsidy provided them through your program and why or why not?.  If you use a community land trust model take the perspective of applying this to a preexisting home that could be placed into a community land trust.

· A copy of your Affirmative Fair Housing Marketing (AFMH) Plan 

SECTION IV:  Buyer Financing
Sweat Equity BUYER FINANCING, please check and respond to all that apply 

· USDA RD 523 / 502 – Construction to Perm (mortgage is in place prior to construction)

· Non USDA RD 523 – Construction to Perm

· Using 502

· Using 502 RHLP

· Using Bank  product

· FHA

· Bond Loan

· Other (please specify)

· Construction and Perm (Borrower purchases home after the home is completed)

· Using 502

· Using 502 RHLP

· Using Bank product

· FHA

· Bond Loan

· Rural Guarantee

· Other (please specify) 

· Please list subsidy sources you anticipate using: (HOME, CDBG, IDA, HTF, SHOP, etc)

· Are you requesting to Re-Use this SHOP and or Revolved SHOP in this Project as gap financing?

· If so please provide a copy of the NOTE, DEED of TRUST, and if you use one the SUBSIDY AGREEMENT 

· If SHOP is used as subsidy please complete a brief narrative on the terms of the NOTE

· HOA dues (monthly) are anticipated to be _________ (if applicable)

· If no 502 will be used do you cap the payment PITI or back ratios? _______.  If so, what are the caps _____, if not what are the lender’s ratios __________

· Provide CLT Ground Lease docs if applicable 

· Provide Coop agreements if applicable 

· Provide Condo documents if applicable

SECTION V:  Project and Labor Contribution Model ( Please check all that apply)

· RD 523 Grantee New Construction

· RD 523 Grantee Rehab

· Non 523 Self Help:

· New Construction

· Acquisition Rehab

· Owner occupied Rehab

· Community Land Trust

· Mutual Self Help; everybody works on each others homes

· Individual Self Help; participants work on their own homes

· Labor Contribution Hours required per household

· 50 – 100

· 100 – 250

· 250 – 500

· 500 – 1100

· 1100 or more

· The household LABOR CONTRIBUTION benefits the family in which of  the following ways

· Reduces the Sales Price below the appraised value
· Does not reduce the sales price, but pays for closing costs, prepaids, and any left over reduces the mortgage

· While no sweat equity may be earned  a qualified family is offered the opportunity to purchase a home considerably below market price and this same benefit is not offered to otherwise qualified members of the community that do not provide a labor contribution. 

SECTION VI:  Acquisition Documents ( please provide each of the following):

· Purchase and Sale Agreement or Option Agreement  if this acquisition has not closed

· Date Purchase and Sale Signed - 

· Date Purchase and Sale Expires - 

· HUD 1 Settlement Agreement if this acquisition has already closed 

· Date Purchase and Sale Closed – 

· Zoning documentation which would be found on the plat docs or in jurisdictional ordinance or regulation 

· Provide a Property Value Documentation which supports the value of Build Ready lots or Raw Land if you plan to develop the lots (in either scenario the total loans divided by the value should not exceed 100%.  This is known as Total Loans to Value or TLTV (sometimes also referred to Combined Loan to Value or CLTV).  We will consider a TLTV greater than 100% in a market where you can document that it is typical for the acquisition and development of lots to exceed the market value.  Generally we will scan your area looking for existing lot inventory, affordable new construction on the market, foreclosure activity, and lack of the availability of any affordable housing and or lots.  If you your total cost will exceed total market value please work directly with your loan underwriter as additional documentation will be required. 

· Insert Build Ready Lot Cost from the Budget table - $

· Insert Build Ready Lot Market value from the budget table – $  

· Value should be supported by one or more of the following, please check each that apply

· A certified appraisal

· Tax assessment(s) 

· Comparable Market Analysis, sold parcels or SOLD lots only, not listings

· If none of the above are available or you want to request a different source, please contact your underwriter 

· Plat map 

· CC&Rs, Home Owners Association Bylaws and Articles of Incorporation, if applicable 

·  FINAL Title Insurance policy  if you have closed on your acquisition

· Preliminary title report if you have not closed on your property or you plan to refinance after acquisition
· Or updated title policy if you have already refinanced the property

· Legal Description

Environmental: please provide each of the following

· HUD Environment Assessment (EA) Approval (the EA must be in process prior to submitting your application, but you may submit your application prior to HUD approval) 

· HUD approval if you worked directly with HUD or the Request for Release of Funds (RROF) if you worked directly with a Responsible Entity
· HUD Environmental Assessment Form  a sample of the form is located at the link
SECTION VII Total Project Cost (choose the budget formats applicable to your model)
· Please complete the  project budgets and attach
· Home Construction – please provide the following

· Attach Largest and Smallest floor plans

· Likely (fee simple) appraised values for each - $

$

· If you build using build groups with everyone working on each others homes; historically what are the number of Build Group members in each group: 

· Confirm that all budget form tabs are completed by checking this box
· Are you requesting to Re-Use SHOP Revolving in this project?

· If so please be sure and complete the applicable boxes in the budgets

SECTION VIII:  Compliance and Legal

PROJECT SPECIFIC Compliance and Legal Documents; please provide each of the following forms and information; 

· Borrowing Resolution; a sample board resolution and required components of a board resolution are available at the link
· URA; additional information and sample forms are available at the link 

· Was anyone residing upon or displaced prior to or as a result of your acquisition:    (if yes click on the link for relocation guidance)         

· Please provide one of the following seller’s notice disclosures below meeting HUD URA requirements  

· Seller’s Notice prior to Purchase and Sale agreement execution

· Seller’s Notice after Purchase and Sale agreement executed 

· HUD’s removal of Regulatory Barriers questionnaire 

· Date, Name, and  title of person completing the form ( we no longer require local jurisdictions to complete the form and we only need Section A or B, whichever is applicable)

· Sec 3 Plan if request is for infrastructure exceeding $200,000

· Consistency with the RC/EZ/EC Strategic Plan HUD 2990 (if located in one of these zones)

· IF SHOP 08 is requested please review ENERGY STAR requirements and outline just below your plan to meet those requirements.  Compliance with Energy Star Requirements will be verified at site visit, where we will be identifying the following:

· ES Blue Label placed at or near water heater, furnace or breaker box

· Evidence of issuance of ES certificate

Plan should include  the following information:
· Verifier

· Rater

· Have you completed an ES certified and labeled home prior to this application?             If not, what changes will you be incorporating in your specs to meet the requirement?  

SECTION IX USDA grantee section only (if the project falls under your grant)

· What is your 523 TA per unit

· Per RD Modest Housing regs (applicable to 523 grantees only) the appraised value of the home may not exceed the area loan limit in effect for your project

· Anticipated appraised value of your largest floor plan (most expensive home) is: 

· Area Loan Limit in effect:

· USDA Site Approval letter

Status of current USDA RD Grant, please provide the following if this project activity falls under a 523 grant.  

· Contract date: 

· # of units: 

· T/A per unit: 

· Total EUs from Contract Date completed as of end of month proceeding App date: 

· Grant contracted grant closing date is: 

· Anticipate seeking a grant extension through:

Status of next grant: if all or part of your activity will fall within 523 please complete the following.  

· Anticipated Contract date:

· # of units:

· TA per unit:
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