2020 Homebuyer Assistance Program Application 


Please note that the City of Seattle’s 2020 Homebuyer Assistance Program Application is based on the Combined Funder’s Application. However, there are differences in the narrative portion of the application. The spreadsheet tabs included are identical to those used in the Combined Funders Application; however, some tabs have been removed. 

(When submitting hard copy applications, please include the printed excel tabs and additional documentation requested in the associated sections of the application.)




Section 1: Project Overview

Project Design

	
1. Provide a brief description of your project and/or program including: 
· The eligible use for which you are applying –  down payment assistance (DPA), development loans for resale-restricted homes or bridge loan)
· The number of units created and/or homebuyers served
· The type of activities planned (e.g. new construction development, acquisition/rehabilitation, DPA)

	
	



	
	Yes*
	No

	2. Will there be a Homeowners’ Association?
	|_|
	|_|

	Is the project structured as a condominium? 
	|_|
	|_|

	If yes, describe what will be owned by the homeowner (define the unit and limited common elements) and what will be considered common elements. Attach the Condominium Declaration if available.
	
	

	
	

	
	Yes*
	No

	Is the project structured as a Limited-Equity Cooperative (LEC)? 
	|_|
	|_|

	
*If yes to any of the above questions applications must include the necessary addendum as well as an association or LEC budget.
	
	

	
	
	

	3. Date of your pre-application meeting: (mm/dd/yyyy):
	




Tab 1 Form
	Please complete the following Excel Form:

	· Form 1: Project Summary*



* Include any development consultant information and attach the developer agreement if applicable. (See Washington State Housing Trust Fund Handbook Section 205.1 for guidance regarding a developer agreement.)


Section 2: Project Narrative

This question is not required for down payment assistance programs with no construction or rehab.

1. Please provide a detailed description of your proposed project. Explain why your organization has chosen to pursue this particular project in this location. Describe any partnerships that exist or are intended to make this project successful. Be sure to clearly describe any unique aspects of the acquisition strategy, product type, development plan, construction or take-out financing or any other elements of the project.
	
	



Project Marketing and Community Engagement

	
2. Describe your marketing strategy, including how potential homebuyers learn about this program/project and your plan for affirmative outreach. Include descriptions of any organizational and community relationships established to assist with affirmative outreach. Describe your strategy for engaging and marketing to communities who have historically been excluded from homeownership opportunities.

	
	

	
3. Describe your process for establishing and managing wait lists? How will you prioritize homebuyers?

	
	

	
	Yes
	No

	4. Is neighborhood notification required? (See A and F Plan page 64)
	|_|
	|_|

	
	a. If yes, has neighborhood notification taken place? If so, please describe.
	
	

	

	
	

	
5. List the actions the project sponsor has taken or will undertake to garner community support for the project and communicate with the neighbors regarding project characteristics and progress:

	

	
	



Preparation, Qualification and Homebuying Process

	6. How and at what point in the process will homebuyers receive homebuyer education and one-on-one counseling?  Describe the eligibility determination process and mortgage and approval process.

	
	



	7. Describe the appraisal, home inspection processes, and the process for closing on the sale of the home.

	
	



Property Selection Criteria 
This section is not required for new construction or acquisition/rehab of a multi-family building.

	8. Describe the home selection guidelines, including the type(s) and costs of typical properties that homebuyers will purchase, the maximum purchase price, and the minimum property standards that homes must meet before acquisition and before occupancy if rehab will be required:

	
	




Property Location

	9. If this is a development (construction and/or rehab) project, describe the property location, neighborhood, transportation, local services, etc. If this is a down payment assistance program, describe the targeted neighborhood(s) or area(s) where assisted households will be purchasing homes:

	
	



Property Description
This section is not required for down payment assistance programs with no construction or rehab.

	10. For a development project, describe the existing property including vacant land and existing structures that may be demolished or rehabilitated:

	
	



11. Describe the proposed ownership structure (condominium, limited-equity co-operative, etc.) including whether there will be an owner’s association. 
	
