D. 
Appendix 1: Completeness Review Checklist

The purpose of this checklist is to provide the PHA with an easy-to-follow outline of the basic components that it must address in developing its Section 32 homeownership plan.  The HUD Special Applications Center (SAC) will assess the appropriateness of the PHA’s plan based on how each of these issues is addressed.  For more details, please visit the SAC web site at http://www.hud.gov/offices/pih/centers/sac/homeownership/

· Documents submitted under Items A through M of this checklist will be a part of attachment to the Implementation Agreement between PHA and HUD.

	
	
	
	Yes
	Additional
Information Needed
	N/A

	A.  Method of Sale by PHA
	
	
	

	1.
	Goals and objectives of the program
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Number of units to be sold
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Method of Sale (fee simple, condominium etc.)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	If proposing lease-purchase program, the terms of the program
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	B.  Sale via Purchase and Resale Entity (PRE)
	
	
	

	1.
	Identification of PRE
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Qualifications
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Experience with public housing residents, other low-income households
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Marketing and outreach to prospective purchasers
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	2.
	PHA/PRE Agreement
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Rights and responsibilities of parties
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Assurances/compliance with program requirements
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Deed restrictions on acquisition and resale of units
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Protections against fraud and misuse
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Limitations on profit
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Recordkeeping/reporting requirements
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Non-discrimination against eligible purchasers
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Sale only to low-income households
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Five year limit on sale to eligible buyers
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Description of how the net proceeds will be determined
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Notification process to households (relocation, environmental review)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Responsibility for use of proceeds
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	C. Property description

Existing ACC Units                         _________

New ACC Units                                _________

PHA Acquired Non-ACC Units       _________

Financing Assistance Only            _________

Total:    _________

(Total units of all applicable items above must be equal to number of units to be sold, item A(1), under homeownership plan) 
	
	
	

	1.
	If selling existing public housing:
	
	
	

	
	•
	Project number or street address
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Specific dwellings to be sold
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Bedroom distribution by size and type broken down by project
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Description of current building conditions and fair market value
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Description of physical assessment of buildings in the program
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	2.
	If acquiring new ACC housing:
	
	
	

	
	•
	Submission of Acquisition Proposal to HUD prior to submission of homeownership plan
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Description of proposed general location of property or street addresses of properties to be acquired
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Project acquisition schedule
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Budget including sources of funds and acquisition, relocation, and closing costs
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Where sites are identified, appraisal and environmental information
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	3.
	If acquiring non-public housing:
	
	
	

	
	•
	Submission of Acquisition Proposal to HUD prior to submission of homeownership plan
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Description of proposed general location of property or street addresses of properties to be acquired
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Project acquisition schedule
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Budget including sources of funds and acquisition, relocation, and closing costs
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Where sites are identified, appraisal and environmental information
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	4.
	If only offering financing assistance to households:
	
	
	

	
	•
	Description of area in which assistance to be used
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Describe method(s) of financing to be used
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	D.  Repair or rehabilitation
	
	
	

	1.
	If repairing or rehabilitating public or non-public housing:
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Process of assessment/implementing repair
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Identification of code violations and plans to address each code violation
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Cost estimate to rehabilitate buildings
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Obligation to make the units 504 compliant
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Projections of estimate of repair costs in the next 5 years
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	E.  Purchaser Eligibility and Selection
	
	
	

	1.
	Purchaser eligibility
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Order of preferences for potential homebuyers
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Current maximum income levels by household size (must be under 80% of AMI)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Homeownership counseling
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Down payment requirement (minimum 1%)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Replacement/maintenance reserve requirement (if applicable)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	2. 
	Selection criteria
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Affirmative fair housing marketing strategy (if the homeownership program allows application for purchase of units by families who are not presently public housing or Section 8 residents and not already on the PHA’s waiting lists for those programs)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Documentation of outreach
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Description of application process
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	List of documentation needed from applicants
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Clearly defined application review criteria
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	3.
	Restrictions
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Prior homeownership (PHA’s discretions)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Occupancy requirement (principal residence)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Employment/credit requirements (PHA’s discretions)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	HA certifies that applicants meets housing cost that does not exceeds 35% of income
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Other (PHA determined restrictions)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	F.  Sale and Financing
	
