Homebuyer Program Guidelines Checklist for Project #_____________________
Instructions: Program Guidelines should include all items below. Indicate where each is found in the program guidelines by listing both section and page # on the checklist. This checklist is for use on Homebuyer New Construction, Purchase/Rehab/Resale and HBA projects. Title page must include Applicant Name, Award # (if awarded) and Date.
	The following requirements are addressed in the Program Guidelines:
	Section
	NA
	Page 

	a) Income Eligibility - All NAHTF-assisted units must be affordable and limited to households at or below 120% of the AMI. The AMI must be in agreement with DED Contract. Income limits are found on DED website. Income certification must be completed within 6 months of closing date.
	
	
	

	b) Determining Gross Annual Income - (See 24 CFR 5.609 income determination) Describe process for determining. 
	
	
	

	c) Notification of Selection and Non-selection - Describe process of formal notification of applicants. 
	
	
	

	d) Application Review Process – Describe process and if using a Priority Ranking System for selection.  If using ranking system, guidelines must describe system and it may not contain discriminatory criteria.
	
	
	

	e) Conflict of Interest – Describe Conflict of Interest policy of DED Applicant/Recipient organization.
	
	
	

	f) Grievance Procedures – Description of process for applicants (tenants) to address grievances pertaining to application process.
	
	
	

	g) Process of Amending Guidelines – Statement that any revisions made to these program guidelines must be approved by the governing body and submitted for approval of amendment to the Nebraska Department of Economic Development.
	
	
	

	h) Assistance Types and Terms - Describe type of and terms of assistance provided (i.e., loan, deferred conditional grant, interest rate, years, due at title transfer, etc.).  New Construction projects require a minimum of $1000 NAHTF funded HBA from either NAHTF budget, proceeds from sale of unit or shown as an affordability subsidy.  Program guidelines should describe the NAHTF-funded HBA maximum amount (no more than 20% of Sale Price) and NAHTF amount shall be identified on closing statements.
	
	
	

	i) Maximum Amounts of NAHTF Assistance – Describe maximum amount of NAHTF assistance allowed per unit and any other sources of funding (include any maximum amounts allowed, if applicable). State the total assistance to be allowed per unit/household beneficiary (i.e., maximum of NAHTF + other sources).  Self-help costs are not eligible for NAHTF reimbursement. (Rehabilitation has a $40,000 maximum NAHTF per unit).
	
	
	

	j) Maximum Per Unit Subsidy - State that “assistance will not exceed NAHTF maximum per unit subsidy found on DED website. Do not include general administration or housing management costs in the per unit calculation.  
	
	
	

	k) Geographic Boundary/Service Area - State the Geographic Boundaries the properties must be located within to be eligible for this program assistance. 
	
	
	

	l) Property Standards Policy - All existing units purchased or rehabilitated with NAHTF funds will meet the Department’s Minimum Rehabilitation Standards.  All New Construction projects will meet applicable Federal, State, and Local building codes including NDEE approval. Project sites may not be located in a federally designated 100-year flood zone.  Existing units in SFHA may be considered when current flood insurance or LOMA are proven. Self-help costs incurred by private owner are not eligible for reimbursement.  
	
	
	

	m) Radon Mitigation Policy – As part of the application process, every homebuyer shall receive educational material informing them on the risks of radon and about possibility for exposure in the home. For New Construction, a passive active radon mitigation system must be installed, and a test conducted.  If test indicates need, the system will be activated.  For P/R/R and HBA-only projects, a test kit shall be provided to the homebuyer.  It is highly recommended the home be tested prior to closing or homebuyer must sign informed consent to decline testing.  Program guidelines may also cover the following: mandatory education; testing, required mitigation (installation of a radon system), steps if levels are found high, (or informed consent to avoid mitigation, etc.) DED encourages discussions with builders, lenders & program administrators about proactive engagement of radon issues and collaboration with agencies such as Nebraska Dept. of Health and Human Services (http://dhhs.ne.gov/Pages/Radon.aspx).
	
	
	

	n) Maximum Purchase Price Policy – Policy will ensure the maximum purchase price or after-rehabilitation value will not exceed 140% of the median purchase price for the area. Data can be found on DED website.
	
	
	

	o) Affordability Period Enforcement – Describe methods for ensuring occupancy as principal residence during affordability period including 1) program-wide recapture or resale provisions, and 2) legal instruments to be used.  Deed restrictions or other enforcement mechanisms must reflect this occupancy requirement.
	
	
	

	p) Resale or Recapture Policy - State the policy of resale or recapture provisions to be used per contract. If resale provisions are utilized, state the method to ensure the first homebuyer and subsequent homebuyers occupy property as their principal residence for the affordability period (consistent with application and contract) from the date that NAHTF funds are invested in the property. NAHTF-assisted units are subject to a minimum 5-year affordability period, but projects may choose a longer period and such time period is stated in application and contract.  The Program Guidelines must be aligned with time period stated in contract.
	
	
	

	q) Recapture Provisions, if applicable – Include statement that if recapture provisions are utilized due to eligibility or occupancy requirements and if recaptured funds are received prior to end of affordability period, then the amount recaptured cannot exceed the net proceeds.  Net proceeds are the sales price minus superior loan repayment (other than NAHTF funds) and any closing costs.  Funds recaptured during the open contract, (proceeds from sale of unit to homebuyer), must be used prior to drawing down any additional NAHTF funds in the contract period.  Recaptured funds are unrestricted only after end of contract.   
	
	
	

	r) PRR’s or HBA projects should include as a “safe haven clause” a Relocation Policy that includes the statement, “In cases where either voluntary or involuntary acquisition is anticipated, program will follow the Nebraska Relocation Assistance Act §§ 76-1214 to 76-1242 and DED will be contacted prior to any action.” 
	
	
	

	s) Nebraska Fair Housing Act - Include policy stating that the program “will be in compliance with the Nebraska Fair Housing Act.”
	
	
	

	t) Affirmative Marketing Policy - Include statement, “Project will use affirmative marketing procedures including, but not limited to, marketing to local or regional residents & tenants of public housing and manufactured housing, other families assisted by public housing agencies, and households identified to be potentially eligible but least likely to apply, including Seniors and those living with disabilities.”
	
	
	

	u) Homebuyer Education Policy - All homebuyers must be provided Homebuyer Education through either a REACH affiliated organization or a Department-approved equivalent. A completion certificate with applicant name must be provided for applicant file. Guidelines must include length of time certificate will remain valid for potential homebuyer as well as how it will be funded. The Department supports both REACH Homebuyer Education and NIFA approved classes found at this link: https://www.nifa.org/homebuyers-renters/homebuyer-education.
	
	
	

	v) Photograph Policy - Policy for collecting photographs, including before, after, indoor, outdoor and grounds photos. The policy must include a method for obtaining a voluntary release and authorization for publication of these photos from the owner or beneficiary i.e., consent provision within the application for assistance.
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