	

	
	


If the proposed project will have a homeowner’s association, a condominium owners’ association or be structured as a limited-equity co-operative, please include the applicable addendum.

Existing Structures 
	
	Yes
	No

	12. Does the site contain existing structures?
	|_|
	|_|

	
	a. If yes, how many?
	
	

	

	
	b. What is to be done with them?
	
	

	
	
	
	|_|
	Nothing (does not apply/not part of this project)
	

	
	
	
	|_|
	Demolish
	

	
	
	
	|_|
	Rehabilitation
	

	
	
	
	
	i. Give a brief description of the condition of any buildings to be rehabilitated:

	
	
	
	
	
	



	
	Yes
	No

	13. Does the site have any existing tenants including commercial tenants?
	|_|
	|_|


If yes, please complete Section 4, Relocation

Historical Elements 
	
	Yes
	No

	14. Are any on-site structures subject to historical preservation requirements?
	|_|
	|_|

	
	a. If yes, how many?
	
	

	

	
	b. Governing Body/Code:
	
	

	
	
	
	|_|
	National Historic Register
	

	
	
	
	|_|
	State Department of Archaeology and Historic Preservation
	

	
	
	
	|_|
	Other. Specify:
	

	
	
	
	
	
	

	

	
	c. Briefly state how you plan to comply with applicable historic preservation requirements:

	
	

	
	
	
	



Zoning 
This section is not required for down payment assistance programs with no construction or rehab.

	15. What is the current zoning of the project site(s)? 
	



	
	Yes
	No

	16. Is the proposed project consistent with the zoning status of the site(s)?
	|_|
	|_|

	
	a. If current zoning is not consistent, explain:
	
	

	
	
	
	
	

	

	
	b. Outline the steps that will be taken to address zoning issues (e.g. administrative, conditional use, hearing examiner, council approval), what approvals are required, and what is the time frame needed to resolve these issues:
	
	

	
	
	
	
	

	
	Yes
	No

	17. Is the proposed project site subject to any existing encumbrances, such as encroachments, easements, restrictive covenants, use restrictions, or regulatory agreements?
	|_|
	|_|

	
	a. If yes, do these encumbrances impair the ability to provide clear title?
	
	

	
	
	i.
	If yes, describe how clear title can be obtained:
	

	
	
	
	
	
	

	
	
	
	
	
	

	
18. If the proposed project does not maximize the development capacity of the site, please explain the necessity or advantage of under-building

	
	

	
	



	19. How many parking stalls are required for your project by current zoning?

	
	Number of residential parking stalls:
	
	

	
	Number of commercial parking stalls:
	
	



	20. How many parking stalls are proposed in your project design?

	
	Number of residential parking stalls:
	
	

	
	
	
	

	
	Number of commercial parking stalls:
	
	



	21. Explain any differences between the required number of parking stalls and what is proposed in your project.

	

	
	



Site Control
This section is not required for bridge loan applications or down payment assistance programs with no construction or rehab.

	22. Describe the type of site control (e.g., statutory warranty deed, purchase and sale agreement, lease agreement, etc.) and key dates (e.g., purchase date, closing date, option to purchase expiration date, maximum extension, etc.) and attach documentation. 

	
	




Environmental
This section is not required for down payment assistance programs with no construction or rehab.

For information regarding the required Phase I ESA and Limited Survey, see Sections 205.4.1 and 205.5, respectively, of the Housing Trust Fund Handbook.
	
	
	

	23. What recognized environmental conditions, hazards, or risk issues were identified in the Phase 1 ESA? Provide page numbers. Provide a plan to abate or manage what was identified and an estimate of the cost.

	
	




	
	Yes
	No

	24. Did the Phase I ESA recommend a Phase II be completed?
	|_|
	|_|

	
	
	

	If yes, attach a copy and explain the plan and budget to address these issues. This cost estimate should be included in your development budget.