	
	

	1.
	Anticipated sale price of units
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	2.
	Types and amounts of assistance provided
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Source(s) of funds
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Terms of loan(s), including second mortgages
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Description of grant(s)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	3.
	Subsidy limits for second mortgages (PHA’s discretions)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	4.
	Resale restrictions (PHA’s discretions)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	5.
	Recapture policy (mandatory)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Subsidy
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Appreciation
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	G.  Consultation with Residents and Purchasers
	
	
	

	1.
	Description of consultation process
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Planning phase (Met this requirement if in PHA plan.  If not in the PHA plan, must consult with Resident Advisory Board) 
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Implementation phase
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	H.  Counseling for purchasers
	
	
	

	1.
	Statement describing need for counseling
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	2.
	Description of counseling program
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Qualifications of counseling provider
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Pre-purchase and post-purchase counseling
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Multi-lingual training offered, if necessary
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	3.
	Inclusion of funds for homeownership counseling program in budget
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	I.  Non-purchasing Residents
	
	
	

	1.
	Plan for working with non-purchasing residents
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	2.
	Notification/counseling of rights
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	3.
	Right of first refusal
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	4.
	Relocation assistance (Plan should conform with 24 CFR, Section 906.23)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	5.
	Relocation must be complete prior to transferring ownership
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	6.
	Anticipated relocation costs included in program budget
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	J.  Sale Proceeds
	
	
	

	1.
	Plan for use of net proceeds from program
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Goals
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Eligible uses
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Method for recycling funds
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	K.  Records, Accounts and Reports
	
	
	

	1.
	Description of record keeping process by PHA 
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Administrative records
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Purchase records
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Financial records
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	2.
	Plan for annual report on sales to HUD/PIC and in Annual Plan
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	L.   Budget
	
	
	

	1.
	Sources and uses budget for homeownership program (in the format similar to Department provided on the SAC web site)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Sources and uses match
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Assumptions (sale price, income, subsidy)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	2.
	Commitment from fund providers in place
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	M.  Timetable
	
	
	

	1.
	Resident meetings and other consultations
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	2.
	When each source of funding will be secured
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	3.
	Number of units to be acquired, rehabilitated, and/or sold annually
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	4.
	Marketing and outreach process
	
	
	

	5.
	Duration of counseling and training
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	Supporting Documentation

Documentation provided under supporting documents will not be a part of Implementation Agreement but required for review purposes.  These documents should not be included in items A through M above.



	1.
	PRE Documentation (if applicable)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Organizational documents of the PRE
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Regulatory and Operating Agreement between PHA-PRE
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Management agreement and plan
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Financing documents (if any)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Operating pro forma
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Mixed-finance ACC Amendment
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Deed restriction or covenant running with the land
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Bond for repairs or proof of insurance
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Any other materials required by HUD
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	2.
	Physical Assessment (and/or Cost Estimate, if applicable)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	3.
	Feasibility statement (In format similar to tool provided on the SAC web site) 

Need to have approximately twice as many eligible purchasers as there are units proposed for homeownership 
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	4.
	PHA performance in homeownership (Management capability such as experience in homeownership, Family Self-Sufficiency, Modernization program etc.)
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	5.
	Nondiscrimination certification
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	6. 
	Legal Opinion 
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	7.
	Board Resolution
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	8.
	Section 8(y) 

Certification from HA that they have met all Section 8(y) requirements

A statement on the HA’s plan to deal with Section 8(y) subsidy expiration prior to mortgage maturity
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	9.
	Those PHA acquiring non-public housing for homeownership
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Property description
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Certification
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Site information
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Property costs
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Appraisal
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Property Acquisition Schedule
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Environmental information
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Market analysis
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 


	
	•
	Cost limit
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 
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