	25. Provide the page number from the Phase 1 ESA/Limited Survey that confirms the presence or absence of the following:

	

	
	
	Present
	Absent
	Page Number
	Not Determined
	

	

	
	Asbestos
	[bookmark: Check105]|_|
	|_|
	
	|_|
	

	

	
	Lead-based paint
	|_|
	|_|
	
	|_|
	

	

	
	Mold
	|_|
	|_|
	
	|_|
	

	

	
	Wetlands
	|_|
	|_|
	
	|_|
	




	26. If any of the above were found, describe how each will be abated or managed and provide an estimate of cost 

	
	





Construction/Rehab Information

This section is not required for down payment assistance programs with no construction or rehab.

Description of the Project
	27. Provide a detailed description of the proposed design, construction, rehabilitation, site development and/or other project related improvements (including any plans for existing structures on-site that may be demolished or rehabilitated):

	
	




Rehabilitation- Acquisition/Rehabilitation Projects
	28. For acquisition rehabilitation programs, describe the types of repairs and improvements that will be undertaken. Summarize your rehab standards, including the projected life span of rehabilitated homes:

	
	



	Plans
29. Please attach conceptual design drawings showing the size and character of the proposed development including primary construction materials. Drawings must include the following:
a. A site plan showing the building footprint, parking, and location of curb cuts.
b. A cross section showing a typical structure’s relationship to the site grades.
c. At least one elevation drawing, or image of the type of structure proposed.
d. A typical unit floor plan.


Non-Residential Space/ Market Rate Units
	This section is not required for down payment assistance programs with no construction or rehab.

	
Yes
	
No

	30. Does the project contain any non-residential space not dedicated for the sole use of the homeowners? 
	|_|
	|_|

	31. 
	
	

	
	a. If so, will this space generate any income for the project?
	|_|
	|_|

	
	b. Please provide a description of the non-residential space, including for what purpose the space is to be used and the intended specific of type of tenant.
	
	

	
	
	
	

	
	
	
	

	
	
c. If the non-residential space is to be treated as a condominium separate from the residential project, or if it is long-term master leased, please explain the ownership structure.
	
	

	
	
	
	

	
	
	
	


	Yes	No
	32. Are there any market rate units proposed as part of the overall development? 
	|_|
	|_|

	
	c. If yes, please explain.
	
	

	
	
	
	
	


Section 3. Project Need

Population Narrative

	1. Indicate the target area location, characteristics and the specific population served:

	
	



2. Describe the need and demand for the product you are proposing. Include the number and type of households on any waiting list and their prequalification or readiness status. (Depending on the product types, funding may be contingent on the completion of a professional market study that supports the demand for such a product.)
	
	



Special Needs Projects/Programs 
(If the proposed project does not serve special needs, please enter “n/a”).
	3. For homeownership projects/programs designed to help disabled households, describe the geographic area(s) from which this project will draw its target population (e.g., city, county, region, state).

	
	




	4. What is the estimated number of people in the target population needing affordable housing within this service area? 

	
	




Tab 3 Form
	Please complete the following Excel Form:

	· Form 3: Units and Target Populations





Section 4. Relocation

Tenant Relocation

	
	Yes
	No

	1. Will this project involve relocation of existing tenants? 
	[bookmark: Check106]|_|
	|_|

	
	
	

	If no, skip to the next section. If yes, continue:
	
	



	
	Yes
	No

	2. Have you developed a relocation plan for this project?
	|_|
	|_|



	3. Enter the number of tenants to be relocated

	
	Residential
	|_|None
	Permanent
	
	Temporary
	
	

	

	
	Commercial
	|_|None
	Permanent
	
	Temporary
	
	




	4. Briefly describe anticipated relocation needs and how they will be addressed

	
	



	5. What requirements or guidelines govern your relocation plan? (check all applicable)

	
	|_|
	Uniform Relocation Act

	
	

	
	|_|
	Section104 [d] (if HOME or CDBG funded)

	
	

	
	|_|
	Washington State Department of Transportation

	
	

	
	|_|
	Other. Specify:

	
	
	
	



	
	Yes
	No

	6. Have you provided notices to the tenants indicating the type of displacement and benefits provided to tenants?
	|_|
	|_|



	
	Yes
	No

	7. Have you identified replacement or temporary units for those who will be displaced?
	|_|
	|_|



	
	Yes
	No

	8. Have you determined that tenants' relocation benefits?
	|_|
	|_|



	
	Yes
	No

	9. Have you included the total relocation budget in the development budget under relocation?
	|_|
	|_|





Section 5: Project Schedule
This section is not required for down payment assistance programs with no construction or rehab.
Project Development Timeline

	1. Please provide, in narrative form, the estimated development phase lengths. Include information about the timing or phasing impact of other funding deadlines.
	
	

	
	
	
	

	
	      Yes
	       No

	2. Do you have other projects that you are currently working on or anticipate working on during the development period of the proposed project? 
	|_|
	|_|

	
	a. If yes, please attach Gantt chart type visual representation showing how projects may or will occur simultaneously. Describe how the projects’ timelines interact.
	

	
	
	
	

	
	      Yes
	       No

	3. Are there any known issues or circumstances that may delay the project?
	|_|
	|_|

	
	a. If yes, list issues below, including an outline of steps that will be taken and the time frame needed to resolve these issues:
	

	
	
	
	





Tab 5 Form
	Please complete the following Excel Forms:

	· Form 5A: Production Pipeline^



^ Disregard the line referencing the Evergreen Project Plan. The Homebuyer Assistance Program does not require projects to meet Evergreen Standards.



Section 6 Development Budget Narrative
This section is not required for down payment assistance programs with no construction or rehab.
Budget Narrative

	1. Please give a brief narrative overview of the development budget including any funding contingency plans if applications to other subsidy sources are unsuccessful.  

	
	

	
	




Value of Project Site

	2. Date of Appraisal (mm/dd/yyyy):
	



	3. Project Site current appraised value:
	



	4. Project Site purchase price:
	



	
	Yes
	No

	5. Is the purchase price at or below fair market value, supported by an appraisal?
	|_|
	|_|

	
	a. If no, explain:
	
	

	
	
	
	
	



	
	Yes
	No

	6. Does the purchase and sale agreement include any provisions for cost escalation that could cause the purchase price to exceed the current appraised value?
	|_|
	|_|

	
	
	

	
	a. If yes, explain:
	
	

	
	
	
	
	



	7. Describe any extension fees or earnest money deposits provided for in the purchase agreement. (Such fees and deposits should be applicable toward the purchase price.)

	
	

	
	




Contracting

	8. Describe the process used by your agency for soliciting bids from and selecting construction contractors (general and subcontractors), consultants, and other professional services to secure competitive fees. (Be sure to see rules regarding competitive bidding as outlined in Section II. of the NOFA.)

	
	

	
	




	9. What is the project’s proposed WMBE utilization goal? Describe how you plan to address WMBE goals in your procurement process for construction and non-construction contractors. Please include specifics regarding bid structure, advertising, outreach, etc. If you have already selected members of the development team prior to application (e.g., development consultants, architects, etc.), describe how WMBE considerations were factored into the contracting process.

	
	

	
	




Tab 6 Forms
	Please complete the following Excel Forms, as appropriate to your project:

	· Form 6A : Total Development Budget

	· Form 6B-1 : Affordable Unit Development Budget 
· Form 6C-1 : Affordable Unit Development Details

	· If the project includes Market Rate units in addition to Affordable units, also complete 
· Form 6B-2 : Market Rate Units Development Budget
· Form 6C-2 : Market Rate Units Development Budget Details

	· If the project includes Non-Residential elements in addition to Affordable units, complete  
· Form 6B-3 : Non-Residential Development Budget
· Form 6C-3 : Non-Residential Development Budget Details

	· Form 6D – Down Payment Assistance Budget

	· Form 6E : Supplemental Development Budget – Single House





Section 7: Project Financing

Project/Program Funding Sources

	1. Provide relevant information not included on Form 7 of the Workbook for each source, including any award conditions, performance requirements, date(s) of funding availability, approval process, timing issues, etc. as applicable.

	
	



	2. Please describe any unique financing details or structures as they pertain to this application.

	
	

	
	



	3. If your project includes a bridge, or construction loan from a private lender, please state the basis for your assumptions included in Form 7. What lenders have you spoken to about this project or loan terms?

	
	

	
	

	
	Yes
	No

	4. Do you already have interest or commitments from mortgage lenders to make mortgage financing available to the buyers of homes in this project?  
	|_|
	|_|

	
	a. If yes, please provide the names of the mortgage lenders.
	
	

	
	
	
	



Capital Campaigns

	5. If the project is proposing a capital campaign as a source of funds, please explain the capital campaign strategy for this project.  What is the status of the fundraising?  What is the contingency plan for funding should the capital campaign fall short?  What is the sponsor organization’s track record with past capital campaigns? 

	
	

	
	



	
	Yes
	No

	6. Will there be a capital campaign consultant?
	|_|
	|_|

	

	
	a. If yes, please provide the consultant’s name, company and a brief explanation of their experience with similar capital campaigns
	
	

	
	
	
	

	

	
	b. If no, who at your organization is responsible for the campaign, and what is their experience with similar capital campaigns.
	
	

	
	
	
	



Tab 7 Form
	Please complete the following Excel Form:

	· Form 7: Financing Sources


Section 8: Buyer Finances

Initial Purchase Price Methodology
This section is not required for down payment assistance programs with no construction or rehab.

	1. Describe how you determined the initial sales price for each of the various home types.

	
	

	
	



	2. Please provide a narrative explaining the Homebuyer Affordability Worksheet.

	
	

	
	





Tab 8 Form
	Please complete a copy of the following Excel form for each market in which the program will operate or for a variety of the typical house sizes/types.

	· Form 8: Homebuyer Affordability Worksheet





Section 9: Development Team and Organizational Capacity

Development Team
This section is not required for down payment assistance programs with no construction or rehab.
		
	

	
	


1. List the names of key members of the sponsor organization’s development team (both staff and contracted development team members), their titles and their years of experience in affordable housing below. Please attach the resume of key development team members.

	

	Name
	Title and Affiliated Organization
(e.g., executive director, project manager.)
	Years’ Experience in Affordable Housing

	
	
	

	
	
	

	
	
	



	2. Please explain the roles and responsibilities of each individual project development team member, including consultants, and their experience with those specific tasks or roles.

	
	

	
	



Seattle Race and Social Justice Initiative
OH seeks to invest in organizations and projects that align with the City’s Race and Social Justice Initiative. The Race and Social Justice Initiative (RSJI) is the City of Seattle’s commitment to realize the vision of racial equity. RSJI is a citywide effort to end institutional racism in City government and to achieve racial equity across our community. The initiative is especially focused on systemic change to eliminate race-based disparities in our community. For more information on the Race and Social Justice Initiative or tools go to: 
http://www.seattle.gov/rsji/  or http://www.housingconsortium.org/member-programs/racial-equity-project/ “
	3. Are there specific steps that your organization has taken to address institutionalized racism or promote racial equity? (e.g. through a strategic planning process, administration of a Race and Social Justice toolkit, leadership and board training, etc.)  Please describe:

	
	

	
	



	4. Are there specific aspects of the proposed project that address institutionalized racism or further race and social equity in Seattle including but not limited to the project location, target population(s), screening criteria, and outreach and marketing efforts?  Please describe:

	
	

	
	






[bookmark: _Hlk490819225]Organizational Development Experience
	This section is not required for down payment assistance programs with no construction or rehab.

	
Yes
	
No

	5. Has the sponsor organization developed affordable homeownership projects previously?

6. Please provide an overview of housing development and project-related experience, including size and type of project(s) number of units produced, rehabilitated, owned and/or managed/stewarded.
	|_|
	|_|

	
	

	
	a. Please provide the following information each project
	
	

	
	
	i.
	Project name
	

	
	
	ii.
	Location/jurisdiction
	

	
	
	iii.
	Description of the project size and scope
	

	
	
	iv.
	Project start date, when construction was completed, date project was occupied and/or when last home was sold (if a current project, please include its current status and projected date of completion.)
	

	
	
	v.
	List and description of the development team (staff members, consultants, volunteers, contractors, etc.)
	

	
	
	vi.
	Description of the ownership structure along with a description of resale-restrictions if any
	

	
	
	vii.
	Detailed development budget with all sources and uses
	

	
	



	
	Yes
	No

	7. Is the sponsor organization currently engaged in any project workouts or were project workouts required by OH in the past?
	|_|
	|_|

	
	a. If yes, please list any projects requiring workouts, and provide a brief summary of the reason for the workout status.  
	
	

	

	
	Project Name
	Reason for Workout
	

	
	1.
	
	
	

	
	2.
	
	
	

	
	3.
	
	
	



	8. If your organization has been party to a foreclosure, deed in lieu of foreclosure, or an active pending foreclosure in the last 10 years, identify the project and explain both the circumstances and how it was resolved with the lender.

	
	

	
	




Organizational Financial Capacity
Note: If applicants are proposing to develop housing through partnerships, please respond to questions pertaining to capacity on behalf of the partner assuming primary responsibility and financial risk for the project.

	9. When was the Sponsor organization last audited? (mm/dd/yyyy)
	



	
	Yes
	No

	10. In the Sponsor’s last audit, were there any findings?
	|_|
	|_|

	
	a. If yes, describe the nature of the findings:
	
	

	
	
	
	
	

	

	
	b. 
	Have these findings been resolved?
	|_|
	|_|

	
	
	i.  If not, what is your plan for resolution?
	
	

	
	
	
	
	




	11. Describe the trends illustrated by the last three years of organizational financial audits. Include any additional narrative to explain financial ratios that may appear to be cause for concern.

	
	

	
	



	
	Yes
	No

	12. Has the project sponsor submitted copies of the last three years of audited financial statements to OH within the last 6 months? 
	|_|
	|_|

	
	c. If no, please attach to the application.
	
	



	13. Please attach current year-to-date financials including balance sheet, profit and loss statement and any other reports you use to communicate with your board members about your organizational finances.




Tab 9 Form
	Please complete the following Excel Form:

	· Form 9: Project Team*



* Disregard the section referencing an Evergreen Project Coordinator. The Homebuyer Assistance Program does not require projects to meet Evergreen Standards.








Section 10: Post-purchase Support

Long-term Stewardship and Compliance Monitoring
This section is not required for down payment assistance programs with no construction or rehab.
	1. Describe how you plan to keep these homes affordable for the required 50-year period. Describe and attach a template of the legal document(s) you intend to use to secure affordability.

	
	

	
2. Describe your resale restrictions and resale formula.

	
	

	
3. Describe how the documents, the initial price and the resale formula specifically align with the 2016 Housing Levy’s Administrative and Financial Plan and Housing Funding Policies and model out how affordability will be maintained over the 50-year affordability period. (Model can be provided in an excel file.)

	
	

	
4. Describe the current staff functions and tasks associated with monitoring for compliance with owner-occupancy requirements, appropriate resale pricing, conditions of the home at resale, and the eligibility of future buyers.

	
	

	
5. Describe how the monitoring for compliance and the long-term stewardship obligation will be staffed and resourced.

	
	

	
	Yes
	No

	6. Does the project sponsor have experience with stewardship of resale-restricted homes and providing homeowner support?
	|_|
	|_|

	

	
	a. If yes, please describe the project sponsor’s experience with homeowner support and stewardship of home affordability.
	
	

	
	
	
	

	
	
b. If the project sponsor does not have experience with homeowner support and/or stewardship of home affordability, describe how stewardship will be provided.
	
	

	
	
	
	



Post-Purchase Support for Down Payment Assistance (DPA) Borrower
This section is not required for development or resale-restricted homes.
	7. Please describe any post-closing communication with or support that your organization offers to DPA borrowers.

	
	

	
8. Please describe if or how your organization is involved if or when a DPA borrower is delinquent or defaults on their first mortgage.
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